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PURPOSE

1. The purpose of this SOP is to detail the procedures for the submission and
presentation of Honours and Awards in COMKAF HQ.

APPLICABILITY

2. This SOP is applicable to all COMKAF personnel involved in submission and
presentation of Honours and Awards.

NON-ARTICLE 5 MEDAL

3. The Non-Article 5 Medal for service on the NATO-led operation in Afghanistan and
neighbouring countries may be awarded to both military and civilian personnel (ICC) who
are on, have been engaged in or are in support of the operation. People who serve a
second tour of duty in Afghanistan are not allowed to be awarded again. Posts outside of
the Joint Operating Area (JOA) are not eligible for the medal. The Afghanistan JOA is
delineated as the political boundaries and airspace of International Security Assistance
Force (ISAF) OPLAN 10302. The JOA includes Afghanistan and all neighbouring
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countries that have borders contiguous with Afghanistan where the force build up will be
carried out and host elements of the force that provide direct support.

4. The qualifying period in the Afghanistan JOA is thirty (30) days continuous or
accumulated service from 1 June 2003 and a termination date, which will be notified in a
supplementary document. The normal period of qualifying service is 30 days continuous
or accumulated service in any single tour, provided nominated personnel have not been
convicted of serious misconduct or crimes during their period of service within the JOA.

POSTHUMOUS AWARDS

5. Should an individual who is eligible for the award of the medal in accordance with
the eligibility criteria die before receiving it, the national government concerned shall make
the award posthumously as appropriate, in accordance with its own administrative
arrangements. A period of qualifying service is not required for a posthumous award to
personnel killed, presumed killed or repatriated subsequent to wounding or serious injury
while on operations

REWARD TO REPATRIATED PERSONNEL

6. Should an individual, who is eligible for the award of the medal in accordance with
these eligibility criteria, have been redeployed from the Area of Operation before receiving
it, the national government concerned shall make the award as appropriate, in accordance
with its own administrative arrangements.

RESPONSIBILITIES

7. Subordinate formations are responsible for maintaining accurate records against
which they can confirm an individual's eligibility for the award of the NATO Medal.
Applications are to be submitted in MS EXCEL format by J1 Pers Section on a monthly
basis to HQ ISAF CJ1. HQ ISAF CJ1 will subsequently endorse applications and forward
them to SHAPE SDC J1. Applications are to contain the following information:

# OF DAYS
DOB NAME | FIRST NAME RANK NAT svC UNIT LOCATION IN THEATRE SOT EOT
Kabul,
DD/MMM/YY XXX XXX OF-3 XXX X KMNB Afghanistan 60 1-Jan- 04 31-Mar-04

PRESENTATION OF MEDALS

8. The presentation of NATO medals will be coordinated between J1 Pers and the
COMKAF Command Sergeant Major (CSM). COMKAF or his designate will present
medals to eligible HQ ISAF personnel, as required.

PROCEDURES

9. CJ1.
a. Verify eligible personnel from COMKAF HQ CE for HQ ISAF.

b. Forward all applications to SHAPE SDC J1 to get approval, as required.
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C. Maintain accurate records against which HQ ISAF can confirm CE personnel
eligibility for the award of the NATO Medal.

d. Print the medal certificates for the awarded people and certificates of
appreciation for members who already have the NATO medal.

e. Update the personnel database upon approval/delivery of the medals.

f. Keep medals and certificates in secure storage, track the stock of the
medals and make requests accordingly.

g. Provide the names of the personnel to the COMKAF CSM two weeks prior to
departure so that he may arrange the presentation ceremony.

NATO MERITORIOUS SERVICE MEDAL (MSM)

10. The North Atlantic Council has approved the award of the NATO Meritorious
Service Medal (MSM) in accordance with MC 475/2. Instructions for the award of the
MSM are provided by SHAPE J1 in two annual Administrative Orders: Spring for
operational nominations only, covering the period from 1 Sep to 28/29 Feb; autumn for
operational nominations, covering the period 1 Mar to 31 Aug and non-operational
nominations, covering the period 01 Sep to 31 Aug.

11. The MSM is awarded to military and civilian personnel who have been commended
for providing exceptional or remarkable service to NATO. The award of the medal to
individuals will be approved by the Secretary General following the recommendations of
the Chairman of the Military Committee based on the recommendations of the Strategic
Commanders and Heads of NATO Bodies.

MSM ELIGIBILITY CRITERIA

12.  Military and civilian personnel, provided that they have not been convicted of
serious misconduct or crimes during the period of assignment under NATO command and
control, are eligible for the MSM.

13.  Eligible personnel are individuals serving permanently or temporarily within NATO’s
operational chain of command or in those forces under NATO command or control or in a
NATO Body, who are commended personally by a Commander or a Head of a NATO
Body for one of the following:

a. Performing acts of courage in difficult or dangerous circumstances.
b. Showing exceptional leadership or personal example.
C. Making an outstanding individual contribution in any activity or programme.

d. Enduring particular hardship or deprivation in the interest of NATO.

14.  Where individuals, by the nature of their duties or location qualify for an operational
award, such individuals may also be considered for the award of the MSM in accordance
with the criteria detailed above.
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15. Award of the Medal to personnel killed or presumed Kkilled or repatriated,
consequent to wounding or serious injury while on assignment may be considered.

16.  All commendations must meet the eligibility criteria in accordance with MC 475/2. It
should be noted that the focus for nominations should be on exceptional and remarkable
service to NATO. Capturing the essence of an individual's achievement in the limited
space available will require careful consideration and drafting. The qualities that are the
subject of a recommendation should reveal outstanding individual contribution in an
activity or programme. Commendations must therefore, describe precisely the specific
challenge, success, project, event or process in which the nominated person excelled,
rather than vaguely explain the overall exceeding performance. They may also be based
upon the performance of ordinary duties undertaken in difficult or hazardous conditions, or
with exceptional loyalty and devotion to duty. However, the MSM is not a reward for
number of years employment within a Command and should not be based on long and
good service, or be considered as a “farewell gift”.

17. The NATO Secretary General has agreed that up to 150 MSM nominations per
annum may be submitted for approval from operational forces and NATO bodies.

18. SHAPE will issue quotas based on the annual quota allocation determined by
NATO HQ. Account will be taken of the current distribution of manpower throughout ACO
and Operational Theatres, as well as the need to ensure an appropriate distribution of
awards across all HQs.

19. Each year, SHAPE J1 will issue the processing timelines, in January for the Spring
Board and in May for the Autumn Board.

20. Following the Secretary General’'s approval of the nominees, DIMS will provide
MSM medals, certificates and the award announcement date, with the intention that
awards should be made bi-annually in May and Dec.

21.  This sequence covers the normal process. In exceptional circumstances, it may be
appropriate to make a commendation and pass it through for approval by the Secretary
General outside of the normal process. In such a situation, it is necessary to make a
special case to SHAPE J1 for consideration before any such individual commendation
process begins. Any ‘out-of-cycle’ nominations will count against the overall ACO
allocation of medals.

RESPONSIBILITIES

22.  Commendations are to be made using the form at Annex A recommended by
Operational Commanders/Heads of NATO Bodies or their representatives through the
chain of command and are to be submitted in confidence to SHAPE J1. SACEUR will
sign all ACO nominations as part of the recommendation process. The commendation
must fit on one page, as the signed version of the commendation will be enclosed with the
certificate and presented to the individual. Therefore, any change of format of the
template or any negative references in the commendation text to an individual’s personal
situation (such as “despite difficulties in his family”) are to be avoided.
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23. Commendations are to be submitted without security classifications/markings, page
numbering or other markings (Annex, Appendix, Enclosure and/or Attachment) on the form.
They should, however, be processed under a covering letter signed by the Commander or
Head of NATO Body with a security classification of at least NATO
UNCLASSIFIED/HONOURS-IN-CONFIDENCE.  Commendations should be sent via
electronic mail to SHAPE J1 before being signed and after checking the originals should be
posted to SHAPE J1. JFCs/Joint HQ should provide SHAPE J1 with an identified point of
contact for the staffing of MSM nominations on receipt of the administrative order.

24. The responsibility of SHAPE J1, with complete impartiality and confidentiality, is to:
a. Ensure that all ACO submissions meet the eligibility criteria.

b. Recommend to SACEUR a list of ACO nominations for final endorsement and
onward transmission to DIMS for further staffing. The Chief, Manpower and
Personnel Branch, Logistics and Resources Divisions will act as DIMS action
officer.

25.  As a result of experience gained during previous MSM nomination processes, it is
recommended that Commanders/Head of NATO Bodies should consider the following
points when identifying candidates for award of the MSM:

a. The Commendation must describe the specific activity in which the nominated
person has excelled.

b. A balance between military and civilian candidates, senior and junior ranks,
male and female candidates and across nations should be ideally maintained
without having a negative impact on the requirement for nominees to be of the
highest calibre.

c. To recognise that English native speaker may be able to impress more easily
than others in the performance of their duties for obvious reasons.

COMKAF COMMENDATION

26. COMKAF personnel who have shown outstanding contributions to the COMKAF
mission should be awarded with a COMKAF Commendation.

27. Commendations should not be proposed simply because an individual has done
his/her job very well.

28. The COMKAF Commendation can be awarded to all COMKAF personnel who have
performed his/her duties in a remarkable manner, providing a significant contribution to
the COMKAF mission during their tour.

29.  Any military or civilian individual working within or under the command of COMKAF
may be nominated. Individuals who have left theatre may also be nominated.

30. The number of the commendations should be limited to ensure the award retains
value. Nominations should be strictly selected, with the process reflecting the chain of
command of the nominated individual up to COMKAF.

Page 5 of 8
NON SENSITIVE INFORMATION RELEASABLE TO THE PUBLIC



NON SENSITIVE INFORMATION RELEASABLE TO THE PUBLIC

RESPONSIBILITIES

31. Section Heads are responsible for ensuring that all the details are correct on the
completed nomination form and that the initiator signs the hard copy. COMKAF J1 Pers is
to maintain an accurate list of nominations and commendations.

PROCEDURES

32.  Nominations for COMKAF Commendations are to be forwarded in hard copy as
well as in electronic form to COMKAF J1 Pers. Nominations must be submitted through
and formally approved by the respective chains of command/branch chief as per
nomination form available at Annex B.

33. COMKAF is the approval authority to recognise an individual's performance. He

will determine whether a letter of appreciation, a commendation or an increased level of
recognition with the NATO Meritorious Service Medal is warranted.

ANNEXES

A. Commendation Form for NATO Meritorious Service Medal
B Application for a COMKAF Commendation
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NATO / ISAF RESTRICTED — HONOURS (WHEN COMPLETE)
ANNEX A
TO COMKAF HQ SOP 104
HONOURS AND AWARDS
DATED MAY 12

COMMENDATION FORM FOR NATO MERITORIOUS SERVICE MEDAL

NOMINATION

Family Name: [Font Arial 10, bold] First Name: Rank/Grade:
Appointment: [normal Duty Post] HQ or NB: Location:
Nationality: Date of Birth:

Appointment start date: Time in appointment:

CIRCUMSTANCES OF COMMENDATION

[Brief description covering location, physical circumstances and duration, if appropriate; description of
appointment when different to the one described above; include the event, activity, or scenario giving
circumstances leading to commendation] (No more than 4 lines in Font Arial 10]

COMMENDATION

[See 3.a. this Directive]
[Not more than 200 words using Font Arial 12]

An electronic version of this form has been produced and should be used for all submissions.
Commanded By: Signature:

Name: Appointment: Date:

RECOMMENDATION PROCESS

Signature: Date:
SACEUR

Recommended by Chairman
Commendation Board

Endorsed by CMC

Approved by Secretary General

All bracketed [] text as well as classifications, header and footer must be removed upon completion. Commendation form must not be
longer than one page in the size DIN A4. An electronic version of this form has been produced and should be used for all submissions.

NATO / ISAF RESTRICTED — HONOURS (WHEN COMPLETE)
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NATO / ISAF RESTRICTED — HONOURS (WHEN COMPLETE)
ANNEX B
TO COMKAF HQ SOP 104
HONOURS AND AWARDS
DATED MAY 12

APPLICATION FOR A COMKAF COMMENDATION

Application for a COMKAF Commendation for outstanding service is to be requested a minimum of
2 weeks prior to an individual's departure from mission.

SERVICE RANK NAME CE NUMBER JOB TITLE
NUMBER

JUSTIFICATION NARRATIVE

COMMENDATION NARRATIVE (Not to exceed a 100 words)

AUTHORISATION

SECTION HEAD

RANK: NAME: SIG: DATE:
DCOM

Supported / Not Supported
RANK: NAME: SIG: DATE:
COMKAF

Approved / Not Approved
RANK: NAME: SIG: DATE:
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