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MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Engineer Brigade Awards Standard Operating Procedures

1.  
REFERENCES:  

a. AR 600-8-22, 28 Feb 95, Military Awards.

b. AR 672-20, 01 Jun 93, Incentive Awards.

c. V Corps Reg 600-8-22, 16 Jul 96, Decorations, Awards, and Honors.

d. V Corps Reg 672-3, Aug 98, V Corps Distinguished Small Unit Leader Program.

e. 1ID Reg 600-8-22, 15 Apr 96, Decorations, Awards, and Recognition.

2.  
PURPOSE: 

To establish policies for completing the DA Form 638 for award recommendation.  This memorandum incorporates AR 600-8-22, 1st ID Reg 600-8-22 and supercedes all previous Engineer Brigade SOP’s. 

3. 
GENERAL:

a. All award recommendations (Except Brigade Cert. and Brigade Coins) will include:

(1) A completed DD form 2266 (Hometown News Release).  Prepare the news release IAW DA PAM 360-3.

(2) V Corps Award Recommendation Sheet filled out completely and correctly.

(3) A copy of the soldier’s ERB or 2-1 for enlisted (which ever is more accurate) / ORB (for officers).  

b.    Battalion awards clerks will ensure that soldiers are not cited for previous achievements, for example if a soldier received an award for a certain period of service for Bosnia then that soldier can not be cited for that period of time on a PCS or ETS award.  Any achievements before or after that time period may be put on the PCS or ETS award.

4.  
SPECIFIC INSTRUCTION FOR DA FORM 638:

a. All awards are typed on DA Form 638 IAW AR 600-8-22, Chap 3, table 3-4 (Except Brigade Certificate and Brigade Coins).

b. Requests for Brigade Certificates (for Achievement or Appreciation), Brigade serial numbered coins, and standard Brigade coins will be submitted in memorandum format to include a 6 to 8 line citation outlining the soldier’s achievement(s) or accomplishment(s).  The recommender and the soldier’s chain of command must endorse the requests for these awards. 

c. All award citations for AAM, ARCOM, and MSM are to be typed in the space in block 21 of DA Form 638     IAW AR 600-8-22, para 3-18r.

d. Citations printed on a certificate for the MSM, ARCOM, and AAM are limited to a maximum of four lines, except retirement awards which may be six lines in length (IAW AR 600-8-22, para 3-20c).

e. Dates of service and company name are not needed in the citation.  These are already placed elsewhere on the award certificate.

f. Citations will be all capital letters.  Abbreviations are not allowed in the citation (i.e. PFC will be spelled out      as PRIVATE FIRST CLASS).

g. Place the reason for award (RET, PCS, or ETS) in block 12a with the presentation date.  For all retirement      awards the years of active federal service (AFS) must also be typed in block 12a.

h. For ARCOMs, the Battalion Commander is the second intermediate authority (block 24), except for HHC, Engineer Brigade).  The Brigade Commander is the approval authority (block 26, this applies to AAMs coming from HHC, Engineer Brigade also).

i. For MSMs, the Battalion Commander is the first intermediate authority (block 23).  The Brigade Commander is the second intermediate authority (block 24).  Leave blocks 25-27 blank.  The AG awards clerk will fill these blocks out.

j. The recommender will place the date in block 3 when he or she signs the award.  Each intermediate authority and the award verifier will sign and date the backside of the award when they approve it at their level.

k. The recommender is to list all previous awards to include oak leaf clusters in block 8 (example: ARCOM (2OLC), AAM (3OLC), and enter recommended award (example: ARCOM (3OLC)) in block 10.

5. 
SUBMISSION TIMELINES:

a. AAMs:  Submit AAMs requiring the Brigade Commander’s signature to the Brigade Awards Clerk NLT 30 days prior to present date.

b. ARCOMS:  Submit ARCOMs to the Brigade Awards Clerk NLT 30 days prior to the presentation date. 

c. MSMs:  Submit MSMs to the Brigade Awards Clerk NLT 45 days prior to the presentation date.

d. LOMs:  Submit LOMs to the Brigade NLT 150 days prior to the presentation date.  Refer to AR 600-8-22, para 3-18r for completing the narrative for LOMs.

6.  
AWARD CITATIONS:

a. All award citations for PCS ARCOMs/AAMs require the first sentence to give duty position of soldier.  The following sentence can be the same as the example, or can be different, but it must cite what the soldier did to earn the award.  The last sentence must be the same as the example except that the battalion nickname may be used in place of the engineer brigade.  Achievement (impact) ARCOMs/AAMs citations are the same with the exception of the first line that starts with OUTSTANDING ACHIEVEMENT and than the rest is the same as example for the PCS ARCOMs/AAMs.  Use the following example:

MERITORIOUS SERVICE WHILE SERVING AS (Duty Position). (Name of Soldier) EXCELLED IN HIS DAILY DUTIES INCLUDING HIS EXCEPTIONAL ACCOMPLISHMENTS DURING (Cite example here.  This is to be written using the guidance of this SOP and AR 600-8-22).  SUCH OUTSTANDING PERFORMANCE REFLECTS GREAT CREDIT UPON HIM, THE ENGINEER BRIGADE, AND THE UNITED STATES ARMY.

b. All award citations for PCS MSMs must use the example format, and when citing example of service must be specific and to the point (brief). Use the following example:

MERITORIOUS SERVICE WHILE SERVING AS (Duty Position).  (Cite specific example of service).  (Name of Soldier) ACHIEVEMENTS ARE IN KEEPING WITH THE HIGHEST TRADITIONS OF MILITARY SERVICE AND REFLECT GREAT CREDIT UPON HIM, THE 1ST ID ENGINEER BRIGADE, AND THE UNITED STATES ARMY.

c. All MSMs for retirements require the first sentence to give duty position and the last sentence given in the example.  The second sentence can be different but must cite specific examples of service.  Use the following format:

MERITORIOUS SERVICE IN A MYRIAD OF DUTY POSITIONS CULMINATING AS (Last Duty Position).  (Name of Soldier) OUTSTANDING CAREER INCLUDED HIS EXCEPTIONAL ACCOMPLISHMENTS DURING (Cite specific examples of service).  (Name of soldier) ACHIEVEMENTS ARE IN KEEPING WITH THE HIGHEST TRADITIONS OF MILITARY SERVICE AND REFLECT GREAT CREDIT UPON HIM, THE 1st ID ENGINEER BRIGADE, AND THE UNITED STATES ARMY.


7.  
Any question concerning this SOP can be directed to SFC Calloway or SGT Lafavor at 469-8649.

FOR THE COMMANDER:







    SCOTT S. PRESTON







    1LT, EN







    Brigade Adjutant
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