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1-1.  HISTORY.  This issue establishes a policy for electronically processing awards.

1-2.  PURPOSE.  The purpose of this SOP is to outline responsibilities and establish procedures for preparation and submission of electronic award recommendations.

1-3.  SCOPE.  This SOP is applicable to the AMEDDC&S.

1-4.  REFERENCES.  

         a.   AR 600-8-22, 25 February 1995, Military Awards

     b.   MEDCOM Pamphlet 600-8-22

     c.    Task:  Processing of Electronic Awards (Recommender)

d.    Task:  Processing of Electronic Awards (Company / NCOA)

e.   Task:  Processing of Electronic Awards (Battalion)

      f.    Task:  Processing of Electronic Awards (Brigade)

      g.   Task:  Processing of Electronic Awards (Board)

      h.   Task:  Processing of Electronic Awards (Approving Authority)

1-5. Additional Guidance.

RECOMMENDER:

1.  The recommender will refer to the Recommender Instructions and follow all steps and refer to the MEDCOM Pamplet 600-8-22 when completing the DA Form 638.  When completing step 5 on the Recommender Instruction some additional guidance in the preparation of the DA Form 638 is as follows:  

    a.  Block 8 needs to reflect all previous awards with clusters listed or number of awards IAW MEDCOM Pamphlet 600-8-22, dated 1 Jul 98, Appendix A, page 13, paragraph 3c.

    b.  Block 9 needs to reflect the corps for the officers and MOS for enlisted personnel  IAW MEDCOM Pamphlet 600-8-22, dated 1 Jul 98, Appendix A, page 13, paragraph 3c.

    c.  Always make sure that block 10 is filled out correctly (if there are clusters, make sure the correct one is annotated).  

    d.  When the award is for retirement block 11b should end the last day of the month prior to the date that the soldier is placed on the retirement list. (example:  if soldier is retiring 1 Jul 01, the date in block 11b should be 30 Jun 01).  Use a copy of the separation or retirement orders to verify date. 

    e.  The recommender will fill out and attach the awards data sheet.  The recommender will also attach the LOM citation and narrative if applicable.

     f.  The recommender will forward the electronic award and awards data sheet to the company clerk for verification of block 22, making sure the soldier is not flagged.

COMPANY / NCOA:
2.  The company will refer to the Company / NCOA Instructions and follow all steps and refer to the MEDCOM  Pamphlet 600-8-22, dated 1 Jul 98 when completing the DA Form 638.  Some additional guidance in the preparation of the DA Form 638 is as follows:

     a.  Verify that the soldier is not flagged.

     b.  The company clerk annotates the date in block 22b before block 22a is signed. 

     c.  For all retirement awards, the company will annotate the Years, Months, and Days of active federal service in the remarks column in the first intermediate authority block 23i.

     d.  The company will forward the DA Form 638 with attachments to the battalion awards clerk mailbox (i.e. 187th Awards, 232nd Awards, Academy Awards, or NCOA Awards).

BATTALION:

3. The battalion will refer to the Battalion Instructions and follow all steps and 

refer to the MEDCOM Pamphlet 600-8-22, dated 1 Jul 98 when completing the DA Form 638.  Some additional guidance in the preparation of the DA Form 638 is as follows:

a. Verify that the soldier is not flagged by reviewing the SIDPERS 3

database.

b. The battalion will review DA Form 638 and attachments.  The battalion will 

then attach the ORB or ERB to the file.

c. The battalion awards clerk will forward award to intermediate or approval 

authority if applicable.

d. The award will be sent back to the recommender electronically if any of

the information is not included on the original DA Form 638.  The recommender is the only person who can make changes to the administrative portion of the DA Form 638.

e. The intermediate authority will review the DA Form 638 and all 

attachments for content. 

     f.   The intermediate authority will make recommendation/comments/approval in the appropriate box.

     g.  The battalion awards clerk will forward the award to the Center Brigade awards mailbox. 

BRIGADE:

4.  The brigade awards clerk will refer to the Brigade Instructions, follow all steps, and refer to the MEDCOM Pamphlet 600-8-22, dated 1 Jul 98 when completing the DA Form 638.

a. The brigade awards clerk will review DA Form 638 and any attachments.

b. The brigade awards clerk will forward award to intermediate or approval 

authority if applicable.

c. The award will be sent back to the recommender electronically if any of the 

information is not included on the original DA Form 638.  The recommender is the only person who can make changes to the DA Form 638.  The brigade awards clerk will also send an e-mail to the battalion notifying them of any errors.

d. The intermediate authority will review the DA Form 638 and any 

attachments for content.

e. The intermediate authority will make recommendation/comments/approval 

in the appropriate box.

     f.    The brigade awards clerk will refer to the Board Instructions and follow all steps.

     g.   The brigade awards clerk will review all awards for the board and prepare packets according to processing procedures. 

     h.  The brigade awards clerk will send an e-mail letting the board members know that all awards are to be reviewed for the awards board.

     i.  The brigade awards clerk creates a voting sheet using a word document.

     j.  The brigade awards clerk sends an email message attaching a voting sheet that is created in word to each board member explaining that they have awards to be reviewed electronically in the Center Brigade awards board mailbox.  

    k.  The board reviews and sends an email message back with attached voting sheet marked accordingly.

5.  The brigade awards clerk consolidates all votes, sends consolidated sheet to the President of the Board, and moves awards to the AMEDDC&S award signature mailbox for the approving authoritiy’s review and signature.  

6.  Approving authority goes to the AMEDDC&S awards signature mailbox to review all awards that are in the mailbox and electronically signs in the appropriate block.

7.  Orders Issuing Data.

    a.  The brigade awards clerk inputs all data required for the Orders Issuing Authority data (blocks 27a, b, 28a, b, c, 29, 30, and 31).

    b.  The brigade awards clerk sends an e-mail to the brigade adjutant in the Center Brigade awards mailbox for the orders issuing authority to sign block 28d on the DA Form 638.

    c. The orders issuing authority emails the awards clerk informing that the awards are ready for the certificate to be produced and routed.

8. Certificate

    a.  The brigade awards clerk creates certificate and routes for proper signature.

    b.  Once the certificate is signed, sufficient copies are made and final award is ready for distribution.
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