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BY ORDER OF THE COMMANDER
IF OPERATING INSTRUCITON 36-2801

AIR FORCE RESEARCH LABORATORY
22 October 1998


Personnel

AWARDS AND RECOGNITION

________________________________________________________________________

Supersedes:  RLI 36-2801, 10 Apr 95
Certified by:  AFRL/IFO (Col Frederick J. Foster) 

OPR:  AFRL/IFOW (Joyce Williams)
Pages:  3/Distribution:  F

________________________________________________________________________

This instruction implements AFPD 36-28, Awards and Decorations, and AFI 36-2805, Special Trophies and Awards.  It sets up the office of primary responsibility (OPR) for administratively controlling and monitoring the Special Trophies and Awards Program within the IF Directorate. 

SUMMARY OF CHANGES

This revision aligns the instruction with AFPD 36-28, Awards and Decorations and AFI 36-2805, Special Trophies and Awards.

1.  General:

1.1.  The Workforce Relations  Branch, is the office of primary responsibility to ensure that the Information Directorate has an effective program to recognize achievements eligible for special trophies and awards.

1.2.  Supervisors should become familiar with the AF Instructions on special trophies and awards to be sure that appropriate recognition is given to deserving personnel.

2.  Explanation of Terms:

2.1.  The Special Trophies and Awards Program provides several types of awards for which IF personnel may compete.  It is IF policy to nominate the most qualified individuals and units to receive this recognition for their achievements and services.

2.2.  The IF Awards and Recognition Program includes a variety of higher headquarters awards listed in the AFI 36-28-series.  Also included under the program are civilian incentive awards, Airman, NCO, Senior NCO, and Company Grade Officer (CGO) of the Quarter or Year, and other IF awards.

3.  Responsibilities:

3.1.  The Workforce Relations Branch:

3.1.1.  Sets up administrative policies to ensure the effective operation of the Special Trophies and Awards Program.

3.1.2.  Selects awards pertinent to IF and solicits nominations from appropriate division and staff offices.  Requests for nominations will be given with enough lead time for preparing the writeups (normally 45 days).  Prescribing directives are referenced in the letter.

3.1.3.  Reviews nomination submissions from division and staff offices for content and overall suitability to ensure compliance with AFI 36-2805.  If submissions are not in proper format, they are returned to the originating division or staff office for revision.

3.1.4.  Prepares letter of transmittal for the Director or Deputy Director’s signature and forwards   final IF selections to HQ AFRL  in accordance with  prescribed requirements.

3.2.  The Det 4 (AFRL) Squadron Section:

3.2.1.  The Airman, NCO, and Senior NCO of the Quarter;  CGO of the Quarter and Year nominations are prepared according to AFRL Instruction 36-28.  The First Sergeant and Executive Officer monitors the Directorate Program and coordinates all actions to comply with the AFRL suspense.

3.2.2. The selection board consists of the Squadron Section Commander and First Sergeant.  The board reviews nomination packages and selects winners for approval of the Director, or designee.  The board reviews nomination packages only.  There is no personal appearance before the Directorate board.

3.2.3.  The selection board for the CGO of the Quarter consists of the IF Deputy Director/Commander and another senior military officer.  The board reviews nomination packages and selects winners for approval of the Director or designee.  The board reviews nominations only.  There is no personal appearance before the board.

3.2.4  The AFRL quarterly boards are for review only.  The yearly winners are scheduled to meet the AFRL board in person.  The First Sergeant contacts the appropriate division offices and nominees to provide information for temporary duty (TDY) to Wright-Patterson AFB.

3.3.  Division and Staff Offices:

3.3.1.  Prepare recommendations in response to requests from the Workforce Relations Branch, Executive Officer, or First Sergeant.

3.1.2.  Prepare Airman, NCO, Senior NCO, and Company Grade Officer of the quarter or year nominations in accordance with AFI 36-28, and forward to the appropriate Directorate monitor. 

3.3.3. Prepare and present  Certificates of Promotion at an appropriate ceremony for promotions through the GS-12 level.

3.3.4.  Prepare  Certificates of Promotion for Director's signature for promotions to GS-13 and above.  Provide certificates to the Protocol Officer for Command Section presentation.

3.4.  The Protocol Officer arranges presentation of awards listed in paragraph 3.4.1.and schedules the photographer for all award ceremonies as requested.

3.4.1.  The majority of awards and recognition ceremonies at AFRL Rome Research Site  are the responsibility of division and staff office chiefs.  For the following awards and recognition, however, the IF Director or Deputy Director is the presiding official.  The responsibility for arranging these ceremonies is shared by the Protocol Officer and the respective division or staff office or the Det 4 (AFRL) Squadron Section as appropriate:

· Airman/NCO/Senior NCO/Company Officer of the Quarter/Year

· Special Trophies and Awards

· Certificates for 30 or more years of service

· Awards and recognition for SES members

· Regular Air Force commissioning

· Promotions:   Military - Officers and Enlisted


Civilian - to GS 14 and above

· Decorations:   Military - AFAM and higher decorations


Civilian - All decorations

· Retirements:   Military - All


Civilian - GS 15 and above

· All Unit awards.

3.4.2.  Division and staff office chiefs may request the IF Director or Deputy Director's participation in award ceremonies when appropriate.

