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USMA POLICY MEMORANDUM # 68-02





SUBJECT:  Processing Certificates








1.  PURPOSE.  To centralize the completion of the following certificates:


	Certificates of Retirement (DA Form 4250)


	Certificate of Appreciation (DA Form 4251)


	Certificate of Achievement (DA Form 2442)


	Commendation Certificate (DA Form 2443)


	Certificate of Promotion (DA Form 4592)


	Commander’s Award for Civilian Service (DA Form 4689)


	Commander’s Award for Public Service (DA Form 5231)


	Achievement Medal for Civilian Service (DA Form 5654)


	Superior Civilian Service Award (DA 5655)


	Certificate of Appreciation (DA Form 7013)


Department of the Army Decoration for Meritorious Civilian Service Certificate (DA Form 7015) Department of the Army Outstanding Civilian Service (DA Form 7017)


Career Service Certificate





2.  APPLICABILITY.  All USMA and Tenant activities.





3.  BACKGROUND.





	a.  These blank forms are sensitive controlled forms.  The process of requisitioning, personal pick up, storing (security), and completion (non-standard size) is tedious and frustrating to many users.





	b.  Years of service pins accompanying the certificates must now be purchased by USMA activities.





	c.  DOIM Publications, as the control and issue point for the certificates, has templates for these certificates and can eliminate many unnecessary steps.  Centralized processing would eliminate the requisition, personal pick up, and internal controls necessary for USMA activities to process these forms internally.





4.  POLICY.





	a.  The certificates listed above will be completed by DOIM Publications as requested by USMA activities.





	b.  The appropriate years of service pin will be provided by DOIM and sent with the certificate.





5.  RESPONSIBILITIES.





	a.  USMA activities will:





		(1)  Maintain a current DA Form 1687 on file with DOIM Publications.  This form lists those individuals authorized to order or receive accountable/sensitive forms for their activity.





		(2)  Designate individual/s to order certificates and ensure their name is listed on the DA 1687.





		(3)  Send requests for certificates to DOIM Publications, Bldg. 2101, at least one week prior to needing the certificate/s.





		(4)  Provide the appropriate data (name, dates, signature blocks, etc.) for each certificate requested.  All certificates may be signed by the Major Activity Director, Activity Director or Tenant Activity Commander, except:  Career Service Certificates from 30 years thru 50 years must be signed by the Superintendent (DOIM will add the signature block).





		(5)  Get the appropriate signature on receipt of the completed certificate from DOIM.





	b.  DOIM Publications will:





		(1)  Maintain a current file of all DA Form 1687s, Notice of Delegation of Authority - Receipt for Supplies,  and verify authorization of requesting individual.





		(2)  Complete the appropriate certificates as requested and send to the requesting activity within one week of receipt of request.





		(3)  Provide the appropriate pin with each Career Service Certificate.





6.  EXPIRATION.  This policy is effective until superseded or rescinded.








FOR THE SUPERINTENDENT:





			


			/ Original Signed /


			GRANT M. SMITH


			COL, EN


			Chief of Staff
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