PROCEDURES FOR RECOMMENDING AWARDS

1.  The following guidance is provided to assist subordinate commands in submitting recommendations for awards.  This guidance pertains only to awards recommended on DA Form 638 and not to other forms of recognition such as certificates of achievement, badges, etc.

2.  Submit award recommendations through the local chain of command to this headquarters (when appropriate), original is required.

3.  Awards approval/disapproval authorities are as follows:

     a. U.S. Army soldiers.

          (1)  The Legion of Merit approval/disapproval authority is the Cdr, USFK.  The approval/disapproval authority for retirement LOMs is EUSA.

          (2)  Commanders of Major Subordinate commands in the rank of Colonel who report to 19th TSC, and do not support a recommendation for award of the MSM, may disapprove or downgrade the award for personnel assigned or attached to their command.

          (3)  The Army Commendation Medal approval/disapproval authority is delegated to the first colonel commander in the chain of command.  Commanders in the grade of lieutenant colonel are delegated authority to disapprove/downgrade recommendations for the Army Commendation Medal.

          (4)  The Army Achievement Medal (AAM) approval/disapproval authority is delegated to the first lieutenant colonel commander in the chain of command.

     b. KATUSA soldiers.  The Army Commendation Medal and Army Achievement Medal approval/disapproval authority is delegated to the first colonel commander in the chain of command.  Prior to approval of the ARCOM/AAM for a KATUSA soldier, written clearance must be obtained from the Defense Attaché Office, US Embassy, Seoul, Korea.  Responsibility for obtaining the clearance is the ACofS, G1, Awards Section for HHC, 19th TSC, and unit S-1s who have ARCOM/AAM approval authority.

     c. Republic of  Korea Army (ROKA) soldiers. Approval/disapproval authority for award of the LOM for Republic of Korea Army (ROKA) soldiers is HQDA.  Approval authority for award of MSM is CG, EUSA.  Authority to downgrade recommendations for the MSM and higher to ROKA soldiers is CG, 19th TSC.  Approval/disapproval/ downgrade authority for award of the Army Commendation Medal and Army Achievement Medal is CG, 19th TSC.  Central Clearance Facility and Defense Intelligence Agency checks must be completed prior to approval of the award. The ACofS, G1 is responsible for obtaining the above request on ARCOMs and AAMs that the commanding general of 19th TSC has authority to approve.
4.  All recommendations forwarded to this headquarters must arrive as complete packets.  

     a. Recommendation for approval or disapproval (items 23 and/or 24 DA Form 638).  If recommending disapproval, state reasons why.

     b. A Commander’s checklist stating whether or not the soldier has derogatory information on file.  Such information may include punishment under Article 15, letters of indebtedness, etc.  Address rations control and Provost Marshal Office (PMO) violations as completely as possible.  Company commanders can make a statement on the Commander’s Checklist in lieu of a ration/PMO check attesting to the soldier’s credibility.

     c. The Soldier’s height/weight and results of the last APFT must be within 6 months.  Include a current Body Fat worksheet (within 90 days of award submission) for soldiers not meeting height/weight measurements under AR 600-9.  Weapons qualification must be within the past 12 months.

     d. An updated copy of the ERB for enlisted, and ORB and DA form 2B for officers is required for all award recommendations for US soldiers.

     e. Biographical data sheets (In English with the name in both English and Hangul) are required for KATUSA/ROKA soldiers.

     f. Awards to other U.S. service personnel (Air Force, Navy, Marine Corps) require a memorandum in lieu of ERB and ORB explaining if the service member meets the PT, height and weight requirements of their respective branch of service.

     g. A memorandum signed by the first lieutenant colonel commander or higher, for late award recommendations of MSM and higher explaining the reason for the lateness and what corrective action has been taken to preclude future late submissions.

     h. The desired presentation date will be added on the top right portion of DA Form 638.

PREPARATION OF DA FORM 638 (RECOMMENDATION FOR AWARD

When submitting an award packet to 19th TSC, ensure that the following information is contained in the DA Form 638 dated Nov 94 (all other forms are obsolete):


* Type the desired presentation date in the top right corner of the DA Form 638 next to the words Recommendation for Award.

Block 1 – TO.  Enter address of final approval authority.  (Example: Cdr, Eighth United States Army, APO AP, Cdr, 19th TSC APO AP)

Block 2 – From.  Enter address of soldier’s immediate commander.  (Example HHC, 61st Maint Co, 501st Support Group (Corps), APO AP)

Block 3 – DATE.  Enter date that the recommendation is completed and signed.

Block 4 – NAME.  Enter name of intended award recipient.  Must be last name, first name, and complete middle name. 

Block 5 – RANK. Enter 3 letter abbreviations for the rank of the intended award recipient.

Block 6 – SSN.  Enter Social Security Number of the intended award recipient.

Block 7 – ORGANIZATION.  Enter current unit address of intended award recipient.

Block 8 – PERVIOUS AWARDS.  List all previous individual awards to include oak leaf clusters.  For example, if a soldier has 4 AAM’s type AAM-3OLC.  If no awards, enter NO AWDS. (Do not enter service awards or badges.)  Also, make sure that the personal decorations listed here match what is on the soldier’s ERB or ORB.

Block 9 – BRANCH OF SERVICE.  Enter the soldier’s branch of service.

Block 10 – RECOMMENDED AWARD.  Enter the recommended award to include oak leaf cluster (or number in the case of Air Medal).  For example, ARCOM (4OLC).

Block 11 – PERIOD OF AWARD.  Enter the period covered of the proposed award.  If the award is for retirement, ensure that the TO and FROM dates cover the last 10 years ONLY!

Block 12a – REASON FOR AWARD. Enter reason for award.  For example, PCS, ETS, RET, SVC, ACH.  Specify if proposed award is for Valor, Heroism, Achievement, or Service.  Include proposed presentation date for retirement awards in the upper left hand portion of the above block # 1.  May be hand written or typed.


Block 12b – INTERIM AWARD.  Check the box if an interim award was given and type of award.

Block 13 -- POSTHUMOUS.  Check yes or no for posthumous award. 

Block 14 – NAME.  Enter the last name, first name, and middle initial of the person who is recommending the award.

Block 15 – ADDRESS.  Enter the unit address of the recommender in this block.

Block 16 - TITLE/POSITION.  Enter the title of the person who is recommending the award.

Block 17 – RANK.  Enter the rank of the recommender.

Block 18 – RELATIONSHIP TO AWARDEE.  Enter the relationship recommender has to awardee.  For example, Supervisor, Commander, NCOIC, ARTEP Evaluator, etc.

Block 19 – SIGNATURE.  Recommender (only) must sign in this block.
Block 20 – ACHIEVEMENTS. Enter bullet statements to list the meritorious achievements or service, which justify the proposed award.  A maximum of four (4) lines per item may be entered.  A continuation sheet is not authorized.  For retirement awards, go back only 10 years. 

Block 21 – PROPOSED CITATION.  MSM, ARCOM, and AAM are limited to 6 lines and will be restricted to the space allowed on the DA Form 638.  All other awards are limited to nine lines and maybe submitted on 81/2 by 11 bond paper. Awards of the DSM and above may be up to 19 lines.  

PAGE 2 – Enter name of awardee and SSN typed at the top.  The front and back of the page must be head to foot.

Block 22, 22a, and 22b – PAC/Admin clerk will verify eligibility for award in accordance with AR 600-8-2 (Suspension of Favorable Actions) and sign and date these 

blocks.  PAC/Admin clerk will review the DA Form 638 for spelling, grammatical errors, format and completeness and ensure the recommendation is in compliance IAW the 

regulation.

Block 23 – INTERMEDIATE AUTHORITY.  Enter Name, Rank, and Title of immediate commander.  Commander makes recommendation for approval, disapproval, upgrade or downgrade to include justifying comments, signatures and date.

Block 24-25 – INTERMEDIATE AUTHORITY.  Enter Name, Rank, Title/Position of each intermediate authority as applicable. Intermediate authorities will make recommendation or take final action as appropriate.

Block 26 – APPROVAL AUTHORITY.  Enter the Name, Rank, Title/Position of approval authority. Approval authority completes block 26 (d) as appropriate.

Block 27-31 – ORDERS DATA.  Orders issuing authority will complete this section.

List of Common/Recurring Errors

Some common or overlooked information that delays processing of award recommendations are:

1.  DA Form 638.  Must be the current Nov 94 form that is printed head to foot.

2.  Unauthorized Signatures.  Submit assumptions of command orders when acting commander sign as intermediate authority.  Name, rank, title and signature of the “Acting Commander” must be entered on DA form 638.  (Individuals cannot sign “for” the commander.)

3.  Conflicting Information.  The previous awards on DA Form 638 need to be the same as those listed on soldier’s ERB/ORB.

4.  Blocks 22a and 22b on DA Form 638.  The PAC/Admin clerk completes before submitting to ACofS, G1, 19th  TSC.

5.  DATE Blocks.   Every block for DATE must be typed, handwritten, or date-stamped.

6.  Missing documentation.  When award recommendations are submitted, any documentation that is not available due to the soldier’s DEROS (i.e. no APFT data, body fat worksheet, ERB or ORB) must have a memorandum stating reason the documentation is not included with the award.

7.  Spelling.  DA Form 638 must be complete and correct.  Check for spelling, grammatical errors, and format.

8.  Block 20.  Bullets must show how well the soldier performed the job.  Do not list the soldier’s job description.

9.  Commander’s Checklist.  Ensure that soldier’s personal information is correct and up-to-date.  Common mistakes on the Commander’s Checklist are as follows:

     a. Outdated APFT results.  The APFT results must be within six (6) months of the date the award recommendation is received at ACof S, G1.  If the recommendation is submitted close to the 6 month period, administer a new APFT.

     b. Exceeds Height/Weight limit.  Include a body fat worksheet if soldier’s weight exceeds the height/weight standard in AR 600-9.  Date of the body fat worksheet cannot exceed 90 days from the date of the award submission.

     c. Weapons qualification must be current within last 12 months of the date the award recommendations is received.

     d. Ration control and PMO violations and UMCJ actions during current assignment.  All violations or UCMJ actions must be explained on Commander’s checklist.  Explanation will include nature of offense(s) and action(s) taken.

10. Letter of Lateness.

     a. If the recommendation for award of an MSM or higher is late to ACofS, G1, a letter of lateness must be enclosed detailing the reason for the lateness.  This is one of the biggest problems that delays award recommendations.  

     b. It must be signed by a lieutenant colonel (O-5) or above.  If a lieutenant colonel or above is not assigned/available, a GM/GS 14 or above should endorse.

    c. Address the letter of lateness TO: Cdr, 19th TSC, ATTN: Awards Section, APO AP 96218-5015.

11.  Legion of Merit Award.  Most LOM recommendations include a lengthy narrative.  The narrative can be only one page, 1 inch margins all around. No exceptions 

12.  Incomplete packets submitted to ACofS, G1, 19th TSC.
DEPARTMENT OF THE ARMY

HEADQUARTERS, 19TH THEATER SUPPORT COMMAND

APO AP 96218-5015
EANC-XX-XX                                                                                      DATE:

MEMORANDUM FOR (Local PMO)

SUBJECT: request for PMO/RCP Check

1.  Request a records check be conducted for the following individuals:

NAME:                      SSN:                              GRADE:

Date arrived in Republic of Korea (ROK):                                       DEROS:

2.  Purpose of this request is:

( )  Curtailment/Extension of Foreign Service Tour.

( )  Recommendation for award, soldier of the Month, KATUSA of the Month 

( )  Other:

                                                        XXXX,XXXXXXXXX                 PH# XXX-XXXX 

                                                         XXX,XXX

                                                         Xxxxxxxxxxxxx

                                                        PROVOST MARSHAL OFFICE

                                                        XXXXX AREA

                                                        APO AP XXXXX

XXXX-XX(EANC-XX-XX/5 OCT 95)

A record check was conducted from the date indicated in paragraph 1 and disclosed the following:

(  ) No record of derogatory information as of (date):

(  ) Information Listed:  

ROK/KATUSA

BIOGRAPHICAL SKETCH

1.  NAME:

a. English Characters:

b. Hangul Characters:

2.  DATE & PLACE OF BIRTH: 

3.  MARITAL STATUS:

4.  NAME OF WIFE:

5.  NUMBER OF CHILDREN:

6.  CIVILIAN EDUCATION:

      Name of School                                    Date of Attendance

7.  MILITARY EDUCATION

     Name of School                                    Dates of Attendance

8. MILITARY SERVICE:

    Assignment                                             Dates of Assignment

Timeline for Submission to 19th TAACOM

Award                             No. of Days Prior to Presentation*                    Remarks

AAM (If Applicable)               45 Days                                                      Army Personnel

                                                 150 Days                                                     Other Services

                                                 60 Days                                                       Foreigners

ARCOM (If Applicable)          45 Days                                                     Army Personnel

                                                 150 Days                                                    Other Services

                                                 120 Days                                                    Foreigners

MSM                                        45 Days                                                      Army Personnel

                                                 150 Days                                                    Other Services

                                                 120 Days                                                    Foreigners

LOM                                         45 Days                                                    Army Personnel

                                                 150 Days                                                   Other Services

                                                 120 Days                                                   Foreigner

* All submissions will increase by 15 days during the period 1 March to 31 August due to the large volume of awards submitted to higher headquarters.
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