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	Enter the office that should receive and/or act upon this Staff Summary Sheet.: 19 FSS/ FSCA
	Enter the action you wish this office to take (i.e. ACTION, SIGN, INFO).: Coord
	SIGRDTA: 
	SUMMARY: 1.  PURPOSE:  To obtain ((office symbol of approving official) of Air Force Meritorious Civilian Service Award.

2.  BACKGROUND:   John Doe, Commander, 19th Force Support Squadron, 19th Mission Support Group, 19th Airlift Wing, Little Rock Air Force Base, Arkansas has recommended the Air Force Civilian Achievement Award be awarded to (eemployee name).  The nomination is submitted for approval.  

3.  This award recognizes clearly outstanding service for a single, specific act or accomplishment in support of the unit’s mission or goals. Employees who have successfully completed important projects or reached major unit milestones.

4.  I verify that the official records of (employee name) during the inclusive dates of the proposed award, do not contain any disciplinary or adverse action information nor is any action pending that reflects unfavorably on the exemplary performance deserving recognition.

5.  Other Data: Last 4 of Social Security Number:   
                         Present Position Title, Series and Grade:  
                         Inclusive Dates of the Award:  
                         Previous Award Recognition and Dates:  

6.  Justification:  See Tab 2

7.  Citation:  See Tab 1

8.  RECOMMENDATION:  19 AW/CC review/approve type of award.


Name of Action Officer                                   
Duty Title
Squadron/Off Symbol
email
Comm:  501-987-XXXX; DSN:  731-XXXX

5 Tabs: 
1.  Award Citation
2.  Award Justification 
3.  AFI 36-1004, Para 2.6 Nomination Process
4.  AFI 36-1004, Para 5.4.4. Air Force Meritorious Civilian Service Award (MCSA).
5.  AFI 36-1004, Table 5.1, Civilian Honorary Awards Approval Authority (see all notes) 
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