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______________________________________________________________________________


This instruction implements AFPD 36-28, Awards and Decorations.  It establishes the criteria and procedures for submitting nominations for the Operations Excellence Award within the Rome Research Site (RRS).





SUMMARY OF CHANGES





This revision further defines policy criteria, expands on requirements for the nomination submittal in relation to achievement, contribution and significance, defines the award period and changes OPR from RL/DO to AFRL/IFO.





1.  Background.  This award is a tribute to a deserving and dedicated employee of the Site Operations Division within Rome Research Site.





2.  Policy:





2.1.  The Operations Excellence Award is conferred annually to a civilian or military member of the Site Operations Division (AFRL/IFO) for outstanding customer support given to Rome Research Site.  The award can honor a person or a team. Contributions should have been evident through outstanding customer service to the site and demonstrated personal integrity and moral character.  Nominees will have shown a willingness to “go the extra mile” for co-workers and those we support within IFO and the rest of the site, and outside the site.  This means outstanding support to our customers, both internal and external.  Although the award must focus on current year effort (previous calendar year, i.e., January - December), continuous effort over several years is significant and can be reflected in the nomination for consideration.





2.2.  A certificate of award is presented to the individual and a permanent plaque is maintained at Rome Research Site displaying the names of all the recipients.





3.  Responsibilities:





3.1.  The selection committee for the Operations Excellence Award is chaired by the Rome Research Site, Chief, Site Operations, the Rome Research Site Selection Committee, and supplemented by others designated by the Chief, Site Operations.





3.2.  The chair issues invitations for nominations.  Any member of Rome Research Site may submit a nomination.





4.  Eligibility.  Any individual or team, military or civilian, assigned to the Site Operations Division (AFRL/IFO) at the time of award is eligible for the award.





5.  Procedures:





5.1.  The Chief, Site Operations calls for nominations for the award in March of each year and establishes suspense dates.





5.2.  The submitter sends the Chief, Site Operations a signed transmittal sheet (memorandum format) and the nomination.  The transmittal sheet should include the nomination’s author and phone number.





5.2.1.  Format.  The nomination should be in narrative form, not more than two, double-spaced typewritten pages.  Use 12 point font and margins of at least 1 inch at all borders.  Center the award name at the top of the first page.





5.2.2.  Content.  Each nomination includes:





5.2.2.1.  Nominee.  The full name, grade, position, organization and office symbol of nominee.





5.2.2.2.  Achievement and Individual’s Contribution.  A brief description of the achievement accomplished during the award period and how the individual contributed to the achievement.  For example, explain what was done; focus on impact and results and significance to Rome Site.  Examples should include customer satisfaction or support both internal and external.  Submittal should be written with emphasis on order of importance.  That is, achievement, contribution, significance to Rome Site.  It is suggested that a minimum of three contributions be cited.





5.2.2.3.  Significance to Rome Site.  How the achievement relates to Rome Research Site.





5.3.  The Chief, Site Operations meets with the selection committee to discuss the award and answer questions on the selection procedures, and distributes the packages.





5.4.  The selection committee member assigns from 0 to 10 points for each nomination.





5.5.  The selection committee members forward scores to the Chief, Site Operations.





5.7.  The Chief, Site Operations convenes the selection committee to review the consolidated scores and resolve ties.





5.8.  The Chief, Site Operations forwards the name of the winner to the Rome Research Site, Information Directorate, Director.





5.9.  The award is presented at an appropriate function during the Spring.








	RAYMOND P. URTZ, Director


	Information Directorate
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