LETTER OF COMMENDATION

PURPOSE:

Letters of Commendation are used to commend an employee or group of employees for unusual achievement that clearly exceeds duty performance requirements, or contributions that are beneficial to the Air Force, but do not meet the criteria for a cash award.

ELIGIBILITY:

Any civilian employee is eligible.  Some examples of situations/achievements that may merit this award are; noteworthy accomplishments while on special assignment or during short periods when an unusual work situation or emergency exits; Air Force programs recognized by an outside organization to which the employee made a significant contribution; exceptional participation in civic or professional activities related to official employment.

AWARD & APPROVAL AUTHORITY:

Personalized letter.  A commander, director or equivalent (U.S. federal official) of a major organizational component may sign the Letter of Commendation. The personalized letter is filed in the Official Personnel File and one point is given toward merit promotion.

PROCEDURE:

Prepare a personal letter on official letterhead stationary; subject line should read: Letter of Commendation.  The letter should be addressed to the employee through supervisory channels.  The letter must contain a complete and concise description of the employees act, accomplishment, or service and identify position title, organization, and dates.  AF Form 3034, Certificate of Commendation, is an optional accompaniment to the letter.  Submit a signed and dated copy to OO-ALC/DPCE for system input and filing.

References: AFI 36-1001, AFP 36-2861

Related Topics: Air Force Honorary Awards

Point of contact:  DPCE, 775-5161
