DECORATION SUBMISSION CHECKLIST     

	GRD, NAME, (Last, First MI):
	INDIVIDUALS UNIT:
	IF GROUP PACKAGE POC (Name, Unit, Ph#):

	DECOR6

	1. Should show member’s correct information during award inclusive dates.   Make sure member’s rank, unit (annotated throughout), supervisor and personnel data duty information is annotated and correct.  If not correct the errors.  The entries should be typed or legibly written in ink.
	

	2. Is Rip Order Date in the upper left-hand corner of the first page?  (Awards and Decorations Section cannot cut orders without this date)
	

	3. Verify that no previous decoration has been present for the same act.
	

	4. Are the decoration type, reason, and cluster correct and does the information match applicable elements such as Staff Summary Sheet, certificate citation and justification?
	

	5. Ensure dates match applicable elements such as SSS, certificate citation, and justification. Service inclusive start date – should match Date Arrived Station or Date of Current Assignment (annotated in section 5 of Décor6) unless member has already received a service award during this time (then start date should be day after previous award).  Service end date – must be member’s projected departure date for PCS, PCA, member’s separation date, or the last day of the month prior to the effective date of retirement (Ret-Sep-Eff-Date-Proj) and should match information in section 5 of Décor6 (if section 5 is wrong, correct it).
	

	6. Section 1H: If Sep/Ret, you must annotate a future mailing address (mandatory even if presenting or unit mailing).  If PCS/PCA, is the gaining MPF annotated.
	

	7. Ensured member’s supervisor and Commander signature along with signature blocks are present in section 8.
	

	1. Ensure that it is presentable (no marks, smudges, etc…), make sure that you only use 12 pitch throughout the certificate.  The name must be printed in bold type using the same pitch as the rest of the certificate.  Font type should be Times New Roman.
	

	2. Is the rank, name, decoration type, decoration reason, cluster, and inclusive dates, centered, in all capes and do they match Décor6 and other applicable elements? (Make sure name is spelled correctly)
	

	3. Is the approval authorities signature block correct and in 12 Pitch?  NOTE:  see web page for proper 4-line signature block on new MSM.
	

	AFAM on ABG Personnel
Majors and below, all enlisted
Lt Cols and above

JOSEPH M. CODISPOTI, Colonel, USAF
LARRY D. JAMES
BRIAN A. ARNOLD

Commander, 61st Air Base Group 
Brigadier General, USAF
Lieutenant General, USAF


Vice Commander, Space and Missile Systems Center
Commander



Space and Missile Systems Center
	

	CITATION/WRITE-UP PROTION OF AWARD The following rules should be applied to the AFAM, AFCM, and MSM remember all citation/narratives are included on the certificates

	1. Is it presentable (no marks, smudges, etc…)?  Did you use the Times Roman Font in 10 or 12 pitch?  Is it consistent throughout on the decoration?
	

	2. Does the duty title match Décor6 duty title and other applicable award elements?
	

	3. Have you used the mandatory opening and closing sentences (closing sentences (closing sentence not applicable for AFAM)?
	

	4. Are the margins correct (left and right must be 1 inch) and is paragraph left and right justified?
	

	5. The entire grade title must be used in the first sentence and then the short grade title used throughout the rest?  Do not split up rank and name or a date on two different lines.  Ensure nothing is abbreviated and no symbols have been used ($, etc…).  Check the Tongue and quill for guidance on expressing numbers.
	

	JUSTIFICATION

	MSM/AFAM/AFCM – EPR/OPRs are required for each Decoration package.  For periods of 4 months or more, submit an additional 15  bullet justification signed by the 2Lt/Commander.  Exception:  Honor Guard decorations require a one-page letter of justification signed by the OIC, Honor Guard.  LOM – Have you submitted a one-page justification, in narrative format, on letterhead with appropriate approval authority signature block?
	

	STAFF SUMMARY SHEET
	

	Did you use the correct Staff Summary Sheet and is signed by the Cmdr/2Lt or Deputy?  Does it indicate member is meeting a board/presentation date or group nomination (if applicable)?
	

	OTHER
	

	1. If member has a decoration that has been awarded/submitted for outstanding achievement, heroism, or act of courage and its closing date falls with in the submitted decorations inclusive date: a copy of the citation for the approved/submitted award must be included in the package.
	

	2. Did you include a copy of everything and is package setup in accordance with the Dec Guide?
	

	3. Have you included a disk copy of citation/narrative if submission is for LOM, or a decoration that is being expedited?
	

	4. Could member be meeting a promotion board within the next 90 days?  If yes, put in red folder, highlight this question, and indicate date of board.
	

	Answer (Circle One):
NO
YES
Date of board/selections:
	


FL – 01   Dated: 24 May 04

