Department of the Arny *FH Menorandum 672-5
United States Arny Intelligence Center

and Fort Huachuca

Fort Huachuca, Arizona 85613-6000

28 July 1999

Decor ati ons, Awards, and Honors

CERTI FI CATES OF APPRECI ATI QN ACHI EVEMENT

Summary. Thi s nmenorandum expl ai ns procedures for preparing
certificates of appreciation and achi evenent.

Applicability. This menorandum applies to all elenents of the U S
Arny Intelligence Center and Fort Huachuca (USAI C&FH) .

Suggested i nprovenents. The proponent of this nenorandumis the
Directorate of Information Managenent (DO M, USAIC&H.  Users may
send comments and suggested i nprovenents on DA Form 2028
(Recommended Changes to Publications and Bl ank Forns) through
channels to Conmander, U S. Arny Intelligence Center and Fort
Huachuca, ATTN. ATZS-IMC-SR, Fort Huachuca, AZ 85613-6000.
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1. Purpose.
Thi s nmenorandum est abl i shes policies, procedures, and
responsibilities for preparing certificates of appreciation and
achievenment within the U S. Arny Intelligence Center and Fort
Huachuca( USAI C&FH). Certificates are awarded in recognition of
significant acconplishnments and contributions to deserving mlitary
and civilian personnel. The reasons for awarding certificates vary
greatly. Designing a certificate for each specific event or
acconplishnment is not practical or cost-effective.
2. References.
a. Prescribed forns.
(1) FH Form 672-1-R, USAG Certificate of Appreciation.

(2) FH Form 672-2-R, USAIC&FH Certificate of
Achi evenent .

(3) FH Form672-8-R, U S. Arny Garrison(USAG
Certificate of Achi evenent.

(4) FH Form 672-9-R, USAIC&FH Certificate of Appreciation.
b. Referenced forns.

(1) DD Form 67, Form Processing Action Request.

(2) DAPS Form 5604, Reprographics Request.

(3) Optional Form 41, Routing and Transmttal Slip.

3. Explanation of abbreviations.

a. DA. . . . . Departnent of the Arny

b. DAPS . . . . Defense Automated Printing Service

c. DD. . . . . Departnent of Defense Form

d. DAOM. . . . Drectorate of Infornmation Managenent
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e. FH. . . . . Fort Huachuca

f. USAG. . . . US Arny Grrison

g. USAIC&H . . U S Arny Intelligence Center and Fort
Huachuca

4. Responsibilities.
a. The DOMW I --

(1) Develop and maintain the master standard certificates
of appreciation and achi evenent, ATTN. ATZS-1 MC- SR

(2) Approve and control requests to overprint the standard
certificates of appreciation and achi evenent.

b. Directors and staff office chiefs will--

(1) Prepare certificates of appreciation or achievenent for
deservi ng personnel.

(2) Request approval to overprint standard certificates
fromthe DOM ATTN. ATZS-1 MC- SR

(3) Develop prescribing directives for overprints of
standard certificates of appreciation or achievenent as required.

(4) Submt certificates of appreciation or achievenent for
si gnat ure.

(5) Stock and print all required certificates including
standard and speci al i zed.

5. Standardi zation of certificates.

a. Certificate formats are standardi zed to the extent possible
to reduce printing costs.

(1) These standard certificate formats can be tailored to
nmeet specific needs by overprinting additional information on them
Overprints are appropriate when simlar recognition is given to a
| ar ge nunber of individuals and identification of the specific
event or purpose of the award is sufficient wthout additional
narrative description. Exanples are recognition of accumul ated
sick | eave, participation in a marathon, etc.

(2) Requests for exception to devel op a specialized
certificate format will be submtted to the DO M Forns Manager
ATTN.  ATZS- I MC-SR for approval. These requests nust clearly
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denonstrate and justify why use of the standard certificate format
IS not possible.

b. Use standard fonts available on typewiters, laser printers,
or conputer printers to enter information onto the certificate. Do
not use scratch-off letters or stencils. Al lettering will be in
bl ack.

c. The standard certificate formats for the USAlI C&H and the
USAG are the Certificate of Appreciation (see paragraph 6) and the
Certificate of Achievenent (see paragraph 7).

6. Certificate of appreciation.

The type of recognition (appreciation) is overprinted on the
standard certificate format. The USAI C&FH Certificate of
Appreciation, FH Form 672-9-R, is at appendix A The USAG
Certificate of Appreciation, FH Form 672-1-R, is at appendi x B.
The name of the honoree and organi zati on are entered above the
solid line. The specific event for which the recognition is
awarded i s added below the solid line. This information and the
signature bl ock are added to the standard certificate by the
issuing office. A sanple conpleted certificate is at appendi x A

a. Requests to overprint these forns are submtted on DD Form
67, Form Processi ng Request, through each organi zation's Records
Managenent Coordinator to the DOM ATTN. ATZS-I MC-SR. A DAPS
Form 5604 ( Reprographi cs Request) nust acconpany the request.

b. If the certificate is for a recurring and continual event
or purpose, the DOM ATTN. ATZS-IMC-SR will assign an overprint
nunber (that is, FH Form XXXX Overprint 1). |[If the overprint

requires a prescribing directive to explain its use, the

| nformati on Support Services Branch will notify the originator.
Copies of these forns will be printed in quantity and stocked by
t he requesting organization.

c. If the certificate is for a one-tine event or purpose, the
DOM ATTN. ATZS-IMC-SR will assign the appropriate designator
(that is, FH Form XXXX Overprint 1 One-Tine). These forns wl|
only be printed in the quantity necessary to support the one-tine
requi renment. The signature will be overprinted on one-tine event
certificates issued in |arge quantities (over 25). This w ||
expedite the processing of certificates.

7. Certificate of achi evenent.

The type of recognition (achievenent) is overprinted on the
standard certificate format. The USAI C&H Certificate of

Achi evenent, FH Form 672-2-R, is at appendix C. The USAG
Certificate of Achievenent, FH Form 672-8-R, is at appendix D. The
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name of the honoree, the achievenent, and the signature bl ock are
conpl eted as shown on the sanple at appendi x D

a. Requests to overprint these forns are submtted on DD Form
67, through each organi zation's Records Managenent Coordinator to
the DOM ATTN. ATZS-1 MC-SR, for approval. A DAPS Form 5604
(Reprographi cs Request) nust acconpany the request.

b. If the certificate is for a recurring and continual event
or purpose, the DOM ATTN. ATZS-IMC-SR will assign the
appropriate designator (that is, FH Form XXXX Overprint 1). |If the

overprint requires a prescribing directive to explain its use, the
DOM ATTN. ATZS-IMC-SR will notify the preparer. These forns
will be printed in quantity and stocked by the requesting

or gani zati on.

c. If the certificate is for a one-tine event or purpose, the
DOM ATTN. ATZS-IMC-SR will assign an appropriate designator
(such as FH Form XXXX Overprint 1 One-Tine). These forms will only
be printed in the quantity required. The signature wll be
overprinted on one-tine event certificates issued in |arge
guantities (over 25). This will expedite the processing of
certificates.

8. Signature policies.

a. The acconplishnments or achi evenents recogni zed by
certificates should be commensurate with the | evel of approval.
Accordingly, the follow ng signature policies apply--

(1) USAIC&FH Certificates recognizing the Instructor of
the Month, Quarter, and Year will be signed by the USAI C&H
Commander and Conmmand Ser geant Maj or.

(2) USAIC&FH Certificates recognizing the Soldier of the
Mont h, Quarter, and Year will be signed by the USAI C&H Comrander
and Command Ser geant Mj or.

(3) USAIC&FH Certificates recognizing the Noncomm ssi oned
O ficer of the Quarter and Year will be signed by the USAI C&FH
Commander and Command Ser geant Maj or.

(4) USAIC&FH Certificates of Appreciation and Achi evenent
wi |l be signed by the USAI C&H Commander. The signature block is
shown on the sanple certificate at appendi x A

(5) USAIC&FH Certificates recognizing the Gvilian of the
Mont h, Quarter, and Year will be signed by the USAI C&H Comrander .
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(6) USAG Certificates of Appreciation and Achievenment wl|
be signed by the USAG Commander. The signature block is shown on
the sanple certificate at appendi x D.

b. To expedite the processing of certificates ensuring tinely
acknow edgnent of recognition, use an Optional Form 41 (Routing and
Transmittal Slip) to forward certificates to the command group

c. The prescribing directives for approved overprints wl|
identify the signature policy for their use.



FH Meno 672-5

US Arny Intelligence Center and Fort Huachuca( USAlI C&FH)

Certificate of Appreciation

Appendi x A

L6 WVI SI
H=6-ZL9 WuOd 1 |

Foy pusumosy
V80 *[eiausy aofey
"HI "SYHOHI "0 HHOC

‘weidoad

Supazesap pur STTYMYIION BTYI 103 udjedues
INISE300NE B PRANSUS UOFIEIFPIp PUE E3I0FFD
SS3[21F] 8,00( "I§ -aajap uBjeduey yeispag
paupqmo]y ay3 Fujpieuppicod pue FupSeuem 1og

0] QuIEMYy s
uoeaaddy Jo aennpag

BUBSIYY “RINIPRNGE oG

#@é.w@%&b@u P 10 Pﬁ.@ &.&..

.wuuamamwwvmuaugm dwﬁuﬂﬂmﬂ



FH Meno 672-5

Appendi x B
US Arny Garrison (USAG Certificate of Appreciation

on

H.S. Army
Fort Huachuca, Arizona
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Appendi x C
USAI C&FH Certificate of Achi evenment




USAG Certificate of Achi evenent
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Appendi x D
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(ATZS- | MC- SR)

US ARMY

OFFI CI AL:

Maj or General, USA
Conmmandi ng

DELFORD D. HORTON
Director of Information Managenent

DI STRI BUTI ON:

U

SPECI AL DI STRI BUTI ON:
ATZS- | MC- SR ( 10)
ATZS- | MO-SP (5)

11

JOHN D. THOVAS, JR
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