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This Instruction implements Air Force Policy Directive (AFPD) 36-28, Awards and Decorations Programs.  It establishes policy, responsibilities, and procedures to implement the Information Directorate Semiannual Awards Program.
1.  General

1.1.  Policy.  This award program is administered by the Workforce Relations Branch and is conferred semiannually on an IF civilian/military employee chosen for their contributions and/or achievements during the period under consideration.

1.2. Eligibility.  All currently assigned civilian/military employees are eligible for awards under this program as appropriate.  An individual can win the award only once in a calendar year.

1.3 Nomination Procedures. Nominations for awards can be submitted by anyone in the directorate through their appropriate division office.  Division nomination packages will be forwarded by cover letter signed by the Division Chief.  Division level review of nominations for unit employees will be limited to relevant criteria contained in this instruction.  All qualified/deserving nominations will be forwarded for committee consideration.  Multiple division nominations within the same award category are acceptable.  The nominations will address the criteria outlined in Chapter 2 below.  Nominations must be submitted on AF IMT 1206, and are limited to two pages or less including the cover page.  All nominations will be submitted in single spaced narrative format using Times New Roman size 12 font.  When necessary, attachments to the nomination can be forwarded to further substantiate/clarify the basis for the recommendation.  Nominations that do not meet the above criteria will be returned without action.

1.4 Selection Committees:  The following committees will screen nominations and recommend award winners to the IF Director:

1.4.1.  Deputy Director's Committee (DDC).  The DDC will be responsible for screening the Civilian Award for Semi-Annual Contributions nominations.  The committee chairperson will be the IF Deputy Director.  The committee membership will include one division chief, a representative from Local 2612 of the American Federation of Government Employees (AFGE), and others as determined by the chairperson.

1.4.2.  Technical Review Committee (TRC).  The TRC will be responsible for screening the nominations for Semi-Annual Program Manager and Semi-Annual In-House Research Awards.  The committee chairperson will be the IF Chief Scientist.  The committee membership will include one Technical Division Chief and others as determined by the chairperson.

1.5 Award Presentation.  A plaque is presented to the winners by the IF Director/Deputy Director at an appropriate ceremony as soon as practical after their selection.  In addition, civilian personnel award winners will receive a $300 Notable Achievement Award and military personnel award winners will receive a 2 day pass.

2.  Award Criteria

2.1.  Civilian Award for Semi-Annual Contributions.  The Civilian Award for semiannual contributions is conferred on an individual IF civilian employee chosen for his or her contributions or achievements during the previous six months.

2.1.1.   Nominations may be submitted for each of the following categories:

a.  DR I/GS-9/WG-8 and above

b.  GS-8/WG-7 and below

2.1.2.  Nominations will address as a minimum:  Contributions, initiative, and attitude.  In addition, consideration can be given to the quality and quantity of work performed and other specific noteworthy accomplishments.

2.2.  Semiannual Program Manager Award.  The Semiannual Program Manager Award is conferred on an individual IF military or civilian Program Manager for his or her accomplishments during the previous six months.

2.2.1.  The nomination should address the following criteria:  

a.      Satisfactory program progress during the period under consideration. 

b.  New or innovative techniques developed that improved management effectiveness. 

c.  Achievements in problem detection and resolution or unique obstacles overcome, that is, lack of equipment or funds, or program changes.

d.  Participation in professional and/or technical meetings, symposiums, or conferences.

2.3.  Semiannual In-House Research Award.  The Semiannual In-House Research Award for overall contribution to AFRL/IF’s in-house research program is intended to provide the opportunity for early recognition of in-house accomplishment, and is conferred on an individual IF military or civilian researcher for his or her personal in-house accomplishment during the period under consideration.

2.3.1.  The contribution should demonstrate at least one of the following:  

a.  A recent science or technology breakthrough, as a result of in-house research, that has yet to be formally published,

b.  A recent initiation of new in-house research that has yet to bear fruit, but which represents a significant new in-house research commitment or promising new research approach.

c.  Recent external recognition that is based primarily upon the individual’s contribution to IF in-house activities (e.g. invited scientific or technical talk at a scientific society or an invited technical talk at a university scientific seminar).

d.  Or, some other notable scientific or technical accomplishment that stems directly or indirectly from the individuals participation in IF in-house research.

3.  Nomination Process/Format
3.1.  IFOW will issue semiannual calls for nominations in January and July and include appropriate suspense dates.  They will cover the period for the previous six months.  The January call will be for the period July-December and the July call will be for the period January-June.  This does not preclude including achievements that began in an earlier period; however, new developments, work, results, or impact during the nomination period must be clearly articulated in the award nomination. 

3.2.  Nomination packages will provide factual evidence of achievements, and of meeting other criteria as required by the award category.  Nominations must be in the prescribed format or will be returned to the nominator without action.  
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