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A S r— ‘AWaRD PERIGD
AFFTC Civilian Recognition Awards - First Quarter see below for categories | 1Jan 03 - 31 Mar 03
'RANKNAME OF NOMINEE (Frsr, Aliale il (oot SSN (Enter 1351 £ 00 | MAJCOM, 705, OR DRU
NH-0812-1I1 First 1. Last 678 AFMC

oAFSCOUTY T NOMINEE'S TELEPHONE DS & Commercial
Duty Title DSN 527-1234: COMM (661) 277-1234

UNITICFFICE SYIEOLSTREET ADDRESS BASESTATE 2P CODE
ORG/OFC 1234 Any Str., Edwards AFB CA 93524

RANK NAME OF UNIT COMMANDER (s, Mliccl 172, Loctl COMMANDER'S TELEPHONE (58N & Commercial
Rank First I. Last, DSN 527-4321; COMM (661) 277-4321

SPECIFC ACCOMPLSHMENTS (Use singospoced, oute fora
- Governing instruction: AFFTC Instruction
- This sample is for individual nominations
- Limited o 20 lines for quarterly nominations, excluding section titles
- Use bullet format, not sentences--bullet statements are concise, accurate, brief, and specific

- The best bullets answer the following questions:

What the person did (the meat): authored document; briefed VIP; saved aircraft, time

money, etc.
How well they did it: sense of enthusiasm--the best, awesome, topnoich, etc
So what: mission impact—SS saved. user's needs met, etc.
-- See AFH 33-337, The Tongue and Quill, for more specifics on bullet statements
- Use the following entries for award category (above)

~ Supervision/Management

Scientific/Engineering

Technician/Trades and Labor
Secretarial/Clerical
~ Staff/Specialist/Analyst
- Use the following headings in write-up: st them as they are here (do not bold or underline)
ACCOMPLISHMENTS AND LEADERSHIP

~ This portion will contribute 70% to the nominee's overall score

-~ Examples of important contributions. quality initiatives. duties above and beyond
EDUCATION AND SELF IMPROVEMENT

- This portion will contribute 20% to the nominee's overall score

-- On- and off-duty education. activities, and achievements in professional associations
OTHER ACCOMPLISHMENTS/COMMUNITY INVOLVEMENT

-~ This portion will contribute 10% to the nominee's overall score

- Contributions to the civilian and/or military community's welfare, morale or status

NOTE: Quarterly nominations are due to DPCE by the first Wednesday of January, April. July

Form 1206 and diskette only, DPCE will make copies as needed.

October (contact your organizational awards POC for internal suspense dates). Submit original AF
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This instruction establishes the civilian Quarterly/Annual Recognition Program (QARP) at the AFFTC level, expands the existing Test Wing and Air Base Wing civilian quarterly recognition programs, invites associate unit participation, and integrates the annual Civilian Excellence Award Program.

1.  References.  This instruction complies with AFI 36-1001, Managing the Civilian Performance Program, AFI 36-1004, Managing the Civilian Recognition Program,  and other applicable award program directives applying to civilian employees.  All questions regarding the QARP should be directed to the applicable organization point of contact.

2.  Responsibilities Assigned.

2.1.  The AFFTC selection board will consist of the AFFTC/CD (Chair), 412 TW/CC, 95 ABW/CC, AFFTC/CV, or their designees, and a union-designated representative for award categories with bargaining unit nominees.  The Civilian Personnel Officer (CPO) will act as Technical Advisor, and a member of the CPO’s staff will act as recorder.  The AFFTC selection board will be responsible for:

2.1.2.  Reviewing nomination packages and selecting winners. 

2.1.3.  Disqualifying nomination packages that do not meet criteria or are formatted incorrectly.

2.1.4.  Adjusting award dollar amounts due to criteria outlined in AFI 36-1004 not being met.

2.1.5.  Designating liaisons to accomplish administrative support for their respective organizations, including all related duties and functions to prepare awards for submission to 95 MSS/DPCE, and assist in the planning and execution of annual and quarterly awards ceremonies.

2.2.  The CPO will ensure that the annual winners are announced at a combined military/civilian banquet, and the quarterly winners are announced at an appropriate ceremony.

2.2.1.  The CPO, in order to properly plan and execute the annual and quarterly awards ceremonies, is authorized to utilize and delegate to the organizational award liaisons for Command and Staff, 412 TW, and 95 ABW, as well as representatives from AFFTC/CCP, AFFTC/CCX, and AFFTC/CCC. 

3.  Award Categories.  

3.1.  There are seven award categories listed below.  The Senior Leadership Award is an annual category for employees at grade levels GS-14/15, NH-IV, DR-3/4, and WS-17/18; these grade levels are restricted from competing in other categories.  Employees may only be nominated in one category per nomination period.

3.1.2.  Supervision/Management

3.1.3.  Scientific/Engineering

3.1.4.  Technician/Trades and Labor

3.1.5.  Secretarial/Clerical

3.1.6.  Staff/Specialist/Analyst

3.1.7.  Team 

3.1.8.  Senior Leadership (annual award only)

4.  Quarterly Recognition Category Definitions.  

4.1.  The AFFTC Civilian Quarterly Recognition Awards Program is limited to employees at the NH-III/GS-13 classification equivalent or below.  The AFFTC Command and Staff, 412 TW,  95 ABW, and associate units may submit one nominee for each individual award category, and one team for the Team Award category.  Quarterly award categories are defined as follows:

4.1.1.  Supervision/Management.  For outstanding service as a supervisor or manager with direct responsibility for the performance/contributions of subordinate employees or teams.  All employees assigned as supervisors or managers are eligible.

4.1.2.  Scientific/Engineering.  For significant contributions or accomplishments in science or engineering.  All professional engineers, scientists, and mathematicians are eligible.  Primarily DR-I and II, GS 5-13, and NH-II and III.

4.1.3.  Technician/Trades and Labor.  For distinguished service or exceptional contributions as a civilian technician.  These typically include laborer, technician, operator, assistant, inspector in their titles, and perform duties that require skilled, “hands-on” activities.  These are most often WG/WL, GS 5-11, and NJ employees that perform non-supervisory functions.

4.1.4.  Secretarial/Clerical.  For outstanding performance providing secretarial or clerical support.  These include positions with clerk, secretary, and administrative assistant in the title.  These are generally classified as NK or GS positions.

4.1.5.  Staff/Specialist/Analyst.  For outstanding performance providing mission support activities such as resource management, planning, administrative support, and other non-technical functions.  All employees who do not qualify in the first four categories listed may compete in this category.  These positions commonly have specialist or analyst in the title and are most often classified as NH II-III and GS 7-13.

4.1.6.  Team.  For outstanding team accomplishments within or outside normal job duties.  Team is defined as normally no more than 10 employees working on a common project.  Contractors and military members may be members of the team.  Only those individuals who were instrumental in achieving the accomplishment(s) are to be listed as team members.

5.  Annual Recognition Category Definitions.  

5.1.  Nominations will be accepted for the AFFTC Annual Civilian Recognition Awards in each category as defined in paragraph 4, plus a Senior Leadership category, defined below.  The AFFTC Command and Staff, 412 TW, 95 ABW, and associate units may nominate one employee for each individual award category, and one team for the Team award category.
5.1.2.  Senior Leadership.   For exceptional performance or contributions made by civilian employees at grade levels GS-14/15, NH-IV, DR-3/4, and WS-17/18.  Managers and professional staff at these grade levels are eligible for nomination in Senior Leadership category only.  These grade levels are ineligible for consideration in other categories.

6.  Award Format and Due Dates. 

6.1.  Nominations are to be prepared on AF Form 1206 in bullet format (see appropriate sample, atchs 1-4).  Quarterly award nominations may not exceed 20 lines, excluding section titles and team information.  Annual award nominations may not exceed one page, excluding section titles and team information.  To ensure nomination meets criteria for award amounts, write nominations to meet criteria for highest award dollar amount as set forth in AFI 36-1004, Table 2.3.  Nominations that do not meet criteria will be adjusted to appropriate award amount.
6.2.  Quarterly award nomination packages, one for each category, from the AFFTC Command and Staff, 412 TW, 95 ABW, and associates will be submitted to 95 MSS/DPCE by the first Wednesday of January, April, July, and October.  Annual award nominations will be submitted to 95 MSS/DPCE by the third Friday in January.  Submit original AF Form 1206 and diskette only; DPCE will make copies as needed.

7.  Award Recognition.

7.1.  Quarterly Awards.  Winners will be recognized at a combined civilian/military awards ceremony.  Individual winners will each be given the choice of up to $600 or up to 12 hours time off; winning team members will each be given the choice of up to $400 or up to 8 hours time off.  Maximum award amount for the winning team is based on a 10-member team.  If a team consists of more than 10 members, the maximum award amount will be split among all civilian members.  Military members of a winning team will be awarded a pass equivalent to the comparable time off award a civilian is eligible for.  Recognition will be forwarded to the employer of a contractor member of a winning team.

7.2.  Annual Awards.   Awards will be presented at a combined civilian/military awards banquet.  Individual winners will each be given the choice of up to $1200 or up to 24 hours time off; winning team members will each be given the choice of up to $800 or up to 16 hours time off.  Maximum award amount for the winning team is based on a 10-member team.  If a team consists of more than 10 members, the maximum award amount will be split among all civilian members.  Military members of a winning team will be awarded a pass equivalent to the comparable time off award a civilian is eligible for.  Recognition will be forwarded to the employer of a contractor member of a winning team.

7.3.  Submission of monetary or time off awards for winners at each level is mandatory.  For consistency, award limits at preceding levels (squadron/division; group/directorate; wing/CSOB) are prescribed in attachment 5.  To avoid the possibility of award duplication, do not submit Special Act, Notable Achievement, or Time-Off awards to the CPO until an individual or team has a) been eliminated at the next level of competition; or b) won at Center level.  Equivalent compensation is recommended for non-AFFTC assigned personnel.  When warranted, multiple Center-level winners in a category are acceptable.

WILBERT D. PEARSON, JR., Major General, USAF
Commander

5 Attachments

1.  Sample – Annual Individual Nomination

2.  Sample – Annual Team Nomination

3.  Sample – Quarterly Individual Nomination

4.  Sample – Quarterly Team Nomination

5.  AFFTC Award Amounts Table 

Attachment 1

[image: image3.png]NOMINATION FOR AWARD

) ‘CATEGORY if Apalcanie] AWARD PERIOD
AFFTC Civilian Recognition Awards - Annual TEAM 1Jan 03 - 31 Dec 03
RANKINAME OF NOMINEE (Fist, Midle i), Last) SN (Erier Lost 2 OMY] | MAJCOM, 7oA. OF DU
Team Name AFMC

DAFSCOUTY TITLE NOMINEE'S TELEPHONE (DSW & Commerciel
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ORG/OFC 1234 Any Str.. Edwards AFB CA 93524

RANKNAME OF UNIT COMMANDER (Fist, Micdie i, Last) COMMANDER'S TELEPHONE (05N & Commercal
Ran First I. Last. DSN 527-4321; COMM (661) 2774321

SPECIFC ACCOMPLISHMENTS (Uss sigospace ufes forma
- Governing instruction: AFFTC Instruction
- This sample is for team nominations
- Limited to one page for annual nominations, excluding section titles and team member information
- Use bullet format, not sentences--bullet statements are concise, accurate, brief, and specific
- The best bullets answer the following questions:
--- What the team did (the meat): authored document; briefed VIP; saved aircraft. time
money. ete.
--- How well they did it: sense of enthusiasm--the best, awesome, topnotch, etc
So what: mission impact—$S saved. user's needs met, etc.
~- See AFH 33-337, The Tongue and Quill, for more specifics on bullet statements
- Use the following section titles: list them as they are here (do not bold or underline)
TEAM CHARTER
~- What was the mission, function or purpose--goals of team?
TEAM ACCOMPLISHMENTS
-~ What was accomplished?
RESULTS
— Tmpact

TEAM MEMBERS

Name SSAN  RANK /Title ORG/OFC Supervisor
Jane Doe 6789 NK-0318-1I1, Secretary 412 TW/EW Sue Smith
Ete

NOTE: Annual nominations are due to DPCE by the third Friday of January (contact your
organizational awards POC for internal suspense dates). Submit original AF Form 1206 and diskette
only. DPCE will make copies as needed
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AR CATEGORY (1 Appscssie] AWARD PERIOD
AFFTC Civilian Recognition Awards - Annual ce below for categories | 1Jan 03 - 31 Dec 03
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SPECIFC ACCOMPLISHMENTS Use singl ovced, bulet fornas)
- Governing instruction: AFFTC Instruction
- This sample is for individual nominations
- Limited to one-page excluding section titles
- Use bullet format--not sentences; bullet statements are concise, accurate, bri

~ The best bullets answer the following questions.

- What the person did (the meat): authored document; briefed VIP; saved aircraft, time

money, etc.
- How well they did it: sense of enthusiasm~the best, awesome, topotch, ctc
- So what: mission impact-SS saved, user's needs met, etc.

-+ See AFH 33-337, The Tongue and Quill, for more specifics on bullet statements
- Use the following entries for award category (above)

~ Supervision/Management

~ Scientific/Engineering

~ Technician/Trades and Labor

~ Secretarial/Clerical

- Staff/Specialist/Analyst

~ Senior Leadership

- Note: Senior Leadership category is only for annual awards

- Use the following headings in write-up; list them as they are here (do not bold or underline)
ACCOMPLISHMENTS AND LEADERSHIP

- This portion will contribute 70% to the nominee’s overall score

- Examples of important contributions, quality initiatives, duties above and beyond
EDUCATION AND SELF IMPROVEMENT

~ This portion will contribute 20% 1 the nominee's overall score

~- On- and off-duty education, activities, and achievements in professional associations
OTHER ACCOMPLISHMENTS/COMMUNITY INVOLVEMENT

~- This portion will contribute 10% to the nominee's overall score

-~ Contributions to the civilian and/or military community's welfare, morale or status

" and specific

NOTE: Annual nominations are due to DPCE by the third Friday in January (contact your
organizational awards POC for internal suspense dates). Submit original AF Form 1206 and diskette
only, DPCE will make necessary copies
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SPECIFIC ACCOMPLISHMENTS (lse sngespoced, oute forma]
- Governing instruction: AFFTC Instruction
- This sample is for team nominations
- Limited 0 20 lines for quarterly nominations, excluding section titles and team member information
- Use bullet format, not sentences-—bullet statements are concise, accurate, brief, and specific

~ The best bullets answer the following questions:

- What the team did (the meat): authored document; briefed VIP; saved aircraft. time

money. etc
- How well they did it: sense of enthusiasm--the best, awesome, topnotch, etc

- So what: mission impact-SS saved. user's needs met, etc.
- See AFH 33-337, The Tongue and Quill, for more specifics on bullet statements
- Use the following section titles; list them as they are here (no bolding or underlining)
TEAM CHARTER

— What was the mission, function or purpose--goals of team?
TEAM ACCOMPLISHMENTS

— What was accomplished?
RESULTS

- Impact

TEAM MEMBERS

Name SSAN RANK /Title ORG/OFC Supervisor
Jane Doe 6789 NK-0318-1II, Secretary 412 TWEW Sue Smith
Erc.

NOTE: Quarterly nominations are due to DPCE by the first Wednesday of January, April, July and
October (contact your organizational awards POC for internal suspense dates). Submit original AF
Form 1206 and diskette only, DPCE will make copies as needed

Attachment #4

AF FORM 12086, 20000701 (EF-V3) T0US EDITION 15 0BSOLETE






Attachment 4






Attachment #5




















Squadron - Division





INDIVIDUAL





TEAM





Quarterly


$ / Hrs





Annual


$ / Hrs





Quarterly


$ / Hrs





Annual


$ / Hrs








Up to 


75/4








Up to


150/8








Up to 


50/2








Up to


100/4








Group - Directorate








Up to


150/6








Up to 


300/12








Up to


100/4








Up to


200/8








Wing - CSOB








Up to


300/8








Up to


600/16








Up to 


200/6








Up to 


400/12








Center








Up to 


600/12








Up to


1200/24








Up to


400/8








Up to


800/16











AFFTC Annual/Quarterly Civilian Recognition 


Award Amounts Scale





Attachment 5









