APPENDIX 1 (AWARDS) TO ANNEX A TO HQ CMD BN SOP (DATED)                                        

1.   PURPOSE:  To establish policies and procedures for processing Military Awards within the HQ CMD BN.
2.   APPLICABILITY:  

a.  This policy applies to all Soldiers assigned to the United States Army Garrison and Headquarters Command Battalion, Ft Myer, VA 
      b.  NOTE:   Headquarters Command Battalion will provide guidance and assistance to facilitate the awards process for Soldiers assigned to JFHQ, Military District of Washington and agencies throughout the National Capital Region as necessary.  For example, impact awards to recognize exemplary service or achievement.

3.   POLICY:
      a.  An individual is not automatically entitled to a service award due to permanent change of station (PCS) or expiration term of service (ETS). However, outstanding performance certainly may be recognized by the presentation of achievement awards.

      b.  Only one decoration may be awarded to an individual for the same act, achievement, or period of service.  Recommendations will not refer to acts that have been previously recognized by award of an AAM or above.
      c.   Recommendations will be based solely on the following:

           (1)  Meritorious service and achievement are characterized by sustained distinguished service and performance, or and extraordinary one-time special act well above what can normally be expected, and that which provides distinct benefits to mission effectiveness or readiness.

(2)  The integrity of the Awards Program demands that the level of award recommended corresponds directly to performance, degree of responsibility and accomplishments of the nominee. The ultimate test must be a rational comparison of what  one should reasonably expect of the rank, experience level, duty position and assignment difficulty versus actual achievements. 

      d.  Within the framework, Soldiers will be considered for appropriate recognition:


(1)  For retirement, separation or permanent change of station (PCS).
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          (2)  At any time, when the magnitude of the contribution, whether singularly or as a group, warrants special recognition. When based on group recognition a separate recommendation will be prepared for each nominee and submitted together as a packet.
4.  The significance of awards to a military career and the recognition it bestows on the deserving recipient demands that a well-written recommendation be submitted with special emphasis on facts, grammar, spelling and punctuation. In order to minimize delays, minor black ink changes may be made providing they do not significantly detract
from the overall appearance. 
MSM and above recommendations will be submitted error-free. 

5.  Soldiers must not be informed that they are being recommended for an award. Such action is a potential source of embarrassment and may create a morale problem if the award recommended is not approved.

6.  Soldiers who are flagged for overweight may be recommended for and presented an award based on valor, heroism or for length of service retirement in accordance with AR 600-8-22 para 1-16b. A waiver must be approved by the Battalion Commander (AAM),Garrison Commander (ARCOM) and the Director, NCR-D or CG, MDW for MSM or higher awards prior to submission of the award recommendation.

7.  Soldiers not recommended for end of tour award i.e. PCS, ETS, RET will be counseled in writing as to why their not being recommended for an award.

8.  PROCEDURES:
a.   Commanders and recommending officials:


(1)  Your signature certifies that the award recommended is based on factual, sustained performance and accomplishments.


(2)  Commanders will provide their comments in item “I” on the reverse side unless they are the recommending official.


(3)  Ensure recommendations are acted upon expeditiously, to include those returned for cause.


(4)  Ensure that memorandums of performance for end-of-tour awards are provided to the gaining activity for Soldiers reassigned within the Ft Myer Garrison Commander’s award authority.
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b. Battalion S-1:

 (1) Log in recommendations when received and complete the Awards Processing Sheet.


    (2) Review recommendations for accuracy and ensure they comply with local policies and pertinent regulations.

             (3) Expeditiously process and forward DA Form 638 to the next level of command for review and recommendation. 

********REFER TO EXAMPLES  AT  TABS  1 -  8*********
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DETAILED PROCESSING AND TIMELINESS

1. Recommendations for Award (DA Form 638) and supporting documents will be submitted to the appropriate company in original form and will include the following documents.  
       a.  Legible  up-to date copy of Enlisted Records Brief of Officer Records Brief.

       b.  All awards will be processed electronically using AKO (Pure Edge Forms) and digitally signed.
       c.  LOM and above awards require a narrative and will be added as an addendum to the recommendation. The narrative should be prepared on 8 ½ x 11 inch bond paper, single spaced, and is limited to one page. Retirement awards must only cover the last ten years of service regardless of how long the individual has been in the unit.

       d.  The proposed citation will be written using short, simple, and direct sentences incorporating accurate facts. Citations must be prepared as a word document using 12 typewritten characters per inch (new courier font) and must be no more than 9 lines in length. Use the recommended Soldier’s name in the proposed citation rather than “he” or “she. When referring to more that one position title, the titles will be listed by order of importance. 

      e.  The DA Form 638, citation, and narrative, if required, will be submitted in accordance with the below time frame. Awards recommendations not received at the approval authority as indicated below will require a letter of lateness signed by the activity head or commander stating the factual reason (s) for lack of timely submission.
2.  Examples of award recommendations are at enclosures. 
	Award Type
	Approval/

Disapproval Authority
	# of Days to App Auth prior to Pres Date 
	# of Days to BN S-1 Prior to Presentation

Date
	# of Days to Co Prior to Presentation Date

	Legion of Merit
	CG, IMCOM/ CG MDW

	30
	90
	120

	Meritorious Service Medal
	Dir, NCR-D/
CG MDW
	30
	60
	90

	Army Com Medal
	Garrison CDR


	30
	45
	60

	Army Ach Medal 
	Battalion CDR


	10
	15
	30

	Mil outstanding Vol Svc Medal
	Battalion CDR


	10
	15
	30
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