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1. Objective:  To recognize outstanding professionalism, technical competence, and 
extraordinary performance.  Recognition will be given to those individuals who have made a 
significant contribution to the mission.  
 
2. Program Responsibilities 
 
2.1. The 59th Medical Wing Commander (59 MDW/CC) retains overall responsibility and is the 
final approval authority for award programs. 

 
2.1.1. Commanders organize and manage unit and group/staff agency level award programs to 
support the wing awards program. 
 
2.2. 59th Medical Wing Command Chief Master Sergeant (59 MDW/CCC) 
 
2.2.1. Responsible for oversight of the enlisted and Outstanding Team quarterly and annual 
awards program. 
 
2.2.2. Appoints the annual awards banquet chairman/committee in coordination with Group 
Superintendents and the Wing’s Top 3 Council. 

 
2.3. Wing Commander’s Executive Officer (59 MDW/CCE) 
 
2.3.1. Responsible for officer and civilian quarterly as well as annual award packages and 
boards. 
 
2.3.2. Coordinates with Group Deputy CCs to select individuals to serve as board members. 
 
2.4. 59th Medical Wing Command Chief Executive Assistant (59 MDW/CCCE) 
 
2.4.1. Coordinates wing quarterly winners’ recognition and distributes annual award banquet 
dates. 
 
2.4.2. Distributes quarterly and annual award schedules detailing when board member names 
and nomination packages are due, and when rating boards will convene. 

 
2.4.3. Coordinates with 59 MDW/CCE and 59 MDW/CCC to establish suspense dates for 
nomination packages and rating boards. 

 
2.4.4. Coordinates with 59 MDW/CCC to select individuals to serve as enlisted board members 
for quarterly and annual awards, within the guidelines of paragraph seven. 

 
2.4.5. Maintains the master board record, detailing wing level nominees, winners, and board 
members. 
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2.4.6. Secures funding and procures applicable certificates, trophies, awards, and engraving 
plates for all categories. 

 
2.4.7. Ensures board packages are loaded and available via 59 MDW Virtual Rating Center at: 
https://www-r.aetc.af.mil/sc/awardssys/home.asp 

 
2.4.8. Responsible for overseeing enlisted and outstanding team quarterly and annual award 
packages and boards. 

 
2.5. Group Staffs 
 
2.5.1.  Each group will appoint a primary and alternate POC for all quarterly and annual award 
correspondence.  NOTE:  59 MDW/CCCE will provide training to the POCs. 
 
2.5.2. Each Group award POC will upload documents to the Virtual Rating Center by the Wing’s 
suspense.  Each Group POC will also send confirmation email to 59 MDW Awards Org Box 
(usaf.jbsa.59-mdw.mbx.59-mdw-wing-awards@mail.mil) once documents are successfully 
uploaded.  NOTE:  59 MDW will NOT consider late submissions unless approved by 59 
MDW/CC or 59 MDW/CCC. 
 
2.5.3. For quarterly and annual (excluding 12 Outstanding Airman of the Year (OAY), CGO and 
1st Sgt) awards, send only the front side of the AF Form 1206 in a single page PDF to the 59 
MDW Awards Org Box. 
 
2.5.3.1. All wing annual award nominees’ packages must include: 

• Statement of Release 
• Statement of Intent (for enlisted awards ONLY) 
• 1206 
• Endorsement Letter 
• Air Force Official Bio  
• Official Photo 
• Respective Checklist 
• SURF 
• AFFMS Report 
• Records Check 
• Citation (for FSOY ONLY) 

 
NOTE: All of the required items listed above have templates that can be found in the TMT 
Tasker.  Only complete packages will be considered at the wing level. 
 
2.5.3.2. The annual awards board will consist of all group superintendents.  The date and time 
will be sent out by the CCCE. 
 

https://www-r.aetc.af.mil/sc/awardssys/home.asp
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NOTE: If the group superintendent is unable to attend the board, the CCC is the approving 
authority for substitutions. 
 
2.5.4. For 12 OAY, CGO, and First Sergeant Awards, send the editable AF Form 1206, as well 
as a single page PDF of the form, to the 59 MDW/CCCE.  These awards compete above the 
Wing and will be refined and routed to HHQ by the 59 MDW/CCCE. 
 
NOTE: Members competing for both quarterly AND annual awards must have been assigned to 
the 59 MDW for more than half of the award period. 
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3. General Eligibility Criteria for 59th MDW Awards  
 
3.1. Only individuals in good standing will be considered for awards.  
 
3.2. Individuals with an established unfavorable information file during the award period are      
ineligible for nomination.  
 
3.3. Individuals must have a current and passing fitness assessment.  Those with a failed fitness 
assessment during the award period, regardless of current fitness status, are ineligible for 
nomination.  Additionally, individuals who do not have a current fitness test on file are also 
ineligible for nomination.  
 
3.4. Individuals will have a current records check for quality force indicators, to include 
professional military education commensurate with grade, as applicable.  Those with adverse 
quality force indicators are ineligible for nomination. 

 
3.5. Individuals will compete in the category that corresponds to the grade they held during the 
majority of the award period.   
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4. Quarterly Award Categories and Specifics  
 
4.1. The 59th MDW Quarterly Award Program is designed to recognize top performers in each 
of the following categories: 
 
4.1.1. Enlisted (See Attachment 1): 
 
4.1.1.1. Airman (Amn): Enlisted members E-1 thru E-4.   
 
4.1.1.2. Noncommissioned Officer (NCO): Enlisted members E-5 and E-6.   
 
4.1.1.3. Senior NCO (SNCO): Enlisted members E-7 and E-8.   
 
4.1.2. Officer (See Attachment 1): 
 
4.1.2.1. Company Grade Officer (CGO): Commissioned officers O-1 thru O-3.   
 
4.1.2.2. Field Grade Officer (FGO): Commissioned officers O-4 and O-5, excluding 
Commanders.   

 
4.1.3. Civilian (See Attachment 2): 
 
4.1.3.1. Civilian, Category I (Non-Supervisory and Supervisory):  Appropriated Fund 
Employees: GS-6 and below, WG-8 and below, and WL-8 and below.   
 
4.1.3.2. Civilian, Category II (Non-Supervisory and Supervisory):  Appropriated Fund 
Employees: GS-7 through 10, WL-9 and above, WS-1 through 7, and WG-9 through 15.  
 
4.1.3.3. Civilian, Category III (Non-Supervisory and Supervisory):  Appropriated Fund 
Employees: GS-11 and above, WS-8 and above. 
 
4.2. Outstanding Team:  (Attachment 3)  
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5. Annual Award Categories and Specifics  
 
5.1. The categories previously described in Section four are all eligible to compete annually.  
 
5.2. First Sergeant:  compete for annual awards only. 
 
5.3. FGO and Civilian Category I-III nominations will be completed using AETC guidance, to be 
posted on the Wing SharePoint as received.   

 
5.4. 12 OAY (Annual AMN, NCO, and SNCO), as well as First Sergeant and CGO nomination 
packages, will be completed IAW AFI 36-2803 and additional HHQ-tasked instructions, as 
necessary.  Any additional instructions will be communicated through officer and enlisted 
leadership channels, and posted on the Wing Awards SharePoint.  

 
5.5. Team Annual Award:  Only recognized at the Wing; there is no AETC equivalent award.  
The Team Annual Award will consist of 10 bullets only.  List team members on the 1206, page 
two.  Ensure all members listed on the 1206 are in good standing.  Individuals with an 
unfavorable information file should not be placed on the 1206. 
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6. Nomination Procedures 
 
6.1. Award periods are based upon a calendar year.  
 
6.1.1. The quarterly awards periods are as follows:  

 
6.1.1.1. 01 January through 31 March (1st Quarter)  
 
6.1.1.2. 01 April through 30 June (2nd Quarter)  

 
6.1.1.3. 01 July through 30 September (3rd Quarter)  

 
6.1.1.4. 01 October through 31 December (4th Quarter)  

 
6.1.2. The annual award period is 1 January through 31 December.  
 
6.2. All quarterly and annual packages flow from individual squadron, to group, then wing. 
 
6.3. Submit specific accomplishments for the award period on the latest version of AF Form 
1206, Nomination for Award, using the following guidelines:  

 
6.3.1. Complete nomination packages in accordance with the current templates. 
 
6.3.2. 12 OAY and First Sergeant Categories have templates driven by competition at the AETC 
level.  

 
6.4. All nomination packages will be due in accordance with the 59th MDW Awards Schedule, 
as presented on the Wing Awards SharePoint and Wing Calendar.  
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7. Enlisted Board Composition and Scoring 
 
7.1. Wing Quarterly award boards will include a board president and representatives from each 
group, to include wing staff.  For a total of eight board members, unless otherwise noted.  Rank 
composition is as follows:  
 
7.1.1. Airman of the Quarter:  Chair – any CMSgt; Members – SSgt or TSgt 
 
7.1.2. NCO of the Quarter:  Chair – any CMSgt; Members – MSgt or SMSgt 

 
7.1.3. SNCO of the Quarter:  Chair – MDW/CCC or designee; Members – Group 
Superintendents.  

 
7.1.4. Outstanding Team of the Quarter:  Chair – CMSgt (9G); Members six – CMSgts  
 
7.1.5. All annual enlisted boards will be chaired by the 59 MDW/CCC or designee and will 
consist of all Group Superintendents or respective designees, as determined by the 59 
MDW/CCC.  

 
7.2. Group POCs, to include Wing Staff, will solicit and identify enlisted award board members 
to represent their respective units for each category.  The Master Board Member Sheet 
(Attachment 4) will then be sent to the 59 MDW/CCCE.    
 
7.2.1. Identification will be made to the 59 MDW/CCE and 59 MDW/CCCE respectively at least 
one week prior to the award package suspense date. 
 
7.2.2. Identification will include names, ranks, duty sections, phone numbers and category 
assigned.   

 
7.3. All 59 MDW enlisted boards are AF Form 1206/record review only, unless otherwise 
advised that an in-person board will convene.  Exceptions to board composition and format may 
only be made by the 59 MDW/CCC or designee.  
 
7.4. The Enlisted Board President will  

 
7.4.1. Conduct the board to ensure board members understand and follow the rules of 
engagement and judge packages without prejudice or favoritism.   
 
7.4.2. Convene the board in-person, via teleconference or video teleconference, if at all possible, 
to clarify Board Member questions on package content and resolve any discrepancies. 
 
7.4.2.1. Review Board Member scoring for any glaring discrepancies or significant 
disagreements and, if deemed necessary, facilitate a conversation to resolve the issue(s).     
 
7.4.3. Collect each Board Member’s rank order and collate results on the Board President Score 
Sheet (Attachment 5).   
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7.4.4. Forward results to the 59 MDW/CCCE for Command Chief review and Wing Commander 
approval. 
 
7.4.5. Each Board Member will  

 
7.4.5.1. Access the applicable awards at the 59 MDW Virtual Rating Center (Attachment 7) 
 
7.4.5.2. Review and grade nominee submissions based on performance within their scope of 
responsibility and mission impact.  
 
7.4.5.3. Rank order the nominees based on their review and grading; report this on the Board 
Member Score Sheet (Attachment 6), and provide a copy to the Board President. 

 
7.4.6. The nominee with the lowest combined score will be recommended as the winner.  In the 
event of a tie, the Board President will serve as the tiebreaker. 
 
7.4.7.  Forward results to the 59 MDW/CCCE by 0800 the day after the board concludes for 
Command Chief review and Wing Commander approval.  

 
NOTE: Enlisted board members will not grade their own respective unit packages unless 
otherwise instructed by 59 MDW/CCC or designee. 
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8. Officer/Civilian Board Composition and Scoring 
 
8.1. FGO of the Quarter:  Chair – Group Commander; Members – five Colonels (O-6) on a 
rotating schedule.  See Attachment 5, Quarterly Board Rotation Schedule (Also located on 59 
MDW SharePoint). 
 
8.2. CGO of the Quarter:  Chair – Colonel (O-6); Members - five FGOs (Maj-Lt Col) on a 
rotating schedule.  See Attachment 5, Quarterly Board Rotation Schedule (Also located on 59 
MDW SharePoint). 
 
8.3. Civilian of the Quarter (Cat I):  Chair – Colonel (O-6); Members - five FGOs (Maj-Lt Col) 
on a rotating schedule.  See Attachment 5, Quarterly Board Rotation Schedule (Also located on 
59 MDW SharePoint). 
 
8.4. Civilian of the Quarter (Cat II):  Chair – Colonel (O-6); Members – five FGOs (Maj-Lt Col) 
on a rotating schedule. Quarterly Board Rotation Schedule is located on 59 MDW SharePoint. 
 
8.5. Civilian of the Quarter (Cat II):  Chair – Colonel (O-6); Members – five FGOs (Maj-Lt Col) 
on a rotating schedule. Quarterly Board Rotation Schedule is located on 59 MDW SharePoint. 
 
8.6. Group POCs, to including Wing Staff, will solicit and identify officer and civilian award 
board members to represent their respective units for each category.  The Master Board Member 
Sheet (Attachment 7) will then be sent to the 59 MDW/CCE.   
 
8.7. All 59 MDW officer boards are AF Form 1206/record review only, unless otherwise advised 
that an in-person board will convene.  Exceptions to board composition and format may only be 
made by the 59 MDW/CCC or designee.  
 
8.8. The Civilian/Officer Board President will  

 
8.8.1. Conduct the board to ensure board members understand and follow the rules of 
engagement and judge packages without prejudice or favoritism.   
 
8.8.2. Convene the board in-person, via teleconference or video teleconference, if at all possible, 
to clarify Board Member questions on package content and resolve any discrepancies. 
 
8.8.2.1. Review Board Member scoring for any glaring discrepancies or significant 
disagreements and, if deemed necessary, facilitate a conversation to resolve the issue(s).     
 
8.8.3. Collect each Board Member’s rank order and collate results on the Board President Score 
Sheet (Attachment 5).   
 
8.8.4. Forward results to the 59 MDW/CCE by 0800 the day after the board concludes for Vice 
Commander review and Wing Commander approval. 
 
8.8.5. Each Board Member will:  
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8.8.5.1. Access the applicable awards at the 59 MDW Virtual Rating Center (Attachment 7) 
 
8.8.5.2. Review and grade nominee submissions based on performance within their scope of 
responsibility and mission impact.  
 
8.8.5.3. Rank order the nominees based on their review and grading; report this on the Board 
Member Score Sheet (Attachment 6), and provide a copy to the Board President. 

 
8.8.6. The nominee with the lowest combined score will be recommended as the winner.  In the 
event of a tie, the Board President will serve as the tiebreaker.     
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9. Recognition 
 
9.1. To the greatest extent possible, Wing leadership will recognize every quarterly award 
winner in person, preferably in or near the winner’s duty section.   
 
9.2. Following the presentation, winners will be recognized via Command Staff and Public 
Affairs Announcements.   

 
9.3. Annual award winners will be recognized at the Annual Awards Banquet. 
 
9.4. Award winners will contact Public Affairs to have their official photo taken within one week 
of notification of achievement.  Public Affairs will print the photos and provide to the 59th 
MDW Command Section for display on the 59 MDW Awards Board. 
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10. Functional Awards (i.e 4A0, 4N0, NSA awards) , Special Awards, and Trophies  
 
10.1. Functional awards requiring 59 MDW/CV endorsement will be routed through normal 
wing coordination and returned to 59 MDW/CCE, 59 MDW/DS, or 59 MDW/CCCE for 
submission, once approved.  For Functional awards not specifically requiring 59 MDW/CV 
endorsement, normal wing routing will still be accomplished for the 59 MDW/CV review. Once 
routing is complete, 59 MDW/CCCE will submit to award POC. 
 
10.1.1. All Enlisted awards will be sent to the 59 MDW/CCCE for review and submission 
 
10.1.2. Officer and Civilian awards will be sent to the 59 MDW/CCE and 59 MDW/DS for 
review and submission. 

 
10.2. Special awards and trophies typically require 59 MDW/CV endorsement and will be routed 
through the normal wing coordination cycle. Wing suspense date will be one week prior to HQ 
AETC’s suspense or one month prior to AF suspense, whichever is earlier, unless otherwise 
directed. For a listing of functional awards, special awards and trophies see AFI 36-2805. 
 
10.2.1. 59 MDW/CCCE and 59 MDW/CCE will compile packages for special awards and trophy 
nominees from groups and provide them to 59 MDW/CV and 59 MDW/CCC for review and 
recommendation. 59 MDW/CV is the final decision-making authority in all cases. 59 
MDW/CCCE will process to the sponsoring organization.  
 
10.2.2. 59 MDW CCCE and/or 59 MDW/CCE will maintain a copy of all AETC level winning 
packages for program continuity.  
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Attachment 1 
1206 Template (Enlisted and Officer) 

 
 

Attachment 2 
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Attachment 2 
1206 Template (Civilian) 
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Attachment 3 
1206 Template (Team Award) 
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Attachment 4 
Master Board Member Spreadsheet 
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Attachment 5 
Board President Score Sheet 

 

  



 
 

21 | P a g e  
 

Attachment 6 
Board Member Scoresheet
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Attachment 7 
1206 Download Procedures 

 
Visit https://www-r.aetc.af.mil/sc/awardssys/home.asp 
 
Select the type of award(s) you are rating. 
 

 
Select the “Packages” tab at the top of the screen, select rate packages. 
 

 
Find the category/categories you are rating and select RATE PACKAGES to rate/review 
the packages. 
 
 

https://www-r.aetc.af.mil/sc/awardssys/home.asp
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From this screen you can perform several actions: 

• Download the Package  
• Rate the Package  
• View the Ratings  

Downloading a Package 

• To Download a package from the Rate Package screen, click on the Nominee’s Name.  
• The dialog window will prompt you to save or open the file. Click open to view the file or click save to save 

the file. 
 

https://www-r.aetc.af.mil/sc/awardssys/Help.asp?t=RatePackage#DownloadPackageFromRatePackage
https://www-r.aetc.af.mil/sc/awardssys/Help.asp?t=RatePackage#RatingPackage
https://www-r.aetc.af.mil/sc/awardssys/Help.asp?t=RatePackage#ViewRatings

