" DEPARTMENT OF THE AIR FORCE
HEADQUARTERS UNITED STATES AIR FORCE

20 November 2015
MEMORANDUM FOR ALL MAJCOM Als

FROM: HQ USAF/A1S
1040 Air Force Pentagon
- Washington DC 20330- 1040

SUBJECT: 2015 Key Spouse of the Year Award.

1 am pleased to announce the Air Force Services Key Spouse of the Year Award
Recognition program. The-primary purpose of this award is to reco gnize the critical Tole Key
Spouses play in the wing/unit/organization’s mission success. The attached document outlines
specific eligibility criteria and submission guidelines. The Key Spouse of the Year award
- recipient will be presented a certificate for aohlevement at a'time and place determined by the
MAJCOM. ~

My POC is Dr. Milton Cambndge Milton.h. cambndge civ@mail.mil, he can be reached
at COMM: 571-256-4026 (DSN 260). Thank you for your support! :

LENNY J. R HOUX, Brig Gen USAF
Director of Services
DCS, Manpower Personnel and Serv1ces ,

Atch: -
Key Spouse of the Year Award Guidelines



Key Spouse of the Year Award.

1. Responsible Agency. MAJCOM Al representative controls and administers the program for
the command.

2. Purpose or Objective. Recogmze the critical role Key Spouses play inthe

" wing/unit/organization’s mission success; enhance command Key Spouses visibility and

accomplishments; encourage units to récognize Key Spouses' outstanding accomplishments and
contributions to overall mission accomplishment; and motivate Key Spouses to strive for
meaningful connections within communities.

3. Ellglblllty All Key Spouses who meet the criteria are ehglble to be submitted for the award.
Each nominee submitted must have served within a unit throughout the award period (1 January
through 31 December) be a current Key Spouse volunteer; be engaged in activities that support
unit families and the unit’s ability to support the mission. Key Spouse Mentors are not eligible
for the Key Spouse of the Year Award.

3.1. Units must validate Key Spouse achievements covering the time frame used for nomination
of the award. Units must define the scope and impact of the Key Spouse involvement in the
community which, tangibly or intangibly, contributed to community or group welfare, morale, or
status. Include volunteer awards, certificates of appreciation, training, etc., obtained as '
recognition for personal services rendered or contrlbutlons made having a dlrect 1mpact on

-Quality of Life.

'3.2. The award is not designed to recognize Key Spouses for a single act.

4. Frequency of Award. Annually. Inclusive period for this award is 1 January through 31
December. : ‘

- 5. Nomination Procedures: Each Air Force Directorate, Wing, Numbered Air Force and

Independent Group commander (if applicable) may nominate one individual from Key Spouse
Program assigned to their unit/organization. Nominations should be forwarded to the unit’s
servicing MAJCOM. Nomination letter is to be signed by the nominee's appropriate commander
or vice commander/director or deputy director. Nomination packages are due to MAJCOM Als
NLT 15 Feb of each year. MAJCOM winner packages are due to HQ AF/A1ISANLT 15 Mar of -
each year.

5.1. Nommation_ packages consist of the most current version of AF Form 1206, Nomination for
Award (front side only). Do not exceed a total of 30 lines (including headings); however, the job

description category is not included in these 30 lines. Headings should be listed on a single line

with the justification beginning-on the line immediately below the heading. Justification should .
be in bullet format, accurate and succinct, and address the subjects and criteria listed below. An
acronym listing may be used and aligned along the bottom of the AF Form 1206 that explains
unique acronyms not commonly known throughout the Air Force. Nominating Wing should
submit the nomination package (AF Form 1206 in original electronic format, biography, public
release statement and an official photograph) to MAJCOM A1l. Nominations received after the
established suspense date will not be submitted to the selection panel. Headings for the AF Form
1206 are: 1) Key Accomplishments, 2) Other Accomplishments/ Communlty Efforts as

described below.

5.1.1. Key Accomplishments. Charact‘erize the nominee’s.contributions as evidenced by
character, conduct, and willingness to achieve unit goals. Provide factual and substantiated



examples of the nominee’s significant achievements and performance of Key Spouse duties.
Describe how well the nominee improved unit family cohesion; explain any other outstanding
services the Key Spouse provided that benefited the unit's mission. All accomplishments must
have occurred during the 12-month nomination period.

5.1.2. Other Accomplishments/Community Efforts. Describe the nominee’s self-improvement
efforts, if applicable. This may include training and educational activities, community and (or)
civic activities.

5.1.3. Standard biography format.
5.1.4. An official color photograph (digital), head and shoulders only.

5.2. A public release statement. Nominee must sign a public release statement that reads
verbatim: “I do or do not (circle one) agree to the use of privacy act information in the
nomination narrative. This information may include privacy act information or personally
identifying information (PII) found in AFI 33-332, Privacy Act Program, Chapter 12,
Disclosing Records to Third Parties. I understand those transmitting personal information
will exercise caution and adequately safeguard it IAW AFI 33-332, paras 10.2.1 and 10.2.2.
The announcement message or any publicity regarding the award nomination will contain no
privacy act information other than name and base of assignment.” The nominee must sign and
date the statement.

6. Selection Process. The nomination packages will be reviewed by a selection panel. The
panel considers and evaluates nominees. The results of the panel will be approved by
MAJCOMY/CC or designated representative.

7. Method of Presentation. The Key Spouse will be presented a certificate of achievement at a
time and place determined by the MAJCOM.

8. Travel for Non-Military Members or Non-Department of the Air Force Civilians. Travel
to the presentation ceremony is authorized for Department of the Air Force Civilians and non-
military/non-Department of the Air Force Civilian recipients. When individuals who are neither
military members nof Department of the Air Force civilians are selected as a recipient of an
award, invitational travel is authorized so they may attend the presentation ceremony. Refer to
the Joint Travel Regulation for instructions and limitations on travel reimbursements for
members and employees and invitation travel orders for family members and non-Department of
the Air Force civilians.

9. Publicity. Each MAJCOM will announce their respective winner. The Air Force level Key
Spouses of the Year will be comprised of the MAJCOM winners.



Frequently Asked Questions (FAQ) regarding KSOY Award

1.

Why is the Key Spouse Program (KSP) import'arit?

The KSP is an official Air Force readiness program that enhances individual, family and

community readiness and resiliency. It helps to establish contact with spouses and
families, encourages peer-to-peer Wingman support, provides communication links to

leadership and is vital to building strong Air Force communities.
Can a Key Spouse who served as a KS for less than 12 months be nominated?

The KSOY Award is an annual award. The guidelines stipulate the inclusive period for
this award is 1 January through 31 December. Moreover units must define the scope and
impact of the Key Spouse involvement in the community which contributed to
community or group welfare, morale or status. If a Commander feels that a nominee
meets the gist of this requirement, and is short serving as a KS a minimal amount of time

* (such as 4-6 weeks), then the Commander can choose to nominate that person. And this

nomination would be evaluated on its merits on a case-by-case basis. In most instance
however, the nominee should serve 1 year from 1 Jan -31 Dec.

Can a Key Spouse be nominated if he/she served as a Key Spouse in more than one unit
durmg the perlod of 1 January -31 December?

Yes, as long as he/she served as a Key Spouse for more than one unit in the perlod from 1
January — 31 December and meets all the other requirements. :

Can an Army or Navy Spouse b_e nominated for the AF KSOY award?

Yes, as long as they meet all the requlrements such as signing the Volunteer Form
completing all required training, actually works with Air Force Spouses (from 1 January -
31 December) and is nominated by an Air Force Commander. This situation mlght occur
in a joint base environmenit.

Does the Key Spouse Mentor (KSM) supervise the Key Spouse?

No the KSM serves as an experienced advisor to the Key Spouse. She/he does not

~ actually supervise the KS. The KSM role is supportive not supervisory.

Can anyone other than the Commanders wife serve as a KSM?

Yes, as long as they are trained and sign the Volunteer Agreement, DD FF 2793.

. Who can nominate a Key Spouse?



The Key Spouse Program is a Commander’s program. Each Air Force Directorate,
Wing, Numbered Air Force and Independent group Commander (if applicable) may
nominate one individual from their unit for the Key Spouse Award. An individual may
not self-nominate for this award.

8. Who are the members of the Key Spouse Program?

The KSP is a Commander’s program and the members of the KSP Team are the
Commander, First Sergeant, KS, KSM and the Airman and Family Readiness Center.

9. Where are the nomination packages for the KSP sent?

Nominations should be forwarded to the unit’s servicing MAJCOM. Nomination letter is
to be signed by the nominee's appropriate commander or vice commander/director or deputy
director. Nomination packages are due to MAJCOM Als NLT 15 Feb of each year. MAJCOM
winner packages are due to HQ AF/A1SAA NLT 15 Mar of each year.

10. If I have a question about the KSP, what should I do, who should I contact?

You should first read the Key Spouse Award Guidelines carefully. If you have any
questions you should then contact your installation Airman and Family Readiness Center.
If they cannot answer your question they will contact AFPC.



