BY ORDER OF THE COMMANDER	MAXWELL AIR FORCE BASE SUPPLEMENT 1


�


AFI 36-3108


12 SEPTEMBER 1996


Personnel


MEMORIALIZATION PROGRAM AND CEREMONIES


“HOLDOVER”


“The basic publication has changed; impact on supplemental information is under review


by the OPR. Users should follow supplemental information that remains in unaffected.”





AFI 36-3108, 1 May 1996, is supplemented as follows:


�
3.  (Added)  Memorialization initiators (Project Officers, Units, Groups, and Wing):


3.1.  (Added)  Presents proposal for memorialization to Customer Service Section (42 MSS/DPMPS).


3.2.  (Added)  Contacts Real Property Office (42 CES  to determine facility square footage.


3.3.  (Added)  Assembles memorialization package. (See attachments 3, 4, and 5).


3.4.  (Added)  Coordinates memorialization package.


3.5.  (Added)  Provides memorialization plaque for the facility including coordinating the wording with Wing Historian (42 ABW/HO), ordering the plaque by AF Form 9 through Contracing (42 CONS/LGC), and arranging for installation of the plaque through 42 CES.


3.6. (Added)  Makes all arrangements and conduct memorialization ceremony in conjunction with the Wing Protocol Office (42 ABW/CCP).


3.7.  (Added)  Arrange with Public Affairs (42 ABW/PA) for coverage or story in base newspaper.


3.8.  Accomplish follow up and provide necessary document to 42 MSS/DPMPS, 42 CES, and 42 ABW/HO.


4.  (Added)  The 42 Civil Engineering Squadron:


4.1.  (Added)  Assists initiators or project officers in determining square footage (42 CES/CE).


4.2.  (Added)  Mounts memorialization plaque appropriately on memorialized facility (42 CES/CEO).


5.  (Added)  Customer Service Section (42 MSS/DPMPS):


5.1.  (Added)  Acts as base OPR for the memorialization program.


5.2.  (Added)  Conducts on-going publicity for the memorialization program.


5.3.  (Added)  Documents who is initiating the memorialization and on which facility or real property.


5.4.  (Added)  Provides assistance (as needed) to memorialization project officers in determining approval authority and coordinating memorialization packages.


5.5.  (Added)  Accomplishes follow-up with and provide documents to HQ AETC/DPAP, 42 CES/CEO, and to 42 ABW/HO.


6.  (Added)  Group and Squadron Commanders will:


6.1.  (Added)  Review and coordinate on memorialization packages.


6.2.  (Added)  Ensure all details for an appropriate memorialization ceremony are arranged and carried-out.


7.  (Added)  42 ABW/HO Wing Historian Office will:


7.1.  (Added)  Update historical archives, records, files, etc., as needed.


7.2.  (Added)  Maintain a list of all buildings and/or real property that has been memorialized.


7.3.  (Added)  Ensure Both AU and Wing Historians receive a copy of the special orders. 


7.4.  (Added)  Review and coordinate on memorialization packages.


8.  (Added)  Wing Public Affairs:


8.1.  (Added)  Assists with notification and forwarding of proposed guest list to higher headquarters Public Affairs offices as needed.


8.2.  (Added)  Provides coverage or story in base newspaper.


9.  (Added) Wing Protocol Office (42 ABW/CCP):


9.1.  (Added)  Reviews and coordinates on memorialization packages.


9.2.  (Added)  Assists the project officer with the planning of the ceremony.


10.  (Added)  Wing Commander (42 ABW/CC):


10.1.  (Added)  Reviews and coordinates on memorialization packages as needed.


10.2.  (Added)  Approves or disapproves memorialization packages at Wing Commander level.


10.3.  (Added)  Provides endorsement letter for memorialization packages going to higher headquarters. 


10.4.  (Added)  Ensures details for appropriate memorialization ceremony are arranged and carried out.


�



EILEEN HARRIS, Maj, USAF


Commander, 42 Mission Support Squadron





Attachments:


1.  Memorialization Flow Chart


2.  Suggested Criteria for Identifying Deserving Facilities or Real Properties


3.  Memorialization Package Contents 


4.  Staff Summary Sheet Example


5.  Next of Kin/Honoree Approval Letter


�
MEMORIALIZATION FLOW CHART





MEMORIALIZATION INITIATOR


Appoints Project Officer











Project Officer


Compiles proposal & presents to DPMPS











DPMPS (Memorialization OPR)


Advises on memorialization package format











Project Officer


Compiles package and forwards for coordination











Project Officer


Coordinates with HO & CE on facility property











Project Officer


Forwards package proposal on ABW/CC for approval











		Approved							Disapproved











		Project Officer	Project Officer


	Coordinates with PA to Contact NOK	Resubmits/Discontinues











		Project Officer


	Coordinates with CCP to plan ceremony











		Project Officer


	Executes memorialization





�
SUGGESTED CRITERIA FOR IDENTIFYING


DESERVING FACILITIES OR REAL PROPERTIES





A2.  General.


A2.1. The following are suggested criteria initiators should consider when determining if a facility or real property is deserving of memorialization. These suggestions are not all inclusive and initiators are not limited to these criteria. Initiators may develop their own pertinent criteria.


A2.2.  Suggested Criteria:


A2.2.1.  Facility’s or property’s frequency of use.


A2.2.2.  Primary purpose or use of facility or real property.


A2.2.3.  Architecture or nature of facility’s or real property’s construction.


A2.2.4.  History or heritage currently attached to facility or real property.


A2.2.5.  Facility’s or real property’s future use (if known or projected).


A2.2.6.  Is facility or real property slated for demolition, renovation, or relocation?


A2.2.7.  Nature and contributions of individual being memorialized.





�
MEMORIALIZATION PACKAGE CONTENTS








A3.  General.


A3.1.  Package Contents. The memorialization package should contain the following documents in order to provide substantial justification for the memorialization project:


A3.1.1.  Staff Summary Sheet (Attachment 4).


A3.1.2.  Letter requesting  memorialization to HQ AETC/DP if above Wing CC approval authority (Tab 1 to Attachment 4).


A3.1.3.  Statement describing nature, purpose, and size of facility or real property being memorialized. Also, include a statement why the chosen honoree should receive memorialization, and describe specific accomplishments or contributions of the honoree to the Air Force or functional area. Finally, provide a statement describing  the nature and extent of the memorialization ceremony (Tab 2 to Attachment 4).


A3.1.4.  Biography of honoree, to include military and civilian decorations, awards, and honors.


A3.1.5.  Description of the actual memorial, to include pictures, logos, wording, etc.


A3.1.6.  If available, a copy of base map showing facility or real property’s location in relation to surrounding facilities and real property (Tab 5 to Attachment 4).


A3.1.7.  Honoree or next-of-kin’s approval of proposed memorialization (Attachment 5).


A3.1.7.1. Honoree or next-of-kin’s approval letter does not go to next level with package. It is sent after approval of memorialization package.


A3.1.7.2.  In order to avoid potential embarrassment and unnecessary explanations, you must first receive approval from the appropriate level and authority before seeking honoree or next-of-kin’s concurrence.


A3.2  Presentation Format.


A3.2.1.  Documents should be created in MS-Word, Times New Roman font, 12 point, with standard margins around the entire document.


A3.2.2.  Photocopies from books, magazines, microfiche, journals, etc. are permitted. If you use copies from any of  these sources, the copies must be clean, without smudges, without over-copy of other pages, etc. Failure to provide clean copies results in the package’s disapproval or return without its consideration.





�
MEMORIALIZATION LETTER REQUESTING APPROVAL


(42 ABW Letterhead)








MEMORANDUM FOR HQ AETC/DP





FROM:  42 ABW/CC


	50 LeMay Plaza South


              Maxwell AFB AL 36112-6334





SUBJECT:  Indorsement of Memorialization








1.  Request Building 804, Maxwell Air Force Base, Alabama be memorialized as Lister Hill Center under the provisions of AFI 36-3108, in the memory of Senator Lister Hill (deceased). The building is Headquarters for the 42d Air Base Wing.  





2.  Senator Lister Hill served his state and nation for 45 years as a member of the House of Representatives and the United States Senate. He served as an infantry officer during World War I and was considered to be the godfather of Maxwell Air Force Base.  





3.  Please contact my POC, Lt Col Johnny Whatshisname, at DSN 736-2984 for further assistance with this project.














						   	WILLIAM S. COLE, JR. 


						   	Colonel, USAF


						   	Commander





NOTE:  In a few sentences (3-4), say what the honoree did and its impact. Don’t become too wordy since your entire package will support the memorialization.





�
JUSTIFICATION AND SUPPORT


(EXAMPLE)








BUILDING SPECIFICS:





Building 804 is 124,000 square feet. Its primary purpose is Headquarters, 42d Air Base Wing as well as 42d Contracting Squadron, 42d Mission Support Squadron, Civilian Personnel, Legal Office, Traffic Management Office, etc.




















Here is a good place for a photograph or artist drawing


of the facility/real property (if available)























Add examples of other statements desired.








�
STAFF SUMMARY SHEET EXAMPLE


�
NEXT OF KIN/HONOREE APPROVAL LETTER


(Appropriate Letterhead)








42 ABW/CC


50 LeMay Plaza South


Maxwell AFB, AL 36112





Mrs Honoree Family member


(Street Address)


(City, State and ZIP Code)





Dear Mrs. Family member





     It is with great pleasure I write you this letter. The 42d Air Base Wing at Maxwell AFB has chosen your (husband/father/sister/etc.), Major General John Whatshisname, as a special honoree.





     The Air Force has a unique memorialization program which identifies exemplary leaders for special recognition. This special recognition results from an individual’s outstanding contributions to the Air Force throughout one’s career in the Air Force.





     This wing has selected your (husband/sister/etc.) to receive such recognition for the great strides (he/she) made in quality of life improvements for Maxwell Air Force Base personnel.





     A (street/real property) is to be dedicated in your (husband’s/wife’s) name. In conjunction with that, we will place a bronze plaque engraved with your (husband’s/wife’s) name on-site as a vigilant reminder of (his/her) lasting contributions to our Air Force heritage.





     This letter seeks your approval and invites you at Air Force expense to attend the dedication ceremony on (3 months from date of this letter, if possible). A second copy of this letter is enclosed for approval purposes. Please circle your response, sign above your name, and return it to me as soon as possible.





     Please contact Lt Col Whatshisname at (555) 555-7777 to discuss your travel and accommodations. You may also address any questions regarding the memorialization project to him as well.





						   	Sincerely














						   	WILLIAM S. COLE, JR.


						   	Colonel, USAF


						   	Commander
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