Awards Information Paper
This information paper is a step-by-step guide based on AR 600-8-19, Military Awards, dated 15 September 2011 and guidance from G-1, TJAGLCS on completing the DA Form 636, Recommendation for Award.

· Block 1: The “TO” block will always read as follows:


Commander, The Judge Advocate General’s Legal Ctr & School


600 Massie Road, Charlottesville, VA 22903-1781

· Block 2: The unit address of the Soldier’s Commander to include street, city and zip code:  

   
   Regional Defense Counsel, Tentpeg Region


  
   123 Fourth Street, Fort Five, NV 67890
· Block 3: The date will be automatically populated when the form is digitally signed by the recommender.

· Block 4:  Use the name set button to populate this block.  You may use title caps or all caps, just be consisted throughout Parts I & II.
· Block 5:   Use current rank regardless of promotable status.
· Block 6:  Self-explanatory
· Block 7: Unit address of the Soldier being recommended
· Block 8:  Use a current record brief to verify previous awards
· Block 9:  Use only for service members other than Army.  This block should be left blank for all Army personnel.
· Block 10: Refer to block 8 to ensure the correct award.
· Block 11: Enter the period of service for which that award is being recommended
· Block 12a:  Select from the dropdown menu.
· Block 12b:  Indicate if an award was given during the period for which this award is being recommended.

· Block 12c: Self-explanatory

· Block 13: Self-explanatory.  AAMs and ARCOM awards should be received at OTC NLT 60 days before the proposed presentation date; MSM and higher should be NLT 90 days.  Awards not received in this time frame may not be processed in time for presentation.

· Block 14: Self-explanatory

· Block 15: Self-explanatory.  This is usually the address to which the award will be mailed.
· Block 16: Self-explanatory

· Block 17: Self-explanatory

· Block 18: Self-explanatory

· Block 19: Self-explanatory

· Block 20: Self-explanatory.  Ensure spelling, grammar, and contexts are correct as this document becomes part of the Soldier’s permanent record.
· Block 21:  Use all caps; must be no more than six lines

Part IV: 

· Block 22a:  Can be completed by OTC LA or Senior Paralegal. May otherwise be completed by someone who can certify the individual is eligible for an award and that all Part I information is correct.  

· Block 23:  Can be completed by Chief, USATDS.  May otherwise be completed by an interim authority (i.e. SDC, RDC).

· If completed by an interim authority, Block 23a reads:


Chief, USATDS


Fort Belvoir, VA 22060

