


 
 
 
 
The following documents must accompany each Distinguished Service Award: 
  

• The original citation signed by the Secretary with yellow surname copy;  
 
• The DI-45l Award Certification form;  

 
• Certification by the following offices that a review for derogatory information on 

awardees resulted in no derogatory information from the Office of Civil Rights, 
Office of the Inspector General, the awardees servicing Human Resources Office 
after a OPF review; and 

 
• Digital photo of award recipient in .jpg format and electronic copy of the citation 

shall be sent to the Convocation Director.   
 
The Valor Award nomination packets will include the following:  
 

• The original citation signed by the Secretary with yellow surname copy; 
 
• The DI-451 Awards Certification form; 
  
• Contact information for the nominating official;  
 
• Certification by the following offices that a review for derogatory information on 

awardees resulted in no derogatory information from the Office of Civil Rights, 
Office of the Inspector General, the awardees servicing Human Resources Office 
after a OPF review;  

 
• An electronic copy of the citation must be submitted to the Convocation Director; 

and  
 
• Electronic copies of pictures and video footage describing the event that 

merited the award will be required also.  The video footage will be in .avi or 
Digicam footage.  News articles or related narrative are also encouraged.    

 
The Citizens Award for Bravery nomination packets will include the materials required 
for the Valor Award except that certifications of review from the Office of Civil Rights 
and the servicing Human Resources Office are not required. However, a review with the 
Department of the Interior’s ethics office will be required. 
 
The Safety and Occupational Health Excellence Award will be accompanied by the 
following documents: 
 



• The original citation with yellow surname copy;  
 
• The DI-45l Award Certification form;  

 
• Certification by the following offices that a review for derogatory information on 

awardees resulted in no derogatory information from the Office of Civil Rights, 
Office of the Inspector General, the awardees servicing Human Resources Office 
after a OPF review; and 

 
• Digital photo of award recipient in .jpg format and electronic copy of the citation 

to the Convocation Director.  Digital photos illustrating the project or recipient’s 
work are encouraged.   

 
Please contact your bureau/equivalent offices’ awards coordinator if you have any 
questions or need assistance in processing these awards. 
 
cc:  Deputy Secretary 
       Chief of Staff 
       Bureau Assistant Directors for Administration 
       Bureau/Equivalent Office Human Resources Officers 
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