PREPARING THE NOMINATION PACKAGE

The information provided in this section is intended to help you write better nomination packages.

AF Form 1206, Nomination for Award

First and foremost, ensure the information at the top of the form is complete, including the individual’s rank, office symbol, and all other necessary data.  For the Quarterly Awards program, the AF Form 1206 must be kept to one page.  For the Annual Awards program, the AF Form 1206 can be up to two full pages.

The best 1206’s are a series of one (1) line main bullets followed by sub-bullet with results.

- Use one line for main bullet (what did the individual do?)
-- Use two lines for sub-bullet, spelling out quantifiable results

A bullet should never read like a job description.  To ensure each bullet clearly conveys the impact of the accomplishment/achievement, ask yourself “so what?”  after reading each bullet.  If the action/impact doesn’t jump out at you, the bullet needs to be reworded.  For example:

· “Revised contingency operating instructions for Operation Center; turned complex procedures into

        simplified process”

So what?  i.e., what was the impact?

· “Revised contingency operating instructions for Operation Center; turned complex procedures into simplified process increased timeliness by 20 percent for threat reporting to command forces worldwide”

Be sure to spell out ALL acronyms the first time they are used.   Make sure the nominee’s package includes all required categories.  A package with missing categories is not competitive because our boards assign a min/max point value to each category.  Also, be sure to place each accomplishment/achievement in the correct category.  Placing accomplishments/achievements in the wrong category detract from the submission.

Make sure the first two categories (LEADERSHIP AND JOB PERFORMANCE IN PRIMARY DUTY and LEADERSHIP QUALITIES (SOCIAL, CULTURAL, AND RELIGIOUS ACTIVITIES) ) contain the meat of the package.  Seventy percent (70%) of the package score comes from these two areas.  Many times the second category (30 points) is weak.

Finally, don’t forget the obvious: check the alignment and run spell check!
The following general guidelines will help:

LEADERSHIP AND JOB PERFORMANCE IN PRIMARY DUTY:  This category should be used to highlight the individual’s leadership and job performance in their primary AFSC.  Emphasize the nominee’s leadership qualities in the context of his/her primary job – what makes him/her stand out above the others?  This is not the place for describing the individual’s job.  Use this section to identify initiatives, ideas or techniques that significantly increased mission effectiveness.

· Emphasize dollar & timesaving in real numbers (avoid statements like “reduced processing time by 50%” – it doesn’t tell board members anything)

· Hit hard where the nominee took “risks” and had a positive impact on the mission, people, and/or other resources

· If the nominee is a supervisor, identify ways the individual positively impacted his/her subordinates (training, counseling, mentoring, coaching, etc)

LEADERSHIP QUALITIES (SOCIAL, CULTURAL, and RELIGIOUS ACTIVITIES):  Supervisors often confuse this category with the first one.  This category should highlight the individual’s leadership and performance in professional military, community, and religious activities outside the scope of their primary duties.  Include items such as:

· Official positions, titles, or involvement in professional organizations like the TOP 3, Noncommissioned Officers Association, Air Force Sergeants Association, etc.

· Official positions, titles or involvement in community organizations like the PTA, Boy/Girl Scouts, Lions Club, Booster Clubs, Homeless Shelter, Church, etc.

· Official positions, titles, or involvement in social activities like the base/unit Bowling/Baseball/Skeet League, Unit/Base Picnic, Christmas Committee, Fundraisers, etc.

· Enlisted Club membership and/or involvement on advisory committees

SIGNIFICANT SELF-IMPROVEMENT:  This category should highlight steps and/or actions the individual took to improve himself/herself professionally.  Include items such as:

· Active attendance/completion of off-duty education (actual attendance of classes, completion of CLEP/DANTES test).  NOTE:  Be specific and only include what the individual completed during the award period, etc., avoid statements like “enrolled in CCAF” or has completed 60 semester hours” – it doesn’t tell board members anything)

· Advancement of skills/expertise through seminars, on/off-duty courses, CDCs, other professional development courses, upgrade training (e.g., 5/7-level), ALS, NCOA, SNCOA, self-study, etc.

OTHER ACCOMPLISHMENTS:  Supervisors often confuse this category with all the other categories.  This category should be used to highlight accomplishments/achievements that set the individual apart from others of equal or higher grade in any AFSC.  Include items such as:

· Distinguished graduate, John Levitow, or other awards from PME

· Other forms of Recognition e.g., receiving a Quality Award, Safety Award, Airman of the Month, Letters of Appreciation, etc.

· Serving as a team leader, facilitator, or member of cross-functional process action team or working group that improved a process or program

· Special projects or other accomplishments outside normal duties e.g., manages renovation, redesign work area, bought furniture, Acting 1st Sergeant, etc.

· Significant additional duties held by nominee (show actions taken and impact)

ARTICULATE AND POSITIVE REPRESENTATIVE OF THE AIR FORCE:  This category should be used to highlight ways in which the individual had a positive impact on the public's view of the Air Force.  Include items such as:

· Speeches given to private, community, or other organizations

· Involvement in base “Open House” or other functions requiring significant interaction with the public

· Lectures or talks given at public and/or private schools

· Participation in Change of Command and/or Retirement Ceremonies and/or functions

· Serving as an honor guard member

· Here in Alaska there are no school districts, meaning kids attend schools of their choice.  The schools on Eielson are not DOD schools, but rather belong to the North Star Borough.  As such, many folks who attend school on base, and participate in school and Youth Center sports, are families who are not military.  As a result, we consider involvement in these sports (i.e. coaching, umpiring, etc.) to be significant in this category.  It’s not only getting involved on-base but it’s setting a positive example for the community

