
Headquarters
Department of the Army
Washington, DC
9 July 2001

Personnel—General

Award of the Legion of Merit and Lesser Awards for Service, Achievement, or
Retirement During Peacetime

Applicability. This memorandum applies to Headquarters, Department of the Army (HQDA) and its field
operating agencies (FOAs). This memorandum does not apply to the following organizations below. These
agencies will forward their Legion of Merit recommendations to Commander, U.S. Total Army Personnel
Command, ATTN: TAPC–PDO–PA, 200 Stovall Street, Alexandria, VA 22332–0471 for boarding procedures and
approval.

a. Defense Military Pay Office – NCR.
b. U.S. Military Academy.
c. U.S. Military Entrance Processing Command.
d. U.S. Total Army Personnel Command.
e. U.S. Army Recruiting Command.
f. U.S. Army Strategic Defense Command.

Proponent and exception authority. The proponent of this memorandum is the Administrative Assistant to the
Secretary of the Army (AASA). The AASA has the authority to approve exceptions to this memorandum that are
consistent with controlling law and regulation. The AASA may delegate this approval authority in writing to a
division chief within the proponent agency in the grade of colonel or the civilian equivalent.
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1. Purpose
This memorandum establishes policy and prescribes procedures for recognizing soldiers (colonel and below)
for award of the Legion of Merit (LM) and lesser awards for service, achievement, or retirement within
Headquarters, Department of the Army (HQDA), and field operating agencies supported by the Military
Personnel Service Center (MPSC).

2. References
a. Required publication. AR 600–8–22, Military Awards (Cited in para 4.)
b. Related publications.

(1) AR 600–8–2, Suspension of Favorable Personnel Actions (FLAGS).
(2) AR 600–9, The Army Weight Control Program.

c. Referenced forms.
(1) DA Form 638 (Recommendation for Award).
(2) DA Form 4980–11 (Legion of Merit Certificate).
(3) DA Form 4980–12 (Meritorious Service Medal).

3. Explanation of abbreviations
a. ARSTAF  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .Army Staff
b. HQDA  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .Headquarters, Department of the Army
c. LM  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Legion of Merit
d. MSM  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .Meritorious Service Medal
e. ARCOM  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Army Commendation Medal
f. MPSC  . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . Military Personnel Service Center

4. Responsibilities
a. The Administrative Assistant to the Secretary of the Army will—

(1) Serve as the proponent of this memorandum.
(2) Establish policy, procedures, and standards for matters concerning award of the Legion of Merit

(LM) and lesser awards for service, achievement, or retirement within Headquarters, Department of the Army
(HQDA) and its field operating agencies supported by the Military Personnel Service Center (MPSC).

b. Principal HQDA agency officials will ensure that recommendations for awards are processed within the
timeframes prescribed in this memorandum.

c. The Chief, HQDA MPSC will—
(1) Ensure that all HQDA agencies and field operating agencies implement this memorandum.
(2) Act as a focal point where personnel may acquire advice and assistance on any questions relating to

the application and implementation of this memorandum.
(3) Serve as orders issuing agency for all LM recommendations which must be processed through the

Headquarters, Department of the Army Awards Board.

5. Policy for military awards
AR 600–8–22, dated 25 February 1995, and CDRPERSCOM, TAPC–PDA message DTG 061520Z MAY96
set the policy for Military Awards.

6. Approval authority
Approval authority is shown in table 1.
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Table 1
Approval authority for awards

Commanders and Principal HQDA Agency Officials May award To

Administrative Assistant to the Secretary of the
Army

LM and all lesser decorations All US Army personnel and personnel of
other Services with the concurrence of their
respective Service

All other Assistant Secretaries of the Army
(SES–4 or above)

LM for retirements of COLs and be-
low and lesser decorations

All US Army personnel assigned or attached
for duty to their command or agency

Agencies headed by a civilian SES–3 ARCOM or lesser decorations All US Army personnel assigned or attached
for duty to their command or agency

Agencies headed by a LTG/MG LM for retirement of COLs and be-
low and lesser decorations

All US Army personnel assigned or attached
for duty to their command or agency

Chief of Staff of the Army DSM and all lesser decorations
(delegated to VCSA)

All US Army personnel and personnel of
other Services with the concurrence of their
respective Service

Vice Chief of Staff of the Army DSM and all lesser decorations All US Army personnel except retiring Gen-
eral Officers. All personnel of other Services
below BG attached to the organization, pro-
vided concurrence is obtained

Director of the Army Staff LM and all lesser decorations All US Army personnel and personnel of
other Services with the concurrence of their
respective Service

Agencies headed by a BG/COL ARCOM and all lesser decorations All US Army personnel and personnel of
other Services with the concurrence of their
respective Service

Notes:
1. Approval authorities must be in command or serving as head of a principal HQDA agency.
2. The delegation of military award approval authority to certain senior civilian leaders is hereby established. (See app A).
3. Approval authority for the District of Columbia National Guard is the Administrative Assistant to the Secretary of the Army.

7. Headquarters, Department of the Army Awards Board for LM
a. The HQDA Awards Board will review all recommendations for LM except for retirement. The

Secretary of the Army (SA) and Chief of Staff, Army (CSA) reserve approval authority without regard to
the HQDA Awards Board.

b. The HQDA Awards Board will be composed of the Executive Officers to HQDA principal officials.
Board members will serve on a rotational basis.

c. The HQDA Awards Board will consist of a minimum of three voting members who will review each
LM recommendation.

(1) When reviewing LM recommendations for personnel assigned to the Army Staff, a majority of
board members must be assigned to the Secretariat. Board recommendations will be submitted to the
Director of the Army Staff.

(2) When reviewing LM recommendations for personnel assigned to the Secretariat, a majority of board
members must be assigned to the Army Staff. Board recommendations will be submitted to the
Administrative Assistant to the Secretary of the Army.

DA Memo 600-8-22
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8. Award procedures
a. Recommendations for the LM or lesser decorations for service, achievement, or retirement will be

submitted on DA Form 638 not less than the prescribed time prior to the desired presentation date. For LM
awards, 45 days and for MSM and lesser awards, 30 days.

b. For retirement LMs on colonels and below, and for achievement/service decorations for MSMs and
below, where the head or director of the HQDA agency is the approving authority, items 1 through 26 of
the DA Form 638 must be completed. The MPSC awards section will complete Part V of DA Form 638,
type the award certificate, and forward the same to the approving authority.

c. The award certificate will be extracted verbatim from Part IV of the DA Form 638. Therefore, it is
important that the proposed citation be well written using short, simple, and direct sentences incorporating
accurate facts. Citations must be prepared using 12 typewritten characters per inch (new courier type) and
must be not less that 4 and not more than 5 lines in length for service or achievement, and not more than
nine lines in length for retirement LMs.

(1) The proposed citation must begin with the word “For.” Use the recommended soldier’s name in the
proposed citation rather than “he” or “she.” When referring to more than one position title, the titles and
accomplishments will be listed by order of protocol. When referring to more than one individual, the
position titles will be listed by order of protocol (i.e., President of the United States, Secretary of Defense,
Secretary of the Army, etc.).

(2) When preparing service/achievement LMs, attach a one to two-page, double-spaced factual and
concise summary of service or achievement to the DA Form 638 as an enclosure. The summary and DA
Form 638 will be the source documents used by the HQDA Awards Board in making a recommendation to
the approval authority.

(3) Submit recommendations to the agency head, enclosing a statement indicating that the recommended
soldier meets the minimum requirement on the Army Physical Fitness Test and is in compliance with AR
600–9 and that AR 600–8–2 does not apply. Note that under the provisions of AR 600–8–2, paragraph
1–15g, retirement awards and decorations for valor may be processed and presented to flagged soldiers. The
agency head will personally endorse the recommendation to the Chief, MPSC, ATTN:
JDHQS–SSA–MPSC–M, Room 2D156, 6801 Army Pentagon, Washington DC 20310–6801 for administrative
review and control and for submission to the HQDA Awards Board and subsequent forwarding to the
approval authority.

(4) For LM recommendations requiring boarding procedures, the Chief, MPSC will forward the LM
recommendation(s) to the HQDA Awards Board Members for review and recommendation. Upon receipt of
the board recommendations for service/achievement LMs, the Chief, MPSC will complete Part V of the DA
Form 638 and will prepare and forward the certificate(s) for signature to the approving authority.

d. Recommendations for LM for retiring soldiers do not require a board.
e. Recommendations submitted in conjunction with a PCS are as follows:

(1) The individual must have served on the HQDA Staff for at least 12 full months prior to the date
the award is to be presented.

(2) If the recommendation receives a unanimous vote by the Awards Board, the recommendation
nomination will be approved for processing.

(3) If the board vote is not unanimous, then the recommending official may rewrite the award and
submit it for reconsideration by the board.

(4) The awards board will reconsider the rewritten recommendation and vote to recommend approval or
recommend downgrade to the approval authority.
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9. Downgraded awards
a. The delegation for awards disapproval is hereby delegated from the Administrative Assistant and the

Director of the Army Staff to commanders, heads, or directors of HQDA agencies for LMs for service/
achievement/retirement or lesser decorations (see app B).

b. Commanders or heads of principal HQDA agencies may delegate disapproval authority to their
immediate subordinate commanders or directors, provided they have authority to approve the next lesser
award. This delegation must be in writing and will be accomplished with each change of command. This
disapproval authority includes awards for non-Army personnel.

c. When recommending the award of the LM, the first person in the chain of command with approval
authority for MSMs and below (MG or SES–4) may downgrade the recommendation. He/she will sign as
approving authority to the lesser decoration. Again, delegation of disapproval authority must be in writing.

DA Memo 600-8-22
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Appendix A
Memorandum—Delegation of Authority for Awards Approval Authority during
Peacetime to Certain Civilian Leaders

Figure A–1. Sample Delegation of Authority for Awards Approval (Civilian Leaders)
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Appendix B
Memorandum—Delegation of Authority for Awards Approval Authority during
Peacetime for Legion of Merit (LM) and Lesser Awards

Figure B–1. Sample Delegation of Authority for Awards Approval (LM and Lesser)

DA Memo 600-8-22
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Appendix C
Explanation of Terms for Preparation of DA Form 638 (Recommendation for
Award)

Table C–1
Explanation of Terms for Preparation of DA Form 638

Block Explanation

Block 1. Enter the TO address (address of the final approval authority).

Block 2. Enter the FROM address (address of the recommending agency).

Block 3. Enter date as day, month, and year (i.e., 5 May 2001)

Block 4. Enter complete name. If no middle name indicate “NMI,” also include Jr., Sr., II, etc.

Block 5. Enter rank (i.e., SGT or MAJ not E–5 or O–4).

Block 6. Enter social security number.

Block 7. Enter complete agency address to include UIC.

Block 8. Enter all previous decorations awarded. Omit service medals, badges, and foreign awards.

Block 9. Enter Army, Navy, Air Force, etc.

Block 10. Enter recommended award including oak leaf clusters, if appropriate.

Block 11. Enter day, month and year for the beginning and ending period of the award. Retirement awards may encompass pe-
riods of service longer than that served in the recommending agency, but are limited to no more than the last ten
years of service. Whether the recommended period is for the current duty assignment or for the last ten years culmi-
nating with the current duty assignment, the period highlighted in the narrative submitted for LMs will be the same as
the period indicated in item 11.

Block 12. a. Enter one of the indicated reasons.
b. If interim award was made, state award given.

Block 13. Enter “X” in appropriate box.

Block 14. Enter full name.

Block 15. Enter agency address.

Block 16. Enter title/position of recommending official.

Block 17. Enter rank.

Block 18. Enter relationship of recommending official to the awardee.

Block 19. Signature of recommending official.

Block 20. List all achievements the soldier is being recommended for. For all LM recommendations a narrative justification is re-
quired and will be added as an addendum to the DA Form 638.

Block 21. Per AR 600–8–22, tables 3–4, page 22, the proposed citation for awards of the MSM, ARCOM, and AAM are limited
to six lines and will be restricted to the space allowed on the DA Form 638. All other awards are limited to nine lines.

Block 22. Obtain signature and date of a representative for the awardee (anyone within the agency that can certify award eligi-
bility, if not the MPSC will verify, sign and date).

Block 23. Complete

Block 26. Approval Authority

Part V – The Awards section will complete Orders Data once award is approved and signed by the approving authority.
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Appendix D
Examples of Award Recommendations and Certificates

Figure D–1. Sample DA Form 638, MSM

DA Memo 600-8-22
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Figure D–1. Sample DA Form 638, MSM—Continued
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Figure D–2. Sample MSM Award

DA Memo 600-8-22
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Figure D–3. Sample DA Form 638, LOM for Retirement*
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Figure D–3. Sample DA Form 638, LOM for Retirement—Continued

DA Memo 600-8-22
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Figure D–4. Sample LOM Award for Retirement (Last Ten Years Meritorious Service)
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Figure D–5. Sample DA Form 638, LOM for Retirement*

DA Memo 600-8-22
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Figure D–5. Sample DA Form 638, LOM for Retirement—Continued
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Figure D–6. Sample DA Form 638, LOM for Retirement (Twenty-Year Career Meritorious
Service)

DA Memo 600-8-22
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Distribution:
This publication is available in electronic media only and is intended for Headquarters, Department of the
Army and its field operating agencies.
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