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ROME LABORATORY SECRETARY/CLERICAL AWARD OF THE YEAR


______________________________________________________________________________


This instruction implements AFPD 36-28, Awards and Decorations.  It establishes the criteria and procedures for submitting nominations for the Rome Laboratory Secretary/Clerical Award of the Year.





SUMMARY OF CHANGES


This revision aligns the instruction with AFPD 36-28, Awards and Decorations.  It also updates nomination procedures in paragraph 3.1.





1.  Policy:





1.1.  The Rome Laboratory Secretary/Clerical Award of the Year is conferred, annually, on a person primarily involved in secretarial or clerical duties, chosen for outstanding secretarial or clerical support.





1.2.  A certificate of award if presented to the individual and a permanent plaque is kept at Rome Laboratory displaying the names of all recipients.





2.  Eligibility.  Any Laboratory civilian or military person assigned secretarial or clerical duties for the year before the call for nominations is eligible for the award.





3.  Nomination Procedures:





3.1.  The Chief, Technical Resources Division calls for nominations in March of each year.





3.2.  The nominee’s supervisor must send the nomination through the branch, division, directorate or staff office chain.  Nominations should be in narrative form, not to exceed two, double-spaced, typewritten pages.





3.2.1.  Written justification considers: performance, initiative, and attitude; self-development efforts; and other specific noteworthy contributions.
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3.2.2.  Follow this format:





	NAME:	GRADE/RANK:


	POSITION:	ORGANIZATION:


	NARRATIVE:





4.  Selection Committee.  A selection committee is formed to evaluate the nominations and select someone for the award. It is composed of five representatives from Rome Laboratory mission directorates and staff offices who have been chosen by the Commander from a list of individuals nominated by the mission directorates and staff offices.





5.  Award Presentation.  Presentation is made at the Rome Laboratory Annual Awards Banquet.
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