Southeast District Guide: How to Submit an Award Request
Step-by-Step Submission Process
1. Prepare Your Award Package
· Complete the Award Summary Form.
· Draft the proposed award citation using the appropriate template. Ensure formatting and language match the level of the award.
· Use accurate and verifiable data.
2. Submit via Help Desk
· Go to the Southeast District Help Desk.
· Select “Award Recommendation” as the category.
· Attach:
· Completed Award Summary Form
· Proposed Citation
· Submit the request and confirm receipt via the automated Help Desk acknowledgment email.
3. Notify the Chain of Leadership
· Email the same documents (Award Summary Form and Proposed Citation) to the Chain of Leadership and Management.
· Request endorsement and continued routing to the District Commodore (DCO).
Quick Tips
· Use only official templates and forms.
· Be timely – prompt recognition supports morale.
· Maintain transparency – data must be traceable and verifiable.
· Track progress via the Help Desk ticket system.

The Award Summary Form and citation templates can be found at the USCGAUX Southeast District website (https://cgauxsoutheast.org) at For Members > Resources > Awards. Contact the District Awards Coordinator with questions or comments.

