INSTRUCTIONS

FOR SUBMITTING NOMINATIONS FOR THE

DECORATION FOR EXCEPTIONAL CIVILIAN SERVICE AWARD



Follow the format outlined below in preparing nomination package:



	a.  Prepare memorandum THRU:  Commander, TRADOC, TRADOC Performance Management and Awards Committee, ATTN: Executive Secretary, Fort Monroe, VA  23651-5000 FOR:  Executive Secretary, Army Incentive Awards Board, ATTN:  DAPE-CPC, 300 Army Pentagon, Washington, DC 20310-0300, Subject:  Nomination for the Decoration for Exceptional Civilian Service Award.



	b.  DA Form 1256 (dtd Apr 93), Incentive Award Nomination and Approval (No abbreviations) and signed by the installation commander.



	c.  Biographical data: 



	   (1)  Title and Grade

	   (2)  Date and place of birth

	   (3)  Education and degrees

	   (4)  Significant employment record

	   (5)  Type of appointment

	   (6)  Other significant biographical data pertinent to the award nomination

	   (7)  Statement that (1) award is being presented at retirement and presentation date is… or (2) nominee is receiving award for accomplishments during period…



	d.  List significant prior awards with dates (month and year) begin with the most recent award received.  Employees nominated for this award normally have already received the Meritorious Civilian Service Award.



	e.  Basis for Nomination:  (at lease three single-spaced pages) justification for the award should refer to specific contributions that are of such significance that recognition by the Secretary of the Army is appropriate (see AR 672-20 for further guidance).  MACOM commander will endorse nomination to the Secretary of the Army.



	f.  Equal Employment Opportunity and Civilian Personnel Advisory Center certifications (MUST use DA Form 1256 dtd Apr 93).  If EEO or CPAC certify NO an explanation must accompany nomination.  (Refer to TRADOC Guidance, dtd 1 Dec 95, Annex 1 to Appendix D for specific instructions.)



	g.  Photograph (8x10 black and white head and shoulders view).



	h.  Citation: Prepare a one - paragraph (50-60 words) proposed citation using upper and lower case type.  The citation should highlight the individual's achievements.  Refrain from the use of acronyms.



The standard opening sentence below is required for all citations:



Name, position title, command, has distinguished himself/herself from (Month/Year) to (Month/Year). During this period, (name)....



The standard closing sentence below is required for all citations:



(Name) achievements reflect great credit upon him/her and the Department of the Army.



	i.  Submit original and ten (10) copies of the complete package to HQ TRADOC, Executive Secretary, ATTN: ATBO-CL, Building 5C, Room C103, Fort Monroe, VA  23651-1048.



	j.  PLEASE ALLOW AT LEAST 30 DAYS LEAD-TIME AT HQ TRADOC AND 60 DAYS AT HQDA.  AWARD NOMINATION REQUESTING LESS THAN 30 DAYS FOR APPROVAL MUST BE ACCOMPANIED WITH A “MEMORANDUM OF LATENESS” ADDRESSED TO THE TRADOC COMMANDER, STATING SPECIFIC REASON FOR LATE SUBMISSION.



TO EXPEDITE PROCESSING, PLEASE FOLLOW ABOVE GUIDELINES.

�INSTRUCTIONS

FOR SUBMITTING NOMINATIONS FOR THE

MERITORIOUS CIVILIAN SERVICE AWARD



Follow the format outlined below in preparing nomination package:



a.  Prepare memorandum TO:  Commander, TRADOC, TRADOC Performance Management and Awards Committee, ATTN:  Executive Secretary, Fort Monroe, VA  23651-5000  Subject:  Nomination for the Meritorious Civilian Service Award.



	b.  DA Form 1256 (dtd Apr 93), Incentive Award Nomination and Approval (No abbreviations) and signed by the installation commander.



	c.  List significant prior awards with dates (month and year) begin with the most recent award received.



	d.  Basis for Nomination:  (at lease two single-spaced pages) the justification for the award should refer to specific contributions as noted in AR 672-20.



	e.  Equal Employment Opportunity Officer and Chief, Civilian Personnel Advisory Center certifications (MUST use DA Form 1256 dtd Apr 93).  If EEO or CPAC certifies NO an explanation must accompany nomination.  (Refer to TRADOC Guidance, dtd 1 Dec 95, Annex 1 to Appendix D for specific instructions.)



	f.  Citation:  Prepare a one - paragraph (50-60 words) proposed citation using upper and lower case type.  The citation should highlight the individual's achievements.  Refrain from the use of acronyms.



	g.  Statement that (1) award is being presented at retirement and presentation date is… or (2) nominee is receiving award for accomplishments during the period….



	h.  Submit original and six (6) copies of the complete package to HQ TRADOC, Executive Secretary, ATTN: ATBO-CL, Building 5C, Room C103, Fort Monroe, VA  23651-1048.



	i.  PLEASE ALLOW AT LEAST 30 DAYS LEAD-TIME AT HQ TRADOC.  AWARD NOMINATION REQUESTING LESS THAN 30 DAYS FOR APPROVAL MUST BE ACCOMPANIED WITH A “MEMORANDUM OF LATENESS” ADDRESSED TO THE TRADOC COMMANDER, STATING SPECIFIC REASON FOR LATE SUBMISSION.











TO EXPEDITE PROCESSING, PLEASE FOLLOW ABOVE GUIDELINES.



�INSTRUCTIONS

FOR SUBMITTING NOMINATIONS FOR A

MILITARY SPOUSE FOR

PUBLIC SERVICE RECOGNITION



Military spouse are eligible for public service awards in accordance with AR 672-20, Chapter 9.



Follow the format outlined below in preparing nomination package:



	a.  DA Form 1256 (dtd Apr 93), Incentive Award Nomination and Approval (No abbreviations) and signed by the installation commander (if award is for the spouse of the commander then signed by his designed representative).



	b.  List significant prior awards with dates (month and year) begin with the most recent award received.



	c.  Basis for Nomination:  (not more than 2 single spaced pages) a summary of achievements and benefits stated in specific terms, and including date of achievement both in CONUS and OCONUS.  Be as specific and quantitative as possible showing relationship and value of the service to the Army.



	d.  Citation:  Prepare a one - paragraph (50-60 words) proposed citation using upper and lower case type.  The citation should highlight the individual's achievements.  Refrain from the use of acronyms.



	e.  Statement that (1) award is being presented at retirement ceremony of ... and presentation date is… or (2) nominee and ... are PCSg and presentation date is ...



	f.  Required Copies:



	     (1)  Approver is the Secretary of the Army--submit original and eight (8) copies of the complete package to HQ TRADOC, Executive Secretary, ATTN: ATBO-CL, Building 5C, Room C103, Fort Monroe, VA  23651-1048.



	     (2)  Approver is TRADOC Commander--submit original and two (2) copies of the complete package to address above.



	g.  PLEASE ALLOW AT LEAST 30 DAYS LEAD-TIME AT HQ TRADOC AND 60 DAYS AT HQDA.  AWARD NOMINATION REQUESTING LESS THAN 15 DAYS FOR MACOM APPROVAL MUST BE ACCOMPANIED WITH A “MEMORANDUM OF LATENESS” ADDRESSED TO THE TRADOC COMMANDER, STATING SPECIFIC REASON FOR LATE SUBMISSION.











TO EXPEDITE PROCESSING, PLEASE FOLLOW ABOVE GUIDELINES.



�DEPARTMENT OF THE ARMY CIVILIAN HONORARY AWARDS AND CRITERIA����AND����MILITARY AWARD EQUIVALENTS��������CIVILIAN AWARDS AND��MILITARY AWARDS AND��APPROVAL AUTHORITY�CRITERIA FOR CIVILIAN AWARDS�APPROVAL AUTHORITY������Decoration for Exceptional�(1)   Accomplished assigned duties of major program�Distinguished Service Medal (DSM)��Civilian Service (DECS)�significance to DA; (2)  Developed and improved major methods����and procedures, developed significant inventions, or was�Army Chief of Staff��Secretary of the Army�responsible for exceptional achievement that affected large-����scale savings or were of major significance in advancing the����missions of DA, DOD, and the Federal Gov't; (3) Exhibited great����courage and voluntary risk of life in performing an act resulting����in direct benefit to the Gov't or its personnel; or (4)  Provided����outstanding leadership to the administration of major Army ����programs in terms of highly successful accomplishment of ����mission of in the major redirection of objectives or accomplish-����ments to meet unique or emergency situation.  When granted for ����bravery a minimum cash award of $1,000 will accompany award.���� ���Meritorious Civilian Service� (1)  Accomplished supervisory or nonsupervisory duties in an�Legion of Merit (LOM)��Award (MCSA)�exemplary manner, setting a record of achievement, and inspiring� ���others to improve quantity and quality of their work;  (2) Demon-�Commanders (LTG and above)��Commanders (MG and above)�strated unusual initiative and skill in devising new and improved����equipment, work methods, and procedures, or concerning����inventions, resulting in manpower, time, space, materials, or ����other items of expense, or improved safety or health of the work����force; (3) Achieved outstanding results in improving the morale����and performance of employees;  (4) Exhibited unusual courage����or competence in an emergency, while performing assigned����duties, resulting in direct benefit to the Gov't or its personnel;����or (5)  Rendered professional or public relations service of a ����unique or distinctive character.  When granted for bravery, a ����minimum cash award of $750 will accompany the award.�������Superior Civilian Service�Granted for superior service or achievement, or heroism of a�Meritorious Service Medal��Award (SCSA)�lesser degree than recognized by the MCSA.  When granted for�(MSM)���bravery a minimum cash award of $500 will accompany award.���Commanders (MG and above)� �Commanders (MG and above)������������������Commanders Award for�(1)  Performed supervisory or nonsupervisory duties in an�Army Commendation Medal     ��Civilian Service (CACS)�outstanding manner, setting an example of achievement�(ACM)���for others to follow; (2)  Demonstrated initiative and skill in���Commanders (COL and above)�devising new or improved equipment, work methods, and�Commanders (COL and above)���procedures, or conceiving inventions that resulted in����considerable savings in manpower, or other items of����expense, or improved safety or health of the work force;����(3)  Demonstrated leadership in performing assigned duties����that resulted in improved productivity of the unit; (4)����Rendered professional or public relations service that����resulted in considerable favorable publicity in the area in����which the activity or installation is located; or (5)  Demonstrated����courage or competence in an emergency, while performing ����assigned duties resulting in benefit to the Gov't or its personnel.�������Achievement Medal for�Awarded for noteworthy accomplishments that are of a lesser�Army Achievement Medal��Civilian Service (AMCS)�degree than that recognized by the CACS.�(AAM)������Commanders (LTC and above)��Commanders (LTC and above)������Civilian Award for �Recognition for performing a significant humanitarian action,�Humanitarian Service Medal��Humanitarian Service (CAHS)�deeds, or achievements and shall cover the period of service�(HSM)�� �when the act occurred.���MACOM Commander or higher��MACOM Commander or higher������Certificate of Achievement�(1)  Accomplished assigned duties in a commendable manner,�N/A��(CA)�demonstrating skill and initiative in either devising or improving����work methods and procedures or both; or (2) Significantly���Any Commander  �improved employee morale and job performance.���   (further delegation authorized)��������AR 672-20 and HQ TRADOC Guidance, 1 Dec 95 (Civilian Awards)��AR 600-8-22 (Military Awards)������NOTE:  WHO IS ELIGIBLE FOR ABOVE AWARDS:  Army AF, NAF, SES employees.�����

DEPARTMENT OF THE ARMY����PUBLIC SERVICE AWARDS���� �� ��AWARD�CRITERIA FOR AWARD�APPROVAL AUTHORITY������Dcoration for Distinguished�For distinguished service that makes a substantial �Secretary of the Army (SA)��Civilian Service Award�contribution to the accomplishment of the mission of the���(DDCSA)�Army as a whole.��� ����Outstanding Civilian Service�For outstanding service that makes a substantial contribution�SA��Award (OCSA)�to a major command (MACOM) or is of significance to the  �MACOM Commander���Army as a whole.�Commander (MG and above)������Commander's Award for�For service or achievements that contribute significantly to the�Commander (COL and above)��Public Service (CAPS)�accomplishment of the mission of an Army activity, command, �Commander exercising courts-martial authority���or staff agency at a lesser degree to the Army as a whole.�Officials of general officer or SES rank������Certificate of Appreciation�To recognize special service that contributes to the mission�Any Commander or Director��for Patriotic Civilian Service�of an activity, comand, staff agency, or the Army as a whole.� ��(CAPCS)��������Civilian Award for �Recognition for performing a significant humanitarian action,�MACOM Commander or higher��Humanitarian Service�deed, or achievement and shall cover the period of service���(CAHS)�when the act occurred.�������Certificant of Appreciation�To recognize accomplishments when a higher level award �Any Commander or Director��(CA)�would not be appropriate.���������������AR 672-20 and HQ TRADOC Guidance, dtd 1 Dec 95 (Civilian Awards)���� ������������NOTE:  WHO IS ELIGIBLE  (1)Civilians not employed by the Army or Army contractors; (2)  Federal Government officials at the policy ����development level; and (3) technical personnel who serve the Army in an advisory capacity or as consultants.����


