AWARDS CHECKLIST 

As of 9 January 2004

References:  AR 600-8-22 and CC Regulation 672-5-1

1. ____DA Form 638 blocks 1 is the approving authority address who ever is signing block 27. PMS, BDE Cdr, CC, or TRADOC.  Do not include any specific names in block 2 only duty name ex: PMS/APMS/ROO, Univ of WA.  Blocks 3 thru 7 self-explanatory.

2. ____Block 8, previous awards cannot be blank.  If the soldier does not have any awards type none.  Awards that are allowed to go in block 8 are those awards received with a DA form 638. LOM, MSM, ARCOM, AAM, etc.  No service medals or overseas service ribbons.  

3. ____Block 9, branch of service - Army, for National Guard and Army Reserve Personnel after Army type in parenthesis (NG or AR as applicable).

4. ____Recommended award.  Self-explanatory.  For retirement and ETS awards type in parenthesis (time in service (TIS), years of service as of the ending date of the award).

5. ____Recommended award must be correctly sequenced.  If previous awards AAM – 2, and recommend award is an AAM it should read AAM 2OLC.

6. ____Block 11, period of award must have a day month and year.  The period of service for retirement awards cannot exceed 10 years.  The period of service for ETS will reflect only the period of service in the recommending command.

7. ____Block 12 reason for award self-explanatory.

8. ____Block 13 self-explanatory. 

9. ____Blocks 14 to 18 self-explanatory.

10. ____Block 19 must have a signature.

11. ____For MSM and higher always include the duty position in the proposed citation.  Narrative and Proposed citation for LOM and higher will be prepared as an addendum to the recommendation.  Narrative will be prepared on 8 ½ by 11-inch bond paper and is limited to two pages double, spaced.  Proposed citation will be prepared on 8 ½ by 11-inch bond paper and is limited to half a page double, spaced.  Proposed citation and narrative must be include with packet.

12. ____Block 22a must be blank.  To be completed by Region P&A.

13. ____Blocks 23 through 25 must be completed by the office that has signature authority.  Do not complete at your level if your commander is not signing. 

14. ____Block 26a must be Orders Issuing Authority

15. ____Block 27 Approval authority as follows:  AAM – Battalion or Brigade Commander (must be O-5 or above), ARCOM – Brigade or Region Commander, MSM – Cadet Command Commander, LOM – TRADOC Commander 

16. ____ Part V orders data to be completed by the orders issuing authority only.

17. ____ AAM and ARCOM orders will be issued to the brigades.  The unit is required to mail original DA Form 638 and a copy of the signed certificate to Western Region, ATTN:  P&A Division, Ft Lewis, WA for processing. 

18.  ____ Please ensure you write in at the top right corner of the DA Form 638 in pencil a Proposed Presentation Date.

