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       LX AWARDS PROGRAM

____________________________________________________________________________________

This operating instruction establishes the LX Awards Committee and outlines procedures to be followed within the ISR Management Directorate (WR-ALC/LX) for processing nominations, selections and presentations of all awards, both internal and external.  It applies to all LX divisions.  For military awards, this instruction interfaces with RAFB Instruction 36-2805, Robins Air Force Base (AFB) Awards Program.

1.  RESPONSIBILITY:

1.1.  The ISR Directorate Awards Committee will consist of  a chairman and division chiefs or alternates.  The chairman will be designated by the LX director or deputy director.  The LX awards monitor will also participate in a nonvoting capacity.  For peer awards, the Peer Awards Committee will consist of a non-supervisory representative from each division.

1.2.  The Awards Committees will meet quarterly and at specially called meetings as necessary to present and review nominations.  Nominations must be for individuals or teams that have made outstanding contributions to the ISR Management Directorate and supported the Team Robins PLUS Game Plan.  The Awards Committee meeting shall be conducted in three phases:  Phase I - Feedback from past nominations; Phase II - Discuss current nominees; Phase III - Plan and discuss upcoming awards.  The LX awards monitor is responsible for ensuring Phase III encompasses all upcoming awards and their suspense dates.  

2.  SELECTION PROCEDURES:

2.1.  This section applies to Command Awards, Local Base Awards, Air Force Honorary Civilian Awards, and specific LX Internal Awards (See Atch 2).

2.2.  Division chiefs will submit written nominations (Atch 1) to Awards Monitor five days prior to Awards Board meeting.  The LX Awards Monitor will make copies of all nominations and distribute to division chiefs NLT one day before the Awards Committee meeting.  Nominations will not exceed one page.  Guidelines (Atch 2) and matrix (Atch 3) will be used for selection processes.  Five divisions represent a quorum.  Each division will have one vote.  In the event of a tie, the LX director or deputy director will vote to break the tie.

2.3  NLT seven days after the Awards Committee meeting, required narratives/citations, etc., will be prepared in final format and submitted to the LX Awards Monitor for quality check before submittal to LX for signature.

____________________________________________________________________________________
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2.4  NLT 7 days after receipt of nomination package from division, the LX Awards Monitor will either return package to division for corrections or submit to LX for final approval.

2.5  The LX Awards Monitor will ensure complete package is forwarded to the appropriate organization for further processing.  The LX Awards Monitor will establish suspense procedures to track nomination package.

3.  SELECTION PROCEDURES FOR PEER AWARDS:  

3.1.  Peer Awards are internal to the LX directorate and may be awarded to civilian or military employees.  They consist of LX's Finest, the LX Quality Award, and the 110% Award.  They are further described in Attachment 2, Guidelines for Internal Awards.

3.2.  Employees may submit co-worker/peer for a peer award by completing written nominations (Atch 1).  Awards submitted anonymously will not be accepted.  Narrative should describe the co-workers actions/performance resulting in the nomination and should specify how the employee's actions fit the particular category for which the employee is being nominated.  The nomination will be submitted to the LX Awards Monitor and can be submitted at any time.

3.3.  The LX Awards Monitor will make copies of all nominations and distribute to division representatives NLT one day before the Peer Awards Committee meeting.  Guidelines (Atch 2) and matrix (Atch 3) will be used for selection processes.  Each division will have one vote.  Five divisions represent a quorum.  In the event of a tie, the LX director or deputy director will vote to break the tie.

4.  SELECTION PROCEDURES FOR MILITARY AWARDS:

4.1. Internal selection procedures apply when there is more than one military member in the same rank category competing for a military award (i.e., NCO of the Quarter/Year, Senior NCO of the Quarter/Year, or Officer of the Quarter/Year).  The winner(s) at the directorate level will be forwarded for the next appropriate level of competition.

4.2.  Nominations will be made by division chiefs and will consist of two bullets for each category.  Categories are defined on Attachments 4-8 of this instruction and in RAFB Instruction 36-2805, Robins Air Force Base (AFB) Awards Program, paragraph 4.

4.3.  The LX Awards Monitor shall ensure an LX Selection Board convenes for the purpose of reviewing and scoring the nomination packages, interviewing the nominee, and providing a ranking of nominees to the director. The LX Awards Monitor will appoint a board president, assemble board members, schedule the board meeting and provide board members a package consisting of the nominations of each individual and score sheets.

4.4.  The board shall consist of a four-member team of division chiefs or their alternates. Members of the board may be civilian or military but at least one military member is required.  A military member of the board will be appointed Board President.  The Board President's score on Personal Appearance and Communicative Skills will be used only as a tie breaker.

4.4. Board members shall prepare and ask questions (two questions per appointed category) in order to

score each of the nominees.  Questions for NCOs will come from PFE, Volume 1.  Questions for Senior NCOs will come from PFE, Volumes 1 or 2. The most current PFE Manuals will be used.  The LX Awards Monitor will ensure the validity of interview questions, and that the interview process is understood by all participating board members.

4.5.  The uniform for nominees and military board members will be service dress.

4.6.  Each nominee will be rated on a point system with emphasis on the nomination package.  Sample score sheets and point scales are at Attachments 4 through 9. The LX Awards Monitor will make copies of

all nominations and distribute to division chiefs NLT one day before the Awards Committee meeting.  Nomination packages and the interview are to be scored separately.

4.7.  The LX Board President will compile results and forward to the LX Awards Monitor.  The LX Awards Monitor will present the board's selection to the LX Director for final approval.  Once LX selection is made, LX Awards Monitor will notify the appropriate division to complete AF Form 1206, Nomination for Award, in accordance with RAFB 36-2805.

5.  RELEASE OF INFORMATION:  Award nominations will be treated as privileged information and made available only to those involved in the decision-making process and other officials on a need-to-know basis.

6.  PRESENTATIONS:  

6.1.  The LX Awards Monitor will inform the appropriate division chief.  The recipient of the award will be asked to attend the next Director's Call to be recognized.

6.2.  The LX Awards Monitor will ensure the necessary certificate, plaque or other instrument of award is prepared for the presentation.  Certificates, plaques, or other instrument of award will be forwarded to the LX Protocol Monitor.  For Military awards, the LX Awards Monitor will provide the winning member a completed AF Form 833, Visual Information Work Order, requesting two 8x10 photos, one of which will be displayed in the directorate entrance.

6.3.  The LX Protocol Monitor will schedule a photographer for the Director's Call and finalize the awards presentation agenda.

7.  PUBLICITY:  The LX Awards Monitor will provide input to the LX Public Affairs point of contact.

8 Attachments

1.  Nomination for Award

2.  Guidelines for Internal Awards

3.  Matrix

4.  NCO of the Quarter/Year Nomination Evaluation Scoresheet

5.  NCO of the Quarter/Year Interview Evaluation Scoresheet

6.  Senior NCO of the Quarter/Year Nomination Evaluation Scoresheet

7.  Senior NCO of the Quarter/Year Interview Evaluation Scoresheet

8.  Officer of the Quarter/Year Nomination Evaluation Scoresheet
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NOMINATION FOR AWARD

AWARD:  ____________________________________________________

NAME OF INDIVIDUAL OR TEAM (If team, list team members' names):  

_______________________________________________________

_______________________________________________________

_______________________________________________________

OFFICE SYMBOL/TITLE:  ________________________

NARRATIVE OR BULLETS OUTLINING NOMINEE'S ACHIEVEMENTS AND/OR REASON FOR NOMINATION:  

NOMINATED BY:  _________________________________DATE ______________
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GUIDELINES FOR INTERNAL AWARDS

The LX Internal Awards program will initially consist of three peer awards and two IPT awards.  Peer Awards will be awarded quarterly and consist of the LX Quality Award, LX's Finest, and the 110% Award.  IPT Awards consist of IPT of the Quarter and IPT of the Year and the Dragon Lady Team Award.  Winners receive certificates.

PEER AWARDS:

All LX  employees are eligible for these awards excluding supervisors.  Any employee may submit co-worker/peer for one of these awards by writing a short (no more than 1 page) description of the co-workers actions/performance resulting in the nomination (Atch 1).  The write-up should specify how the employee's actions fit the particular category for which that employee is being nominated.

1.  LX QUALITY AWARD:  The LX Quality Award will be presented to an individual shown to have demonstrated a quality performance leading to a quality result  Any LX employee may submit any other LX employee for this award.  Final selection decision is made by the Peer Awards Committee.

2.  110% AWARD:  The 110% Award will be presented for efforts 'over and above' normal duties or responsibilities.  Focus is 'over and above,' good attitude, helpfulness outside of normal responsibilities, etc.  Any LX employee may submit any other LX employee for this award.  Final selection decision is made by the Peer Awards Committee.  

3.  LX's FINEST:  The LX's Finest Award will be presented to an individual outside of the peer's nominating division.  The individual should have displayed an outstanding spirit of cooperation and helpfulness to the nominator(s).  Nominees from the same division compete against one another for the quarterly honor from their division.  There is no more than one winner per division per quarter.  Final decision is made by the LX Awards Committee.  

***********************************************

TEAM AWARDS:  Selection will be based on team integrity, initiative, and how the team's actions improved some process or product within the LX Directorate.  Final selection of team awards is made by the LX Awards Committee.

1.  IPT OF THE QUARTER:  Selection will be based on significant accomplishments of the Integrated Product Team (IPT) during the quarter.

2.  IPT OF THE YEAR:  All 'IPT of the Quarter' winners are eligible to compete for IPT of the Year.

3.  DRAGON LADY TEAM:  The Dragon Lady Team award may be awarded to any "team" (Committee, Process Action Team or Integrated Product Team) of long or short-duration and may be awarded at any time.
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LX Outstanding NCO of the Quarter/Year Nomination Evaluation

INSTRUCTIONS:  Rate each individual according to the number of points allowed in each category.  If you have any ties in Total Points, you must break those ties prior to finalizing your evaluation.  Under no circumstances may you have a tie in rank ordering.  When all evaluations are completed, winners will be declared using, respectively, total or rank ordering, total points, points in category 1 on nomination evaluation, points in category 2 on nomination evaluation, etc.

	Board Member:___________________                                                         LAST NAMES OF NOMINEES



	1.  LEADERSHIP & JOB PERFORMANCE IN PRIMARY DUTY:  To include the development of new techniques.  Must have contributed significantly to increased mission effectiveness during the year.  Also, measure acceptance of responsibilities commensurate with grade/position.                                                   (1-30 POINTS)


	
	
	
	
	

	2.  SIGNIFICANT SELF-IMPROVEMENT:  Off-duty education, achievements in professional or cultural societies or associations, Professional Military Education.

                                                                                                        (1-10 POINTS)


	
	
	
	
	

	3.  LEADERSHIP QUALITIES (Social, Cultural, and Religious Activities):  All in military/civilian communities which contributed to community group welfare and/or morale.                                                                                  (1-10 POINTS)


	
	
	
	
	

	4.  OTHER ACCOMPLISHMENTS:  Any other accomplishments by their nature or results which distinguish the individual from others of equal or higher grade.  Consider significant additional duties.                                              (1-10 POINTS)


	
	
	
	
	

	5.  ARTICULATE AND POSITIVE REPRESENTATIVE OF THE AIR FORCE:  Any specific comments which indicate the individual does, in fact, present themselves to others positively.                                                       (1-10 POINTS)


	
	
	
	
	

	TOTAL POINTS                                                   (Total Possible:  70 points)
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LX Outstanding NCO of the Quarter/Year Interview Evaluation

INSTRUCTIONS:  Rate each individual according to the number of points allowed in each category.  If you have any ties in Total Points, you must break those ties prior to finalizing your evaluation.  Under no circumstances may you have a tie in rank ordering.  When all evaluations are completed, winners will be declared using, respectively, total or rank ordering, total points, points in category 1 on nomination evaluation, points in category 2 on nomination evaluation, etc.
	Board Member:___________________________                                                LAST NAMES OF NOMINEES

Your Question Category:  _________________________

	1.  PERSONAL APPEARANCE:  Uniform - cleanliness, press, fit, including length of trousers/skirt, placement and condition of ribbons, chevrons, brass, hair, sideburns, etc.                                                                                   (1-10 POINTS)


	
	
	
	
	

	2.  BEARING:  Proper reporting, use of "Sir/Ma'am," overall demeanor, physical condition, i.e., slouching, sitting straight even when asked to relax, etc.

                                                                                                        (1-10 POINTS)


	
	
	
	
	

	3.  COMMUNICATIVE SKILLS:  Organized thoughts, answers, eyes contact; too long or too brief, voice inflection; too soft or too loud, clear, precise, and specifically correct in forming answers, etc.                                                         (1-10 POINTS)


	
	
	
	
	

	
4.  INTERVIEW QUESTIONS:  Answers questions correctly and completely.

Two questions worth 10 points each.                                              (1-20 POINTS)

    a.  General Military Knowledge (Customs & Courtesies, Standards of Conduct, Standards of Appearance, Individual Rights, Enforcing Standards)

    b.  Leadership

    c.  Air Force History

    d.  Current Events


	
	
	
	
	

	TOTAL INTERVIEW POINTS                                     (Total Possible Points:  50)
	
	
	
	
	

	TOTAL NOMINATION EVALUATION POINTS       (Total Possible Points:  70)
	
	
	
	
	

	TOTAL POINTS
	
	
	
	
	

	RANK ORDER
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LX Outstanding Senior NCO of the Quarter/Year Nomination Evaluation

INSTRUCTIONS:  Rate each individual according to the number of points allowed in each category.  If you have any ties in Total Points, you must break those ties prior to finalizing your evaluation.  Under no circumstances may you have a tie in rank ordering.  When all evaluations are completed, winners will be declared using, respectively, total or rank ordering, total points, points in category 1 on nomination evaluation, points in category 2 on nomination evaluation, etc.

	Board Member:___________________                                                         LAST NAMES OF NOMINEES



	1.  LEADERSHIP & JOB PERFORMANCE IN PRIMARY DUTY:  To include the development of new techniques.  Must have contributed significantly to increased mission effectiveness during the year.  Also, measure acceptance of responsibilities commensurate with grade/position.                                                   (1-30 POINTS)


	
	
	
	
	

	2.  SIGNIFICANT SELF-IMPROVEMENT:  Off-duty education, achievements in professional or cultural societies or associations, Professional Military Education.

                                                                                                        (1-10 POINTS)


	
	
	
	
	

	3.  LEADERSHIP QUALITIES (Social, Cultural, and Religious Activities):  All in military/civilian communities which contributed to community group welfare and/or morale.                                                                                  (1-10 POINTS)


	
	
	
	
	

	4.  OTHER ACCOMPLISHMENTS:  Any other accomplishments by their nature or results which distinguish the individual from others of equal or higher grade.  Consider significant additional duties.                                              (1-10 POINTS)


	
	
	
	
	

	5.  ARTICULATE AND POSITIVE REPRESENTATIVE OF THE AIR FORCE:  Any specific comments which indicate the individual does, in fact, present themselves to others positively.                                                       (1-10 POINTS)


	
	
	
	
	

	TOTAL POINTS                                                   (Total Possible:  70 points)
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LX Outstanding Senior NCO of the Quarter/Year Interview Evaluation

INSTRUCTIONS:  Rate each individual according to the number of points allowed in each category.  If you have any ties in Total Points, you must break those ties prior to finalizing your evaluation.  Under no circumstances may you have a tie in rank ordering.  When all evaluations are completed, winners will be declared using, respectively, total or rank ordering, total points, points in category 1 on nomination evaluation, points in category 2 on nomination evaluation, etc.
	Board Member:___________________________                                                LAST NAMES OF NOMINEES

Your Question Category:  _________________________

	1.  PERSONAL APPEARANCE:  Uniform - cleanliness, press, fit, including length of trousers/skirt, placement and condition of ribbons, chevrons, brass, hair, sideburns, etc.                                                                                   (1-10 POINTS)


	
	
	
	
	

	2.  BEARING:  Proper reporting, use of "Sir/Ma'am," overall demeanor, physical condition, i.e., slouching, sitting straight even when asked to relax, etc.

                                                                                                        (1-10 POINTS)


	
	
	
	
	

	3.  COMMUNICATIVE SKILLS:  Organized thoughts, answers, eyes contact; too long or too brief, voice inflection; too soft or too loud, clear, precise, and specifically correct in forming answers, etc.                                                         (1-10 POINTS)


	
	
	
	
	

	
4.  INTERVIEW QUESTIONS:  Answers questions correctly and completely.

Two questions worth 10 points each.                                              (1-20 POINTS)

    a.  General Military Knowledge (Customs & Courtesies, Standards of Conduct, Standards of Appearance, Individual Rights, Enforcing Standards)

    b.  Leadership

    c.  Air Force History

    d.  Current Events


	
	
	
	
	

	TOTAL INTERVIEW POINTS                                     (Total Possible Points:  50)
	
	
	
	
	

	TOTAL NOMINATION EVALUATION POINTS       (Total Possible Points:  70)
	
	
	
	
	

	TOTAL POINTS
	
	
	
	
	

	RANK ORDER
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LX Outstanding Officer of the Quarter/Year Nomination Evaluation

INSTRUCTIONS:  Rate each individual according to the number of points allowed in each category.  If you have any ties in Total Points, you must break those ties prior to finalizing your evaluation.  Under no circumstances may you have a tie in rank ordering.  When all evaluations are completed, winners will be declared using, respectively, total or rank ordering, total points, points in category 1 on nomination evaluation, points in category 2 on nomination evaluation, etc.

	CATEGORY:  COMPANY GRADE OFFICER

Board Member:___________________                                                         LAST NAMES OF NOMINEES



	1.  LEADERSHIP & JOB PERFORMANCE IN PRIMARY DUTY:  To include the development of new techniques.  Must have contributed significantly to increased mission effectiveness during the year.  Also, measure acceptance of responsibilities commensurate with grade/position.                                                   (1-10 POINTS)


	
	
	
	
	

	2.  SIGNIFICANT SELF-IMPROVEMENT:  Off-duty education, achievements in professional or cultural societies or associations, Professional Military Education.

                                                                                                        (1-5 POINTS)


	
	
	
	
	

	3.  LEADERSHIP QUALITIES (Social, Cultural, and Religious Activities):  All in military/civilian communities which contributed to community group welfare and/or morale.                                                                                  (1-5 POINTS)


	
	
	
	
	

	4.  OTHER ACCOMPLISHMENTS:  Any other accomplishments by their nature or results which distinguish the individual from others of equal or higher grade.  Consider significant additional duties.                                              (1-5 POINTS)


	
	
	
	
	

	5.  AIR FORCE or CIVILIAN AWARDS, PRIZES, TITLES, AND SO FORTH:

Or certificates of appreciation as recognition for personal services rendered or contributions made to military/civilian community life as a result of job performance.

                                                                                                        (1-5 POINTS)
	
	
	
	
	

	6.  ARTICULATE AND POSITIVE REPRESENTATIVE OF THE AIR FORCE:  Any specific comments which indicate the individual does, in fact, present themselves to others positively.                                                       (1-5 POINTS)


	
	
	
	
	

	TOTAL POINTS                                                   (Total Possible:  35 points)
	
	
	
	
	


