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NAMTRAU OCEANA INSTRUCTION 1650.4E
Subj:  PREPARATION AND PROCESSING OF NAVAL AIR MAINTENANCE 

       TRAINING UNIT, OCEANA (NAMTRAU OCEANA) PERSONAL AWARD 

       RECOMMENDATIONS

Ref:   (a) SECNAVINST 1650.1F

       (b) CNO WASHINGTON DC 130340Z Oct 00 (NAVADMIN 265/00)

       (c) NAMTRAGRUINST 1650.1H

       (d) SECNAVNOTE 1650 of 12 Apr 94

Encl:  (1) Command Letter of Appreciation (LOA) Example

       (2) Command Letter of Commendation (LOC) Example

       (3) Chief of Naval Education and Training (CNET) LOC 

           Example

       (4) Navy and Marine Corps Achievement Medal (NA) Citation 

           Example

       (5) Navy and Marine Corps Commendation Medal (NC) Citation 

           Example

       (6) Meritorious Service Medal (MSM) Citation Example

       (7) Military Outstanding Volunteer Service Medal (MOVSM) 

           Submission Example

       (8) Personal Award Recommendation Routing Sheet

       (9) Awards Flow Charts

1.  Purpose.  To promulgate preparation and processing procedures for personal award recommendations per references (a) through (d) and to disseminate enclosures (1) through (9).

2.  Cancellation.  NAMTRAGRUDETOCEANAINST 1650.4D.

3.  Discussion.  This instruction applies to:

    a.  Recommendations for a command LOA, LOC and CNET LOC.
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    b.  Recommendations for a NA due to a specific action/achievement or end of tour (EOT) award for command personnel are to be processed at the command level for approval per reference (b).  

    c.  Recommendations for an EOT award for a NC or higher are to be processed for approval per reference (c). 

    d.  Recommendations for the award of a MOVSM are to be processed at the command level for approval per reference (d).

    e.  Specific Achievement.  Award recommendation in this area should emphasize truly outstanding meritorious performance of a specific nature that is sufficiently distinct from normal assigned duties.  Specific achievement awards are normally given for period of performance of less than one year.

    f.  End of Tour.  An EOT award is not to be considered routine, but remains an integral part of the awards system.  Execution of an individual’s performance or normal duties over an extended period of time is not necessarily basis for a personal decoration.  The individual must have brought distinction upon himself/herself or the command.

4.  Action
    a.  Preparation of various types of award recognition.  Submit all award recommendations in double spaced format, on a disc as outlined below:

        (1) Commanding Officer (CO), NAMTRAU Oceana Letter of Appreciation (LOA) - Use example in enclosure (1).  The first sentence in paragraph one and paragraph 2 must remain as shown in the example.  Use font courier new 10 or 12 pitch.

        (2) CO, NAMTRAU Oceana Letter of Commendation (LOC) - Use example in enclosure (2).  First two and last sentence must remain as shown.  Use font courier new 10 or 12 pitch.
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        (3) CNET LOC - Departments will prepare a draft (typed or a legibly handwritten) OPNAV 1650 form to CNET from CO, NAMTRAU Oceana via CO, Naval Air Maintenance Training Group (NAMTRAGRU) and a draft, award citation.  Ensure accuracy in all applicable blocks of the OPNAV 1650 form.  A Summary of Action (SOA) is not required. The first and last sentence must remain as shown in enclosure (3).  Use font courier new 12 pitch. 

        (4) CO, NAMTRAU Oceana command awarded NA - Departments will prepare a draft (typed or a legibly handwritten) OPNAV 1650 form and a draft, double spaced award citation.  Ensure accuracy in all applicable blocks of the OPNAV 1650.  A Summary of Action (SOA) should be no more than one page, single spaced. The opening and closing paragraphs are not required however, at 

least five substantial bullets are needed to "justify" the award. Specifics are best; avoid simple bullets that tell the chain of command that the person did their job well.  The NA citation should be prepared in font courier new 10 or 12 pitch, and in ALL CAPITAL LETTERS.  The body of text is to be typed in "LANDSCAPE" with 1-inch right and left margins and should not exceed seven and one-half lines.  Include a copy of all overlapping awards with the submission.   Use example in enclosure (4).  First and last sentence may not change from the example shown.  

        (5) CNET NC  – Departments will prepare a draft (typed or legibly handwritten) OPNAV 1650 form to CNET from CO, NAMTRAU Oceana via CO, Naval Air Maintenance Training Group (NAMTRAGRU). A SOA of no more than one page, single-spaced is required.  Prepare a 12 line maximum citation, using courier new 12 pitch, in ALL CAPS.  First and last sentence may not change from the example shown in enclosure (5). 

        (6) CNET MSM - Departments will prepare a draft OPNAV 1650 to CNET from CO, NAMTRAU Oceana via CO, NAMTRAGRU.  A SOA of no more than one and one-half pages is required.  Prepare a citation, using courier new 12 pitch in ALL CAPS.  First and last sentence may not change from example shown in enclosure (6). 

3

NAMTRAUOCEANAINST 1650.4E

11 Feb 02

        (7) CO, NAMTRAU Oceana MOVSM - Departments will prepare a draft OPNAV 1650 to CO, NAMTRAU Oceana from respective Department Head.  A SOA is required and should be no more than one page, single spaced.  The opening and closing paragraphs are not required however, at least five substantial bullets are needed to "justify" the award.  A draft letter per the example in enclosure (7) must accompany the recommendation.

        (8) Once proposed awards are processed through the command awards board, the administrative office will prepare a rough smooth of the OPNAV 1650, SOA and citation for approval of the CO.  Upon approval of the CO, the administrative office will prepare the smooth OPNAV 1650 and award for signature.  If the award is a command awarded personal award the administrative office will prepare for presentation.  If the award is to be forwarded to higher authority the administrative office will prepare the smooth OPNAV 1650 for signature and prepare the proposed award for forwarding to NAMTRAGRU for consideration.  

    c.  Timeline for submission.  Timely submission of awards is crucial to good morale.  To administer a valid recognition program, all letters and awards must be forwarded in sufficient time to allow processing and return of approved letters/awards to the originator in sufficient time for presentation.  It is desired that presentation be accomplished prior to the departure of the individual being recognized and as close to the actual occurrence of specific action.  Therefore, each Maintenance Training (MTU)/Department (DEPT) Chief Petty Officer in Charge (CPOIC) will forward award recommendations via respective department chain of command utilizing enclosure (8) per the following timelines:

        (1) CO, NAMTRAU Oceana LOCs/LOAs – Command LOCs/LOAs are not required to be submitted through the Awards Board.  Submit to command administrative office 30 days prior to detachment.  For specific action, within 21 days following occurrence of the event.
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        (2) CO, NAMTRA Oceana NAs – Submit to command administrative office, after completion of awards board, 30 days prior to detachment.  For specific action, submit within 21 days following occurrence of the event.  

        (3) CNET LOCs - Submit to command administrative office, after completion of awards board, 90 days prior to detachment.  For specific action, submit within 21 days following occurrence of event.   

        (4) MOVSMs:  When recommended 

        (5) CNET NCs - Submit to command administrative office, after completion of awards board, 100 days prior to detachment.

        (6) CNET MSMs - Submit to command administrative office, after completion of awards board, 130 days prior to detachment.

        (7) Ensure terminal/separation leave is considered when submitting retirement/separation awards.

5.  Awards Board.  Awards board procedures and policies are promulgated in reference (a).

    a. Awards Board.  The Awards Board will be chaired by the Executive Officer (XO) and consist of all Department Heads, Command Master and Senior Marine.  The awards board will review all Awards Review Board recommendations and forward their recommendations on enclosure (8) to the Commanding Officer for final approval.

6.  Presentation of Awards.  All awards and personal letters shall be presented with appropriate ceremony for the enhancement

of command and community relations.

7.  Review.  The Administrative Officer is responsible for the command review and upkeep of this instruction.

                                L. D. KINSEY

Distribution:  (NAMTRAUOCEANAINST 5216.4G)

List I
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CO, NAMTRAU Oceana Letter of Appreciation Example
                                                       1650

                                                       (date)

From:  Commanding Officer, Naval Air Maintenance Training Unit, Oceana

To:    AT2(AW/SW) Jon E. Sailor, USN, 111-22-3333

Subj:  LETTER OF APPRECIATION

1.  Your significant contributions during the performance of your duties while serving as (state title and/or appropriate duties performed) at Naval Air Maintenance Training Unit, Oceana from (month) (year) to (month) (year) are recognized with great pleasure.  (Use the rest of this paragraph to amplify what the individual did to deserve recognition.  Use font courier new 12 and don't justify the right-hand margin).  LOA's are not to exceed one page.

2.  Your dedication and professionalism are truly noteworthy.  “Well Done”!

    CO SIGNATURE

                                                 Enclosure (1)
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CO, NAMTRAU Oceana Letter of Commendation Example
The Commanding Officer takes pleasure in commending

YEOMAN THIRD CLASS (SURFACE WARFARE)

JANE DOE

UNITED STATES NAVY

for service as set forth in the following

CITATION:

For superior performance of her duties as (job title) at Naval Air Maintenance Training Unit, Oceana from (month) (year) to (month) (year).  Petty Officer Doe performed her demanding duties in an exemplary and highly professional manner.   (Use this space to amplify what the individual did to deserve recognition.  Type in font courier new 10 or 12 pitch.  Do not exceed 22 lines of type.  Use full justification - right and left margins.) Petty Officer Doe's personal initiative and unswerving devotion to duty reflected credit upon herself and were in keeping with the highest traditions of the United States Naval Service.

CO SIGNATURE

                                                 Enclosure (2)
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CNET Letter of Commendation Example
The Chief of Naval Education and Training takes pleasure in commending

SERGEANT

IRA BULLDOG

UNITED STATES MARINE CORPS

for service as set forth in the following

CITATION:

For superior performance of his duties while serving as (job title) at Naval Air Maintenance Training Unit, Oceana, Virginia from (month) (year) to (month) (year).  Sergeant Bulldog performed his demanding duties in an exemplary and highly professional manner.   (Use this space to amplify what the individual did to deserve recognition.  Type in font courier new 12 pitch.  Do not exceed 22 lines of type.  Use full justification - right and left margins).  Sergeant Bulldog's personal initiative and unswerving devotion to duty reflected credit upon himself and were in keeping with the highest traditions of the United States Marine Corps.

                                                Enclosure (3)
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CO, NAMTRAU Oceana Navy and Marine Corps Achievement Medal Sample

TYPED IN COURIER NEW 10 OR 12 PITCH
(GOLD STAR IN LIEU OF SECOND AWARD)

(USE IF APPLICABLE)

AVIATION MACHINIST'S MATE SECOND CLASS (AVIATION WARFARE/SURFACE WARFARE) 

JON E. SAILOR, UNITED STATES NAVY OR STAFF SERGEANT

HARD DOGG, UNITED STATES MARINE CORPS

PROFESSIONAL ACHIEVEMENT AS (JOB TITLE) AT NAVAL AIR MAINTENANCE TRAINING UNIT, OCEANA, VIRGINIA FROM (MONTH) (YEAR) TO (MONTH) (YEAR).  (PETTY OFFICER/STAFF SERGEANT LAST NAME) "INSERT 1 OR 2 SENTENCES OF SIGNIFICANT MEANING". (OPTIONAL SENTENCE FOR A RETIREMENT AWARD - (HIS/HER) SUPERIOR ACHIEVEMENTS CULMINATED A DISTINGUISHED CAREER OF (TWENTY) YEARS OF LOYAL AND FAITHFUL SERVICE TO (HIS/HER) COUNTRY.) (PETTY OFFICER/STAFF SERGEANT LAST NAME)'S PERSONAL INITIATIVE AND UNSWERVING DEVOTION TO DUTY REFLECTED CREDIT UPON (HIMSELF/HERSELF) AND WERE IN KEEPING WITH THE HIGHEST TRADITIONS OF THE UNITED STATES (NAVAL SERVICE/MARINE CORPS).                                               

                                                                      Enclosure (4)
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CNET Navy and Marine Corps Commendation Medal Sample

 (GOLD STAR IN THE LIEU OF SECOND AWARD)
MAJOR JOHN Q. WARD, JR., UNITED STATES MARINE CORPS

MERITORIOUS SERVICE AS (JOB TITLE) AT NAVAL AIR MAINTENANCE TRAINING UNIT, OCEANA, VIRGINIA FROM (MONTH) (YEAR) TO (MONTH) (YEAR).  MAJOR WARD - (USE THIS SPACE TO AMPLIFY WHAT THE INDIVIDUAL DID).  DO NOT EXCEED 12 LINES OF TYPE, ALL CAPITALS. FONT USED IS COURIER NEW 12 PITCH.  JUSTIFY BOTH RIGHT AND LEFT MARGINS. FIRST AND LAST SENTENCES MUST READ AS SHOWN ON THIS EXAMPLE. (OPTIONAL SENTENCE FOR A RETIREMENT AWARD - (HIS/HER) SUPERIOR ACHIEVEMENTS CULMINATED A DISTINGUISHED CAREER OF (TWENTY) YEARS OF LOYAL AND FAITHFUL SERVICE TO (HIS/HER) COUNTRY.)  MAJOR WARD'S DISTINCTIVE ACCOMPLISHMENTS, UNRELENTING PERSEVERANCE, AND STEADFAST DEVOTION TO DUTY REFLECTED CREDIT UPON HIMSELF AND WERE IN KEEPING WITH THE HIGHEST TRADITIONS OF THE UNITED STATES MARINE CORPS.
                                                   Enclosure (5)
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CNET Meritorious Service Medal Citation Example

The President of the United States takes pleasure in presenting the MERITORIOUS SERVICE MEDAL (Gold Star in lieu of Third Award) to

COMMANDER JOHN Q. SAILOR, JR.

UNITED STATES NAVY

for service as set forth in the following

CITATION:

FOR OUTSTANDING MERITORIOUS SERVICE AS (JOB TITLE) AT NAVAL AIR MAINTENANCE TRAINING UNIT, OCEANA, VIRGINIA FROM (MONTH) (YEAR) TO (MONTH) (YEAR). (USE FONT COURIER NEW 12, DOUBLE SPACED IN ALL CAPS, AND JUSTIFIED.  DO NOT EXCEED 22 LINES OF TYPE) (USE THIS SPACE TO AMPLIFY WHAT THE INDIVIDUAL DID.) (OPTIONAL SENTENCE FOR A RETIREMENT AWARD - (HIS/HER) SUPERIOR ACHIEVEMENTS CULMINATED A DISTINGUISHED CAREER OF (TWENTY) YEARS OF LOYAL AND FAITHFUL SERVICE TO (HIS/HER) COUNTRY.)  BY (HIS/HER) EXCEPTIONAL PROFESSIONAL ABILITY, PERSONAL INITIATIVE AND TOTAL DEDICATION TO DUTY, COMMANDER SAILOR REFLECTED GREAT CREDIT UPON (HIMSELF/HERSELF) AND UPHELD THE HIGHEST TRADITIONS OF THE UNITED STATES NAVAL SERVICE.

                            For the President,

                                                       Enclosure (6)
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CO, NAMTRAU Oceana Military Outstanding Volunteer Service Medal Example
                                                      1650

                                                      Ser 00/

From:  Commanding Officer, Naval Air Maintenance Training Unit, Oceana

To:    LCDR Ivan B. Sailor, Jr., USN, 111-22-3333 

Subj:  AWARD OF THE MILITARY OUTSTANDING VOLUNTEER SERVICE MEDAL

Ref:   (a) SECNAVNOTE 1650 of 12 Apr 94

1.  Per reference (a), you are authorized to wear the Military Outstanding Volunteer Service Medal for outstanding public service while serving with the (NAME OF ORGANIZATION) from (month) (year) to (month) (year).  The Military Outstanding Volunteer Service Medal is to be worn per reference (a).

2.  (Justify the award in the this paragraph.)  Example:  Your dedicated service for the past ten years in Tissue Banks International has been commendable.  Your development of a management information system to track donor contribution records will significantly impact TBI's donation, retrieval and distribution process for years to come. Your travel and promotion of public outreach programs at Lions, American Legion, Rotary Clubs, Opticians Association of America, Guild of Prescription Opticians of America, American Society of Association Executives and National Society of Fund Raising Executives conventions have raised awareness levels of TBI throughout the community. Additionally, your training of staff members in computer presentation techniques significantly increased the impact and effectiveness of TBI fund raising and public information presentations.

3.  Your voluntary service reflected great credit upon yourself, Naval Air Maintenance Training Unit, Oceana, and the United States Naval Service.  WELL DONE!

    CO SIGNATURE

Copy to:

PERS-313C






Enclosure (7)
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PERSONAL AWARD ROUTING SHEET

1. TYPE OF AWARD:   SINGLE ACTION:                END OF TOUR: _______

2. AWARDEE:                                 RATE:         DEPT/MTU: _______

3. DATE AWARDEE IS TO DETACH/TRANSFER:                  (if applicable)

4. CPOIC/ACPOIC CHECK APPROPRIATE AWARD LEVEL RECOMMENDED:

   CMD LOA:          CMD LOC:          CNET LOC:           CMD NA:       

   CNET NC:          CNET MSM:          CMD MOVSM:         
_________________________

CPOIC/ACPOIC SIGNATURE/DATE

5. DEPARTMENT HEAD RECOMMENDATION:  ________APPROVAL/________DISAPPROVAL

DEPARMENT HEAD SIGNATURE/DATE 

6. ADMIN OFFICER (SCHEDULE AWARDS BOARD:  RECEIVED:  ____________

AWARDS BOARD RECOMMENDATION.  

APPPROVE:  ______   UPGRADE:  ______  

DOWNGRADE:  ______  DISAPPROVE:  ______

UPGRADE/DOWNGRADE TO:  ______

                 ________________________________________

                 AWARDS BOARD CHAIRPERSON SIGNATURE/DATE 

9.  ROUTING:
    DATE        INIT

                           ADMIN (smooth rough)

                           ADMIN OFF 
                           XO RECOMMENDATION:  APPROVAL:____/DISAPPROVAL:  ____
                           CO:  APPROVED:        DISAPPROVED:           

                           ADMIN (for smooth)

                           CO (for signature)

NAMTRAUOCEANA 1650/1 (1/01)                               Enclosure (8)

