SUMMARY FOR COMPLETING CITATIONS

1.  The opening sentence must identify the awardee by grade, name, and branch of service, duty title, duty assignment, location, and inclusive date(s).  For compound grade titles, such as First Lieutenant, Chief Warrant Officer Four, Staff Sergeant, Radioman First Class, etc., spell out the complete grade title in the opening sentence, and then use the short title in the balance of the citation.  Example:  Lieutenant, Mister/Miss, Sergeant, Petty Officer, etc.

2.  The citation is a short description of the act, achievement, or service for which the award is being presented, and is extracted from the award narrative.  Be specific on facts.  Avoid needless adjectives and job descriptions.  THE CITATION MUST BE UNCLASSIFIED, GRAMMATICALLY CORRECT, AND WILL NOT CONTAIN ABBREVIATIONS OR UNCOMMON TERMINOLOGY.

3.  Avoid the use of code names in citations.  Do not use any acronyms or abbreviations, other than Jr., Sr., II, III, etc., following the individual’s name.  Symbols such as $, %, are considered abbreviations and should be spelled out (i.e., dollars, percent).

4.  Heading will be in Bold Print.

5.  Do not overcapitalize words.  Operation and Exercise titles are capitalized, such as:  Operation DESERT STORM and Exercise EAGER ARROW.

6.  Hyphenations should be avoided.  If a date is divided, only the year is carried over to the next line.

7.  The citation will not exceed 18 lines single-spaced including the opening and closing mandatory sentences.  Use Times New Roman 14 pitch.  The citation will be fully justified.

8.  The “from” and “to” dates in a citation must agree with the award recommendation.  Use only one set of “from” and “to” dates.  If the person had more than one duty title, list all titles, and one set of dates to cover all titles.  EXAMPLE:  Chief, _____________________ and Chief, _________________, Plans and Policy Directorate, United States Central Command, Macdill Air Force Base, Florida, from 10 December 1995 to 31 August 1998.

