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This Operating Instruction (OI) prescribes the procedures for recommending AF/RE military personnel for awards and decorations.  It applies to all Office of Air Force Reserve personnel who prepare recommendations for award of military decorations.

1.  GENERAL.  Recommendations for military awards and decorations will follow the guideline established in AFI 36-2803, Air Force Awards and Decorations Program and this OI.

2.  RESPONSIBILITIES.

2.1.  The Chief of Air Force Reserve:

2.1.1.  Has approval authority for the following decorations.  In the Office of Air Force Reserve, this authority will not be delegated below the 2-digit.

2.1.1.1.  Legion of Merit (LOM).  Colonels and above who retire, separate or die.

2.1.1.2.  Meritorious Service Medal, all conditions.

2.1.1.3.  Air Force Commendation Medal, all conditions.

2.1.1.4.  Air Force Achievement Medal, all conditions.

2.1.2.  Signs as the recommending official on all recommendations that require Secretary of the Air Force (SAF) approval.  Those are:

2.1.2.1.  The Distinguished Service Medal.

2.1.2.2.  The LOM for reassignments (PCS or PCA) and for Lieutenant Colonel and below.

2.2.  Directorate Heads will prepare and submit recommendations in accordance with the OI.

2.3.  AF/REE will monitor the awards and decorations program for AF/RE.

3.  PROCEDURES.  AF/REE generates the Recommendation for Decoration Printout (RDP) for all projected actions (retirement, separation, reassignment, outstanding achievement, or heroism) with a suspense date, enters it in the SCATS system and forwards the RDP to the appropriate office.
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3.1.  The supervisor completes and signs the RDP and prepares a two or three sentence narrative for the citation that outlines the individuals accomplishments.  The commander’s block is reserved for AF/RE to sign.

3.2.   The directorate signs a memo, attaches the RDP and forwards the package to AF/REE for AF/RE approval.

3.3.  For those decorations requiring SAF approval, the directorate will prepare a narrative, IAW AFI 36-2803, and forward along with those items in paragraph 3.1.

3.4.  AF/REE will:

3.4.1.  Prepare the citation in final form.

3.4.2.  Forward the recommendation package to the Chief of Air Force for approval.

3.4.3.  Prepare Special Orders for approved awards, prepare certificates and authenticate citations.

3.4.4.  Forward signed recommendations packages requiring SAF approval to OL-P, 11 MSS/DPM.

3.5.  Submission timelines:

3.5.1.  If the Chief of Air Force has approval authority, forward to AF/REE NLT 15 workdays prior to expected presentation date.

3.5.2.  If SAF is the approval authority, forward to AF/REE at least 60 days prior to expected presentation date.
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