AETV-GW-EM-HB

SUBJECT:  Award Submission SOP


AETV-GW-EM-CO                                                                                                         07 November 2005

MEMORANDUM FOR RECORD

SUBJECT:   6-52 ADA Battalion Award Standard Operating Procedures (SOP)
1.  General.  This SOP is designed to tailor brigade procedures to the battalion and battery level so all battery leaders will turn in award recommendations in a timely and correct manner.  The goal is to present each deserving Soldier with a well-written award before they leave the unit.

2.  References: 

      a. AR 310-10, Military Orders

      b. AR 672-5-1, Military Awards

      c. 69th ADA Brigade S-1 Awards Section SOP

3.  Responsibilities: 

     a. Command Responsibilities.  All commanders will ensure their leaders are familiar with and execute this SOP.

     b. S-1 Awards Clerk.  Establish procedures for battalion award submission and provide administrative review of DA Form 638.  Process and track all awards within the battalion.  Provide batteries with completed award certificate and DA Form 638.  
     c. Executive Officer.  Establish procedures for battery award submission.  Monitor and track award system.   Ensure timely submission of award recommendations.  Edit all recommendations before passing on to Battery Commander for signature.

     d. Platoon Leader / Platoon Sergeant / Section Chiefs.  Properly write award recommendations for Soldiers in their platoons or sections.  Prepare Award Data sheet and submit with award.  This must be completely filled out.  (See Annex A)  Provide a copy of each DA Form 638 that the Soldier received while assigned to 6-52 ADA.  If the Soldier cannot recover the DA Form 638, provide a memorandum stating it was lost. (See Annex B for example.)    
4.  The POC for this SOP is the Battalion S-1 at xxx-xxxx.
"Always Prepared!"

       DAVID F. STEWART
       MAJ, AD
       Battalion Executive Officer
Title
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ANNEX A

1.  
PURPOSE.  Establish how to fill out the 69th ADA BDE Awards Information sheet.  

2.  
SCOPE:  Applicable to all awards processed within 69th ADA BDE.

3.  
RESPONSIBILITIES.


a.  S-1 Awards Clerk.  Ensure that the awards data sheet is filled out completely. If a deficiency is found, forward incomplete data sheets and their award to Command Group for review.  Corrections will be made upon returning the award to the battery. 



b.  Battery Executive Officer. Ensure that the awards data sheet is filled out completely and correctly. Forward the data sheet to BN S-1 with the award and all other supporting documents. 
4.  
GENERAL.  This annex explains how to fill out the 69th ADA BDE Awards Data sheet (See ANNEX E for Awards Data Sheet).  In order to process awards in a timely manner, it is important to avoid simple mistakes made on the award data sheet.  The information must be complete and accurate. 


a. The desired presentation date needs to be at least 2 weeks prior to the Service Members (SM) departure from the battalion.


b. If the SM does not meet the height & weight standards, an updated body fat worksheet must be submitted with the award.


c.The “Dates Assigned” must match block 11a. and 11b of the DA Form 638.


d. If the SM has a profile, a copy must be submitted with the award.

ANNEX B

1.  
PURPOSE.  Establish how to fill out the DA Form 638.  

2.  
SCOPE:  Applicable to all awards processed within 69th ADA BDE.

3.  
RESPONSIBILITIES.


a.  S-1 Awards Clerk.  Ensure that data in Part I., II, IV, and V is filled out completely and is free of errors.  If an error is found, forward the award and supporting documents to Command Group for review.  Corrections will be made upon returning the award to the battery. 



b.  Battery Executive Officer. Ensure that the DA Form 638 is filled out completely and correctly. Forward the DA Form 638 and all other supporting documents to BN S-1. 
4.  
GENERAL.  This annex explains how to fill out a DA Form 638 in accordance with the 69th ADA BDE SOP.  In order to process awards in a timely manner, it is important to avoid simple mistakes made on the award data sheet.  The information must be complete and accurate.  Follow the AAM, ARCOM and MSM examples provided in ANNEX E. 


a.  In block 8., “PREVIOUS AWARDS”, ensure that the number of previously received awards is annotated correctly.  (ie. If the SM has three AAMs and is being recommended for an AAM, block 8. will read AAM (2OLC). Block 10, “RECOMMENDED AWARD”  will read AAM (3OLC).) Reference AR 600-8-22, Page 39, Section II 6-3 Oak Leaf Clusters.  If the SM has no previous awards, block 8. will read NO AWDS.

 
b.  In block 11a. and 11b., PERIOD OF AWARD, the dates must match the “Dates Assigned” on the 69th ADA BDE Awards Data Sheet.


c.  The desired award presentation date needs to be written in pencil next to “REASON FOR AWARD” in block 12. 


d. In block 19., SIGNATURE, ensure the recommender signs the award recommendation.


e. In block 21., the proposed citation for an PCS or ETS award will read as follows:



1.  AAM.

FOR EXCEPTIONALLY MERITORIOUS SERVICE AND PERFORMANCE WHILE SERVING AS THE/A ___________________.  (RANK/NAME’S) DECISIVENESS (or LEADERSHIP), EXPERTISE, AND PROFESSIONALISM DIRECTLY ENHANCED THE COMBAT READINESS OF HIS/HER UNIT AND REFLECT GREAT CREDIT ON HIMSELF/HERSELF, THE 6TH BATTALION, 52ND AIR DEFENSE ARTILLERY, THE “TEAM OF WINNERS” BRIGADE, AND THE UNITED STATES ARMY.



2.  ARCOM.


FOR EXCEPTIONALLY MERITORIOUS SERVICE AND PERFORMANCE WHILE SERVING AS THE/A ___________________.  (RANK/NAME’S) DECISIVENESS (or LEADERSHIP), EXPERTISE, AND PROFESSIONALISM DIRECTLY ENHANCED THE COMBAT READINESS OF HIS/HER UNIT AND REFLECT GREAT CREDIT ON HIMSELF/HERSELF, THE “TEAM OF WINNERS” BRIGADE, AND THE UNITED STATES ARMY.


f.  In block 21., the proposed citation for a retirement award will read as follows:

FOR EXCEPTIONALLY MERITORIOUS SERVICE AND PERFORMANCE WHILE SERVING IN A VARIETY OF POSITIONS CULMINATING AS THE _____________.  HIS/HER LEADERSHIP, EXPERTISE, AND PROFESSIONALISM IS OF THE HIGHEST CALIBER AND DISTINCTION, AND THUS, IT IS WITH GREAT HONOR THAT WE RECOGNIZE THIS SOLDIER’S SERVICE TO HIS/HER COUNTRY OVER THE PAST _______YEARS.  __________SELFLESS SACRIFICE REFLECTS GREAT CREDIT UPON HIMSELF/HERSELF, THE “TEAM OF WINNERS” BRIGADE, AND THE UNITED STATES ARMY.


ANNEX C

1.  
PURPOSE.  Establish routing for a DA Form 638 and supporting documents. 

2.  
SCOPE:  Applicable to all awards processed within 69th ADA BDE.

3.  
RESPONSIBILITIES.


a.  S-1 Awards Clerk.  Ensure that data in Part I., II, IV, and V is filled out completely and is free of errors.  If an error is found, forward the award and supporting documents to Command Group for review.   


b.  Battery Executive Officer. Ensure that the DA Form 638 and supporting documentation is filled out completely and correctly. Forward the DA Form 638 and all other supporting documents to BN S-1 in a timely manner. 
4.  
GENERAL.  This annex explains how to route an award and the supporting documents throughout battalion and brigade. 


a.  All awards will be processed through the BN S-1 awards clerk and then forwarded to the Command Group.  The award will fully process through the CSM, BN XO, and BN CDR, regardless of errors.  It will be returned to the Battery Commander or 1SG for corrections.  The award along with the original draft folded in half, must be returned to the Command Group within 24 hours or by the Battalion Commander’s suspense.  
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b. The following diagram provides routing rules and timelines for the BN and BDE: 
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* Retirement MSMs and LOMs must have a signed DA 31 for PTDY and Terminal leave if applicable.

 c.  The following routing guidelines are helpful when implemented at the battery level:

1.  When a Soldier's DEROS is 140 days out, the orderly room provides that Soldier's platoon leadership with an award jacket containing a Blank DA 638 with Soldier's name on it.  Platoon leadership begins writing the award.

       
2.  At 130 days out, the first draft of the award, the Award Data sheet, and previous DA Form 638s (awarded while in 6-52 ADA) are due to the Battery Executive Officer.  The Executive Officer must first see the award recommendation and edit.  At battalion level all proponents (S-1 Awards Clerk, S-1, CSM, BN XO, and BC) see the award and make corrections before sending the award back to the battery.  However, the Battery XO makes corrections and sends it back to the platoon before forwarding it to the Battery Commander.  Therefore, the battery sends forward a recommendation at its 99% solution.

     
3.  When a Soldier is due to ETS, Terminal leave days must be considered.  Therefore, by 140 days out from the desired presentation date, the first draft of the award, the Award Data sheet, and previous DA Form 638s (awarded while in 6-52 ADA) are due to the Battery Executive Officer.


d.  When submitting retirement awards such as an LOM or MSM, you must submit a signed DA 31 for PTDY and Terminal Leave, in addition to the basic award packet requirements.


e.  You must turn in an award based on the desired presentation date and NOT the DEROS or ETS date.



1. You must apply a Soldiers terminal leave to the timeline when you turn in awards for an ETS.  For example, a Soldier is due to ETS in 4 months and they take 30 days of leave.  The loss date moves up 30 days, therefore the award is due earlier than expected.   



2.  All late awards must have a letter of lateness, briefly explaining why the award was not turned in on time.  The letter of lateness is required from the Battery Commander with the Battaion Commander’s endorsement.  This memorandum is not to only state that the award is late, but why it is late.  Depending on the circumstances, the Battalion Commander (for MSMs) or the Battery Commander (for ARCOMs) may be required to speak with the Brigade Commander in order to get the award approved.  (See Annex E for proper format.)  


f.  If an award requiring brigade level approval is downgraded by the Battery Commander, the award packet will be processed as normal.  The Brigade Commander retains final approval authority.  


g.  Assumption of command orders must be submitted with the award packet when applicable.


h.  An award is considered Ready to Present (RTP) when the unit orderly room signs for the completed certificate from the Battalion S-1.  At that time the orderly room will assemble the green award jacket with the certificate on the right side and the DA Form 638 on the left.  The medal will be obtained from the supply room immediately to ensure an adequate supply of medals.  Supply will continue to stock green jackets, ARCOM, AAM, and COA medals.  The Executive Officer will coordinate with the Battery Commander and will schedule a time and location when the award will be presented.
i.  A DA Form 200 will be used for all transactions.   

ANNEX D

1.  
PURPOSE.  Provide a list of common mistakes found in award packets.  

2.  
SCOPE:  Applicable to all awards processed within 69th ADA BDE.

3.  
RESPONSIBILITIES.

a.  S-1 Awards Clerk.  Ensure that data in Part I., II, IV, and V is filled out completely and is free of errors.  If an error is found, forward the award and supporting documents to Command Group for review.  Corrections will be made upon returning the award to the battery. 



b.  Battery Executive Officer. Ensure that all documents in the award packet are filled out completely and properly. 
4.  
GENERAL.  This annex explains common mistakes found in award packets and provides some methods to avoid them.

a. Awards Data Sheet

1.  Desired date of presentation not annotated

2.  SM is over weight, but award packet does not have a current body-fat worksheet.  

3.  Outdated APFT 

b. DA Form 638
1.  Missing copies of SM’s previous awards (DA Form 638 or certificate) or letter explaining that the award was lost.  

2.  Missing signatures (Commander and/ or recommender)
3.  Assumption of Command orders (When the XO or other Lieutenant has assumption of command.)
4.  Achievement bullets used twice.  They were used on previous DA Form 638s for the SM while they were assigned to 69th ADA BDE.

5.  Spelling and grammer errors (If you copy and paste each achievment bullet from the DA Form 638 to a Microsoft Word document, you can prevent this.  Form Flow has spellcheck, but it is not as dependable.)
6.  No Letter of Lateness (if required)

7.  Failed to submit original draft folded in half with re-submission.
ANNEX E

1.  
PURPOSE.  Provide sample memorandums and supporting documents used to complete an award packet.  

2.  
SCOPE:  Applicable to all awards processed within 69th ADA BDE.

3.  
RESPONSIBILITIES.

a.  S-1 Awards Clerk.  Ensure that the award packet is complete and free of errors.  If an error is found, forward the award and supporting documents to Command Group for review.  Corrections will be made upon returning the award to the battery. 


b.  Battery Executive Officer. Ensure that all documents in the award packet are filled out completely and properly. 
4.  
GENERAL.  This annex contains examples and blank forms needed to process a complete award packet.


a.  The following items will be included in the all awards packets:

1. Awards Data Sheet

2. DA Form 638

3. HT/WT worksheet (if over screening table weight)

4. Copy of APFT card if the information on the Data Sheet is out of tolerance

5. ERB/ORB (if MSM or higher)

6. Hometown News Release DD Form 2266

7. Letter of Lateness and/ or letter explaining lost award if applicable

8. Copies of the 638s for ALL awards received while assigned to 69th ADA BDE (not just copies of the certificates).  This must be included to ensure that bullets/accreditation is not duplicated.  If the DA Form 638 and the award certificate were lost, a memorandum for the lost award will be added.
DEPARTMENT OF THE ARMY

X Battery, 6TH Battalion, 52ND Air Defense Artillery

APO AE 09264

AETV-GW-EM-HX






        07 November 2005

MEMORANDUM FOR RECORD
SUBJECT: Lost Award Recommendation Form (DA Form 638) 

1.  CPT Doe, Jane, SSN 123-45-6789, received an Army Achievement Medal award for his achievement during Operation Iraqi Freedom.  

2.  The award recommendation DA Form 638 was lost.
3.  The proposed citation of the lost award read as follows, “For exceptionally meritorious service and performance during Operation Iraqi Freedom.  CPT Doe’s leadership, expertise, and professionalism directly enhanced the combat readiness of her unit and reflect great credit upon herself, the “Team of Winners” Brigade, and the United States Army.

4.  The point of contact for this memorandum is the undersigned at 4672-XXX.

“Always Prepared”






JOHN DOE







CPT, AD







Commanding

DEPARTMENT OF THE ARMY

X BATTERY, 6th BATTALION, 52nd AIR DEFENSE ARTILLERY

APO AE 09264

           REPLY TO


           ATTENTION OF 

AETV-GW-EM-XB





 
                             07 NOV 05

 MEMORANDUM FOR RECORD

THRU Battalion Commander, 6-52 ADA, APO AE 09264

FOR Commander, 69th Air Defense Artillery Brigade, APO AE 09182

SUBJECT:  PCS Award Letter of Lateness

1. This memorandum provides reason for SGT John R. Cool’s, 123-45-6789, late PCS award.

2.  Ensure you provide an explanation/ reason for the late submission and provide as much detail (dates, locations, individuals) as possible.  For example, SGT Cool’s award was originally written and submitted to the battery on 28 JULY 2004, which was within the projected time limit for an ARCOM to be approved.  The finalized award was downgraded to an AAM.  After the award was approved, the Soldier decided to extend his OCONUS tour from 2 years to 3 years.  Due to his extension and recent promotion to E-5, the Soldier’s award has been updated and is being resubmitted for an ARCOM.  

3. The point of contact for this action is the undersigned at 4672-XXX.

“Always Prepared!”







      JOHN L. DOE







      CPT, AD

                                                                                    Commanding


CHARLES L. McMURTREY III


LTC, AD


Commanding
DEPARTMENT OF THE ARMY

B BATTERY, 6-52 AIR DEFENSE ARTILLERY

APO AE 09264

          REPLY TO


          ATTENTION OF
AETV-GW-EM-BB





              
                    17 NOV 03

MEMORANDUM FOR RECORD

SUBJECT:   Rescind Orders

1.   This memorandum is to rescind the orders for the Army Commendation Medal awarded to SPC John Doe, 123-45-6789, from 20 OCT 00 to 14 NOV 03.  This award is to be revoked immediately due to the soldier being involved in an alcohol related incident.

2.  POC for this memorandum is the undersigned at 467-2440.

"First to Stand, Last to Fall!"

JANE DOE


CPT, AD


Commanding

CMD GROUP
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		TYPE OF AWARD		DUE TO BN S-1		DUE TO BDE		APPROVAL AUTHORITY

		IMPACT AWARDS		Within 14 days after the event		14 days after the event		Battalion CDR (LTC)

		COA		30 days out from desired presentation date		N/A		Battalion CDR (LTC)

		AAM		60 days out from desired presentation date		45 days out from desired presentation date		Battalion CDR (LTC)
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		MSM		90 days out from desired presentation date		60 days out from desired presentation date		Commander, 1ID (MG)

		*Retirement MSM/LOM		210 days out from desired presentation date		180 days out from desired presentation date		Commander, USAREUR (GEN)
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