AWARD TRACKING SHEET

Name of Awardee:__________________ Date: __________

Type of Award:  AAM / ARCOM / MSM       (circle one)

Level of Award:  ACH  / SVC / PCS
(circle one)

Period of Award (Dates):  From_________
To___________

Name of Recommender:_______________________________
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	Section NCOIC


	
	
	

	*Section Awards Board Member
	
	
	

	**Section Chief 


	
	
	

	S-1 Awards Clerk


	
	
	

	S-1 Adjutant


	
	
	

	S-1


	
	
	


*Not all Sections have an awards board member; but if your Section does, ensure that you use them.

**The Section Chief is required to review all awards IAW AR 600-8-22, Table 3-4, page 22; steps 1-16, prior to submitting to S-1 

NOTE  1:  The Section Chief review verifies the following:
a.  The Section Chief’s signature is verifying correctness of grammar, spelling and punctuation.  He/she is also verifying that the four achievement blocks are distinctly different, are not merely job descriptions, and do not read like the citation.

b.  Section Chief’s signature is also verifying the period of the award (inclusive dates), the type of the award (ACH, SVC), and the appropriateness of the level (AAM, ARCOM, MSM) as reflected by the content/impact of the four achievement blocks.  

NOTE 2:  We highly recommend that Sections prepare award in MS Word Document first!!!!!  This way, the Section’s editing and spell check is easily accomplished.  The Form Flow program is nearly impossible to identify misspellings and missed spaces.  

THEN, following the Section review, copy/ paste into the DA Form 638 for turn-in to the S-1!!!  Submit both disk and hard-copy (signed) to the S-1.  

Most awards take two-three sets of eyes and input before they are ready for Commander’s approval.  This checklist along with this manner of editing in Word will ensure minimal errors and a quality product.  

