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Department of the Army

headquarters SECOND region (rotc)

united states army cadet command

fort KNOX, KY  40121-5610


            attention of:
OM 672-20-2

ATOB-PA
                   16 September 2002

Memorandum

No. 672-20-2

Performance and Incentive Awards

BRIGADE AND BATTALION CIVILIAN PERSONNEL

1.  Purpose.  To provide command policy regarding brigade awards board and submission of incentive and performance awards for battalion and brigade civilian employees.

2.  Applicability.  All civilian employees assigned temporarily or permanently to battalions and brigades of Second Region (ROTC), US Army Cadet Command.

3.  Procedures.

      a.  Each brigade will establish an awards board to meet quarterly: December, March, June, and September.  The board will review all nominations for incentive and performance awards for civilians and make recommendations to the brigade commander, who will not be a board member.  The board will be called the (Specific brigade) Brigade Civilian Awards Committee.  The board will consist of a recorder (non-voting) and at least 3 voting members.  Minutes of board procedures will be signed by the recorder and chairperson and filed in accordance with AR 25-400-2, Modern Army Record Keeping System (MARKS) at brigade level.

      b.  Nominator (if not supervisor, a copy must be provided to supervisor) will submit nomination packet to respective brigade prior to suspense established by brigade.

      c.  (Specific brigade) Brigade Civilian Awards Committee will meet to review all nominations received during that quarter and make a recommendation to the brigade commander.

      d.  The brigade commander will review the board findings/recommendations and approve/disapprove DA Form 1256s accordingly.  

       e.  Approved DA Form 1256 will be faxed to Second Region Personnel Services Clerk, ATTN:  ATOB-PA-M, within 3 days of awards committee’s meeting unless prior arrangements are made with Region Administrative Support Assistant.  Disapproved DA Form 1256 will be returned to nominator with a signed DA Certificate of Achievement for presentation.  DA Form 1256 will be filed with a copy of certificate at nominator’s level.
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      f.  Administrative Support Assistant will fax a copy of approved award nomination to Cadet Command Resource Management Directorate.  They will verify amount of award, add an appropriation code, and fax back to Administrative Support Assistant.

      g.  Once Cadet Command returns the DA Form 1256, the Administrative Support Assistant will initiate an automated Request for Personnel Action (RPA), and forward to the Civilian Personnel Advisory Center (CPAC).

      h.  The Administrative Support Assistant will return a copy of the DA Form 1256 to the appropriate brigade for filing.  Each brigade will maintain approved DA Form 1256 in accordance with MARKS.

      i.  When action has been processed by the CPAC/CPOC, a Notification of Personnel Action (NPA) will be forwarded through Region’s Administrative Support Assistant to the brigade for completion and signature of Certificate of Commendation.

     j.  Brigades will maintain a copy of the SF 50 and signed certificate attached to the approved DA Form 1256.  The completed certificate will be forwarded to the appropriate battalion for presentation.

4. “COMMITTED TO EXCELLENCE!”

                                                                         //Original Signed//                     



PAUL L. WILLIS


COL, TC


Commanding
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