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AWARDS COVER SHEET 
 

NAME  ____________________________  RANK/RATE __________  DEPT  _____________________ 
 
DETACHMENT DATE:  _______________  AWARD  ________________________________________ 
 
PROCESSING TIME FOR AWARDS:       FLAG LETTER OF COMMENDATION 10 WEEKS 

           NAVY ACHIEVEMENT MEDAL 10 WEEKS 

           NAVY COMMENDATION MEDAL 12 WEEKS 

           MERITORIOUS SERVICE MEDAL 18 WEEKS 

 
           DATE 
CODE          PRINT NAME             IN OUT           COMMENTS 
 
______ ORIGINATOR: _____________________  _____ _____  ______________ 
 
______ DEPT HEAD: _____________________  _____ _____  ______________ 
 
______  SEL:  _____________________  _____ _____  ______________ 

(Enlisted Only) 
 
______ DIRECTOR: _____________________  _____ _____  ______________ 
 
______ HUMAN RESOURCES: ______________  _____ _____  ______________ 
 
______ AWARDS BOARD: ______ Approved ______ Disapproved _____ Upgraded _____ Downgraded 
 VOTE: _______  ______ Returned to originator for further justification/rewrite. 
 
09HR HUMAN RESOURCES ___________________ ______ ______ _____________________ 
 (Review for Final Draft) 
 
 09 DFA   ___________________ ______ ______ _____________________ 
 (Review for Final Draft) 

 
 00XO XO   ___________________ ______ ______ _____________________ 
 (Review for Final Draft) 

 

09HR HUMAN RESOURCES ___________________ ______ ______ _____________________ 
 (Prepare Certificate) 
 
 09 DFA   ___________________ ______ ______ _____________________ 
 (Review Certificate) 

 
 00XO XO   ___________________ ______ ______ _____________________ 
 (Review Certificate) 
 
 00CO CO   ___________________ ______ ______ _____________________ 
 (Review & Sign Certificate) 
 

***UPON COMPLETION RETURN TO HUMAN RESOURCE OFFICE*** 


