	DA FORM 1256 (APR 93 EDITION)

	- Should be typed (not handwritten)

	- Should be scanned into .PDF format

	- Ensure Block 6a and 6c are complete

	- Ensure Post EEO and CPAC have completed PART II, Blocks 8a-8f

	- If from Installation, ensure Block 11 is signed

	

	BIOGRAPHICAL DATA (SEC ARMY AWARDS)

	(Should contain)

	1.  Title and Grade:

	2.  Date and Place of Birth:

	3.  Education and Degrees:

	4.  Significant Employment Record:

	5.  Type of Appointment:

	6.  Other Significant Biographical Data Pertinent to the Award Nomination:

	Family information, married to Jane Doe since January 2, 1960, they have

	two children and three grandchildren.

	7.  This award will be presented to John Doe at his retirement ceremony

	on 22 June 2003.

	

	JUSTIFICATION

	- Should be single-spaced 1 to 2 pages

	- Free from typos and grammatically correct

	

	PROPOSED CITATION

	- Should be single-spaced, one paragraph

	- Should be Upper AND Lower Case (NOT ALL CAPS)

	- Should be approximately 50-60 words

	- Free from typos and grammatically correct

	- Refrain from use of acronyms

	- Should highlight the individual's achievements

	

	SIGNIFICANT AWARDS (List of Prior Awards)

	- Should contain MONTH and YEAR

	- Begin with most recent award received

	- Last line should contain:  Date of Presentation:

	

	AWARDS FOR SECARMY APPROVAL

	- Requires Documents on DISKETTE

	- Requires 1 Original and 8 Copies

	

	AWARDS FOR TRADOC CG APPROVAL

	- Requires 1256 scanned into .PDF Format

	- Requires Justification, Citation, and List of Prior Awards combined in one

	(1) word document (.DOC Format)

	- PDF File and DOC File should be attached to email note forwarding 

	award nomination.  Email should contain point of contact for award and

	their complete mailing address, work number (DSN & Commercial)

	

	


Mail awards for Secretary of the Army Approval to:
HQ TRADOC

ATBO-C (Rose Benton)

5C North Gate Road

Fort Monroe, VA  23651-1048

EMAIL all other awards to:

Bentonr@monroe.army.mil
Rose Benton

DSN 680-5243

Commercial 757-788-5243

FAX:  757-788-5252 (please no fax copy of award submission)

