The following additional guidance is provided concerning Humanitarian Service Medal: 

1.
How to conduct a public unit awards search

a.
Go to the Navy Awards public website:  https://awards.navy.mil


b.
Click on the “unit awards” link at the top center of the page


c.
Below this link and to the left will show “query unit awards”.  Click on this link.


d.
Follow the directions to conduct a unit award search.  Helpful hint:  The data is only as good as the way in which it was entered into NDAWS.  The search function can be quite specific, so when using a ship hull number or squadron number, for example, try typing in the designation with and without a hyphen.  Example:  Run one search for HS 2 and a second search for HS-2.  We will eventually be adding an alphabetical list search function to give you a second way to find your unit’s qualifications.


e.
Once you click on the “search” button, the results will show up.  Click on the unit name link that you wish to review.  A new page will open that shows the parent unit (cited unit) or in the case of the HSM, the name of the operation.  Qualification dates will also post.  You can print out this document and take it, along with proof of your assignment to that unit, to your personnel service center for either Pg 13 entry (officers) or Pg 4 entry (enlisted).

2.
How to fill out and submit a 1650/14 unit award submission.  If you have problems filling out your 1650/14, contact your NDAWS Authority.  A list of NDAWS Authorities can be found on the website under “Hot News.”


a.
There are three different documents that must be emailed to the Navy Awards email address:  navyawards@navy.mil:



(1)
A completed 1650/14 in Word format.  This form can be downloaded from the Navy Awards website.  Any other unit award forms will not be accepted.



(2)
A signed pdf of the 1650/14 cover page.  If you do not have access to a scanner, please indicate so in your email to Navy Awards.



(3)
A completed Excel spreadsheet, listing personnel information (see paragraph 3 below).

3.
How to complete and submit an individual name list for the HSM

a.
Units who are submitting a 1650/14 (unit award form) for their unit’s HSM are required to submit a list of individual military personnel who are eligible to wear the HSM.  It is not assumed that all personnel attached to that unit are automatically qualified.  See the NAVADMIN, paragraph 2.A. for the definition of “direct participation” for HSM qualification.


b.
Attached to this document is a pre-defined Excel spreadsheet that must be completed for each military person who will be eligible to wear the HSM.  The required format must be followed exactly.  Individual cell format is indicated below.  Double click on the Excel icon in this document and save it to your desktop before making entries.  Note example in the first line of the spreadsheet:



(1)
Type in your command name at the top of the spreadsheet in the yellow highlighted area. 



(2)
FNAME (First Name) and LNAME (Last Name) in all capital letters.  Punctuation is acceptable if a name is hyphenated (ex:  Anne-marie or Smith-Jones).  DO NOT end the name with a period.



(3)
MI (Middle Initial).  Capital letter with NO punctuation.  Correct:  H  Incorrect:  H.



(4)
SUFFIX.  Capital letters with NO punctuation.  Correct:  JR  Incorrect:  Jr.



(5)
RANK. Use letter and number designation.  Ex:  Navy Captain is O6.  DO NOT use punctuation.  Indicate rank at the time of qualification.



(6)
SSN (Social Security Number).  Column is set up to auto format to XXX-XX-XXXX.  Ensure SSN shows up with hyphens between number sets.



(7)
AWARD.  Indicate two-digit award code in all capital letters.  Ex:  HS.  A listed of NDAWS two-digit code abbreviations can be found at the Navy Awards Website under “Hot News”, “Award Abbreviations NDAWS rev1”.



(8)
MERIT START.  Indicates first day of qualification.  Column is pre-formatted for the following date format:  DD-MMM-YYYY.  Ensure date is in this format.



(9)
MERIT END.  Indicates last day of qualification.  If qualification period is only one day, then “merit end” equals “merit start.”

NOTE:  Currently, the NDAWS database is not set up to record Humanitarian Service or Armed Forces Service Medals for individuals; hence the requirement for pg 13 and pg 4 entries.  We are working a solution to eventually allow uploading of group awards into NDAWS, such as the HSM or unit awards, on an individual basis.  We appreciate your patience as we continue to improve our processes.
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HSM UNIT LIST

		COMMAND NAME:

		FNAME		LNAME		MI		SUFFIX		RANK		SSN		AWARD		MERIT START		MERIT END

		JOSEPH		SMITH		A		JR		LCDR		000-00-0000		HS		2-Sep-2005		10-Sep-2005






