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DEPARTMENT OF THE ARMY
HEADQUARTERS, 4TH INFANTRY DIVISION (MECHANIZED) ARTILLERY

FORT HOOD, TEXAS 76544

                        REPLY TO         

                        ATTENTION OF

AFYB-DA-CO

15 JULY 2002

 

 

MEMORANDUM FOR: SEE DISTRIBUTION

 

SUBJECT:  Command Guidance Memorandum 1-1-02, Award Processing Policy 

 

1.  REFERENCES:

 

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

 

b.  GI External MOI #6, Awards Processing Procedures, dated 8 April 1997.

 

2.  STAFF PROPONENCY: The DIVARTY S1.

 

3.  PURPOSE: To establish and standardize the procedure for processing awards recommendations so that soldiers are recognized with the proper award – on time.

 

4.  SCOPE: This command guidance memorandum applies to all personnel assigned or attached to the 4th Infantry Division Artillery.

 

5.  POLICY:

 

a.  The DIVARTY standard is to appropriately recognize all soldiers who demonstrate exceptional achievement or who deserve recognition for meritorious service.  Completion of an assignment at Fort Hood is not sole justification for a meritorious service award; however, each soldier who satisfactorily completes a tour of duty (i.e. those who are not eliminated) should be recognized in some manner.  Simply stated, every soldier who leaves the DIVARTY should depart with a medal on his or her chest, or someone has looked that soldier in the eye and told them why they are not getting an award.

 

b.  Appropriate recognition can be a letter of appreciation or commendation, certificate of achievement, or a meritorious service award.  Commanders are to apply judgment in recommending the form of recognition based on the soldier's manner of performance, conduct, level of responsibility, time on station, and impact on unit effectiveness.

 

c.  Award recommendations must be forwarded in a timely manner so that the award can be presented to the soldier at an appropriate ceremony before he/she departs the unit.
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6.  PROCEDURES:

 

a.  All award recommendations must be submitted to this headquarters for processing as shown below. Letters of lateness are not required except for MSMs and LOMs. If the MSM/LOM recommendation is submitted later than the time specified in this command guidance memorandum, the Battalion S1, the recommender, or the battery commander will attach a typed letter explaining why the recommendation was not submitted on time. Attach letters of lateness to late recommendations that are resubmitted due to the unit's failure to correctly submit the request the first time.

 

(1)  DIVARTY Certificate of Achievement recommendations will be turned into DIVARTY 30 days prior to proposed presentation date.

 

(2)  AAM recommendations will be processed and completed at battalion level.  HHB DIVARTY will use 3-16 FA as it’s approval authority.

 

(3)  ARCOM recommendations will be turned into DIVARTY 30 days prior to proposed presentation date.

 

(4)  MSM recommendations will be turned into DIVARTY 60 days prior to proposed presentation date.  DIVARTY will then turn the recommendations into Division 45 days prior to proposed presentation date.

 

(5)  LOM (ret) recommendation packets will be turned into DIVARTY 75 days prior to proposed presentation date.  DIVARTY will then turn the recommendations into Division 60 days prior to proposed presentation date.

 

(6)  LOM (PCS) recommendation packets will be turned into DIVARTY 90 days prior to proposed presentation date.  DIVARTY will then turn the recommendations into Division 75 days prior to proposed presentation date.

 

b.  The DIVARTY Commander has the authority to downgrade an MSM at the DIVARTY level.

 

c.  BN CDRs have the authority to downgrade ARCOMs at the BN level. 

 

d.  Use DA Form 638-1 to prepare award recommendations for MSMs, ARCOMs, AAMs, DIVARTY Certificates of Appreciation/Achievements, and Division Certificates of Appreciation/Achievement.  For a DIVARTY Certificate of Appreciation/Achievement recommendation, fill in blocks 1-14 and 19 (annotate DIVARTY Certificate of Appreciation/Achievement in block 5).  See attached backside DA Form 638-1 for proper routing.

 


e.  Use DA Form 638 to prepare recommendations for LOMs or higher.  Attach a typed, double-spaced one-page narrative in clear, concise language explaining what was done to deserve the award and a copy of the soldier's current 2A and 2-I or the officer's ORB.

 

 
f.  For retirement awards, boxes 7a and 7b will only reflect the last ten years of service achievements; however, the citation and justifications can reflect the entire career.  See AR 672-5-1, paragraph 1-21.
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g.  All award recommendations will be sent electronically to the DIVARTY S-1.  Once the award is screened for completeness as well as grammatical and administrative errors it will be  returned to the recommended.  The recommender will then produce a hard copy and route it for the appropriate signatures.

 

h.  All award recommendations will include height and weight, date of last APFT and score, race, gender, date of last weapons qualification and score (annotate information on Part A, DA 638-1 or Part 1, DA 638).

 

i.  The battalion commander must sign waivers for height/weight, APFT, or weapons qualification failure. If the soldier exceeds the height/weight screening table, attach a copy of the body fat worksheet (DA  Form 5501-R).  Attach profiles for out of date APFT results or APFT failures.

 

j.  Award recommendations must be neat and professional in appearance.  The proposed citation should be no more than six typed or handwritten lines long.  Ensure that the citation reflects what the soldier has done to receive this award.  The citation must be clear, concise, and grammatically correct.  Do not use acronyms.

 

k.  A recommended first and last line are as follows:

 

(1.) (FirstLine)

FOR MERITORIOUS SERVICE/ACHIEVEMENT WHILE ASSIGNED AS ____.

 

(2.) (Last Line)

(soldier's name) OUTSTANDING DEDICATION TO DUTY REFLECTS DISTINCT

CREDIT UPON HIM/HER, THE 4th INFANTRY DIVISION ARTILLERY, AND THE

UNITED STATES ARMY.

 

(3.) You will normally use the word "SERVICE" for ETS/PCS awards and the "ACHIEVEMENT" for FTXs, inspections, etc.

 

7.  CIVILIAN AND FIELD ARTILLERY SPECIFIC AWARDS: There are various non-DA awards that have their approval authority at the DIVARTY level.  The most popular awards are the Commander’s Award for Public Service (Civilian) and U.S. Field Artillery Association Awards (Honorable Order of St. Barbara and Artillery Order of Molly Pitcher).

 

a.  The Commander’s Award for Public Service recognizes outstanding community service and is often an appropriate award for military spouses.  The award recommendation consists of a typed narrative explaining what was done to deserve the award.  The recommendation must also include a proposed citation and must be approved by the Battalion Commander.  Recommendations must be received by this headquarters at least 30 days prior to the proposed presentation date.

 

b.  All U.S. Field Artillery Association Awards will be processed through DIVARTY.  The Honorable Order of Saint Barbara and the Artillery Order of Molly Pitcher both recognize individuals for outstanding contributions to the Field Artillery Community.  St. Barbara’s is for soldiers, while Molly Pitcher is for military spouses.
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(1)  Recommendations for the Honorable Order of Saint Barbara and the Artillery Order of Molly Pitcher must include a typed narrative outlining the soldier’s/spouse’s contributions to the Field Artillery Community.  The recommendation must be approved by the Battalion Commander and must be received by this headquarters at least 45 prior to the proposed presentation date.

 

(2)  During the off-season (awards NOT to be presented at the St. Barbara’s Day Ball) units are responsible for paying for St. Barbara and Molly Pitcher award certificates and medallions – contact the DIVARTY S-1 for current prices.  Cash and check payments are accepted, but credit cards are preferred – as it allows the order to be faxed rather than mailed.  The Field Artillery Association charges a 25% penalty fee for orders reaching the National Office (Fort Sill) less than one month prior to the desired presentation date.

 

8.  This CGM supersedes Command Guidance Memorandum 1-2-96, 27 June 1998.

 

9.  POC this memorandum is CPT Hodek, DIVARTY S1, 288-2939.

 

 

 

 

 







KEVIN P. STRAMARA







COL, FA







Commanding
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