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AF Form 1206: A Comprehensive Guide

Introduction

The AF Form 1206 is a critical document used within the United States Air
Force for the purpose of nominating individuals for various awards,
decorations, or special recognition. Its proper completion and submission are
vital components of the military awards process, ensuring deserving personnel
are acknowledged for their outstanding performance, leadership, and
contributions. This article provides an in-depth overview of AF Form 1206,
covering its purpose, structure, the process of filling it out, and best
practices to ensure its effectiveness.

---



What is AF Form 1206?

Definition and Purpose

The AF Form 1206 is an official nomination form used by commanders and
supervisors to recommend personnel for awards or decorations. It serves as a
formal record that justifies the nomination, highlighting the individual's
achievements and contributions that warrant recognition.

Common Uses

The form is typically utilized for:

- Award nominations (e.g., Air Force Achievement Medal, Air Force
Commendation Medal)
- Special recognition programs
- Civilian awards
- Recognition of extraordinary performance or leadership

---

Structure of AF Form 1206

Understanding the structure of the form is essential for accurate and
effective completion. The form is divided into multiple sections, each
serving a specific purpose.

Basic Sections of the Form

1. Nominee Information
- Name
- Rank/Grade
- Social Security Number (or other identification)
- Unit/Organization
- Position Title
- Contact Information

2. Award Information
- Type of award or recognition being nominated for
- Justification period (start and end dates)
- Date of submission

3. Narrative Justification
- A detailed narrative explaining why the nominee deserves the award
- Specific accomplishments, leadership qualities, and contributions
- Quantifiable results, if applicable

4. Supporting Documentation
- Attachments such as performance reports, certificates, or other evidence

5. Certification and Approval



- Signatures of the nominator, approving authority, and possibly additional
endorsers

---

How to Fill Out AF Form 1206 Effectively

Proper completion of the AF Form 1206 is crucial to present a compelling case
for the nominee. Below are detailed guidelines for filling out each section.

Step 1: Gather Necessary Information

Before starting, ensure you have all relevant data:

- Nominee’s official records
- Evidence of achievements
- Supporting documents
- Award criteria and guidelines

Step 2: Complete Nominee Information Accurately

- Use official titles and correct spelling
- Confirm the nominee’s current rank and position
- Provide accurate contact details

Step 3: Specify Award Details Clearly

- Select the appropriate award or recognition
- Clearly define the period during which the nominee’s achievements occurred
- State the date of submission precisely

Step 4: Write a Concise and Persuasive Narrative

- Begin with a strong opening statement summarizing the nominee’s key
qualities
- Highlight specific accomplishments with quantifiable data where possible
- Use active language and military terminology
- Focus on the impact and significance of the nominee’s actions
- Keep the narrative within the prescribed length limits, if any

Step 5: Attach Supporting Documents

- Include performance reports, commendations, or other evidence that
substantiate the narrative
- Label attachments clearly and reference them appropriately in the narrative

Step 6: Obtain Necessary Approvals

- Secure signatures from the immediate supervisor or commander
- Ensure all endorsements are timely and properly documented



---

Best Practices for Preparing AF Form 1206

To maximize the effectiveness of a nomination, adhere to the following best
practices:

- Follow Award Criteria: Ensure the nomination aligns with the specific
criteria for the award.
- Be Specific: Use clear, detailed examples rather than vague statements.
- Quantify Achievements: Whenever possible, include measurable results (e.g.,
increased efficiency by 20%, saved $10,000).
- Use Military Language: Incorporate appropriate military terminology and
standards.
- Proofread: Check for grammatical errors, typos, and accuracy.
- Adhere to Deadlines: Submit the form well before the award processing
deadlines.
- Seek Feedback: Have a peer or supervisor review the nomination for clarity
and impact.

---

Submission Process for AF Form 1206

Once completed, the form typically follows a structured approval process:

1. Initial Submission: The nominator submits the form to the immediate
supervisor.
2. Review and Endorsement: The supervisor reviews, endorses, and forwards it
up the chain.
3. Final Approval: The final approving authority reviews and signs the form.
4. Submission to Awards Board or Committee: The completed and signed form is
submitted for consideration.

Important Considerations

- Timeliness: Submitting nominations early ensures ample review time.
- Confidentiality: Handle the nominee’s personal information securely.
- Record Keeping: Keep copies of the completed form and supporting documents
for future reference.

---

Common Mistakes to Avoid

- Vague or Generic Narratives: Always provide specific and detailed
achievements.
- Incomplete or Incorrect Information: Double-check all entries for accuracy.
- Ignoring Award Criteria: Ensure the nominee’s actions meet the specific
requirements.
- Late Submissions: Missing deadlines can disqualify nominations.



- Lack of Supporting Evidence: Attach relevant documentation to strengthen
the case.

---

Conclusion

The AF Form 1206 is a vital component of the military awards nomination
process in the United States Air Force. Its proper preparation, detailed and
accurate content, and adherence to procedures significantly influence the
success of a nomination. By understanding its structure, purpose, and best
practices, military personnel and supervisors can effectively recognize
deserving individuals and uphold the standards of excellence within the
service.

In summary, mastering the use of AF Form 1206 not only streamlines the awards
process but also ensures that exemplary service and achievements are duly
acknowledged, motivating personnel to perform at their highest levels and
fostering a culture of recognition and excellence across the Air Force.

Frequently Asked Questions

What is the purpose of the AF Form 1206?
The AF Form 1206 is used for submitting awards and decorations nominations
within the United States Air Force, documenting achievements and recognizing
personnel for their service.

How do I properly fill out an AF Form 1206?
To fill out an AF Form 1206, provide the nominee's personal information,
specify the award category, detail the accomplishments or contributions, and
include supporting documentation or citations as required.

Who is eligible to receive an AF Form 1206
nomination?
Active duty, reserve, and civilian personnel within the U.S. Air Force are
eligible for nominations using AF Form 1206, depending on the award criteria.

Can AF Form 1206 be submitted electronically?
Yes, many units now submit AF Form 1206 electronically through official
military award submission systems or email, depending on command procedures.

What are common mistakes to avoid when filling out



AF Form 1206?
Common mistakes include incomplete or inaccurate information, insufficient
justification for the award, missing signatures, and failing to follow
specific formatting or submission guidelines.

How long does it typically take to process an AF
Form 1206 submission?
Processing times can vary, but generally, awards submitted via AF Form 1206
are reviewed within a few weeks to a month, depending on the complexity and
command workload.

Where can I find templates or examples of AF Form
1206?
Templates and examples of AF Form 1206 are available on official Air Force
award websites, unit offices, or through the Air Force Personnel Center's
resources.

What should I do if my AF Form 1206 nomination is
denied?
If your nomination is denied, review the feedback provided, address any
deficiencies, and consider resubmitting with additional documentation or
clarification as needed, following your command's procedures.
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