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STANDARD OPERATION PROCEDURE (SOP) 

NAVY ELECTRONIC AWARD SUBMISSION
Ref:
(a)
SECNAVINST 1650. 1G

1.
Purpose.  The purpose of this SOP is to advise Navy Department Awards Web Services (NDAWS) Authorities/Administrators as to the proper procedures for submitting an award electronically, using email and the NDAWS database.  This SOP replaces the submission guidance in reference (a).  The new procedure will be included in the next version of reference (a).  Commands without established procedures are invited to follow the guidelines in paragraph 2. d.

2.
Discussion

a.
New Procedure Effective Date.  Effective immediately, any awards submitted electronically shall use the electronic 1650 found on the Navy Awards website or via CD/ROM from the Navy Publications Center.


b.
Signatures.  In order to prevent fraud in award submissions/approvals, it is important that required command signatures be obtained and retained on file by the awarding authority.  Additionally, to assist in database collection, it is necessary to record the electronic signature on the 1650 form, as well.  This is normally done after the actual signature is obtained.


c.
Definitions


1)
Award.  An award, for the purpose of this SOP, may include a unit or personal award.  It may include a pending or completed award.



2)
Certificate.  The landscaped document containing the embossed color picture of the award.  All awards are accompanied by a signed certificate.  The NDAWS Authority is responsible for mailing a copy of the approved certificate to BUPERS for inclusion in the service member’s electronic record.



3)
Citation.  The portrait document containing the 18-22 line summary of the specific actions of the unit or individual. Citations are required for Meritorious Service Medals and above (excluding the Purple Heart).  The NDAWS Authority is responsible for mailing a copy of the approved personal award citation to BUPERS for inclusion in the service member’s electronic record.  


4)
Completed Award.  An award that has been approved by an awarding authority.



5)
Electronic Awards Package.  An electronic awards package consists of the following three electronic documents (transmitted via disk , email or other electronic means):




a)
Scanned 1650 cover page, showing signatures




b)
Electronic 1650 form from the Navy Awards website.  Includes the Summary of Action.




c)
For pending awards, also includes a Word version of the proposed certificate and citation (as applicable).




d)
Other supporting documentation as required by reference (a).



6)
Electronic signature/endorsement.  This consists of typing the individual’s signature, as they sign their name.  Example:  A.M. HARTLAUB.  It is preceded by /s/, to indicate this is an electronic signature.  Example:  /s/A.M. HARTLAUB.  If the signature block requires rank and/or title, this information must be typed in also.  DO NOT FORGET TO TYPE IN THE DATE OF THE SIGNATURE.  It is best to type in the signature and additional information AFTER the individual signs the award, so the signature block is not cluttered prior to the individual signing.



7)
Multiple Awards.  When a command has more than one award to electronically transmit.  For multiple awards submitted to CNO/SECNAV, each awards package must be transmitted via its own separate email.  See paragraph 2. c. 5) for the definition of electronic awards package. 



8)
NDAWS Authority.  A command that is able to input data into the NDAWS database.  Also referred to as “NDAWS Administrator.”



9)
Pending Award.  An award that is awaiting final approval.  Pending awards may be uploaded into NDAWS.



10)
Personal Award Form.  The official Navy personal award form, known as the “Personal Award Recommendation” or 1650/3,  is available electronically via the Navy Awards website and via CD/ROM from the Navy Publications Center.  It is the only approved personal award form, as it contains data fields to import into the NDAWS database.  Use this form when submitting a personal award.



11)
Unit Award Form.  The official Navy unit award form, known as the “Unit Award Recommendation” or 1650/14, is available electronically via the Navy Awards website and via CD/ROM from the Navy Publications Center.  It is the only approved unit award form, as it contains data fields to import into the NDAWS database.  Use this form when submitting a unit award (Battle “E”, LOC, MUC, NUC or PUC).


d.
Submission Procedures to CNO/SECNAV.  NDAWS Authorities/Administrators submitting awards requiring CNO/SECNAV approval must submit an awards package in two parts:



1)
NDAWS 1650 Data Entry.  Award must be entered in NDAWS as “pending” via the NDAWS system.  The easiest method is to import the 1650 directly into the NDAWS database.




a)
All signature lines must show the individual’s name as they sign it, their rank and their position.  The signature line will start with /s/ to indicate an electronic signature.  The date of signature must be filled in. 




b)
The 1650/3 and 1650/14 must contain a completed Summary of Action.  It may not be attached as a separate document.



2)
Supporting Documentation.  The following documents must be emailed to navyawards@navy.mil using the subject line: AWARD SUBMISSION-LNAME (Two-digit code indicating type of award).  Example:  AWARD SUBMISSION-HARTLAUB (LM)




a)
The electronic 1650 submission, including electronic signatures (see “definitions” above)




b)
A scanned copy of the 1650 cover page (only the cover page) showing the signatures AND date of signature of the originator and endorsers (as applicable).




c)
The proposed citation in Word format.  Scanned versions of this document will not be accepted.  Approved format is indicated in reference (a).  Files should be saved using the following naming procedure:  LNAME (last name) FINITIAL (first initial) TWO-DIGIT AWARD CODE.   Example:  HARTLAUB A LM




d)
Other supporting documentation as required by reference (a).  Scanned documentation is preferred, but facsimiles will be accepted.

3.
Action


a.
CNO Awards Branch


1)
Review email on a daily basis to identify email entitled “AWARD SUBMISSION”.  Route email to appropriate individual for processing and check to ensure award is in NDAWS as “pending.”



2)
Once award is approved, ensure that NDAWS electronic 1650 is updated with electronic endorsement/final approval signature information as indicated in paragraph 2. d. 1) c).



3)
Ensure scanned copy of 1650 with final signature is retained for future attachment to NDAWS.



4)
Return NDAWS Administrators awards submitted contrary to this policy, with no action taken.


b.
NDAWS Administrators.  Process awards as follows: (see paragraph 2.d. for awards submitted to CNO/SECNAV)



1)
Completed (Approved) Award from within the chain-of-command



a)
Receive approved awards from your chain-of-command.  The preferred method is receiving the approved electronic 1650 that originated from the Navy Awards website via electronic means.  




b)
Enter received 1650 data into NDAWS database.  Data can be inputted via two methods:





1
For hard copy (not the electronic approved 1650 from the website) via email, fax, personal delivery or snail mail: Award information must be hand-typed into NDAWS database, under the “1650 data entry” button on the left side of the NDAWS website.  Refer to your NDAWS user manual for inputting information.





2
For approved electronic 1650 from the website:  Enter by uploading the 1650 from the approval authority via the “Upload 1650 form” button on the left side of the NDAWS website.   Refer to your user manual for uploading details.




c)
Mail a copy of the signed certificate (and citation, as applicable) to Pers-312.  This means that the approval authority will have to send you (the NDAWS Administrator) a copy of the certificate (the shorter narrative) and a copy of the citation (longer version for Meritorious Service Medals and above).  Do not use fax copies, as they do not clearly scan into Pers-3’s database (EMPRS).  Send to:

Navy Personnel Command (PERS-312)
5720 Integrity Dr
Millington, TN 38055-3120


2)
Pending Award requiring action by NDAWS Administrator




a)
Receive pending awards from your chain-of-command.  The preferred method is receiving the approved electronic 1650 that originated from the Navy Awards website via electronic means.  For originators who do not have access to email, they must send the award, in electronic format from the Navy Publications Center (the same 1650 that’s on the website), via a disk up their chain for approval.




b)
Enter received 1650 data into NDAWS database.  Data can be inputted via two methods:





1
For hard copy (not the electronic approved 1650 from the website) via email, fax, personal delivery or snail mail: Award information must be hand-typed into NDAWS database, under the “1650 data entry” button on the left side of the NDAWS website.  Refer to your user manual for inputting information.





2
For approved electronic 1650 from the website:  Enter by uploading the 1650 from the originating authority via the “Upload 1650 form” button on the left side of the NDAWS website.   Refer to your user manual for uploading details.




c)
Take action on the award




1
Approval at your level.  Conduct your normal procedures (boards, etc) and record approved award information in NDAWS.  For awards approved at your level, you must complete the action listed in paragraph 2. d. 1) c).





2
Requires higher-level approval.  You electronically endorse (see definitions above) and email 1650 and proposed certificate/citation to the next level in your chain-of-command.


c.
Awards Approval Authority.  Per reference (a), awards approval authorities are required to maintain a PERMANENT copy of the completed award.  This permanent copy must include actual signatures (can be a fax or scanned version of the original signatures.) 

SOP Approved: 
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Date:  30 July 2004






A. M. HARTLAUB, CDR, USN






Director, OPNAV Organization and 






  Management Services Division

department of the navy 


OFFICE OF THE CHIEF OF NAVAL OPERATIONS


2000 nAVY pENTAGON


wASHINGTON, d.c. 20350-2000











PAGE  
5

_1051003154.bin

