DEPARTMENT OF THE AIR FORCE
HEADQUARTERS, JOINT BASE ELMENDORF-RICHARDSON
JOINT BASE ELMENDORF-RICHARDSON, ALASKA

MEMORANDUM FOR ALL JBER PERSONNEL

FROM: 673 ABW/CC
673d Air Base Wing
10471 20th Street, STE 139
Joint Base Elmendorf-Richardson, Alaska

SUBJECT: Joint Base Elmendorf-Richardson (JBER) Volunteer Management Commander’s Guidance
(JBER-47)

References: (a) DODI 1100.21, Volunteer Services in the Department of Defense
(b) AF136-3009, Airman & Family Readiness Centers and Army Regulation
(c) AR 608-1, Army Community Service (ACS)

I. Purpose: To institute a standardized Volunteer Recognition Program that establishes procedures for
managing volunteers, tracking hours, and conducting Quarterly and Annual Volunteer Recognition
Ceremonies.

2. Volunteer Management: Unit Commanders and base agencies are responsible for the volunteer
management within their units/squadrons and agency. Additionally, IAW AFI136-3009 para 3.6.1
volunteer recognition should be determined by a unit Commander.

a. To ensure recognition documentation, each unit/squadron and base agency with volunteers are
encouraged to appoint an Army Unit Organizational Point of Contact (OPOC) or an Air Force Unit
Volunteer Coordinator (UVC) to oversee the volunteers within their respective unit/squadron and
confirm volunteer hours. A roster of all OPOCs/UVCs will be maintained by the Volunteer Corps
Coordinators (VCCs) as part of the Family Matters Programs, 673d Force Support Squadron.

b. In units/squadrons without an assigned OPOC or UVC, volunteers may send their hours directly
to the VCCs or their respective First Sergeants for tracking and confirmation of volunteered hours.

c. In accordance with DODI 1100.21, all volunteers working for a Department of Defense agency
are required to complete and sign the DD Form 2793, Volunteer Agreement (Atch 1). The OPOC/UVC
will maintain the DD Form 2793 within their respective unit/squadron. A roster of all volunteers and
associated hours will be maintained by the UVCs and OPOCs.

d. Volunteer hours can be tracked through either the Army's Volunteer Management Information
System (VMIS) or a locally developed excel spreadsheet (Atch 2) depending on the member's
preference and/or the organization’s access to VMIS. Hours will be compiled by the UVCs and
submitted to the 673 FSS VCCs the first Friday of each month to allow for the maintenance of active
volunteers and hours.

3. Quarterly Volunteer Recognition:
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a. Unit Commanders and base agency leaders are strongly encouraged to recognize volunteers who
have contributed to mission readiness and family resiliency within their command on a quarterly basis
from at least one of the following categories:

(1) Active Duty Volunteer of the Quarter
(2) Civilian/Retiree Volunteer of the Quarter

b. Submissions for Volunteer of the Quarter must be received by the VCCs no later than specified
deadline at the end of the quarter.

c. Nominations will be submitted on the Joint Base Elmendorf-Richardson Volunteer Nomination
Form (Atch 3) and will consist of the volunteer’s name, volunteer activity, number of hours
volunteered, command/unit/squadron, and specific accomplishments and may not exceed 7 lines
(narrative style) or 5 bullets, Times New Roman, 12pt font.

d. A selection committee for nomination packages will convene following the deadline for
nomination package submissions. As feasible, the committee should be representative of the nominees
being considered (Service, status, etc.).

e. Volunteers of the Quarter will be announced and recognized at a subsequent Community Action
Council (CAC).

4. Annual Volunteer Recognition Ceremony (AVRC):
a. Unit Commanders and base agency leaders are strongly encouraged to recognize volunteers who

have contributed to mission readiness and family resiliency within their command on an annual basis
from at least one of the following categories:

(1) Active Duty Volunteer of the Year

(2) Civilian/Retiree Volunteer of the Year
(3) Youth Volunteer of the Year

(4) Family Volunteer of the Year

b. Submissions for Volunteer of the Year must be received by the VCCs no later than specified
deadline. Submissions must be submitted on Volunteer Nomination Form (Atch 3), not to exceed 28
lines (narrative style) or 20 bullets, Times New Roman, 12 pt font. Submissions should include
comments that highlight leadership and management, scope of responsibility, innovative and creative
ideas, community involvement, initiative, and impact. Nominations will cover 12 months of the
previous calendar year.

c. Presidential Service Award Pins. Only those volunteers having 100 or more documented and
certified hours submitted by the second Tuesday of February shall be recognized at the AVRC. These
volunteers shall be presented a Presidential Service Award pin:

(1) 100-249 hours/bronze;



(2) 250-499 hours/silver; and
(3) 500+ hours/gold

d. Volunteer Excellence Award (VEA). The Volunteer Excellence Award will be awarded to
federal civilians, family members, military retirees and federal retirees who have performed outstanding
volunteer community service of a sustained, direct and consequential nature; and have been nominated
by their supervisor in the form of a memorandum or by the voluntary agency for which they donated
their service (Atch 4).

e. A selection committee for nomination packages will convene following the deadline for
nomination package submissions.

f. The selection committee shall have at a minimum, a representative from Active Duty Army and
Air Force, the Civilian workforce, the Retiree community, and the Child Development Center and/or
Youth Center. OPOCs/UVCs and VCCs are ineligible from participating on the selection committee.
The VCCs are responsible for the assembly of the selection committee and will provide the nomination
packages for review by committee members.

g. The Annual Volunteer Recognition Ceremony (AVRC) will be held in April, during National
Volunteer Appreciation Month, and will be hosted by the 673 ABW/CC or designee. Invitations will be
extended to all Mission Partners to attend the event. Volunteers, family members and unit
representatives are cordially invited to attend the AVRC to assist in participating in the ceremony.

5. Direct coordination by the VCCs with the 673 ABW/PA, 673 ABW/HC and USARAK G-3/5/7 for
additional tasking requirements concerning the AVRC is authorized.

BRIAN R. BRUCKBAUER
Colonel, USAF
Commander
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