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	HEADQUARTERS, UNITED STATES FORCES, KOREA
UNIT #15237

APO AP 96205-0010

REPLY TO

ATTENTION OF:

	JCISA
	                                                   26 March 2003 


MEMORANDUM THRU Command Channels

SUBJECT:  Recommendation for Award of the (Type of award, rank, first name, middle Initial, last name, branch of service).

1.
Under the provision of DOD 1348.33-M, the following service member is recommended for award of the (Type of award):

    a.   Full rank, first name, middle Initial, last name, branch of service, SSN.

    b.   Organization and command of assignment.

    c.  Duty titles, Joint Manpower Program unit identification code, and para/line#.

This part will be checked again in PAC and 8th PERSCOM, so you need to pay more

 attention to this item c.

    d.   Inclusive dates. (For PCS award, the close-out date should be one day prior to the

 projected departure date.  For separation, the closeout date should reflect the actual date  

 of separation.  For retirement award, the close-out date should be one day prior to the

 retirement date).

Inclusive dates in this memorandum and following narrative a citation should be the

same.

    e.   Service member to PCS on () or Service member will retire/separate from active

duty on () after () years and () months of honorable service.

    f.   Desired presentation date is ().

    g.   No other award for this service member for this action is pending and no previous

award has been made for the act or service described.

JCISA

SUBJECT:  Recommendation for Award of the (Type of award, rank, first name, middle Initial, last name, branch of service).

    h.   Previous personal defense decorations:  None.

2.   Point of contact Admin, NCO, 725-5801.

5 Encl        



                     WAYNE H. WENTZ

1.  Appendix A                                                         Colonel, USAF

2.  Appendix B                                                         Chief, Joint Command Information

3.  Appendix C




  Systems Activity

4.  Appendix D

5.  Appendix E

Appendix A

4-17.   PROCEDURES FOR ROUTING AWARDS THROUGH THE COMMAND GROUP.   The SCJS tracks all awards requiring Command Group approval only after they have been routed through service component approval channels.   The routing for awards within the headquarters:

SACO                  Reviews packet for completeness before forwarding; reviews again prior to submitting to approval authority for signature; coordinates with appropriate agency to prepare final certificates; reviews packet after signature.

SCJS                    Reviews packet

CSM                    Makes recommendations on enlisted awards

ADCS                  Makes recommendations on all awards

DCS USFK, CS USFK, CINC       Make recommendations, or at appropriate level, approve award recommendations.   Always consult your service component administrative representative (for example, 8th PERSCOM for Army awards) prior to submitting awards to SCJS for Command Group approval.   Consult your respective

SACO on time required to process each award.   Submit awards in a timely manner.

Suggested timeframes for initial submission of completed and correctly prepared

recommendations:

AAM (Army personnel)                                                                        20 days

AAM (Other service personnel)                                                            120 days

AAM (KATUSA personnel)                                                                  35 days

AAM (Foreign personnel)                                                                     100 days

JSAM (US personnel)                                                                            30 days

ARCOM (Army personnel)                                                                   35 days

ARCOM (Other service personnel)                                                       120 days

ARCOM (KATUSA personnel)                                                            35 days

ARCOM (Foreign personnel)                                                               100 days

JSCM (US personnel)                                                                            35 days

MSM (US personnel)                                                                            50 days

MSM (Foreign personnel)                                                                     100 days

DMSM (US personnel)                                                                          50 days

LOM (US personnel)                                                                             60 days

LOM (Foreign personnel)                                                                      120 days

DSM (Army personnel)*                                                                       120 days

DSSM (US personnel)*                                                                         150 days

Appendix B




Proposed Citation

______________________________________________________________________________

There shouldn’t be any form of abbreviation and parenthesis in citation.

Citations are prepared in upper and lower case, in Portrait format, using TIMES ROMAN 14 POINT, and will not exceed 16 single spaced lines.

Margins on Air Force, Navy, and Marine Corps personnel cannot be less than one inch on the top, left and right and three inches on the bottom.  For Army personnel citation, margins cannot be less than 11/2 inch on the top, left and right and three inches on the bottom______________________________________________________________________

Sample of Citation

                                             1 ½ INCH OR 1 INCH

                         CITATION TO ACCOMPANY THE AWARD OF

                            (NAME OF THE DEFENSE DECORATION)

                                                           TO

                         FIRST NAME, MIDDLE INITIAL, LAST NAME

11/2 INCH OR 1 INCH                                                       1/1/2 INCH OR 1 INCH

(NAME), (SERVICE), distinguished him/herself by exceptionally superior meritorious service while serving as XXXX, Joint Command Information Systems Activity and XXXX, United 

States Forces Korea from ARRIVAL TO DEPARTURE.  (Body of 10 or less lines).  The distinctive accomplishments of Name reflect credit upon him/her, the (service), and the Department of Defense. 

OPENING SENTENCE

(Full rank, first name, middle Initial, last name), (branch of service), distinguished

himself by exceptionally (distinguished/superior/meritorious/achievement) service as

(duty assignment) OR (while assigned to (office) from (month year) to (month year).

NARRATIVE DESCRIPTION

(DDSM, DSSM)

During this period, the outstanding leadership and ceaseless efforts of (rank, last name)

resulted in major contributions to national security of the United States.

Appendix B (continuation)

(DMSM)

During this period, the outstanding professional skill, leadership, and ceaseless efforts of

(rank, last name) resulted in major contributions to the effectiveness and success of

various nationally critical programs.

(JSCM)

During this period, (rank, last name)’s outstanding professional skill, knowledge, and

leadership aided immeasurable in identifying problem areas in the field of () and in

developing and implementing research projects capable of solving these problems.

(JSAM)

(rank, last name)’s demonstrated outstanding professional skill, knowledge, and

interservice leadership in organizing, developing and reforming the administrative

requirements for the Department of Defense Variable Housing Allowance Study Group.

CLOSING SENTENCE

(PCS, JSAM)

The distinctive accomplishments of (rank, last name) reflect great credit upon him/her,

(branch of service), and the Department of Defense.

 (Retirement)

The distinctive accomplishments of (rank, last name) culminate a distinguished career in

the service of his country and reflect great credit upon him/her, (branch of service), and

the Department of Defense.

(Separation Award)

The distinctive accomplishments of (rank, last name) while serving his country reflect

great credit upon him/her, (branch of service), and the Department of Defense.

Appendix C

Narrative

____________________________________________________________________________

Narrative will not exceed three single-spaced, block formatted, right margin justified,

typewritten pages for the DDSM and DSSM.  Use 12 point.

Narrative will not exceed one single-spaced, block formatted, right margin justified,

typewritten page for the DMSM, JSCM, JSAM.  Use 12 point.  Narrative must be one

page.

Acronyms will be spelled out the first time used, followed by the acronym in parenthesis.     

Sample of letter of lateness

MEMORANDUM FOR Commander 8th PERSCOM, ATTN:  AWARDS SECTION,

APO AP  96205

SUBJECT; Letter of Lateness to Accompany the Recommendation for Award of the

Defense Meritorious service Medal for SSG John C. Doe, (SSN)

1.  This award is submitted late because of due to late submission by section.

2.  POC is the undersigned, 723-XXXX.

                                                              Signature element of recommending official

Appendix D

Ration Control Check and Provost Marshal Check, and Height, Weight, and Physical

Readiness Statement

__________________________________________________________________________

Military personnel must meet the minimum standards of their service component’s physical readiness and weight control provisions before being recommended for a Defense
award.  __________________________________________________________________________
MEMORANDUM FOR Commander, 8th PERSCOM, ATTN:  EAPC-PA-A, Unit

#15316  APO AP  96205-0089

SUBJECT; Ration Control and Provost Marshal Check, and Height, Weight, and

Physical Readiness Statement

1.  I certify a ration control check was accomplished for Staff Sergeant John C. Doe for

the purpose of an award recommendation.  Violations were not found.

2.  I certify a Provost Marshal Office check was accomplished for Staff Sergeant John C.

Doe for the purpose of an award recommendation.  Violations were not found.

3.  Staff Sergeant John C. Doe meets his service’s height, weight, and physical readiness

requirements.

Height:  76

Weight:  262 lbs

APFT:  Passed/1 Apr 98

                                                                Signature element of recommending official

Appendix E

Army Award

1.  Recommendation for Award (DA 638)

2.  Letter of Lateness (if applicable)

3.  Proposed Citation (LOM, MSM)

4.  Narrative (LOM, MSM)

5.  Embassy Concurrence (KATUSA/FOREIGN)

6.  Biographical Sketch (KATUSA/FOREIGN)

7.  Ration Control Check and Provost Marshal Check, and Height, Weight, and Physical

Readiness Statement

8.  Request for Ration Control Check and Provost Marshal Check

