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Awards and Recognition Program

	References:

*SECNAVINST 1650.1H Navy and Marine Corps Awards Manual 

*SECNAVINST 5210.8D Department of the Navy Records Management Program

*OPNAVINST 5354.1E Navy EO Policy

*NAVADMIN 177/04 Changes to Award Process

*BUMED 1650.1 Processing of Award Recommendations for Military Members and Unit Awards
*BUMEDINST 12451.4B (currently under revision) 

*DON Civilian HR Manual Subchapter 451-1 

*DON Civilian HR Implementation Guide 451-02 *DOD 1400.25-M, Subchapter 1930.92 of 10 Jun 08 

*Title 5 CFR 451
	Command POC:


	Standard
	Yes
	No
	Comments/Notes

	Is the responsible individual (Program manager) appointed in writing? 


	
	
	

	Are Directives applicable to your department/service or clinic reviewed annually, updated and readily available?


	
	
	


	Does the command have an awards directive for the Military Awards Program?  


	
	
	

	Does the command have an awards directive for the Civilian Awards Program?


	
	
	

	Does the command have an active SOQ/SOY program and selection process? 

Does the command have an active COQ/COY Program and selection process?
	
	
	

	Does the command provide appropriate recognition of individuals selected as SOY/SOQ (plaques, letters/certificates, special evaluations, etc.)?
	
	
	

	Does the command have an active Awards Board Committee?

Are Meeting Minutes maintained?
	
	
	

	Are awards equitable across the departments/ BHCs/services, etc.?  Can tracking documentation be provided?

Has the CO established a percentage of awards authorized per number of personnel assigned?
	
	
	

	Does the command use a system to track the number and type of awards awarded locally?
	
	
	

	Are demographics maintained for all levels of command awards?
	
	
	

	Are copies of locally awarded Medals retained according to regulations?
	
	
	

	Is a tracking process used for award nominations?
	
	
	

	Is there a mechanism in place to ensure individual awards are entered appropriately into Navy Dept Awards Web Service (NDAWS)?
	
	
	

	Are Award ceremonies held for both military and civilian personnel?
	
	
	

	Are End of Tour awards presented to recipients prior to their detachment from the Command?
	
	
	

	Does the command authorize Time Off Awards for civilians?

	
	
	

	Does the command process Honorary Awards for Civilians?  Note: Honorary awards are to be given throughout a civilian’s career after outstanding performance.  They are NOT to be used as retirement awards.


	
	
	

	Are Impact Awards given?
	
	
	

	Can the Program Manager discuss procedures governing members returning from deployment, how are they recognized, what awards are being given and what is the wait time before they are recognized?

	
	
	

	How are copies of incoming and outgoing awards maintained?


	
	
	

	For incoming awards from Service member’s previous commands, what are the CO’s administrative procedures to inform incoming service member’s previous command of receipt of awards?


	
	
	

	Additional Comments:









PAGE  
4

[image: image1.png][image: image2.png]