Recommender  
Soldier performs a Valorous, Heroic Act, Meritorious Achievement or Meritorious Service.  Recommender completes Parts I, II, and III on the DA Form 638.  

DROPDOWN LISTS
Some of the fields contain dropdown lists to select from.   Other sections such as Blocks 29 “Approved Award” and 31 “Distribution” are populated as you add additional items to your form, such as the information that is added to Blocks 10 and 12b.

PART I-SOLDIER DATA

1. Enter the address of the Final Approval Authority in Block 1.  
2. Enter the address of the Soldier Immediate Commander in Block 2.
3. Click on Set Name and enter the first two letters of Soldier’s last name and their Social Security Number.
4. Click on the Pre-Pop button and select YES to continue.  The system will pre-populate Blocks 4, 5, 7, 8 and 9.
5. If any information needs to be edited such as Block 8, click on the Previous Awards button to complete.  If no award, select “No AWDS”.
6. Enter recommended award, to include Oak Leaf Cluster.
7. Enter the period covered by proposed award in Blocks 11.  User will click the Set Date button to complete the field. 
8. Enter reason for the recommended award in Block 12.  Specify if the award is for Valor, Heroism, Meritorious Achievement or Meritorious Service.  If interim award was made state award given.  See glossary in AR 600-8-22 - (Military Awards) for definition of Valor, Heroism, Meritorious Service.
9. Check YES or No in Block 12c for Posthumous Award. 
10. Enter proposed presentation date in Block 13, click the Set Date button to complete field. 
PART II- RECOMMENDER DATA

11. Recommender will complete Blocks 14 through 21.  
12. User signs Block 19 using a Common Access Card (CAC) or e-persona.  The user cannot sign in Block 19 until all required filed are completed. This includes Blocks 20 and 21. 
13. The date in Block 3 will be added after the recommender signs.

PART III-JUSTIFICATION AND CITATION 

14. There must be at least one achievement in Block 20; and Block 21 “Proposed Citation” must be completed.

15. For awards of Legion of Merit and above, a narrative is required and will be added as an enclosure to the form.  (See Enclosure Tab)
16. See AR 600-8-22; Paragraph 3-19 for specific requirements for Heroism and Valor Awards.
17. Submit the proposed award to the individual’s Commander/Supervisor for further action.

18. Select the Route or Email button in the header to forward the form.

19. Close the form and route to individuals or groups that have been designated.

20. Select the Save button in the header to save the form.

21. Click on the Email Notification check box only if you want that specific user to receive an email notification.

Commander/supervisor
PART IV- RECOMMENDATIONS

APPROVAL AND DISAPPROVAL

1. Forward the DA Form 638 - (Recommendation for Award) to unit for verification of eligibility (flagging) date.
Admin Clerk

2. Check to see if Soldier is flagged.  If flagged, check AR 600-8-22 for award eligibility.
3. If eligible, certify by signing in Block 22a using CAC.  The signature block will not be active unless all required field are completed.  
4. The date in Block 22b will be added after the signature is completed.

5. Route or return to Commander or Supervisor.

6. If ineligible, return the DA Form 638 through Commander or Supervisor to Recommender.
Commander/Supervisor

7. Complete Block 23a-h of DA Form 638 by marking either approve, disprove, upgrade, or downgrade of the award recommendation. 

8. One block should be checked. 

9. If recommending downgrade/upgrade, ensure to indicate which award next to appropriate block.
10. Completion of Block 23i is only for comments.

11. User signs in Block 23h and Block 23c date is enter after the signature is completed.  

Intermediate Authority

12. Complete Blocks 24-25 by marking either approved, disprove, upgrade, or downgrade, ensure to indicate which award next to appropriate block as applicable.

13. Completion of Block (i) comments is optional.
14. User signs in Block (h) and in Block (c) the date is enter after the signature is completed.
15. If the chain is such that more blocks are required, Blocks 25-A1 through 25-A5 the addendum page to DA Form 638 must be completed.

Approval Authority
16. Take final action and complete Block 26a-i if authorized to do so or forward to next higher Commander, Supervisor, or Headquarters. 
17. Final awards approval authority will complete Block 26.
18. If award is approved or downgraded to lesser award forward the DA Form 638 to Orders Issuing Authority for completion of Part V-Orders data.

ODRER ISSUING HQ
PART V- ORDERS DATA

1. Completes Blocks 27a-31 to include issuing headquarters, permanent orders number, date, and approves award.  
2. Completed distribution in Block 31.

3. Sign the orders approval authority block with CAC card.
4. The date in Block 30 will be enter after the signature is completed.

5. This signature locks down the whole form and not changes can be made.

attachments
From the Enclosure Tab select the action you want to preform.
Attached a File

1. Click on the “Click to Attach” button.
2. Select the file you want to attach from the pop up screen and click the “Open” button and click on the “Add” button to attach the document.

Display a File
3. Click on the “Display” button.
4. Select the file you want to display from the pop up screen and click the     “Open” button.
Remove a File

5. Click the “Remove” button and select the file you want to remove from the pop up screen.
6. Click on the “Remove” button to remove the document.
7. Select the “Done” button when you are finish.  

Note:  To add an email, drag the email onto your desktop and attach the email using the prior steps listed above. 

EnCLOSURE TAB
Use the Enclosure Tab to complete a Citation Page, Narrative Page, Letter of Lateness, Revocation of Orders and Amendment of Orders to an award.  

1. Select the box for the item you want to complete.  Complete the section and sign with CAC if there is a signature block.

2. Select the Save button in the header to save the enclosure.
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Access To FCMP

You must have an AKO account to access the Forms Content Management Program (FCMP) system where the Awards application is hosted; if you do not have an AKO account contact your local administrator.  

User can logon to AKO and select the “My Forms” tab on the AKO Home Page to access the FCMP portal.

Contact/HELP Information

For Help with the Forms Content Management Portal issues please contact the APD Help Desk at:


Phone (703) 428-0545

Email:  apdfcmp@hqda.army.mil
