Standing Operating Procedure No. M01                                             October 5, 1998
HONORARY AWARDS

ASSISTANT SECRETARY OF THE ARMY

(MANPOWER & RESERVE AFFAIRS)

CIVILIAN PERSONNEL POLICY

LABOR/MANAGEMENT EMPLOYEE RELATIONS

1.  PURPOSE:  This Standing Operating Procedure outlines tasks for the processing and completion of Department of the Army honorary awards.  DA honorary awards are covered in Army Regulation (AR) 672-20 dated 1 June 1993 and the Incentive Awards Handbook, DA Pamphlet (DA PAM) 672-20, dated 1 July 1993.  

2.  APPLICABILITY:  This SOP applies to all Army activities serviced by a Civilian Personnel Advisory Center (CPAC) and a Civilian Personnel Operations Center (CPOC) within the Department of the Army.  It also applies to only those honorary awards covered by Chapter 8 of AR 672-20.  It does not cover Public Service Awards described in Chapter 9 of AR 672-20.  An honorary award is defined as recognition of outstanding performance and achievement usually accompanied by a medal, certificate, plaque, or other item that can be worn or displayed.  [Refer to Chapter 8 of AR 672-20.]  This does not apply to informal recognition such as coins, statues, memorabilia, etc.

3.   PROCESSES AND RESPONSIBILITIES:   

I. {BPM block 1}  A manager, supervisor, or commander prepares a nomination package (including AR Form 1256) for an honorary award for a civilian employee using the appropriate regulatory guidance.  {BPM block 2 self-explanatory}  The manager consults with the servicing CPAC to ensure  that the nomination follows the prescribed format and the nomination package conforms to the identified criteria for submission.  IAW AR 672-20, Chapter 2-2, the manager will coordinate with the command EEO Officer who will furnish an EEO certification based on review of pending and past EEO complaints and with the CPAC who will furnish an adverse action certification.  {BPM block 3}  Upon completion at the organization level and with any appropriate coordination, forwards the entire nomination package to the CPAC for further processing.  {BPM block 4}
II. The CPAC receives the award nomination from the manager and prepares the nomination package for review by any local Incentive Awards Committee.  {BPM blocks 5 & 6}  The nomination package is reviewed for completeness, appropriateness, and regulatory compliance and, if local authority exists to approve {BPM block 7}, then the nomination is approved or returned without action to the originator.  If approval authority exists at another organization level (MACOM, major subordinate command, an intervening level, Headquarters DA, or an outside organization), then the nomination package is reviewed for completeness and any endorsement added to the final submission package.  The final nomination request is then forwarded to the appropriate review level.

III. The MACOM or DA {BPM blocks 8 & 10) headquarters receives honorary award nominations from a lower level for review and approval.  The MACOM or DA headquarters approves/disapproves an honorary award for processing and returns the award nomination {BPM block 11} to the servicing CPAC for final processing and appropriate disposition.  DA approved awards will be returned through the MACOM to the servicing CPAC.  Information on procurement of honorary recognition devices is contained in DA PAM 672-20, Chapter 7-1.  {BPM block 9 self-explanatory}
IV. Locally approved honorary awards or awards approved at a higher organization level are processed through the CPAC and forwarded to the CPOC for processing into the DCPDS.  The local CPAC forwards the appropriate certificate and any medal to the management official for further organization preparation and an appropriate presentation ceremony.  {BPM block 12}   The CPAC closes out the nomination package by filing the supporting documentation or forwarding to the appropriate management official for disposition.  {BPM block 13}
V. The CPOC receives a copy of the final approved award {BPM block 14} and enters the appropriate data into the DCPDS.  

Processing Time – The total processing time from initiation of the nomination package by a management official, if locally approved, is approximately 30 calendar days.  If the nomination package must be approved at a higher headquarters then a minimum of 60 calendar days is allowed for processing time.  Approval authority and processing time at higher headquarters is beyond the jurisdiction of this business process map.

4.  REFERENCES AND RELATED DOCUMENTS:  

a.    List of DA Honorary Awards:



      Decoration for Exceptional Civilian Service



      Meritorious Civilian Service Award



      Superior Civilian Service Award



      Commander's Award for Civilian Service



      Achievement Medal for Civilian Service


b.   
"Incentive Awards Program" item on the Management-Employee Relations subject area table of contents on the PERMISS home page of CPOL

c.    BPM B01 – SF50 Processing 


d.
BPM I01 – Payroll Interface Processing
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