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1 April 2004



MEMORANDUM FOR SEE DISTRIBUTION

SUBJECT:  Brigade Policy Memorandum #10-04, Awards

1.  Commanders must ensure that all deserving Soldiers and civilians receive appropriate recognition for their work.  Recommendations for all military awards, Certificates, Coins, and Civilian Awards require special handling to ensure timely approval and presentation.  Listed below are the required timelines:



a.  LOM or above.  Received by Brigade NLT 140 days before presentation date.



b.  MSM.  Received by Brigade NLT 100 days prior to presentation date.



c.  ARCOM (retirement).  Received by Brigade NLT 90 days prior to presentation date.



d.  ARCOM.  Received by Brigade NLT 30 days prior to presentation date.



e.  HHC AAM.  Received by Brigade NLT 30 days prior to presentation date.



f.  Brigade Certificate or Coin and Commanding General's (CG) Certificate or Coin.  Received by Brigade NLT 45 days after act or achievement.

2.  Submit recommendations for Brigade Certificate or Coin in formal memorandum format through the battalion commander to the brigade commander.  The memorandum will include the award recipient’s standard name line and a proposed citation.  Ensure the proposed citation justifies the award of a certificate or coin.

3.  Submit recommendations for CG certificate or coin in formal memorandum format with Staffing Paper.  The staffing paper will have the following format:



a.  Purpose:  Request Commanding General’s (Certificate/Coin) for (Rank, Name, Unit).



b.  Recommendation:  CG approves and present coin at (coordinate ceremony), if CG is available.



c.  Discussion:  Outline, briefly, the circumstances surrounding why the request is being submitted.



d.  Resource Impact:  None.

4.  Impact military awards.  Prepare DA Form 638 as though processing any other award.  List the impact achievement in achievement block 1 on the recommendation form.  Presentation of the award will occur within two weeks when allowable.  Correctness of the personal data on the recommendation form is essential.

5.  Late Awards.  Submit letter of lateness for any award outside of the time limitations in paragraph 1.  The battalion commander will sign the letter of lateness and will detail why the award is late.  Letters of lateness should not serve as authority to postpone the recommendation for award.

6.  Time on Station (TOS) and grade requirements.  There are no minimum TOS or grade requirements for recommendation of any award.  If, however, a unit recommends an MSM or above to a service member that has been on station less than 2 years, the first intermediate authority will address in the comments block of the DA Form 638 the reason the service member’s accomplishments warrant such an award.

7.  Preparation of Letters of Continuity is essential to ensure intra-post transfers capture the achievements of our Soldiers.  Commanders are responsible for the forwarding of prepared Letters of Continuity to the gaining command.  If Commanders submit an award for a Soldier remaining on post, those achievements cannot be used for subsequent award recommendations.

8.  Post a copy of this policy on all bulletin boards.
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