
 
 

 
 
 

 
ATCC-PA                                            
 
 
MEMORANDUM FOR SEE DISTRIBUTION 
 
Commanders, All Units Reporting Directly to This Headquarters 
Deputy Chiefs of General Staff and Chiefs of Special Staff Offices, HQ USACC 
 
SUBJECT:  United States Army Cadet Command (USACC) Military Awards Standard 
Operating Procedures (SOP) 
 
 
1. References. 
 
 a. Army Regulation (AR) 600-8-22, Military Awards  
 
 b. TRADOC Supplement (TS) to AR 600-8-22, Military Awards  
 
 c. CCR 672-5-1 Reserve Officers’ Training Corps Decorations, Awards and Honors 
 
 d. AR 600-9, The Army Body Composition Program 
 
 e. AR 600-8-2, Suspension of Favorable Personnel Actions (Flags) 
 
 f. FRAGORD 2, EXORD 164-20 
 
 g. MILPER Number 20-178, Clarification of the Period of Service for Retirement 
Awards 
 
2. Purpose. To establish USACC proceedures for submitting and processing military 
award recommendations to the USACC G-1. 
 
3. Individual Decorations. 

 
    a. The decision to award an individual a decoration and the decision as to which 
award is appropriate are both command decisions. Award recommendations must be 
justified by specific achievements, contributions or other notable impacts to the unit or 
organization. Award decisions will be based on the Soldier’s level of responsibility and 
his or her manner of performance.  
 
    b. Award recommendations will be placed in official channels and processed as 
quickly as possible. Awards recommended for meritorious service in conjunction with a 
departure from the unit will be initiated in time to present the award prior to departure.   
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    c. Any individual having personal knowledge of an act, achievement, or service 
believed to warrant the award of a decoration has the responsibility and duty to submit a 
formal recommendation into military command channels for consideration. The Army 
does not condone self-recognition; therefore, a Soldier may not recommend himself/ 
herself for an award or a decoration. Recommendations for military awards must 
conform to the formatting and timeliness standards prescribed by TRADOC in 
accordance with reference 1.b.  
 
4. The proponent for this SOP is the Deputy Chief of Staff for Personnel, G-1. 
 
5. Award Processing. 
 
    a. Awards will be submitted to G1 using Global Electronic Approval Routing System 
(GEARS) see GEARS SOP for reference and submission. BDE S1s will create their 
own routing within the BDE that meets the G1s intent with commander’s approval 
signatures. USACC Awards G1 email inbox in GEARS is: USACC G1 MPD Awards 
 
    b. This inbox will be used once the DA form 638 is generated from the most current 
version found in Army Publications Directorate https://armypubs.army.mil/ all 
intermediate authority signatures have been acquired, and all supporting documents 
have been acquired. See Enclosure 1 (Awards Packet Checklist). Ensure when sending 
your awards to USACC G1 via GEARS the “Approval/Disapproval” rights is selected. 
 
    c. Once reviewed by the USACC G1 Award Program Manager (APM), the DA Form 
638 and all supporting documents will be forwarded to the G1 Readiness OIC for an 
additional review. 
 
    d. Upon final review by the G1 Readiness OIC, the G1 APM will package the award 
for the SGS office. All awards submitted for enlisted personnel will be sent by the SGS 
to the USACC CSM for endorsement prior to CG final approval. Awards approved by 
CG (MSMs) or DCG/DCO (ARCOMs or AAMs), the APM will complete processing of 
the award to include: Assigning Permanent Order, making copies, submitting a copy to 
iPERMS, and mailing the original to the brigade or notifying local brigades to pick up 
completed award. 
 
    e. Recommendations for Legion of Merit (LM) will undergo an electronic board 
process, usually 3-5 days before submission. If the CG recommends approval, the APM 
will package the award and forward via email to the TRADOC APM. If the CG 
downgrades the award, the process will follow steps in para 5d. See Enclosure 2 (LM 
Example). 
 

https://armypubs.army.mil/
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6. Responsibilities of the Brigade S-1. 
 

    a. Establish procedures for military awards i.e (Loss Roster) submission for all 
subordinate units and provide administrative overview and guidance regarding the DA 
Form 638 and the process and procedures for all military awards submissions.   

 
    b. Review award submissions and ensure adherence to standards IAW applicable  
Army Regulations, to include physical and height and weight standards (if applicable). A 
Validation Memoradum will be used for LMs submitted through 30 September 2022 . 
Supporting documents must be provided for Soldiers who do not meet the Army Fitness 
or body composition requirements.   
 
    c. The Validation Memo is rescinded effective1 October 2022. The Army Combat 
Fitness Test (ACFT) record test goes in effect 1 October 2022. See Enclosure 3 (ACFT 
Army Directive 2022-05).   
 
    d. AR 600-9 requires commanders to conduct height/weight and ABCP assessments 
for Soldiers every six months. Soldiers who fail to meet the ABCP requirements must be 
flagged, rendering them ineligible for recommendations for an award. 
 
    e. Ensure the validation memo is signed by the PMS at the program level, Brigade 
XO for HQ personnel or HHD Commander for HQ USACC. The memo will validate the 
recommended Soldier’s last diagnostic ACFT date and Height and Weight 
requirements. If applicable, a DA Form 5500/5501 will be signed by both grader and 
supervisor (wet or digital) signature; if a wet signature is used a legible signature block 
must be included (See enclosure 4 USACC Validation Memo). 
 
    f. Properly route awards for either approval or endorsement (as appropriate). 
 
    g.  Ensure intermideiate signature authorities have provided comments on the back of 
the DA 638. 
 
    h. Monitor and track awards submitted from all entities to higher headquarters  
for review and approval. 
 
    i. Return awards without action when errors or missing documentation are  
identified. Return all awards to the requesting battalion/program upon award 
completion. 
 
7. ETS and Retirement Awards.  
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    a. Every consideration is given to the recommending awards for deserving Soldiers of 
all grades who reach their end of term of service (ETS), unqualified resignation (UQR), 
release from active duty (REFRAD) or retirement from military service. Each Soldier will 
be considered for an appropriate decoration based on their years of service, degree of 
responsibility, and manner of performance. Retirement awards will not automacally be 
written for a 10-year period. See Enclosure 5 (MILPER Message 20-178).  
 
    b. Period of Award: Recommender cannot use specific contribuitions recognized in  
prior assignments as justification for the level of retirement awards. See Enclosure 4 for 
exceptions and further guidance. Department of Defense nor Army policy allow any 
award to duplicate service and achievements from previous assignments. 
 
    c. The period covered in block 11a on the DA form 638 block will reflect the service 
member’s current assignment tenure that correlates with the assignment dates on the 
Record Brief. Previous assignment information may be referenced in the achievement 
blocks (MSM or below) or narrative (LM or higher); however, the information referenced 
should be summarized and should NOT reference specific dates. The ending date of 
the award will reflect orders date of PCS, Separation or Retirement 
 
8. Waiver Physical Fitness: A waiver for overweight or Physical Fitness Test flag must 
be processed for length of service retirement awards to the first general officer in the 
Soldier's chain of command with award approval or disapproval authority. All waivers 
will be processed as separate and distinct actions from the award recommendation and 
must be submitted and adjudicated prior to submission of the award recommendation. 
The approved waiver will accompany the award recommendation once submitted. See 
Enclosure 6 Waiver Request Packet Checklist).  
 
9. Award Submission Timelines to G1:  
 

Recommended Award Days Prior to PPD 
(No Later Than) 

LM 120 
MSM 90 
ARCOM and below 90 

 
a. Awards may be submitted as far in advance as possible as long as one of the 

required sources of proof of departure accompanies the award.   
 

b. Awards without source documentation of departure may be submitted for review 
only.   

 
c. Award recommendations not submitted within the above timeline will require 
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a detailed memorandum of explanation/ Letter of Lateness (LoL) signed by the Brigade 
Commander; generic write-ups will not be accepted. The memorandum will address the 
reason the award was not submitted within the timeline or circumstances causing the 
delay, and, if applicable, control measures taken to avoid future late submissions. 
See Enclosure 7 (Letter of Lateness).  
 
11. Revocation of Award. The same command may revoke the award if facts 
subsequently determined would have prevented original approval of the award had they 
been known at the time of approval. The decision to revoke an award may not be 
delegated by the awarding authority. Announcement is in Permanent Order when 
revoked. 
 
12. Citation Grammar (AAM, ARCOM, MSM, LM). 
 
    a. Keep narrative in the  third person (i.e., him/her). 
 
    b. Spell out the rank and unit designation. 
 
    c. Do not start citation with "FOR" as it already appears on the award certificate   . 
 
    d. The entire citation will be between four to six lines (MSM     and below) and nine lines 
(LM and above) and in upper/lower case. 
 
     f. The opening remarks/first sentence will reflect the level of award being 
recommended (i.e., AAM = Outstanding [achievement/service]; ARCOM = Outstanding 
[achievement/service]; MSM = Meritorious [achievement/service]. It will also mention the 
position the awardee occupies. 
 
     g. Citation Examples. (The bold text represents standard verbiage that should be 
used; do not bold these portions on the DA Form 638.) 
  

(1) Army Achievement Medal (AAM) and Army Commendation Medal (ARCOM) 
Citation: 

 
Outstanding [Service/Achievement] while serving as (Position) with the [Unit]. 
[Rank] [Name] demonstrated exeptional organizational and technical skills to enhance 
personnel readiness and training management for the command. [Rank] [Name’s] 
efforts contributed immeasurably to the overall success of the unit’s mission. [Rank 
Nname] achievement and devotion to duty reflect great credit upon [him/her], YXY 
UNIT, the United States Army Cadet Command and the United States Army. 
  

(2) Meritorious Service Medal (MSM) Citation: 
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Meritorious [service/achievement] while serving as (Position) with the [Unit]. 
[Rank] [Name] demonstrated exceptional organizational and technical skills to enhance 
personnel readiness and training management for the unit. [Rank] [Name's] efforts 
contributed immeasurably to the overall success of the unit's mission. [Rank] [Name] 
achievement and devotion to duty reflect great credit upon [him/her], the xxx unit, 
the United States Army Cadet Command and the United States Army. 

  
 (3) Legion of Merit (LM) narrative and proposed citation grammar for LM: 
 
Exceptionally meritorious service while serving as positions of increasing 
responsibility, culminating a 32 year as [Position] [Unit], [Rank] [Name] 
demonstrated exceptional organizational and technical skills to enhance personnel 
readiness and training management for the unit. [Rank] [Name's] efforts contributed 
immeasurably to the overall success of the unit's mission. Upon retirement, [Rank] 
[Name] is recognized for distinguished performance of duty [his/her] achievement 
and devotion to duty that represents exemplary achievement in the finest 
traditions of the United States Army. 
 
    h. For LOM, use the narrative and the citation enclosure page in the  DA Form 638. 
The narrative will be no longer than one page and the citation will be no longer than 
nine lines. 
 
13. Annual Awards Report:  Each unit is required to submit an Annual Award Report no 
later than (NLT) 31 January of each year. The completed DA Form 4612-R must be 
submitted to the USACC G1 APM no later than the suspense date provided annually. 
USACC G1 APM will submit the Command roll-up report to the TRADOC by their 
provided suspense. https://army.deps.mil/army/cmds/USACC-HQS/G1/MPD/Public 
Documents/HR Metrics - PRR/EUM Folder/FRAGORD 4  to USACC OPORD 18-08-026 
- Cadet Summer Training 2019.docx.. See Enclosure 7 (DA Form 4612 – Number and 
Types of Decorations Approved). 
 
14. Army Instructor Badges. 
     
     a. Eligibility for award of the Army Instructor Badge (AIB) requires personnel to meet 
the criteria established by the CG, TRADOC. There are three badge levels: Basic Army 
Instructor Badge (BAIB); Senior Army Instructor Badge (SAIB); Master Army Instructor 
Badge (MAIB). Specific criteria for each level of award may be found in TR 600-21. 
 

https://army.deps.mil/army/cmds/USACC-HQS/G1/MPD/Public%20Documents/HR%20Metrics%20-%20PRR/EUM%20Folder/FRAGORD%204%20%20to%20USACC%20OPORD%2018-08-026%20-%20Cadet%20Summer%20Training%202019.docx
https://army.deps.mil/army/cmds/USACC-HQS/G1/MPD/Public%20Documents/HR%20Metrics%20-%20PRR/EUM%20Folder/FRAGORD%204%20%20to%20USACC%20OPORD%2018-08-026%20-%20Cadet%20Summer%20Training%202019.docx
https://army.deps.mil/army/cmds/USACC-HQS/G1/MPD/Public%20Documents/HR%20Metrics%20-%20PRR/EUM%20Folder/FRAGORD%204%20%20to%20USACC%20OPORD%2018-08-026%20-%20Cadet%20Summer%20Training%202019.docx
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     b. The AIB is announced in permanent orders. Approval authority is the first COL 
(O6) in the chain of command. Only Soldiers assigned to HHD will submit BAIB 
requests to G1 for processing. See Enclosure 8 (Instructor Badge). 
   
     c. Approved DA Form 4187 and permanent orders for Regular Army Soldiers will be 
loaded at the brigade level using iPERMs. For USAR Soldiers,  send all documents to 
Ms. Doris Gonzales at doris.n.gonzalez.civ@army.mil as the USAR POC to update the 
SM records, Brigade S1 must send to iPERMS. 
 
16. The Army Good Conduct Medal. 
 
    a. Approval authority for the AAA-199 and Permanent Orders for the Good Conduct 
Medal is the Brigade Commander and may not be further delegated. AR 600-8-22 offers 
no such provision to delegate award approval authority. 
 
    b. The AAA-199 is the official instrument by which commanders approve or 
disapprove the Army Good Conduct Medal by circling Yes or No. AR 600-8-22 requires 
the commander to take action on the report. 
 
17. Point of Contact for this SOP is the undersigned. 
 
 
 
 
10 Encls      KEITH A. GEORGE 
1. Awards Packet Checklist   DCoS, G-1        
2. LM Example 
3. ACFT Army Directive                           
4. Validation Memoradum 
5. MILPER Messge 20-178 
6. Award Waiver Request Checklist 
7. Letter of Lateness 
8. DA Form 4612 
9. Instructor Badge 
10. DA Form 638- How-To-Guide 

 
DISTRIBUTION: 
USACC, G1 MPD 
USACC, HHD 
USACC, 1st Brigade 
USACC, 2nd Brigade 
USACC, 3rd Brigade 

mailto:doris.n.gonzalez.civ@army.mil
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USACC, 4th Brigade 
USACC, 5th Brigade 
USACC, 6th Brigade 
USACC, 7th Brigade 
USACC, 8th Brigade 
 
 
Enclosure 1:  Awards Packet Checklist 

Encl 1 Awards 
Packet Checklist.doc

 
 
Enclosure 2:   LOM Example 

Approved LOM Example.pdf
 

 
 
Enclosure 3: ACFT Army Directive 

ACFT ARMY_DIR_2022-05-000-WEB-1.pdf
 

 
Enclosure 4: Validation Memoradum 

USACC Physical Fitness Validation Memo.docx
 

 
Enclosure 5: MILPER Message 20-178 Clarification of the Period of Service for Retirement Awards 

Clarification of the 
Period of Service for  

 
 
Enclosure 6: Award Waiver Request Checklist 

Retirement Award 
Waiver Request Pack   
 
Enclosure 7:  Letter of Lateness  

Letter of 
Lateness.doc  

 
Enclosure 8:  DA Form 4612 – Number and Types of Decorations Approved 
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DA FORM 4612 
(Number and Types o    
 
Enclosure 9: Instructor Badge and Permanent Order Examples 

Example BAIB Orders.docx 4187 BAIB Brigades.pdf 4187 BAIB HHD.pdf
 

 
 
Enclosure 10:  DA Form 638  How to Guide                     

Encl 10 How to fill 
out 638.docx  
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