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                   SECTIONS:
1.    ACCESSING THE WEBSITE
2.    REGISTRATION
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3.    REQUESTING FORGOTTEN PASSWORD OR USERNAME
4.    UPDATING REGISTRATION
5.    SUBMITTING AN AWARD
6.    SUBMITTING A UNIT AWARD
7.    UPDATING/REVIEWING AN AWARD
8.    AWARDING AUTHORITY (BASIC AWARDING CHAIN GIVEN)
9.    SUBMITTING A COMBAT ACTION RIBBON OR HUMANITARIAN SERVICE VIA WEBSITE
10.  FIELDS ON 1650 THAT CAN BE CHANGED ONLY BY HQMC – (FAQ’s ALSO ADDED)
11.  ARCHIVE AWARDS
12.  AWARD STATUS (CURRENT/UNIT) (STATUS CODES)
13.  OTHER GOOD SOURCES OF INFORMATION ON WEBSITE
14.  NORMAL POLICIES FOR AWARDS/RECOMMENDATIONS FOR UNITS
15.  RIBBON CHART
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                                                       THIS BRIEF IS ALSO IN A POWERPOINT PRESENTATION, IF YOU WOULD LIKE A COPY OF THIS PRESENTATION FOR YOUR UNIT 

                                                       PLEASE CONTACT SGT HJORTEN, M.E.
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1.  GO TO WEBSITE Awards Website Direct Link
     A.  ALSO TRY THE FOLLOWING:

            (1) WWW.MANPOWER.USMC.MILUNDER LINKS: AWARDS

     B.  IF PROBLEMS OCCUR GETTING INTO THE WEBSITE; CHECK THE 

          FOLLOWING:

           (1) USING INTERNET EXPLORER 5.0 OR HIGHER

           (2) SECURITY IS SET TO 128 BIT
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           (3) IF STILL NO ACCESS, CHECK OTHER USERS IN THE UNIT TO SEE IF 

                THEY HAVE ACCESS

           (4) IF (3) HAS BEEN DONE AND THEY DO HAVE ACCESS CONTACT YOUR 

                 G/S-6 or NMCI for NETWORK SETTINGS
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[Application Name HOMC Awerd Board

(General Registration Information
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Password
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(Confirm Password
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           (5) IF (3) HAS BEEN DONE AND THE UNIT IS DOWN AS A WHOLE CONTACT 

                 HQMC – THE SYSTEM MAY BE DOWN

2.  REGISTRATION (AS SHOWN ABOVE ON UPPER LEFT HAND SIDE)
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      (THIS PROCESS IS THE SAME FOR UNIT REGISTRATION)
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     A.  ONCE IN REGISTRATION CLICK YES/NO FOR VIRUS UPDATED

           (1) ALL USERS ON A NON-GOVERNMENT PC WILL NOT BE ALLOWED 

                TO GET INTO THE AWARDS SYSTEM

    B.  FOLLOW THROUGH THE FORM AND FILL IT OUT IN ALL REQUIRED 
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2.1 you are unsure if this award subrmission is classified, please contact your G/5-2
3. Ifthe award is classified it can be inducted for review and decision as a paper award as an exception to Mafine Corps policy. A

hard copy NAVMC 1650 with the appropriate chain of command endorserments, summary of action and proposed citation can be
sent to the address below.
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         FIELDS.

          (1) EMAIL ADDRESS – IF NOT SURE PLEASE LOOK INTO OUTLOOK GAL
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          (2) AWARDING AUTHORITY - ONLY FOR COMMANDERS TO FILL IN;                                                                                                         

                ALL OTHER USERS WILL LEAVE IT AS NO.

    C.  ONCE COMPLETE AND CONFIRMATION HAS BEEN RECEIVED.  USERS MUST                                                     

         WAIT 2-3 HOURS BEFORE USING THE SYSTEM IN ORDER FOR THE 

         ACCOUNT TO TAKE EFFECT ON THE SERVER.  

         EVEN IF YOU HAVE RECEIVED YOUR CONFIRMATION.

3.  REQUESTING FORGOTTEN PASSWORD OR USERNAME
     A.  GO TO REGISTRATION, THEN REGISTRATION/UPDATE

     B.  CLICK ON PROPER REQUEST FOR WHAT THE USER IS REQUESTING.

     C.  FILL FORM OUT AND WAIT FOR RETURN OF REQUEST.

 

4.  CHANGING INFORMATION IN REGISTRATION
     A.  GO TO REGISTRATION, THEN REGISTRATION/UPDATE

     B.  CLICK ON UPDATE REGISTRATION AND LOGIN

     C.  THE ONLY FIELD WE RECOMMEND YOU NOT CHANGE IS YOUR  

           PASSWORD.  IF IT NEEDS CHANGED, PLEASE SEND AN EMAIL REQUEST 

           TO:    AWARDS@MANPOWER.USMC.MIL
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5.  SUBMITTING AN AWARD 
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     A.  CLICK ON PERSONAL AWARD LINK ABOVE THE PICTURED MEDALS AND RIBBONS

     B.  LOGIN USING YOUR INFORMATION
     C.  WEB PAGE WILL THEN ASK YOU FOR SOCIAL SECURITY NUMBER, 
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           PUT IN THE SSN OF THE RECIPIENT OF THE AWARD.

           (1) REMEMBER, THIS AUTO POPULATE FEATURE ONLY FUNCTIONS FOR 
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                 U.S. MARINES (LOCATED UNDER THE SSN OF THE 1650)

     D.  FILLING OUT THE 1650 

           (1) THINGS TO REMEMBER:
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                 * THE COMMAND POC BLOCK: THE EMAIL IN THIS BLOCK WILL BE NOTIFIED 

                    OF THE PROCESS, NOT THE PREPARER
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                 * NO ENLISTED SIGNATURES IN BLOCKS 22-24

                 * ORIGINATOR – MUST BE A COMMISSIONED OFFICER AND MUST BE SENIOR 

                    TO THE MARINE BEING AWARDED. 
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                 * SUMMARY OF ACTION – REQUIRED FOR IMPACT OR END OF TOUR. 

                 * CITATION – MUST BE 1225 CHARACTERS OR LESS FOR A NA AND NC, THIS IS 
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                    COUNTING SPACES (SEE BELOW FOR TIP)

                    - GO TO WORD AND GO TO TOOLS AND WORD COUNT, HERE IT WILL COUNT 

                      THE CHARACTERS WITH SPACES
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                   * IF THE AWARD COMES TO CMC FOR APPROVAL WE ARE LOOKING FOR ALL 

                      OF THE ABOVE AND ALSO THE FOLLOWING:

                       - ALL PREVIOUS AWARDS MUST HAVE DATES, WHETHER AWARDED DATE 

                         OR TO & FROM DATES

                      - NEW DUTY STATION ADDRESS IF TRANSFER

                      - NUMBER OF YEARS IF RETIRING

     E.  FILLING OUT 1650 BLOCKS - CLICK THE 1650 FOR DIRECTIONS TO FILL OUT THE 1650.

           (ALSO IT WILL STATE WHAT GOES IN THE BLOCK AT THE BOTTOM OF THE INTERNET 

             EXPLORER, AS SHOWN TO THE RIGHT – ALSO, IF YOU HOLD THE CURSOR ABOVE THE 

             BLOCK IT WILL STATE WHAT NEEDS TO GO INTO THAT BLOCK)
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    F.  SENDING TO NEXT PERSON IN CHAIN:  

         ONCE ALL BLOCKS ARE FILLED OUT AND THE AWARD IS READY TO BE SENT TO 

         THE NEXT PERSON, PUT THEIR EMAIL ADDRESS IN THE FORWARDING ADDRESS 

         BLOCK AT THE TOP.  YOU MAY CC THE AWARD TO ANY OTHER PERSONNEL 

         THAT MAY NEED TO SEE THE AWARD.  

        (1) SEARCH FEATURE FOR EMAIL ADDRESS (LOCATED NEXT TO FORWARDING 

             EMAIL ADDRESS):

          - THIS FUNCTION IS USED FOR SEARCHING FOR AN EMAIL ADDRESS OF 

             WHOM YOU ARE TRYING TO SEND THE AWARD TO.
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          - WHEN USING THE SEARCH METHOD PLEASE REMEMBER THE FOLLOWING

          - FULL LAST NAME

          - IF A NAME DOESN’T PULL UP THAT PERSON MAY NOT BE REGISTERED WITH APS

          - YOU MAY ALSO JUST MANUALLY TYPE IN THE EMAIL ADDRESS OF THAT 

             INDIVIDUAL

      (2) ONLY ONE PERSON’S EMAIL ADDRESS CAN BE PUT IN EACH OF THESE BLOCKS. 
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            IF YOU HAVE MORE THEN 2 PEOPLE TO SEND THE AWARD TO, YOU CAN 

            LOG INTO THE AWARD AGAIN AND SENT IT ON, OR FORWARD YOUR EMAIL 

            WITH THE LINK ATTACHED TO THAT INDIVIDUAL OR INDIVIDUALS.

 G.  SAVING AN AWARD: TO SAVE AN AWARD HIT SAVE AND A PROMPT BOX WILL 

       ASK WHERE YOU WOULD LIKE TO HAVE THE LINK SENT.  THIS LINK WILL BE 

       SENT TO THE EMAIL ADDRESS SO THAT PERSON CAN OPEN THE AWARD AND 

       CONTINUE WORKING ON IT.  IN THIS CASE IT WOULD BE THE USERS EMAIL 
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       ADDRESS THAT IS CURRENTLY WORKING.

H.  SENDING AN AWARD RECOMMENDATION TO HQMC FOR ACTION

      ONCE AN AWARD IS COMPLETED THROUGH THE CHAIN AND READY TO BE SENT 
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Enter the nine digit sacial security nurber (no spaces, dashes, or slashes) of the senior Marine recommended for the Corbat
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(o] _cancal

1. Click the icon to the right to open the termplate spreadsheet to compile the names of CAR nominees. E
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location where it can be easily accessed. The spreadsheet will be attached to your final subrmission. The Caftas
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      TO HQMC WHETHER FOR APPROVAL OR TO BE SENT TO HQMC TO BE ARCHIVED 

      AND SENT TO THE MARINE’S OMPF.

      (1) TO SEND TO HQMC CLICK ON THE LINK SHOWN TO THE RIGHT, THIS  

             WILL SUBMIT THE AWARD TO HQMC FOR ACTION, UPON ITS ARRIVAL IT WILL 

             BE REVIEWED FOR ACTION FOR US OR TO MMSB FOR OMPF INPUT.

I.  OTHER INFORMATION TO KNOW WHEN SUBMITTING AN AWARD

    -  TO PRINT A FRIENDLY VERSION THERE IS A LINK ABOVE EACH SECTION  

        (1650, CITATION, SOA)
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    -  TO ADD A VIA BLOCK – THERE IS A SMALL LINK UNDER VIA COMMAND TO ADD 

        THOSE BLOCKS IN
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e MUC  New  19380101200106%0 Commanding Offosr, Marine Aicatt Group 20
snatez0a MUC  New  2001082920020910 Commanding Offsr Marine Aicratt Group 30
101 MUC  Complatad 2000050120010430 Commanding Offsr Marine Aicatt Group 16
104 MUC  Complatad 1 Octobar 1906 30 Septamber 1399, Commanding Gansrsl, 4 Maring Airrsft Wing
urz03 WU New 100030 5ep01 Commanding Offosr, Marine Aicatt Group 30
T 202, MAG 20.20 aw MUC  New  310ct08- 158500 Commanding Offer, Marin Hellcoper Squadion 202
HOEN, WM, HENDERSON HALL Mic ew Commanding Officer, Headquaras Battlion, HeadquarersMarine Cops, Handarson Hall -
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MARCENT CI DETACHMENT - KiWAIT MUC  New 2001001200200
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Matine Cops ntlligence Acti MUC  New 13 SEPTEMAER 2001 -21 FEBRUARY 2002 DIRECTOR, INTELLIOENCE DEPARTMENT, HEADGUARTERS, .S, MARINE CORPS
Matine Corps A Facilty, Kaneohe Bay, il Muc  cwea 9e0sor-otoson Commanding Gensral, Maine Corps Base Hawaii
Matine Corps Detachment, AP, D MUC New  Aug 2000 though Commanding Offos, Marine Corps Datachmant, Aberdean Proving Ground, Md
Matine Fihtes Atz Tosining Sauzdion 101 MUC  New  2000080120020517 Commanding Offor Marine At Group 11
Matne g Hlicopter Squasion acs NOC New  August2000.ssnusy 2002 Commanding Offsr Marine Aicatt Group 16
MARINE SUPFORT BATTALION, FT.MEADE,MD MU CMCA 1 JUNE 2000 1 MAY 2002 Diector,Intlligence Depariment, Headquartrs, U.S. Marine Corps
Matine Tacical Elecionic Warare Squagina MU New
Matine Tacical lecionic Warare Squadion 3 MUT New  2000030120020228 Commanding Offoss Marine Aicatt Group 14
MARINE WiNc SURPGRT oROLE 17 MUC  CMCA 01 December 200031 May 2002 COMMANDING GENERAL, 15T MARINE AIRCRAFT WING
MEAF MCBH KANEOHE BAY 11 MUC New  s90501-010501 COMMANDING FFICER MARINE CORPS AIR FACILITY MCEH KANEGHE BAY HI
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6.  SUBMITTING A UNIT AWARD
     

     A.  CLICK ON UNIT AWARD RIBBON YOU WISH TO SUBMIT

     B.  LOGIN USING YOUR INFORMATION

     C.  WEB PAGE WILL THEN ASK YOU FOR THE NAME OF THE UNIT
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     D.  FILLING OUT THE UNIT AWARDS FORM

            (1) THINGS TO REMEMBER:

                  * NO ENLISTED SIGNATURES IN THE SIGNATURE BLOCKS

                  * ORIGINATOR SIGNATURE MUST BE HIGHER HEADQUARTERS PUTTING 

                      THE SUBORDINATE UNIT IN FOR THE AWARD

                  * MUST GO THROUGH PROPER CHAIN, VIA COMMANDS NUC – SECNAV 

                     AND MUC – CMC (IF VIA COMMANDS ARE NOT INSERTED ONCE ORIGINATED 

                     THE AWARD WILL NEED TO BE STARTED FROM SCRATCH SO PLEASE 

                     REMEMBER ALL COMMANDS IN CHAIN TO APPROVAL AUTHORITY)

                  * MAKE SURE ALL BLOCKS ARE FILLED WITH DETAIL TO WHAT UNITS ARE 

                     ENTITLED TO THIS AWARD IF OTHER PERSONNEL BESIDES THE UNIT WAS 

                     ATTACHED.

                  * MAKE SURE TO USE A BY-NAME LISTING ON THE BLOCKS NEEDED.

     E.  SENDING TO NEXT PERSON IN CHAIN:  ONCE ALL BLOCKS ARE FILLED OUT AND THE AWARD IS READY TO BE SENT TO NEXT PERSON, 

          PUT THEIR EMAIL ADDRESS IN THE FORWARDING ADDRESS BLOCK AT THE TOP.  YOU MAY CC THE AWARD TO ANY OTHER PERSONNEL THAT 

          MAY NEED TO SEE THE AWARD.  

           (1) ONLY ONE PERSON CAN BE PUT IN EACH OF THESE BLOCKS. IF YOU HAVE MORE THEN 2 PEOPLE TO SEND THE AWARD TO, YOU CAN LOG 

                 INTO THE AWARD AGAIN AND SENT IT ON, OR FORWARD YOUR EMAIL WITH THE LINK ATTACHED TO THAT INDIVIDUAL (S).

     F.  SAVING AN AWARD:  TO SAVE AN AWARD HIT SAVE AND A PROMPT BOX WILL ASK WHERE YOU WOULD LIKE TO HAVE THE LINK SENT.  THIS 

          LINK WILL BE SENT TO THE EMAIL ADDRESS SO THAT PERSON CAN OPEN THE AWARD AND CONTINUE WORKING ON IT.   IN THIS CASE IT 

          WOULD BE YOUR EMAIL ADDRESS.

     G. ONCE SAVED OR SUBMITTED THE FOLLOWING CANNOT BE CHANGED: 

          ENCL 1 (1-4) AND THE ENDORSEMENT PARAGRAPHS
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7.  UPDATING/REVIEWING AN AWARD 

     A.  ONCE AWARD LINK ARRIVES IN INBOX, MAKE SURE THAT YOU ARE REGISTERED 

           TO OPEN THE AWARD.
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            (1) CASES WERE A LINK WILL NOT OPEN:

                (A) AWARD IS COMPLETE IN ARCHIVES OR AT HQMC FOR PROCESSING

                (B) AWARD HAS BEEN DELETED, IN THIS CASE AWARD WILL NEED TO BE 

                      RE- SUBMITTED.
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                (C) ADDRESS MAY BE NO GOOD AND NEEDS UPDATED (SERVER CHANGE)

      B.  THIS PROCESS WILL GO ON TILL THE AWARD MAKES IT TO THE AWARDING 

           AUTHORITY.

8.  AWARDING AUTHORITY
     

     A.  AWARDING AUTHORITY SIGNS AND PUTS IN FINAL LEVEL OF AWARD APPROVED.

     B.  ONCE AN AWARD IS SIGNED IN BLOCK 24, THAT ADJUTANT/S-1 SHOULD HAVE COPIES 

           OF THIS AWARD BEFORE THAT E-AWARD IS SENT TO HQMC FOR OMPF INPUT.

     C.  7 DAYS AFTER BLOCK 24 HAS BEEN SIGNED THE SYSTEM WILL AUTOMATICALLY PULL THE AWARD AND SEND IT TO HQMC FOR OMPF INPUT. IF     

          YOU DIDN’T PRINT THE CITATION BEFORE BEING SENT TO HQMC; GO TO THE AWARDS STATUS TO GET THE CITATION.

THINGS FOR AWARDING AUTHORITIES TO REMEMBER FOR AWARDS
   > TIME RESTRAINTS ON AWARDS – REFER TO SECNAVINST 1650.1 – APPENDIX A CHAP 2 

   > ONLY A TIME RESTRAINTS IF THE AWARD IS GOING TO PRESENTED IT MUST BE SUBMITTED TO THE AWARDING AUTHORITY IN A REASONABLE 

      AMOUNT OF TIME (MM-60 DAYS, LM- 90DAYS – THIS IS HEADQUARTERS MARINE CORPS POLICY OTHER COMMANDS MAY VARY) 

   > NO COMMANDER CAN STOP AN AWARD PROCESS, UNLESS IT IS STOPPING AT THAT AWARDING AUTHORITY – SECNAVINST 1650.1 – CHAP 2. PARA. 221.5 (PG 2-6)

 -EXAMPLE-
BN CO (NA AUTHORITY), FEELS A NC IS NOT THE RIGHT AWARD AND HE/SHE HAS NA AUTHORITY AND WANTS TO DECIDE TO GIVE A NA.  

  ONLY THING A LOWER LEVEL CO CAN DO IS PUT IN HIS/HER RECOMMENDATION IN THE VIA BLOCKS PROVIDED. –  (REF: SECNAVINST 1650.1 PG 2-6) 

  IT MUST GO TO THE AWARDING AUTHORITY FOR THE NC, IN THIS CASE THE CG.

BASIC AWARDING AUTHORITY STRUCTURE 
(HQMC Pers & IRR/MTU Marines – refer to Note below chart)

This is just for the basic chains of command, this could be different for those who full under tenant commands or a different chain from the usual.(depending on level of award)

For a reference to these awarding authorities or one is not listed, please refer to the SecNavInst 1650.1 or MCO 1650.19.
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SECRETARY OF THE NAVY Awards the following:

          - PRESIDENTIAL UNIT CITATION
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 - NAVY UNIT COMMENDATION
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 - DISTINGUISHED SERVICE MEDAL & BELOW
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 - COMBAT AWARDS (IE: NAVY CROSS/ SILVER STAR) (*UNLESS DELEGATED*) 

    * OP ENDURING FREEDOM/OP IRAQI FREEDOM CURRENTLY: BRONZE STAR AND BELOW DELEGATED TO CMC, MARCENT, & CG I MEF
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 - AWARDS FOR FOREIGN SERVICE MEMBERS

 - AWARDS FOR GENERAL OFFICERS

 - AWARDS FOR TERRORIST ACTIONS
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 - AIR MEDAL (STRIKE/FLIGHT & COMBAT) (**UNLESS DELEGATED**) * CURRENTLY DELEGATED TO CMC, MARCENT, I MEF, AND 3D MAW FOR OIF
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 - COMBAT ACTION RIBBON (*UNLESS DELEGATED*)

* OP ENDURING FREEDOM/OP IRAQI FREEDOM CURRENTLY: BRONZE STAR AND BELOW DELEGATED TO CMC (OEF – 5TH FLEET) (OIF – WARTIME SUBDELEGATION)
COMMANDANT OF THE MARINE CORPS Awards the following:
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 - MERITORIOUS UNIT COMMENDATION 

[image: image58.jpg]


 - LEGION OF MERIT (FOR TRANSFER & RETIREMENT) & BELOW
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 - DISTINGUISHED FLYING CROSS
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 - BRONZE STAR AND BELOW (OP ENDURING FREEDOM & OP IRAQI FREEDOM ONLY FOR CMC, MARCENT & I MEF MarAdmin 103/03 & 111945Z JUN/03)
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 - PURPLE HEART (*UNLESS DELEGATED*) *MARCENT & I MEF HAVE AUTHORITY FOR OP IRAQI FREEDOM Messages – MARCENT Authority, MARCENT Revised, & I MEF Authority
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 - NAVY AND MARINE CORPS MEDAL (EXCEPT FOR TERRORIST ACTIONS)

MARFORLANT/PAC/RES & MCCDC Awards the following:
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 - LEGION OF MERIT (RET ONLY) & BELOW  - MarAdmin 543/00 (LANT, PAC, & MCCDC Approval) MarAdmin 267/01 (RES Approval)  
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 - MERITORIOUS SERVICE MEDAL FOR MCB UNITS
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 - AIR MEDAL (STRIKE/FLIGHT & INDIVIDUAL ACTION ONLY FOR NON-COMBAT OR OSW/ONW) FOR MCB UNITS

MARINE EXPEDITIONARY FORCE I, II, III Awards the following:
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 - MERITORIOUS SERVICE MEDAL FOR FMF UNITS & BELOW – MarAdmin 285/00
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 - AIR MEDAL (STRIKE/FLIGHT & INDIVIDUAL ACTION ONLY FOR NON-COMBAT OR OSW/ONW) FOR FMF UNITS

DIVISION, FSSG, WING, MCB, T&E CMD, SYSCOM, COMCABWEST/EAST, EDCOM, TRNG COM 

 (1st FLAG OFFICER IN THE COC) Awards the following:
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 - NAVY AND MARINE CORPS COMMENDATION MEDALS & BELOW

BATTALION & SQUADRON COMMANDERS Awards the following:
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 - NAVY AND MARINE CORPS ACHIEVEMENT MEDAL (IMPACT AND END OF TOUR)  - MarAdmin 472/00 / MarAdmin 521/01 (Clarification for some Cmdrs)
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 - MILITARY OUTSTANDING VOLUNTEER SERVICE MEDAL 
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- CERTIFICATES OF COMMENDATION – ANY GENERAL OFFICER OR BATTALION/SQUADRON COMMANDER

- COMMANDANT OF THE MARINE CORPS CERTIFICATES OF COMMENDATION – COMMANDANT OF THE MARINE CORPS  

**NOTES IN REGARDS TO AWARDING AUTHORITY ROUTING PROCEDURES**
Ø HEADQUARTERS U.S. MARINE CORPS DEPARTMENTS / ACTIVITIES PERSONNEL - AWARDS

   All HQMC Departments and Activities will submit all Navy and Marine Corps Achievement Medals and above to the HQMC Awards Branch (MMMA) for processing.  Each award will go through the board process then to the     

   Assistant Commandant of the Marine Corps OR Commandant of the Marine Corps (Depending on the level of the award) for final decision, unless the award is for the Secretary of the Navy’s decision.  General Officers within these 

   Departments can only give out Certificate of Commendations.

    EXAMPLES:  M&RA, PP&O, P&R, AVIATION, MCOTEA, C4, INTEL, I&L, IGMC, HEALTH SERV, HD, AR DIV, SJA, PA, LEGISLATIVE ASST OF CMC, SAFETY DIV, etc…

    COMMANDS THAT NEED TO SEND NMCCM AND ABOVE TO MMMA – MARINE BARRACKS 8TH & I, MARINE SUPPORT BATTALION, FT MEADE

    COMMANDS THAT NEED TO SEND MSM AND ABOVE TO MMMA – MARINE CORPS RECRUITING COMMAND, LOGISTICS COMMAND & MARCORSYSCOM

    **MOVSM Recommendations – These award recommendations will go to the BN CO (HQBN Henderson Hall or HQSVCBN, MCB Quantico) vice coming to MMMA.

Ø ALL IRR/MTU MARINES

    Per guidance from the Marine Corps Reserve Support Command all IRR/MTU Marines will need to go through MCRSC for endorsement.  This goes for Marines that are TAD/TDY out to Joint Commands or other services also.

Ø AWARDS TO MARINES ASSIGNED TO A SISTER SERVICE OR JOINT COMMAND & MARINES THAT ARE TAD/TDY TO ANOTHER UNIT

   Refer to MarAdmin 248/01 and 144/03 for guidance in regards to these issues.

Ø AWARDS TO MARINES ASSIGNED TAD/TDY TO ANOTHER MARINE UNIT

    Award Recommendations need to be sent to the Marines Parent Command for consideration.  A Marine must be attached in order for him/her to receive an award from that command.

9.  SUBMITTING A COMBAT ACTION RIBBON OR HUMANITARIAN SERVICE VIA THE WEBSITE
     A.  CLICK ON SUBMIT A CAR/HSM IN THE SCREEN WITH THE RIBBONS (SAME AREA TO SUBMIT A PERSONAL AWARD RECOMMENDATION.

     B.  FOLLOW THE DIRECTIONS AS GUIDED ON THE MAIN PAGE.  THESE INSTRUCTIONS YOU KNOW ABOUT INSERTING THE EXCEL DOCUMENT OF THE LIST OF NAMES OR MARINE NOMINATED. 

          CLICK OK AND LOGIN.

     C. ONCE SCREEN BELOW SHOWS UP, INSERT THE SSN OF THE MOST SENIOR INDIVIDUAL OF THE LIST YOU ARE SUBMITTING.  CLICK OK. LOG INTO THE SYSTEM.
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10.  FIELDS ON 1650 THAT CAN BE CHANGED ONLY BY HQMC AWARDS (TROUBLESHOOTING)
        

        - CHANGE EMAIL ADDRESS IN POC OR PREPARER BLOCK AT TOP

        - CHANGE THE NAME OR SOCIAL SECURITY NUMBER

        - ORIGINAL RECOMMENDATION OF AWARD (BLOCK 8) ORIGINATOR (BLOCK 22) MUST CONTACT HQMC FOR CHANGE
        - ERASE/DELETE A SIGNATURE

        - RANK NEEDS UPDATED

        - AWARDING AUTHORITY NEEDS AUTHORIZATION

        - SIGNATURE ICON IS NOT APPEARING 

        - LINKS:  ONLY CALL HQMC IF NO OTHER INDIVIDUALS HAVE THIS LINK.  LINKS ARE GIVEN ONLY TO INDIVIDUALS THAT ARE IN THE PROCESS OF THAT AWARD.

        - POLICY QUESTIONS SHOULD GO THROUGH HEADQUARTERS FIRST, THEY WILL CONTACT HQMC IF NOT ABLE TO ANSWER.  THERE IS SOME LISTED IN SECTION 13.  

          PLEASE EXHAUST ALL LOCAL RESOURCES PRIOR TO CALLING HQMC.

       - NEED A PRINTOUT OF A 1650 THAT HAS BEEN CLOSED OUT AND IS COMPLETE IN ARCHIVES.

       - PASSWORD REQUESTS, USERNAMES GO THROUGH WEBSITE HELP UNDER REGISTRATION

FREQUENTLY ASKED QUESTIONS

Ø QUESTION:  MY COMMANDING OFFICER SIGNED AN AWARD AND SUBMITTED TO HQMC, I NEED TO GET THE CITATION?

   ANSWER:    GO TO THE STATUS PAGE AND PULL UP THE MARINE, THERE YOU CAN GET THE SOA AND CITATION.

Ø QUESTION:  I HAVE AN AWARD IN THE SYSTEM THAT IS ABOUT TO BE DELETED; I NEED FOR IT TO STAY IN THE SYSTEM

    ANSWER:    LOG INTO THE AWARD AND SUBMIT IT TO YOURSELF OR TO ANOTHER USER THIS WILL RESTART THE TIME

Ø QUESTION:  KEEP GETTING THE PAGE CANNOT BE DISPLAYED WHEN CLICKING ON THE LINK

       CAUSE:     THE AWARD MAYBE ONE OF THE FOLLOWING: (PLEASE CHECK THE STATUS PAGE BEFORE CONTACTING HQMC REGARDING THIS ISSUE)
                           (1) DELETED

                           (2) COMPLETE AND IN THE ARCHIVES OR AT HQMC FOR PROCESSING

Ø QUESTION:  WHEN SUBMITTING AN AWARD, I GET THE FORM PROCESSED ERROR?

        CAUSE:     HITTING ENTER VICE CLICKING ON THE OK

Ø QUESTION:  WHY IS THE SIGNATURE ICON MISSING FROM THE 1650, OR I SIGNED THE AWARD AND HIT SUBMIT AND GOT AN ERROR?

     ANSWER:    NEED TO CONTACT HQMC AWARDS BRANCH TO REMOVE THE LAST USERS SIGNATURE ON THE 1650.

         CAUSE:     PREVIOUS USER IS HITTING THE SUBMIT LINK MORE THEN ONCE AFTER THEY CLICK THE SIGNATURE ICON.

Ø QUESTION:  THE USER I SENT THE LINK TO NEVER RECEIVED THE LINK?

        ANSWER   (1): LOG INTO THE LINK AND TRY TO RESEND, VERIFYING THE EMAIL ADDRESS TO THE OUTLOOK EMAIL SYSTEM.

                            (2): THE LINK FORWARDED TO YOUR EMAIL FROM THE AWARDS SYSTEM, FORWARD THAT EMAIL THROUGH OUTLOOK TO THE NEXT USER.

             CAUSE:        THE SYSTEM SERVER THAT HANDLES THE EMAIL MAYBE ENCOUNTERING DIFFICULTIES, OR THE EMAIL ADDRESS IS INCORRECT.

Ø QUESTION:  I NEVER RECEIVED A LINK TO THE AWARD I PREPARED?

       ANSWER:   CONTACT THE COMMAND POC OR FWD/CC USERS TO GET THE LINK BACK.  IF THEY DON’T HAVE IT CONTACT HQMC.

          CAUSE:     THE EMAIL ADDRESS IN THE COMMAND POC BLOCK IS WHO RECEIVED THE AWARD LINK, OR THE EMAIL ADDRESS WAS TYPED INCORRECTLY.

Ø QUESTION: AFTER SUBMITTING THE AWARD I RECEIVED AN ERROR STATING MY PERSON DOCUMENT COULD NOT BE FOUND IN THE M&RA DATABASE?

      ANSWER:    CONTACT HQMC TO HAVE YOUR PROFILE UPDATED TO USE THE AWARDS WEBSITE

         CAUSE:     USER USES ANOTHER DATABASE UNDER M&RA, USUALLY TFRS OR MCMEDS, USUALLY SEEN IN MFR USERS

Ø QUESTION:  I KEEP GETTING THE ERROR MESSAGE NO ROWS RETURNED?

    ANSWER:    THE AWARD WILL NEED TO BE RESUBMITTED IF IN PREPARING STAGE, IF SUBMITTED INTO THE SYSTEM HQMC MAY BE ABLE TO FIX THE AWARD.

      CAUSE:     THE RECOMMENDATION IS NOT FOR A MARINE AND THE AUTO POPULATE WAS CLICKED.

Ø QUESTION:  I KEEP GETTING A MESSAGE SAYING THE CITATION IS TOO LONG, I CHOPPED IT DOWN SEVERAL TIMES.

    ANSWER:    USE MICROSOFT WORD AND GO TO TOOLS/WORD COUNT.  YOUR LOOKING FOR THE CHARACTERS WITH SPACES IT NEEDS TO BE BELOW 1250. FOR UNIT AWARDS IT IS ABOUT 7.5 PGS

Ø QUESTION:  I REGISTERED WITH THE SYSTEM AND STILL HAVEN’T RECEIVED A CONFIRMATION FOR MY USERNAME AND PASSWORD?

    ANSWER:    PUT IN A FORGOTTEN PASSWORD REQUEST

      CAUSE:     THE EMAIL ADDRESS THAT WAS GIVEN IS INCORRECT OR THERE IS A SERVER PROBLEM WITHIN THE MAIL SERVER

Ø QUESTION:  I SUBMITTED A UNIT AWARD AND CANNOT ADD ANYTHING TO THE ENDORSEMENT PARAGRAPH (S), ADDITIONAL PERSONNEL, OR OTHER UNITS ATTACHED?

    ANSWER:    CONTACT HQMC TO HAVE THOSE INDIVIDUALS OR UNITS ADDED OR ANY OTHER CHANGE TO THE NO EDITABLE BLOCKS

      CAUSE:     SO NO ONE CAN ACCESS THE LINK AND ADD IN WHOMEVER THEY WANT OR ALTER THE RECOMMENDATION PARAGRAPH (S).

Ø QUESTION:  I CANNOT SEE THE LINK UNDER THE 1650 TO SUBMIT DIRECTLY TO HQMC AWARDS?

     ANSWER:    LOG INTO THE AWARD AND FORWARD TO YOURSELF OR ANOTHER USER.  THIS WILL CAUSE IT TO APPEAR.

       CAUSE:     SOME CASES THE AWARD WAS SENT DIRECTLY FROM A PREPARER TO THE APPROVER or THE AWARD WAS NEVER SUBMITTED ONLY SAVED AND FORWARDED

Ø QUESTION: I CLICK SUBMIT OR SAVE AND GET THE FOLLOWING ERROR:  “SERVER ERROR, NOTES OR SERVER NOT RESPONDING”

      ANSWER:   THE AWARD WILL TAKE THE CHANGES IT WILL JUST NOT SEND TO THE NEXT USER OR SEND THE USER SUBMITTING THE AWARD A LINK TO IT.   

                           WHAT TO DO: IF YOU HAVE A LINK IN YOUR EMAIL JUST FORWARD THAT TO THE NEXT REVIEWER IN THE CHAIN, IF IT CAN WAIT, THEN HOLD OFF TILL THE MAIL SERVER GOES BACK 

                           ONLINE.  FOR THOSE SUBMITTING FROM SCRATCH, CONTACT HQMC TO GET A LINK SENT.

         CAUSE:   THE SERVER THAT CONTROLS SENDING AND RECEIVING THE LINKS TO THE AWARDS IS DOWN.

Ø QUESTION: WHEN I CLICK THE PRINTER FRIENDLY VERSION THE NAME DOESN’T APPEAR?

      ANSWER:  NEED TO CALL HQMC AWARDS BRANCH TO HAVE THEM REFRESH THE AWARD SO THE NAME WILL APPEAR.

          CAUSE:  WHEN THE AWARD WAS STARTED THE NAME WAS TYPED IN VICE AUTO-POPULATED IN.  THIS WILL BECOME A PROBLEM FOR OTHER SERVICE PERSONNEL, PLEASE CONTACT HQMC SO THE     

                           AWARD CAN BE REFRESHED, SO IT WILL APPEAR.

Ø QUESTION:  I RECEIVED AN EMAIL FORWARDED TO ME WITH THE LINK AND I CAN’T ACCESS THE LINK? 

          CAUSE:  USUALLY IF THE EMAIL HAS BEEN FORWARDED SEVERAL TIMES OR GOING TO AN EMAIL ADDRESS OUTSIDE THE NORMAL .MIL DOMAIN IT WILL CAUSE THE LINK TO BREAK.  SEE INSTRUCTIONS 

                           BELOW TO SEE HOW TO FIX:


BROKEN LINK:

 


Click this link to access the award recommendation:

<https://kuwait.manpower.usmc.mil/manpower/mm/mmma/awards.nsf/WEB/KUWT-5M5TF

Z?EditDocument&login>

- FIRST MAKE THE EMAIL EDITABLE, TO DO HIT REPLY OR FWD TO THE EMAIL NOW TO CORRECT THE LINK HIT BACKSPACE AND IT WILL CAUSE THE WHOLE LINK TO HIGHLIGHT               

   BLUE, THIS ACTION WILL CORRECT THE LINK.


CORRECT OR GOOD LINK:





<https://kuwait.manpower.usmc.mil/manpower/mm/mmma/awards.nsf/WEB/KUWT-5M5TFZ?EditDocument&login>
11. ARCHIVE AWARDS, THINGS TO KNOW    

Ø   ONCE ARCHIVED, NO AWARD LINKS CAN BE ACCESSED.

Ø   THIS MEANS THE 1650 IS NOT AVAILABLE FOR YOUR FILES.

Ø   ONCE IN ARCHIVES IF AN ERROR OR AWARD NEEDS TO BE CHANGED ONLY HQMC CAN DO THIS CHANGE.  IF THIS IS THE CASE AN EMAIL WILL NEED TO BE SENT TO: AWARDS@MANPOWER.USMC.MIL 
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12. AWARDS STATUS (HOW TO USE) 

      A. REASONS YOU MAY NEED TO USE THE AWARDS STATUS:
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            (1) CHECK STATUS OF AWARDS

            (2) SEE WHAT AWARDS IN PROCESS FOR YOUR UNIT

            (3) OBTAIN A SAMPLE CITATION OR SUMMARY OF ACTION TO WRITE AN AWARD
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            (4) AWARD SENT TO HQMC AND NEED THE CITATION TO PUT ON FINAL CERTIFICATE.

       B. SEARCHING CURRENT AWARDS

             (1) LAST NAME SEARCH (SEARCHES FOR A SPECIFIC SERVICE MEMBER:

                    (A) TYPE IN AS FOLLOWS: MARINE, MICHAEL E, THIS WILL PULL UP THE BEST RESULTS

             (2) FULL TEXT SEARCH (SEARCHES FOR ANYTHING UNDER THE RECOMMENDATION):

                    (A) TYPE IN ANYTHING YOUR LOOKING FOR AND ALL AWARDS WILL PULL UP WITH THIS

                    (B) GOOD TOOL TO LOOK FOR ALL AWARDS THAT WERE SUBMITTED UNDER YOUR UNIT 

EX:  TYPE IN MCB LEJEUNE THIS WILL PULL UP ALL AWARDS UNDER MCB LEJEUNE, YOU CAN 

                          ALSO TYPE THE MCC/RUC TO SEARCH FOR THESE YOUR UNIT WILL NEED TO HAVE ALL 

                          AWARDS SUBMITTED WITH SOME KIND OF UNIFORMITY

              (3) UNIT NAME SEARCH (SEARCHES FOR A UNIT AWARD)

                     (A) TYPE IN ABBREVIATION OR SPELL OUT

    C. SEARCHING ARCHIVES 

         (1) LAST NAME SEARCH (SEARCHES FOR A SPECIFIC SERVICE MEMBER:

               (A) TYPE IN AS FOLLOWS: MARINE, MICHAEL E, THIS WILL PULL UP THE BEST RESULTS

    D. SEARCHING UNIT AWARDS

          (1) JUST CLICK ON THE UNIT YOU WISH TO SEE THE STATUS OR TO SEE THE CITATION AND 

                WHO IS ENTITLED TO WEAR

 STATUS CODES:

NEW:                                   AWARD IS STILL GOING THROUGH THE CHAIN OF COMMAND FOR APPROVAL, AND HAS NOT BEEN SENT TO HQMC AWARDS FOR OMPF INPUT, THIS DOES NOT MEAN THE AWARD 

                                             HAS JUST BEEN STARTED

COMPLETED:                   THE AWARD IS IN THE ARCHIVES AND WILL ONLY SHOW COMPLETED IF YOU ARE VIEWING IT IN THE ARCHIVES

NEW MAIL RECEIVED:  THE AWARD HAS JUST ARRIVED AT HQMC

DISAPPROVED:
             THE AWARD HAS BEEN DISAPPROVED BY THE APPROVING AUTHORITY (NOTE: DISAPPROVED AWARDS ARE NOT SENT TO THE OMPF OR RAN ON DIARY, THEY ARE 

                                             STORED FOR HISTORICAL PURPOSES)

 THE FOLLOWING CODES ONLY APPLY FOR HEADQUARTERS MARINE CORPS AWARDS THAT REQUIRE CMC OR SECNAV ACTION

STAFF:                    AT HQMC AWARDS AWAITING A BOARD FOR PROCESS

BOARD 1-2E:         THE AWARD IS ON A BOARD AT HQMC FOR PROCESSING

CMC 1-4:                 THE AWARD IS AT CMC FOR FINAL DECISION OR RECOMMENDATION IF LEVEL OF AWARD NEEDS TO GO TO SECNAV

SECNAV:                THE AWARD IS AT SECNAV FOR FINAL DECISION

MMMA 2-2B:        THE AWARD IS WITH OUR WRITERS AND BEING PUT ON FINAL CITATION AND FOR BEING PREPARED FOR MAIL OUT 

MMMA 2C:            CAR/HSM IS WITH THE UNIT AND SERVICE AWARDS SECTION FOR PREPARATION FOR BOARD OR TO CLOSE OUT AWARD FOR CAR/HSM DATABASE
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13.  OTHER GOOD SOURCES OF INFORMATION ON WEBSITE
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       A.  REFERENCES:

              (1) DOD 1348.33 – MANUAL OF MILITARY DECORATIONS & AWARDS

              (2) SECNAVINST 1650.1 – NAVY AND MARINE CORPS AWARDS MANUAL

              (3) MCO 1650.19 – ADMINISTRATIVE AND ISSUE PROCEDURES FOR DECORATIONS, MEDALS, AND AWARDS

              (4) NAVMC 2922 –UNIT AWARDS MANUAL (ONLY FOR PUC, NUC, MUC, JMUA) NO SERVICE AWDS

              (5) MARADMINS/ALMARS – ALL NAVAL MESSAGES RELEASED FROM THE AWARDS BRANCH BACK TO 1995

              (6) AWARD CRITERIA – CRITERIA FOR AWARDS AND SAMPLE CITATION

              (7) REPLACEMENT MEDALS – ADDRESS AND POC OF WHERE TO WRITE IF WANTING A REPLACEMENT OF MEDALS AND AWARDS

              (8) APS AWARDS BRIEFS – BRIEFS USED WHEN SHOWING AWARDS SYSTEM TO COMMANDS

              (9) OTHER AWARDS PROGRAMS – PROGRAMS FOR AWARDS NAMED AFTER FORMER MARINES & OF THE YEAR AWARDS

              (10) OPS 1990 – PRESENT – ALL AWARDS GIVEN OUT TO CURRENT OPS (located under REFERENCES)

       B.  OTHER RELATED SITES – LINKS TO OTHER WEBSITES THAT HAVE SOME RELATION TO AWARDS OR OUR WEBSITE.

       C.  MMMA POINTS OF CONTACT – SHOWS THE AWARDS BRANCH SECTIONS AND THE HEAD OF THOSE SECTIONS WITH POC INFORMATION TO GET IN TOUCH.

       D.  HELP – THIS IS BEING UPDATED AS WE GO ALONG.  THE BRIEF ATTACHED IS WHAT WAS GIVEN OUT TO COMMANDS TO ASSIST THEM IN GETTING THE SYSTEM INITIATED. 

       E.  CIVILIAN AWARDS – POC FOR THESE AWARDS

14. POLICY THINGS TO KNOW:

      A.  NO AWARD CAN BE STOPPED OR DISAPPROVED EXCEPT FOR THE AWARDING AUTHORITY CAN DO THIS.  REF:  SECNAVINST 1650.1

      B.  ONLY A COMMISSIONED OFFICER CAN SIGN IN THE 1650 BLOCKS OF AN AWARD RECOMMENDATION.  REF:  SECNAVINST 1650.1 

      C.  ONLY THE ORIGINATOR CAN HAVE AN AWARD DELETED OR AWARD RECOMMENDATION CHANGED.

      D.  ONLY COMMANDERS AND COS/XO (IF ACTING “FOR”) CAN SIGN IN BLOCK 24 OF AN AWARD.

      E.  ALL AWARDS MUST HAVE A SUMMARY OF ACTION, EVEN FOR A NAVY ACHIEVEMENT MEDAL IMPACT OR END OF TOUR WILL REQUIRE A SOA.  REF:  MCO 1650.19,SECNAVINST 1650.1 & MARADMIN 472/00.

     F.  AWARDS CANNOT MENTION ANY OTHER AWARDS THAT THEY MAY HAVE RECEIVED DURING THAT END OF TOUR AWARD. – REF: SECNAVINST 1650.1

     G.  THE AWARDING AUTHORITY COMMAND ISSUES THE AWARD, IF THAT AWARD IS NOT PRESENTED TO THE MARINE OR SOMEHOW GETS LOST OR HE/SHE WAS NOT PRESENTED WITH THE AWARD IT IS THAT COMMANDS RESPONSIBILITY TO REISSUE THE AWARD WITH APPROPRIATE CITATION?  REF: SECNAVINST 1650.1 & MCO 1650.19 - ALSO STATES ABOUT UNDELIVERABLE.

     H.  PERSONAL AWARD RECOMMENDATION FOR FOREIGN SERVICE MEMBERS (THAT ARE ASSIGNED TO A MARINE CORPS UNIT) – SECNAV HOLDS APPROVAL AUTHORITY FOR THESE AWARDS.  REF: SECNAVINST 1650.1

      I.  PERSONAL AWARD RECOMMENDATION FOR ANOTHER SERVICE MEMBER FROM OTHER THEN NAVY & MARINE CORPS.  REFER TO MARADMIN 248/01.

     J.  RECOGNIZE A MARINE THAT IS TAD OR ASSISTING A COMMAND AND COMMANDER WISHES TO SEE THE MARINE (S) RECOGNIZED WITH AN AWARD.  AWARD RECOMMENDATION SUBMITTED THROUGH HIS/HER CHAIN OF COMMAND TO THE COMMANDING OFFICER THAT RECOMMENDATION GOES TO THE MARINE COMMANDING OFFICER FOR CONSIDERATION.  REF: SECNAVINST 1650.1

K.  MILITARY OUTSTANDING VOLUNTEER SERVICE MEDAL – NO CITATION REQUIRED, JUST A SUMMARY OF ACTION REF: MARADMIN 461/00

    L.  LIEUTENANT COLONEL’S AND ABOVE ARE NOT ELIGIBLE FOR THE NAVY AND MARINE CORPS ACHIEVEMENT MEDAL.  REF:  SECNAVINST 1650.1              

 

QUESTIONS AND CONCERNS PLEASE CHECK OUT THE REFERENCES LOCATED UNDER THE REFERENCES LINK ON THE MAIN WEBSITE.
 

RECOMMENDED FOR USERS/UNITS USING THE SYSTEM
 

 *EMAIL ADDRESS BE VERIFIED FROM OUTLOOK GLOBAL ADDRESS BOOK*

*UNITS SHOULD CREATE A ORGANIZATIONAL OR SECTIONAL MAILBOX (OMB, SMB). REASON FOR THIS IS IN THE 

CASE A USER HAS DEPARTED OR NOT IN OFFICE, IT WILL ALSO CONSOLIDATE ALL THE LINKS INTO ONE MAILBOX.* 

*CONTACT THE USER SENDING TO, TO VERIFY RECEIPT*                     

(PLEASE GIVE A 10-15 MIN WAIT)
 

*CHECK AWARDS REGULARLY MAKING SURE THEY ARE STILL IN PROCESS*

 
UNITS SHOULD KEEP A LOG OF ALL AWARDS THAT HAVE BEEN INITIATED WITHIN THEIR UNIT (**See Note)*

**THE FOLLOWING HAS BEEN CREATED FOR UNITS TO USE TO KEEP TRACK OF THEIR AWARDS – IF THEY WOULD LIKE TO USE, CLICK ON THE ATTACHMENT BELOW:

(OPEN THE ATTACHED ZIP FILE, ONCE THE FILE IS EXTRACTED, CLICK ON DISABLE MACROS, THEN SAVE TO YOUR COMPUTER)
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- MAKE SURE THIS DATABASE HAS 

THE MACROS DISABLED WHEN 

USING OR THE DATABASE LINKS 
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- USERS CAN ALSO INPUT UNDER 

THE LINK TO AWARD SECTION, 

ONCE 

AN AWARD IS COMPLETE 

THEY 

CAN USE THE LINK OPTION TO LINK 

TO THE AWARDS STATUS PART 

WITH THE SOA AND CITATION THIS 

WAY IT GOES DIRECTLY TO IT 

WITHOUT THE MESS OF GOING 

THROUGH THE WEBSITE SEARCH.                                                     



- OTHER SHEET AT BOTTOM WILL 

HAVE ALL THE 

CODES FOR THE 

AWARDS

 ALONG WITH A LINK TO 

THE 

CRITERIA.



- IN THE CASE THE WEBSITE 

ADDRESS CHANGES TO CHANGE 

THE COMMAND BUTTONS 

LOCATED AT THE TOP JUST RIGHT 

CLICK THE BUTTON AND CLICK THE 

HYPERLINK BUTTON LOCATED ON 

THE TOOLBAR AND INPU THE NEW 

WEB ADDRESS URL.


*UNITS THAT HAVE A UNIT MAILBOX, EMAIL IT TO THE SMB AWARDS BOX SO IT CAN BE ADDED TO A DISTRIBUTION LIST. 

THIS LIST WILL ALLOW HQMC AWARDS TO NOTIFY USERS OF WHEN THE SERVER WILL BE DOWN 

AND WHEN IT IS BACK ONLINE*
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Enter SSN of individual 


getting put in for the award





Submit a unit award





Submit a 


Personal Award





SUBMITTING A PERSONAL AWARD RECOMMENDATION





Only filled in by Commanding 


Generals, Chief of Staff, Commanders,


& Executive Officers,


All other users must leave as NO





All fields must be filled in.


If you have a common last name 


and first then use initials for 


First and Middle.





New User/Unit 


Registration





Update and 


Forgot Info





Submit a HSM





Submit a CAR





REGISTRATION





STEPS FOR USER FROM BEGINNING TILL END OF PROCESS











Headquarters, U. S. Marine Corps� Awards Processing System





POINT OF CONTACT FOR THIS INSTRUCTION IS: 





HJORTEN, M.E. SERGEANT, MMMA, HQMC USMC                               


�HYPERLINK "mailto:HJORTENME@MANPOWER.USMC.MIL" \o "Email Sgt Hjorten, APS Administrator"��HJORTENME@MANPOWER.USMC.MIL�





ROBERTS, J.K. CAPT, MMMA, HQMC


� HYPERLINK "mailto:ROBERTSJK@MANPOWER.USMC.MIL" ��ROBERTSJK@MANPOWER.USMC.MIL�





AWARDS SMB MAILBOX


�HYPERLINK "mailto:AWARDS@MANPOWER.USMC.MIL" \o "HQMC Awards Sectional Mailbox"��AWARDS@MANPOWER.USMC.MIL�





PHONE COMM: 703-784-9342/43 DSN PREFIX: 278 FAX: 9866





LAST UPDATED:


12 JULY 2004





Click here once SSN typed in





After you click submit/save you will see this saying you have successfully done the award.





If you see your name cannot be found in the MRA Address book and you use MCMEDS or another MRA database you will need to contact MMMA to have us update to your account to use the Awards Branch System


Usually only for MFR users, does this apply.





Save





Submit





Email addresses of whom you are sending to





SUBMITTING A UNIT AWARD RECOMMENDATION





Click link to access award





Log On box pops up once link is clicked on





Read On about how to use and submit the CAR for your service members.  Remember the CAR & HSM are personal awards not a unit awards.   Thus the reason for a by-name listing.





Here is where you will 


insert your attachment 


of the list of service members
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WWII V
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EUR-AFR-MIDEAST SERVICE
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USMC


EXPEDITIONARY








SELECTED MARCOR RESERVE 





GOOD CONDUCT
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MERIT UNIT CITATION





NAVY UNIT CITATION





JOINT MERIT UNIT AWARD





PRESIDENTIAL UNIT CITATION





COMBAT ACTION RIBBON
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_1106024483.xls
AWARDS_STATUS

																						DATABASE     NOTES

		LAST NAME		FIRST NAME		M.I.		RANK		SSN		AWD REC		STATUS/REMARKS		AWD APP		LINK TO AWARD		LAST UPDATED

		EXAMPLE		MARINE		E		SGT		123456789		NC		COMPLETE		NC				COMPLETE



HOW TO INPUT THE LINK:
COPY AND PASTE THE LINK FROM THE SYSTEM GENERATED EMAIL FROM THE AWARDS SYSTEM        
  OR           
INPUT A COMMAND BUTTON AND CLICK ON HYPERLINK AND MAKE THE BUTTON A LINK TO THE AWARD. 

   TO GET TO THE BUTTON OPTION GO TO VIEW/TOOLBARS/CONTROL TOOLBOX.  ONCE YOU INPUT THE BUTTON INTO THE SPACE, THEN CLICK ON HYPERLINK (GLOBE WITH FIGURE 8 AT TOP) AND ADD THE LINK TO THE BUTTON.

HOW TO INPUT THE LINK:
COPY AND PASTE THE LINK FROM THE SYSTEM GENERATED EMAIL FROM THE AWARDS SYSTEM        
  OR           
INPUT A COMMAND BUTTON AND CLICK ON HYPERLINK AND MAKE THE BUTTON A LINK TO THE AWARD. 

   TO GET TO THE BUTTON OPTION GO TO VIEW/TOOLBARS/CONTROL TOOLBOX.  ONCE YOU INPUT THE BUTTON INTO THE SPACE, THEN CLICK ON HYPERLINK (GLOBE WITH FIGURE 8 AT TOP) AND ADD THE LINK TO THE BUTTON.

IF LAST UPDATED BY - MIT_ADMIN:
THE AWD IS ABOUT TO BE DELETED AND HAS 10 DAYS LEFT FROM THE EMAIL THAT WAS SENT OUT.

IF THE AWD IS STILL NEEDED THEN LOG INTO THE AWARD AND EITHER SUBMIT THE AWARD TO YOURSELF OR ANOTHER USER. THIS WILL GRANT A 30 DAY EXT TO THE AWARD.

IF LAST UPDATED BY - MIT_ADMIN:
THE AWD IS ABOUT TO BE DELETED AND HAS 10 DAYS LEFT FROM THE EMAIL THAT WAS SENT OUT.

IF THE AWD IS STILL NEEDED THEN LOG INTO THE AWARD AND EITHER SUBMIT THE AWARD TO YOURSELF OR ANOTHER USER. THIS WILL GRANT A 30 DAY EXT TO THE AWARD.

- MAKE SURE THIS DATABASE HAS THE MACROS DISABLED WHEN USING OR THE DATABASE LINKS WILL NOT WORK

- USERS CAN ALSO INPUT UNDER THE LINK TO AWARD SECTION, ONCE AN AWARD IS COMPLETE THEY CAN USE THE LINK OPTION TO LINK TO THE AWARDS STATUS PART WITH THE SOA AND CITATION THIS WAY IT GOES DIRECTLY TO IT WITHOUT THE MESS OF GOING THROUGH THE WEBSITE SEARCH.                                                     

- OTHER SHEET AT BOTTOM WILL HAVE ALL THE CODES FOR THE AWARDS ALONG WITH A LINK TO THE CRITERIA.

- IN THE CASE THE WEBSITE ADDRESS CHANGES TO CHANGE THE COMMAND BUTTONS LOCATED AT THE TOP JUST RIGHT CLICK THE BUTTON AND CLICK THE HYPERLINK BUTTON LOCATED ON THE TOOLBAR AND INPU THE NEW WEB ADDRESS URL.

CODE DESCRIPTIONS:

NEW:  AWARD IS STILL GOING THROUGH THE CHAIN OF 
    COMMAND FOR APPROVAL, AND HAS NOT BEEN SENT TO 
    HQMC AWARDS FOR OMPF INPUT OR THE AWARD HAS BEEN 
    JUST STARTED INTO THE SYSTEM

COMPLETED:   THE AWARD IS IN THE ARCHIVES AND WILL ONLY 
    SHOW COMPLETED IF YOU ARE VIEWING IT IN THE ARCHIVES
    NEW MAIL RECEIVED:  THE AWARD HAS JUST ARRIVED AT 
    HQMC

THE FOLLOWING CODES ONLY APPLY FOR HEADQUARTERS MARINE CORPS AWARDS THAT REQUIRE CMC OR SECNAV ACTION

STAFF:  THE AWD IS AWAITING THE NEXT SENIOR BOARD 
    (LM, ETC...)
STAFF 2:  THE AWD IS AWAITING THE NEXT ELECTRONIC BOARD
    (MM, NC, NA, ETC...)
BOARDS 1-1A:  THE AWD IS ON THE SENIOR BOARD FOR 
    REVIEW
BOARDS 2A-2E:   THE AWARD IS ON AN ELECTRONIC BOARD AT 
    HQMC FOR PROCESSING
CMC 1-4:  THE AWARD IS AT CMC FOR FINAL DECISION OR 
    RECOMMENDATION IF LEVEL OF AWARD NEEDS TO GO TO 
    SECNAV
SECNAV:   THE AWARD IS AT SECNAV FOR FINAL DECISION
MMMA 2-2B:   THE AWARD IS WITH OUR WRITERS AND BEING 
    PUT ON FINAL CITATION AND FOR BEING PREPARED FOR MAIL 
    OUT 
MMMA 2C:  CAR/HSM IS WITH THE UNIT AND SERVICE AWARDS 
    SECTION FOR RECOMMENDATION

CODE DESCRIPTIONS:

NEW:  AWARD IS STILL GOING THROUGH THE CHAIN OF 
    COMMAND FOR APPROVAL, AND HAS NOT BEEN SENT TO 
    HQMC AWARDS FOR OMPF INPUT OR THE AWARD HAS BEEN 
    JUST STARTED INTO THE SYSTEM

COMPLETED:   THE AWARD IS IN THE ARCHIVES AND WILL ONLY 
    SHOW COMPLETED IF YOU ARE VIEWING IT IN THE ARCHIVES
    NEW MAIL RECEIVED:  THE AWARD HAS JUST ARRIVED AT 
    HQMC

THE FOLLOWING CODES ONLY APPLY FOR HEADQUARTERS MARINE CORPS AWARDS THAT REQUIRE CMC OR SECNAV ACTION

STAFF:  THE AWD IS AWAITING THE NEXT SENIOR BOARD 
    (LM, ETC...)
STAFF 2:  THE AWD IS AWAITING THE NEXT ELECTRONIC BOARD
    (MM, NC, NA, ETC...)
BOARDS 1-1A:  THE AWD IS ON THE SENIOR BOARD FOR 
    REVIEW
BOARDS 2A-2E:   THE AWARD IS ON AN ELECTRONIC BOARD AT 
    HQMC FOR PROCESSING
CMC 1-4:  THE AWARD IS AT CMC FOR FINAL DECISION OR 
    RECOMMENDATION IF LEVEL OF AWARD NEEDS TO GO TO 
    SECNAV
SECNAV:   THE AWARD IS AT SECNAV FOR FINAL DECISION
MMMA 2-2B:   THE AWARD IS WITH OUR WRITERS AND BEING 
    PUT ON FINAL CITATION AND FOR BEING PREPARED FOR MAIL 
    OUT 
MMMA 2C:  CAR/HSM IS WITH THE UNIT AND SERVICE AWARDS 
    SECTION FOR RECOMMENDATION



AWARDS_CODES

		CODE				AWARD ABBREVIATIONS				Rank

		MH				MEDAL OF HONOR				Pvt

		NX				NAVY CROSS				PFC

		DM				NAVY DISTINGUISHED SERVICE MEDAL				LCpl

		SS				SILVER STAR				Cpl

		LV				LEGION OF MERIT W/ COMBAT V				Sgt

		LM				LEGION OF MERIT				SSgt

		DV				DISTINGUISHED FLYING CROSS W/ COMBAT V				GySgt

		DX				DISTINGUISHED FLYING CROSS				MSgt

		NM				NAVY AND MARINE CORPS MEDAL				MGySgt

		BV				BRONZE STAR W/ COMBAT V				1stSgt

		BS				BRONZE STAR				SgtMaj

		MM				MERITORIOUS SERVICE MEDAL				WO

		AH				AIR MEDAL W/ COMBAT V				CWO2

		AS				AIR MEDAL - STRIKE/FLIGHT				CWO3

		AF				AIR MEDAL - INDIVIDUAL ACTION				CWO4

		CV				NAVY AND MARINE CORPS COMMENDATION MEDAL W/ COMBAT V				CWO5

		NC				NAVY AND MARINE CORPS COMMENDATION MEDAL				2ndLt

		NV				NAVY AND MARINE CORPS ACHIEVEMENT MEDAL W/ COMBAT V				1stLt

		NA				NAVY AND MARINE CORPS ACHIEVEMENT MEDAL				Capt

		OV				MILITARY OUTSTANDING VOLUNTEER SERVICE MEDAL				Maj

		CF				CERTIFICATE OF COMMENDATION				LtCol

		ZZ				NO AWARD				Col

		ZZ/LOC				NO AWARD - LETTER OF CONTINUITY (HOLD AWARD OFF TILL EOT)				BGen

										MajGen

										LtGen

										Gen

										SR

										SA

										SN

										PO3

										PO2

										PO1

										CPO

										SCPO

										MCPO

										ENS

										LTJG

										LT (USN)

										LCDR

										CDR

										CAPT (USN)



CERTIFICATE OF COMMENDATION

MILITARY OUTSTANDING VOLUNTEER SERVICE MEDAL

NAVY AND MARINE CORPS ACHIEVEMENT MEDAL

NAVY AND MARINE CORPS COMMENDATION MEDAL

AIR MEDAL - STRIKE/FLIGHT

AIR MEDAL W/ COMBAT V

AIR MEDAL - INDIVIDUAL ACTION

MERITORIOUS SERVICE MEDAL

NAVY AND MARINE CORPS ACHIEVEMENT MEDAL W/ COMBAT V

NAVY AND MARINE CORPS COMMENDATION MEDAL W/ COMBAT V

BRONZE STAR

BRONZE STAR W/ COMBAT V

NAVY AND MARINE CORPS MEDAL

DISTINGUISHED FLYING CROSS

DISTINGUISHED FLYING CROSS W/ COMBAT V

LEGION OF MERIT

LEGION OF MERIT W/ COMBAT V

SILVER STAR

NAVY DISTINGUISHED SERVICE MEDAL

NAVY CROSS

MEDAL OF HONOR
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AWD STATUS.xls

AWARDS_STATUS


																																	DATABASE     NOTES


			LAST NAME			FIRST NAME			M.I.			RANK			SSN			AWD REC			STATUS/REMARKS			AWD APP			LINK TO AWARD			LAST UPDATED


			EXAMPLE			MARINE			E			SGT			123456789			NC			COMPLETE			NC						COMPLETE





HOW TO INPUT THE LINK:
COPY AND PASTE THE LINK FROM THE SYSTEM GENERATED EMAIL FROM THE AWARDS SYSTEM        
  OR           
INPUT A COMMAND BUTTON AND CLICK ON HYPERLINK AND MAKE THE BUTTON A LINK TO THE AWARD. 

   TO GET TO THE BUTTON OPTION GO TO VIEW/TOOLBARS/CONTROL TOOLBOX.  ONCE YOU INPUT THE BUTTON INTO THE SPACE, THEN CLICK ON HYPERLINK (GLOBE WITH FIGURE 8 AT TOP) AND ADD THE LINK TO THE BUTTON.


HOW TO INPUT THE LINK:
COPY AND PASTE THE LINK FROM THE SYSTEM GENERATED EMAIL FROM THE AWARDS SYSTEM        
  OR           
INPUT A COMMAND BUTTON AND CLICK ON HYPERLINK AND MAKE THE BUTTON A LINK TO THE AWARD. 

   TO GET TO THE BUTTON OPTION GO TO VIEW/TOOLBARS/CONTROL TOOLBOX.  ONCE YOU INPUT THE BUTTON INTO THE SPACE, THEN CLICK ON HYPERLINK (GLOBE WITH FIGURE 8 AT TOP) AND ADD THE LINK TO THE BUTTON.


IF LAST UPDATED BY - MIT_ADMIN:
THE AWD IS ABOUT TO BE DELETED AND HAS 10 DAYS LEFT FROM THE EMAIL THAT WAS SENT OUT.

IF THE AWD IS STILL NEEDED THEN LOG INTO THE AWARD AND EITHER SUBMIT THE AWARD TO YOURSELF OR ANOTHER USER. THIS WILL GRANT A 30 DAY EXT TO THE AWARD.


IF LAST UPDATED BY - MIT_ADMIN:
THE AWD IS ABOUT TO BE DELETED AND HAS 10 DAYS LEFT FROM THE EMAIL THAT WAS SENT OUT.

IF THE AWD IS STILL NEEDED THEN LOG INTO THE AWARD AND EITHER SUBMIT THE AWARD TO YOURSELF OR ANOTHER USER. THIS WILL GRANT A 30 DAY EXT TO THE AWARD.


- MAKE SURE THIS DATABASE HAS THE MACROS DISABLED WHEN USING OR THE DATABASE LINKS WILL NOT WORK

- USERS CAN ALSO INPUT UNDER THE LINK TO AWARD SECTION, ONCE AN AWARD IS COMPLETE THEY CAN USE THE LINK OPTION TO LINK TO THE AWARDS STATUS PART WITH THE SOA AND CITATION THIS WAY IT GOES DIRECTLY TO IT WITHOUT THE MESS OF GOING THROUGH THE WEBSITE SEARCH.                                                     

- OTHER SHEET AT BOTTOM WILL HAVE ALL THE CODES FOR THE AWARDS ALONG WITH A LINK TO THE CRITERIA.

- IN THE CASE THE WEBSITE ADDRESS CHANGES TO CHANGE THE COMMAND BUTTONS LOCATED AT THE TOP JUST RIGHT CLICK THE BUTTON AND CLICK THE HYPERLINK BUTTON LOCATED ON THE TOOLBAR AND INPU THE NEW WEB ADDRESS URL.


CODE DESCRIPTIONS:

NEW:  AWARD IS STILL GOING THROUGH THE CHAIN OF 
    COMMAND FOR APPROVAL, AND HAS NOT BEEN SENT TO 
    HQMC AWARDS FOR OMPF INPUT OR THE AWARD HAS BEEN 
    JUST STARTED INTO THE SYSTEM

COMPLETED:   THE AWARD IS IN THE ARCHIVES AND WILL ONLY 
    SHOW COMPLETED IF YOU ARE VIEWING IT IN THE ARCHIVES
    NEW MAIL RECEIVED:  THE AWARD HAS JUST ARRIVED AT 
    HQMC

THE FOLLOWING CODES ONLY APPLY FOR HEADQUARTERS MARINE CORPS AWARDS THAT REQUIRE CMC OR SECNAV ACTION

STAFF:  THE AWD IS AWAITING THE NEXT SENIOR BOARD 
    (LM, ETC...)
STAFF 2:  THE AWD IS AWAITING THE NEXT ELECTRONIC BOARD
    (MM, NC, NA, ETC...)
BOARDS 1-1A:  THE AWD IS ON THE SENIOR BOARD FOR 
    REVIEW
BOARDS 2A-2E:   THE AWARD IS ON AN ELECTRONIC BOARD AT 
    HQMC FOR PROCESSING
CMC 1-4:  THE AWARD IS AT CMC FOR FINAL DECISION OR 
    RECOMMENDATION IF LEVEL OF AWARD NEEDS TO GO TO 
    SECNAV
SECNAV:   THE AWARD IS AT SECNAV FOR FINAL DECISION
MMMA 2-2B:   THE AWARD IS WITH OUR WRITERS AND BEING 
    PUT ON FINAL CITATION AND FOR BEING PREPARED FOR MAIL 
    OUT 
MMMA 2C:  CAR/HSM IS WITH THE UNIT AND SERVICE AWARDS 
    SECTION FOR RECOMMENDATION


CODE DESCRIPTIONS:

NEW:  AWARD IS STILL GOING THROUGH THE CHAIN OF 
    COMMAND FOR APPROVAL, AND HAS NOT BEEN SENT TO 
    HQMC AWARDS FOR OMPF INPUT OR THE AWARD HAS BEEN 
    JUST STARTED INTO THE SYSTEM

COMPLETED:   THE AWARD IS IN THE ARCHIVES AND WILL ONLY 
    SHOW COMPLETED IF YOU ARE VIEWING IT IN THE ARCHIVES
    NEW MAIL RECEIVED:  THE AWARD HAS JUST ARRIVED AT 
    HQMC

THE FOLLOWING CODES ONLY APPLY FOR HEADQUARTERS MARINE CORPS AWARDS THAT REQUIRE CMC OR SECNAV ACTION

STAFF:  THE AWD IS AWAITING THE NEXT SENIOR BOARD 
    (LM, ETC...)
STAFF 2:  THE AWD IS AWAITING THE NEXT ELECTRONIC BOARD
    (MM, NC, NA, ETC...)
BOARDS 1-1A:  THE AWD IS ON THE SENIOR BOARD FOR 
    REVIEW
BOARDS 2A-2E:   THE AWARD IS ON AN ELECTRONIC BOARD AT 
    HQMC FOR PROCESSING
CMC 1-4:  THE AWARD IS AT CMC FOR FINAL DECISION OR 
    RECOMMENDATION IF LEVEL OF AWARD NEEDS TO GO TO 
    SECNAV
SECNAV:   THE AWARD IS AT SECNAV FOR FINAL DECISION
MMMA 2-2B:   THE AWARD IS WITH OUR WRITERS AND BEING 
    PUT ON FINAL CITATION AND FOR BEING PREPARED FOR MAIL 
    OUT 
MMMA 2C:  CAR/HSM IS WITH THE UNIT AND SERVICE AWARDS 
    SECTION FOR RECOMMENDATION





AWARDS_CODES


			CODE						AWARD ABBREVIATIONS						Rank


			MH						MEDAL OF HONOR						Pvt


			NX						NAVY CROSS						PFC


			DM						NAVY DISTINGUISHED SERVICE MEDAL						LCpl


			SS						SILVER STAR						Cpl


			LV						LEGION OF MERIT W/ COMBAT V						Sgt


			LM						LEGION OF MERIT						SSgt


			DV						DISTINGUISHED FLYING CROSS W/ COMBAT V						GySgt


			DX						DISTINGUISHED FLYING CROSS						MSgt


			NM						NAVY AND MARINE CORPS MEDAL						MGySgt


			BV						BRONZE STAR W/ COMBAT V						1stSgt


			BS						BRONZE STAR						SgtMaj


			MM						MERITORIOUS SERVICE MEDAL						WO


			AH						AIR MEDAL W/ COMBAT V						CWO2


			AS						AIR MEDAL - STRIKE/FLIGHT						CWO3


			AF						AIR MEDAL - INDIVIDUAL ACTION						CWO4


			CV						NAVY AND MARINE CORPS COMMENDATION MEDAL W/ COMBAT V						CWO5


			NC						NAVY AND MARINE CORPS COMMENDATION MEDAL						2ndLt


			NV						NAVY AND MARINE CORPS ACHIEVEMENT MEDAL W/ COMBAT V						1stLt


			NA						NAVY AND MARINE CORPS ACHIEVEMENT MEDAL						Capt


			OV						MILITARY OUTSTANDING VOLUNTEER SERVICE MEDAL						Maj


			CF						CERTIFICATE OF COMMENDATION						LtCol


			ZZ						NO AWARD						Col


			ZZ/LOC						NO AWARD - LETTER OF CONTINUITY (HOLD AWARD OFF TILL EOT)						BGen


															MajGen


															LtGen


															Gen


															SR


															SA


															SN


															PO3


															PO2


															PO1


															CPO


															SCPO


															MCPO


															ENS


															LTJG


															LT (USN)


															LCDR


															CDR


															CAPT (USN)





CERTIFICATE OF COMMENDATION


MILITARY OUTSTANDING VOLUNTEER SERVICE MEDAL


NAVY AND MARINE CORPS ACHIEVEMENT MEDAL


NAVY AND MARINE CORPS COMMENDATION MEDAL


AIR MEDAL - STRIKE/FLIGHT


AIR MEDAL W/ COMBAT V


AIR MEDAL - INDIVIDUAL ACTION


MERITORIOUS SERVICE MEDAL


NAVY AND MARINE CORPS ACHIEVEMENT MEDAL W/ COMBAT V


NAVY AND MARINE CORPS COMMENDATION MEDAL W/ COMBAT V


BRONZE STAR


BRONZE STAR W/ COMBAT V


NAVY AND MARINE CORPS MEDAL


DISTINGUISHED FLYING CROSS


DISTINGUISHED FLYING CROSS W/ COMBAT V


LEGION OF MERIT


LEGION OF MERIT W/ COMBAT V


SILVER STAR


NAVY DISTINGUISHED SERVICE MEDAL


NAVY CROSS


MEDAL OF HONOR
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