                                                NORUINST 1650.3C

                                           Code 10









   14 Mar 03













NAVCRUITCOM ORIENT UNIT INSTRUCTION 1650.3C

Subj:  AWARDS MANUAL FOR PERSONAL AWARDS        

Ref:   (a) COMNAVCRUITCOMINST 1650.1

       (b) SECNAVINST 1650.1G

       (c) NAVADMIN 250/02 191501ZAUG02

1.  Purpose.  To establish procedures to recognize active duty staff personnel for special achievements, retirements, end of tour, etc. as per references (a) through (c).

2.  Cancellation.  NORUINST 1650.3B.

3.  Discussion.  Recommendations for all medals must be submitted using a Personal Award Recommendation (OPNAV 1650/3).  The following guidelines are provided:

    a.  Timeliness of Submission.  All award recommendations for personnel transferring, retiring, or separating from the Navy must be submitted to the Administrative Officer no later than 90 days prior to transfer, separation, or retirement for CNRC approved awards and no later than seven months prior to awardees departure for CNO approved awards.  Commanding Officer awarded Navy and Marine Corps Achievement Medals (NAM) and Navy Commendation Medals (NCM) should be submitted 60 days prior to transfer, separation or retirement or within two weeks of specific action to permit rapid recognition of the individual’s efforts.

    b.  Award Citation Preparation Guidance

        (1) Per reference (a), the Navy and Marine Corps Achievement Medal and Navy and Marine Corps Commendation Medal 

citations will be limited to eight lines and typed in 10 or 12 pitch in landscape format with 1” right and left margins.  The 

standard “Opening:” and “Closing:” lines will be utilized as shown in reference (a).  Awards submitted for CNRC approval shall be prepared on plain bond paper.  Commanding Officer Navy Commendation Medals and Navy Achievement Medals shall be 
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submitted on plain bond paper by the departments and smoothed by the Awards Coordinator to an awards certificate (NAVSO 1650/12) for signature.

        (2) Meritorious Service Medal and Legion of Merit citations will be limited to twenty-two lines and typed in portrait format on plain bond paper with 1” right and left margins in 10 or 12 pitch.  Refer to the guidelines in reference (a) for the standard “opening” and “closing” sentences.

    c.  Summary of Action (SOA), Block 25.  Justification block on OPNAV 1650/3 forms are required for NAMs and above (with the exception of Commanding Officer NAMs).  Refer to reference (a) for preparation guidance.

4.  Policy
    a.  The Commanding Officer is authorized to award an unlimited number of Navy Commendation Medals and Navy Achievement Medals as per reference (b).  The Commanding Officer may only award Navy Commendation Medals to Commanders and below and Navy Achievement Medals to Lieutenant Commanders and below within their chain of command.  

    b.  All end of tour and retirement awards shall be submitted per reference (a) and shall exclude duplicate recognition of performance that has been previously awarded by a personal decoration.

5.  Action
    a.  Department Heads.  Submit a completed Personal Award Recommendation (OPNAV 1650/3) and typed double spaced draft of the summary of action and citation write-ups.  Forward nominations via e-mail to the Admin Officer.

    b.  Administrative Officer.  Present nomination packages to the Awards Board and discuss future awards for consideration.  

    c.  Awards Board.  Review all nomination packages submitted and forward recommendations to the Commanding Officer for approval.
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    d.  Awards Coordinator.  Unless otherwise directed, the Admin Officer will be the Awards Coordinator, and will smooth the awards for signature and presentation.

6. Forms.  Personal Award Recommendation (OPNAV 1650/3), 

S/N 0707-LF-017-5800 and Navy and Marine Corps Achievement

Medal Certificate (NAVSO 1650/12), S/N 0104-LF-019-2900, 

Navy and Marine Corps Commendation Medal Certificate 

(NAVSO 1650/11), S/N 0104-LF-982-1800 may be ordered through the supply system.

                             P. M. RICKETTS

Distribution:
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 List I

NAVY AND MARINE CORPS COMMENDATION MEDAL:

Opening:  MERITORIOUS SERVICE WHILE SERVING AS AN INSTRUCTOR AT NAVY RECRUITING

          ORIENTATION UNIT, PENSACOLA, FLORIDA FROM _____________ TO ________________.

          CHIEF PETTY OFFICER ________________________…….

Closing:  BY HIS EXCEPTIONAL ABILITY, PERSONAL INITIATIVE AND TOTAL DEDICATION TO DUTY,

          CHIEF PETTY OFFICER ____________ REFLECTED CREDIT UPON HIMSELF AND UPHELD THE

          HIGHEST TRADITIONS OF THE UNITED STATES NAVAL SERVICE.

NAVY AND MARINE CORPS ACHIEVEMENT MEDAL:

Opening:  PROFESSIONAL ACHIEVEMENT IN THE SUPERIOR PERFORMANCE OF HIS DUTIES WHILE

          SERVING AS AN INSTRUCTOR AT NAVY RECRUITING ORIENTATION UNIT, PENSACOLA,

          FLORIDA FROM _____________ TO __________.  PETTY OFFICER __________________……..

Closing:  PETTY OFFICER __________________ EXCEPTIONAL PROFESSIONAL ABILITY, INITIATIVE

          AND LOYAL DEDICATION TO DUTY REFLECTED GREAT CREDIT UPON HIMSELF AND WERE IN

          KEEPING WITH THE HIGHEST TRADITIONS OF THE UNITED STATES NAVAL SERVICE.
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