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CHAPTER 1 - GENERAL INFORMATION
Section 1 - GENERAL
110. PURPCSE OF THE NAVCRUITDIST RICHMOND AWARDS MANUAZAL. To

provide guidance and regulations concerning submissicn of awards
for individuals assigned to Navy Recruiting District Richmond.

11l. ELIGIBILITY CRITERIA

1. Recommendations for awards must meet specific
eligibility criteria. Ccnsiderations include the circumstances
involved, type of achievement or service, and the duration of
the period of action. In all cases, the act, achievement or
service should clearly exceed that which is normally required or
expected of the individual while considering grade, or rate,
training, and experience.

2. Only one award will be made for the same act,
achievement, or period of meritorious service. It is
inappropriate to duplicate awards. However, an award for
heroism or specific achievement within the period c¢f meritorious
service is not considered duplication.

a. Sallor of the Year and similar awards (i.e.
Recruiter Incentive System Awards) denote a specific competitive
achievement. This award can support an End of Tour (EQOT) award |
and a copy of it must be enclosed with the EOT award. Only one
award of this nature can be earned in any given year. All
supporting information will be combined intc a single award.

b. BAn EOT award is not routine. It is used to recognize
superior performance over an entire tour. A copy of all
personal awards received during the tour period must be
submitted to the awarding authority along with the EOT award.

c¢. The Navy does not have a retirement award,

nor is it appropriate tc recommend an award for the entire
career of a service member. If an individual is recommended for
an award upon retirement, it should only recognize service at
the last duty station or acts not previously reccgnized.




112. AUTHORITY/DELEGATION TC APPROVE AWARDS

1. The Meritorious Service Medal (MM) is awarded by the
Commander, Navy Recruiting Command for the President.

2. The Navy and Marine Corps Commendation Medal (NC) is
awarded by Commanders (06) at Navy Recruiting Regions for the
Secretary of the Navy.

3. The Navy and Marine Corps Achievement Medal (NA) is
awarded by Commanders of Regions and Commanding Officers of Navy
Recruiting Districts for the Secretary of the Navy. Quotas are
no longer in effect for specific achievements per command.

113. TIMELINE FOR SUBMISSION. All award recommendations must
be submitted tc the Administrative Department for processing via
the appropriate chain of command. Awards for specific actions
should be submitted within two weeks of the specific action to
permit rapid recognition of the individual's efforts.

1. EOT award recommendations that require
NAVCRUITCOM/NAVCRUITREG approval (i.e. MM/NC) must be submitted
to arrive at NAVCRUITCOM/NAVCRUITREG NO LATER THAN 120 days
prior to transfer, separation, or retirement. Any late award
recommendations submitted to NAVCRUITCOM requires a letter,
signed by the CO/X0 only, explaining the reason(s) for the late
submission.

2. All other awards signed by the NAVCRUITDIST Commanding
Officer must be submitted no later than 60 days prior to
transfer, separaticn, or retirement.

3. All perscnal awards (MM, NC and NA) submissions will be
prepared as outline in reference (b), chapter 2.




CHAPTER 2 - PERSCONAL AWARD RECOMMENDATIONS
Section 1 - PREFARATION OF AWARDS

210. INSTRUCTIONS FOR COMPLETION OF OPNAV 1650/3 AND
SUMMARY OF ACTION/CITATION

1. Recommendations for all medals must be submitted
using an OPNAV 1650/3 (Rev 7-04) Personal Award Recommendation
{(Appendix A). Blocks 1-25 must be completed in accordance with
reference (a) to reflect the individual's personal data and
award information. The following blocks of the OPNAV 1650/3 are
pertinent for the completion of this form. Inclusion of these
items will expedite the completion of awards and preclude
NAVCRUITCOM 002SA from having to contact the submitting command
and reqguest the information:

a. (Block 8) Indicate the individual's date of
detachment {i.e. transfer date, terminal leave, retirement
ceremony date) .

b. (Block 12) Indicate the individual's next
duty station or address at retirement.

c. {Block 19) List all previous perscnal decorations.
Ensure copies of awards previously recelved are attached.

d. Summary of Action (SCA), Block 35, must be
used to document the circumstances surrounding the action (NCs
and above). The introductory paragraph should cite the command,
period of action, position held and overall achievement({s).
Specific accomplishments which directly substantiate the overall
achievement should be cited as "bulletized"™ paragraphs. When
additional space is required, add sheets of standard size paper.
However, use continuation pages sparingly.

2. A citation must be prepared using the introductory and
closing sentences provided for specific awards in the formats
stipulated in Appendices B, C, D, or E of this chapter. The
citation must summarize the specifics of the acticon and be
written in a style suitable for coral presentation. It must
contain sufficient facts to "stand alone™ as award justification
with the SOA providing additional details as necessary.

a. The Meritorious Service Medal citation shall be
typed in double-spaced, 12-pitch Courier New (22 lines maximum;
this includes the opening and closing sentences).




b. The Navy and Marine Corps Commendation Medal
and Navy and Marine Corps Achievement Medal citation shall be
typed in double-spaced, 12-pitch Courier New (7 1/2 lines
maximum; this includes the opening and closing sentences).

c¢. The Letter of Commendation citation shall be
typed in double-spaced, 12-pitch Courier New (15 lines maximum;
this includes the opening and closing sentences).




Sanple OPNAV 1650/3

PERSONAL AWARD RECOMMENDATION

ENSURE ALL BLOCKS ARE FILLED IN, SIGNED AND DATED.

FOR OFFCIAL USE ONLY COMPLETE MAKING ADDRESSES ARE REQUIRED

1. FROM:  Commanding Offiosr 18, UIC/ FAIC | 2. 7O (Awarding Authariy) : Chief of Naval Parsonnel Za CTAC
ADDWESS: Navy Recruling District Neshvilis ©oas ADORESS: Washington, DC 20370-5000
$40 Grasernere Park Sis 104 Neshville, TN 37211
3. COMMAND POC: 4, PHONE:
NAME: YNT(AW/SW) Veitiette priainy 8. EXP DATE OF ACTIVE DUTY (DD-MMILYYYY}: 07-May-2008

- S5, IF RETIMELENTAEP ARATION, NUMSEA OF YEARE: WA
o e 7. DRSIGNECAIOS 8. DEVACHMENT OR CEREMONY DATE DA
(LAST FOUR DIGITS ONLY) 2108 . {EARLIER DATE):

10. D-mml:]mmm [3 seecwc
ACHIEVEMENT

1. COMPONENT USHN
13 PAYORADE ANDRATHNG E-§0 NCCM

12. NEW DUTY STATION ADDRESS (Home aderees for relivementiseparation)
AWAITING ORDERS

15. UNIT AT TWE OF
NRD NASHVILLE

4. WARPARE QUALIMCATION
NA

o 16, DUTY ABSIGNMENT

17. CARUC | 18, CAMPANIGN
428 | NA  Not Applicable

20. RECOMMENDED AWARD
MM Meritorious Bervice Medal

190 OPERATION : NA

15, PREVIOUS PRIGONAL DECORATIONS ANG PERIOD
RECOGMIZED {sxchade Combat Action Ritsbor)

MA (AugB9-Jul90) MA (Oct90-Sepdl)
MA {(JunB9-Jun$3) MA (OctI5-DecHSs)
NC (Aug93-0ct96) NHC (Oct9S-MaydO)
WA (Jul00-Sepl0) WC (Oct00- 01)

?jmnx:ﬂha; Owenoc [ wenmomous [Jwa
TOROUS POSTHUMOUS

22. PERSONAL AWARDE RECOMMENDED-NOT YET APPROVED
None

23. RECOMMENDED AWARD NUMBER (FX: 1,23 ...}
¥ None

e e V—
3. OTHEN PERSONNEL NESIG RECOMMENDED FOR BAME ACTION:

2. ACTION DATEAMERITORIOUS PERIOD 02-Apr-2002 - 01-Apr-2008

26. (FOR O-5 AND ABOVE) RANK AND NAME OF PREDECESSOR:
WA

27. GEOGRAPHIC AREA OF ACTIONSERVICE
US CONUS, Alsska, Territories, Caneds

28. ¥ FOREIGN NATIONAL, INDICATE FOREIGH SERVICE AND COUNTRY:
NA

20, | CENTIFY THAT THE FACTS CONTAINED IN THE SUMMARY OF ACTION ARE

mnmus Ehmmwm

0. NAME, RANIVGRADE, COMPONENT, TITLE OF ORIGINATOR 30b. SIGNATURE We.DATE
R. G. TURNER, COR, USN CO
R.G. TURNER
1. FORWARDENG ENDORBEMENTS BY VA
IA COMMAND RECOMMENDED | COMBAT SIGNATURE, GRADE DATE
(Yo be complatad by originator) AWARD e WD
ek Tolephome Msmbar
' o
%] NO
2 [lves
BHwo
s [ Jves
[ Ino
2. TO DE COMPLETED BY AWARDING AUTHONTY
comaar] EXTRAOROINARY DATE
DISPOSITION OF BABIC RECOMMENDATION d HERON TME
EY BIGNATURE, GAADE, APPROVED
Clves
Ewo | Oves Rwo .
33, CNO/ CHIC AWARDS BRANCH USE ONLY i
BERAL NO: DATE RECEWED:
3. NDEOM UBE OMNLY
FROM: SECMAY (NDBDM) DATE:
™: CHO (DNB-3TANA1S) CMC (CODE MMMA)
1. Extraordisary herolem recommendsd: CIVES (N0 [CJNOT APPLICABLE
2. Raviewed and recorded.
By direction
OPHAY 1550/3 (Rev 7-04) S/N-0107-LF-1 280000 A Previous Editions Obeciste Pagetail2

2-A-1

Appendix A to
Chapter 2




INSTRUCTIONS

1. Before completing this form see SECNAVINST 1650.1. For the alectronic form, help for each Biock can be accessed by placing the cursor over
the data entry fleld and pressing the F1 key.

2. The Summary of Action (itam 35) is requested (except for Command approved NAMSs). In addition, attach a double spaced proposed citation

3. Two (2) letter codes to be used in Blocks 19, 20, 31 and 32

4. Al dates should be entered in the DD-3-letter month ID-YYYY format (EX: 23-FEB-2004}

MH  Medal of Honor " NM Navy and Maring Corps Madal JC  Joint Service Commendation Medal

NX  Navy Cross BS Bronze Star Medal NC  Navy & Marine Comps Commendation Medal

DM Distinguished Service Madal BV Bronze Star w/ V Medal - CV  Navy & Marine Corps Commendation Medal
w/' VvV

ss Silver Star FH Purple Hearl Madal JA  Joint Service Achlevement Medal

LM Legion of Merit MM Meritorious Service Madal NA  Navy & Marine Corps Achievement Madal

Lv Legion of Merit w/ V AS Air Medal (Strike/Flight) NV Navy & Marine Corps Achiavement Medal
w/ Vv

DX  Distinguished Flying Cross AF Air Medal (Individual Action} CR  Combat Action Ribbon

oV Distinguishad Flying Cross w/ V AH Air Medal {Individuat Action w/ V) XX Letter of Commendation

35. Summary of Action (nof required for Command approved NAMs)

OPNAY 1650/3 (Rev 7-04) $/N-0107-LF-128-0900 All Provious Editions Obsoclete Page2of 2

Appendix A to
2-A-2 Chapter 2




Sample MSM Citation

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

COMMANDER
(Insert Name)
UNITED STATES NAVY

for service as set forth in the following

For outstanding meritorious achievement as XXX, Navy
Recruiting Command, from January 1997 to April 2000.

22 lines is maximum for the text including the opening
and closing sentences

Tﬁe exceptional professional ability, steadfast initiative, and
selfless dedication to duty exhibited by Commander XXX reflected
great credit upon (himself/herself) and wupheld the highest
traditions of the United States Naval Service.

FOR THE PRESIDENT,

COMMANDER, NAVY RECRUITING COMMAND

Appendix B to
Chanter 2
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Sample LOC Citation

AVIATION ORDNANCEMAN FIRST CLASS (SURFACE WARFARE)
{Insert Name)
UNITED STATES NAVY

For commendable achievement in the superior performance of
his/her duties while serving as XXXX at Navy Recruiting District
Richmond from October to December 2000C. Petty Officer (Insert
Last Name) performed his/her duties in a highly professional

manner.

15 lines is maximum for the text including the opening
and closing sentences.

Petty Officer (Insert Last Name}’s exceptional performance was

in keeping with the highest traditions of the United States

Naval Service.

REAR ADMIRAL, U.3. NAVY

Appendix E to
Chapter 2




CHAPTER 3 - ADMINISTRATIVE PROCEDURES

Section 1 - ADMINISTRATIVE PROCEDURES

310. ACTION BY AWARDING AUTHORITIES

1. Provide PERS-312 a copy of the signed award citation, or
certificate in the case of Navy and Marine Corps Commendation
and Achievement Medals, for entry into the member’s Official
Military Personnel File (CMPF). The member’s Social Security
Number (SSN) shall be neatly printed in the upper right hand
corner of the citation/certificate and, due to the member’s name
and SSN appearing on the document, these citations/certificates
shall be marked “Privacy Sensitive.”

2. Enter approved awards in NDAWS. Award entry procedures
may be found at the Navy Awards website.

3. Enter missing awards in NDAWS as requested.

4. The Administrative Department will maintain a record of
all awards processed. This includes the OPNAV 1650/3, a signed
copy of the citation, supporting documentation and related
correspondence in accordance with reference (d).

3131. REMOVAL (REVOKING) OF AWARDS. Any award for a
distinguished act, achievement, or service may be revoked by the
approval authority before presentation. After presentation, if
subsequently determined facts would have prevented the original
approval of the award, or if the awardee's service after the
distinguished act, achievement, or service has not been
honorable, the entire case will be forwarded to the Navy
Department Board of Decorations and Medals (NDBDM) per Appendix
A of this chapter.

312. NAVCRUITDIST RICHMOND AWARDS BOARD

1. Purpose. The Awards Board is responsible for assisting
the Commanding Officer, Navy Recruiting District Richmond in
evaluating recommendations for awards.

2. Membership. The Awards Board will be composed of:

a. Executive Officer
b. Department Heads

c. Command Master Chief

3-1




d. Chief Recruiter/Assistant Chief Recruiter

3. Procedures. The Awards Board will evaluate and render
an opinion as to the merit of award recommendations.

4. Downgrading an Award. If the board votes to downgrade
an award recommendation, the Administrative Officer will ensure
the chain of command is notified in an expeditious manner.

5. Convening. Awards Board members will review awards in
session, discuss the merits of the award presented, and make
recommendations as to the level of award that should be
approved. Awards Board members are encouraged to review the
“REQUIREMENTS” in section 230 of reference (a).




Sample Removal Letter

1650
ser
From: Commanding Officer, Navy Recruiting District
To: Navy Department Board of Decoration and Medals, 2000 Navy
Pentagon, Washington, DC 20350-1000
Via: Commander, Navy Recruiting Command
Subj REQUEST FOR REMOVAL OF AWARD PRESENTATION ICO
Encl: (1) Original Navy and Marine Corps Achievement Medal

Citation

1. Enclosure (1) was presented ICO subject named member for the
period of . It is requested that the award be removed
from the member's permanent record due to: (EXAMPLE: YN3 Jones
was awarded Commanding Officer’s NJP on 9 April 2001 and found
guilty of two specifications of Article 92 and several other
charges including . He was reduced in rate, ordered
to forfeit one-half month’s pay for two months, and will be
administratively separated from the Navy.)

2. NAVCRUITDIST point of contact is , at
(000) 000-0000.

Commanding Officer Signature

Appendix A
3-A-1 to Chapter 3




CHAPTER 4 - GOLD WREATH AWARDS

Section 1 - GENERAL

410. DISCUSSION

1. The “Gold Wreath” is a metallic device worn by
designated recruiting personnel in conjunciion with the
recruiting badge.

a. The wreath encircles the recruiting badge and
subsequent awards are displaved by adding either a gold or
silver star at the bottom of the wreath.

b. Appendix A ¢of this chapter provides the Gold Wreath
awards sequence.

2. Navy recruiting personnel must be onboard for a minimum
of 90 days, or three production months, to be eligible for the
Gold Wreath. This requirement cannot be waived.

3. All military and civilian personnel assigned to
NAVCRUITCCM are eligible for the Gold Wreath award. Campus
Liaison Cfficers and Navy Medical Department personnel who meet
the expectations of the Commanding Officer (CO) are also
eligible. Personnel returning to recruiting duty maintain
eligibility for sequential Geold Wreath awards.

4, Computation for personnel whe report to NAVCRUITCOM with
no prior recruiting duty starts on the first day of the month
after thelr reporting month (i.e. if member reports 15 September
2012, thelr consecutive three-month counter starts effective 1
October) .

5. Gold Wreaths will be awardéd based on the net new
contract objective and Reserve attainment goals obtained from
the NAVCRUITDIST's Monthly Goaling Letter.

6. Officer and Enlisted recruiters must be PQS qualified or
not delinguent in qualifications to be eligible for Gold Wreath

awards.
7. The time period for Gold Wreath award computation is
three consecutive production months. Once an award is earned,

the time period covered by that awaxrd cannot be used for
subsequent awards. At the end of any consecutive three-month
period, if the established objectives for the timeframe have
been met, a Gold Wreath is awarded regardless of attainment in
any given month during that periocd.

4-1




411. GCLD WREATH AWARD CRITERIA

1. NAVCRUITDIST Commanding Officers, Executive Officers,
Operations Officers, CRs and ACRs and all non-production support
staff personnel are eligible for a Gold Wreath when the command
achieves, for a consecutive (non-overlapping) three month period:

a. 100% Active Accession

b. 100% Active NCO

c¢. 10C% NPS Reserve Accession

d. 100% NAT NCO

e. 100% Enlisted Prior Service Affiliation

f. Summation cof AC and RC selects, attainments, and
pro-board eligible package submissions meet, or exceed, either
the FYTD or 3-month increment necessary to achieve FY goals.

2. Division Officers and Division Leading Chief Petty
Officers are eligible for a Gold Wreath when their Division
achieves 100% Active NCO, 100% NPS Reserve Accession, 100% NAT
NCC, 100% Prior Service Affiliation, 100% Total Test Category
Upper (TTCU) and paragraph 1l.f. above for a consecutive {(non-
overlapping) three-month period.

3. Station LCPOs/LPOs are eligible for a Gold Wreath when
their NAVCRUITSTA achieves 100% Active NCO, 100% NPS Reserve
Accession, 100% NAT NCO, 100% Prior Service Affiliatien, and 100%
TTCU for a consecutive (non-overlapping} three-month period.

4, Enlisted Program Recruiters are eligible for a Gold
Wreath when they net any combination of four net new contracts/
Reserve gains (affiliations and/or enlistments) within a
consecutive (non-overlapping) three-month period or less, or
three net TTCU new contracts in a consecutive three-month (non-
overlapping) period.

5. Officer Program Recruiters are eligible for a Gold
Wreath when they meet the criteria established in paragraph 1.f.
above.

6. Nuclear Field Coordinators are eligible for a Gold
Wreath when the NAVCRUITDIST achieves both NF NCO and accession
goals during a consecutive (non-overlapping) three-month period
and remain above 75% on the NF Stacking Report.

4-2




7. NROTC Coordinators fall under the Headquarters staff
criteria. Additioconally they are eligible for a Gold Wreath when
the NAVCRUITDIST achieves total application goals and subgoals
at the 50% and 100% gates. Coordinators must achieve the 100%
gate and all diversity sub-gcals for both four-year and Nurse
scheolarship programs.

8. Naval Special Warfare/Naval Special Operations/Air
Rescue Swimmer (NSW/NSO/AIRR) Coordinators are eligible for a
Gold Wreath when the NAVCRUITDIST achieves both NSW/NSO NCC and
accession goals during a consecutive {(non-overlapping) three-
month period and maintains 90%, or above, on the NSW/NSO
Stacking Report.

412. ACTION

1. NRD Richmond will submit recommendations for Gold Wreath
Letters of Commendation to NAVCRUITCOM using the format
contained in Appendix B of this chapter and ensure all elements
of Appendix B are included in the recommendation letter.

2. The command will approve, present, and maintain an
adequate supply of Gold Wreath awards and devices and will
establish a tracking method to ensure the presentation cf Gold
Wreath awards are made in a timely manner and appropriate
personnel record entries are completed.

3. The NRD Richmond CO maintains authority to assess
potential candidates to ensure professional personal conduct
during the awarding period.

4. NAVCRUITREG Commanders retain final discretionary
authority for the recommendation of Gold Wreath awards for
NAVCRUITDIST Commanding Officers and NAVCRUITREG staff.




Gold Wreath Award Sequence

RD
NUMBER‘ AWARD LOC ISSUED BY AWARD NUMBER AWARD LOC ISUED BY
NRD, REGION,
WREATH, LETTER OF NAVCRUITCOM DEPT.
1  |APPRECIATION HD 26 25 PLUS ONE SILVER STAR INRD, REGION, CNRC DEPT. HD
NRD, REGION, CNRC
2  SILVER STAR, LOC [DEPT. HD 27 25 PLUS 2 SILVER STARS  INRD, REGION, CNRC DEPT. HD
INRD, REGION, CNRC P5 PLUS THREE SILVER
3 DSILVERSTARS, LOC [DEPT. HD 28 STARS INRD, REGION, CNRC DEPT. HD?
INRD, REGION, CNRC
4 BSILVER STARS, LOC [DEPT. HD 29 25 PLUS ONE GOLD STAR  [NRD, REGION, CNRC DEPT. HD
1 GOLD STAR BASE OF 'WREATH AROUND 2 GOLD
5  WREATH, LOC CNRC 30 STARS ON TOP OF WREATH CNRC
1 GOLD AND 1 SILVER [NRD, REGION, CNRC BOPLUS 1 SILVER STAR,
6 BTAR, LOC DEPT. HD 31 LOC INRD, REGION, CNRC DEPT. HD
1 GOLD AND 2 SILVER [NRD, REGION, CNRC
7 BTARS, LOC DEPT. HD 32 BOPLUS 2 SILVER STARS  [NRD, REGION, CNRC DEPT. HD
INRD, REGION, CNRC
8 P GOLDSTARS,LOC [DEPT.HD 33 30 PLUS 3 SILVER STARS  [NRD, REGION, CNRC DEPT. HD
P GOLD AND 1 SILVER [NRD, REGION, CNRC
9 [STAR,LOC DEPT. HD 34 B0 PLUS | GOLD STAR INRD, REGION, CNRC DEPT. HD
EXCELLENCE SCROLL B0 PLUS 1 GOLD AND
10 |AND LOC CNRC 35 SILVER STAR CNRC
11 INRD, REGION, CNRC B0 PLUS 1 GOLD AND 2
10 PLUS SILVER STAR [DEPT. HD 36 SILVER INRD, REGION, CNRC DEPT. HD
10 PLUS 2 SILVER INRD, REGION, CNRC
12 STARS DEPT. HD 37 B0 PLUS 2 GOLD STARS INRD, REGION, CNRC DEPT. HD
10 PLUS 3 SILVER INRD, REGION, CNRC B0 PLUS 2 GOLD AND |
13 STARS DEPT. HD 38 SILVER STAR INRD, REGION, CNRC DEPT. HD
INRD, REGION, CNRC
14 |10 PLUS | GOLD §TAR [DEPT. HD 39 30 PLUS 3 GOLD STARS, LOCNRD, REGION, CNRC DEPT. HD
'WREATH AROUND 2 GOLD
10 PLUS 1 GOLD AND 1 STARS ON TOP PLUS 2 GOLD
15 SILVER STAR CNRC 40 STARS ABOVE SCROLL CNRC
[0 PLUS 1 GOLD AND 2 NRD, REGION, CNRC 40 PLUS A SILVER STAR,
16 SILVER STARS DEPT. HD 41 LOC NRD, REGION, CNRC DEPT. HD
INRD, REGION, CNRC 40 PLUS 2 SILVER STARS,
17 |10 PLUS 2 GOLD $TARS[DEPT. HD 42 LOC NRD, REGION, CNRC DEPT. HI»
10 PLUS 2 GOLD AND 1 [NRD, REGION, CNRC 40 PLUS 3 SILVER STARS,
18 SILVER STAR DEPT. HD 43 LOC INRD, REGION, CNRC DEPT. HD
INRD, REGION, CNRC
192 |10 PLUS 3 GOLD STARS|DEPT, HD 44 MO PLUS I GOLD STAR, LOC NRD, REGION, CNRC DEPT. HD
GOLD STAR ON TOP OF M0 PLUS 1 GOLD AND 1
20 EXCELLENCE SCROLL CNRC a5 SILVER STAR, LOC CNRC
PO PLUS 1 SILVER INRD, REGION, CNRC 40 PLUS | GOLD AND 2
21  BTAR DEPT. HD 46 SILVER STARS, LOC NRD, REGION, CNRC DEPT. HD
PO PLUS 2 SILVER INRD, REGION,
22  KTARS CNRC DEPT. HD 47 0 PLUS 2 GOLD STARS, LOCINRD, REGION, CNRC DEPT. HD
po PLUS 3 SILVER NRD, REGION, CNRC 40 PLUS 2 GOLD STARS AND
23 KTARS DEPT. HD 48 | SILVER STAR, LOC INRD, REGION, CNRC DEPT. HD
NRD, REGION, CNRC
24 POPLUS 1 GOLD STAR [DEPT. HD 49 40 PLUS 3 GOLD STARS, LOCNRD, REGION, CNRC DEPT. HD
WREATH AROUND
GOLD STAR ON TOP
25 [EXCELLENCE SCROLL CNRC 50 LGC CNRC
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Letter Format for Gold Wreath Awards

When submitting requests utilize the following format:

1. Separate submissions on individual command letterhead requests
in the following categories:

a. 5% and 15" awards (COMNAVCRUITCOM signs),

b. 10%™ and 50 awards. (COMNAVCRUITCOM signs), and

c. 20%%, 25th,  30fR, 35 40 and 45" (COMNAVCRUITCOM signs)
2, All previous Gold Wreath Awards received (while at assigned
NRD) are required to be listed per fcllowing example.

To: Co uiting Command (O0ZSA)
LCPOs/LPOs
Subij: PERSON YR GOLD WREATH AWARDS need net new
contracts.

Ref: {a) COMNAV 1650.2

1. Per reference (a},
awarded the Gold Wreath

the following personnel be
or excellence in recruiting:

NAME
YNC (SW} RODNEY G. GORDON
PREVIQUS GOLD WREATH AWARDS:

BILLET PERIOD GENDER

000 RINC 01MAY(01-31JULO1 M
01FEB01-30APRO1
01NOV00-31JANO1
C1AUG00-310CTO00
01MAY00-30JULOC

BNC (AW) TRACY G.GORDON 000-00-0000 RINC 01MAY01-31JULO1 F
PREVIOUS GOLD WREATH AWARDS 01FERC1-30APRO1
01NOVO00-31JANOL
01AUG00-310CTO0
01MAY00-31JULOO

TM1 RODNEY G. GORDON 000-00-0000 RINC 01MAY01-31JULO1 M
PREVIOUS GOLD WREATH AWARDS ‘ O1FEBO1-30APRO1
01NOVO0-31JANC1
01AUGO0-310CTOC
01MAYO0-30JULOO

SM1 RODNEY G. GORDON 000-00-0000 RINC 01MAY01-31JULO1 M
PREVIOUS GOLD WREATH AWARDS 01FEBO1-30APRO1
01NOV00-31JANO1
01AUG00-310CT00
01MAYOO0-30JULOO

{Signature of Commanding Officer)

Appendix B to
Chapter 4
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CHAPTER 5 — CYCLICAL AWARDS
Section 1 - INTERNAL AWARDS

510. Monthly. All-goaling reconciliation must be submitted to
the ACR and statistician by CCB mission day.

1. Division of the Month. Awarded to the division with the
highest percentage of NCO attainment and meets mission. If there
is a tie between Divisions, consideration will be given-to
adherence to goaling letter priorities, overall mission
contribution and attrition.

2. Station of the Month (Active and Reserve). Awarded to
the Small, Medium, and Large Active stations (NRS) and one Navy
Reserve Station (NRRS) that achieve the highest percent of NCO
attainment and meets mission. If there is a tie between stations,
consideration will be given to adherence to goaling letter
priorities, overall mission contribution and attriticn.

3. Enlisted Recruiter of the Month (Active and Reserve).
Awarded to the recruiter who attains the highest monthly ERIS
points. If there is a tie between two recruiters, consideration
will be given to adherence to goaling letter priorities.

4., Officer Recruiter of the Month. Awarded to the recruiter
who attains the highest net total of Recruiter Incentive Points.
If there is a tie between two recruiters, consideration will be
given to total incentive points and adherence tc the annual
goaling letter and the Marketing Operations Plan (MOP;.

511. Quarterly. All goaling reconciliation must be submitted to
the ACR and statistician by COB on the last mission day of the |
gquarter.

1. Division of the Quarter. Awarded to the Division with
the highest percentage of NCO attainment that meets mission. If
there is a tie between Divisions, consideration will be given to
adherence to goaling letter pricrities, overall mission
contribution and attrition. If no division meets their assigned
mission, no award will be presented.

2. Station of the Quarter (Active, Reserve, and Officer).
Awarded to the Small, Medium, and .Large Active stations (NRS), one ‘
Navy Reserve station (NRRS), and one Navy Officer Recruiting
Station (NORS). The NRSs and NRRSs are awarded on which station
achieves the highest percent of NCO attainment that meets mission.
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The NORS will be awarded based on Personnel Production Rate (PFR)
for each Recruiter. This will be calculated based on total ORIS
divided by the number of personnel in the NCRS. If there is a tie
between staticons, consideration will be given to adherence to
goaling letter priorities, overall mission contribution and
attrition.

3. Recruiter of the Quarter (Active Duty and Reserve).
Awarded to the recruiter who attains the highest net total of NCO.
If there is a tie between two recruiters, consideration will be
given to overall ERIS points and adherence to goaling letter
pricrities.

4. Rookie Recruiter of the Quarter. Awarded to the recruiter
(Active and Reserve) who has been on production during the quarter
and has attained the highest value of recruiter incentive points
for the quarter.

5. Active General Cfficer (GENQFF) Recruiter of the Quarter.
Awarded to the recruiter who attains the highest Recruiter
Incentive Points. - If there is a tie between two recruiters,
consideration will be given to total incentive points and
adherence to the annual goaling letter and the Marketing
Operations Plan (MOP).

6. Reserve GENQOFF Recruiter of the Quarter. Awarded to the
recruiter who attains the highest Recruiter Incentive Points. If
there is a tie between two recruiters, consideration will be
given to total incentive points and adherence to the annual
goaling letter and the Marketing Operations Plan (MOP).

7. MEDOFF Recruiter of the Quarter. Awarded to the
recruiter who attains the highest Recruiter Incentive Points. If
there is a tie between two recruiters, consideration will be
given to total incentive points and adherence to the annual
goaling letter and the Marketing Operations Plan (MOP).

8. Classifier of the Quarter. Awarded to the Classifier who
achieves the greatest point value for priority rates cne, two and
three, and non-priority rates as well as the greatest
contribution toward program attainment combined with best team
support. Four Classifier of the Quarter awards are estimated to
be issued each year.

9. Officer Processor of the Quarter. Awarded to the Officer
Processor who achieves the greatest number of accessions for
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their assigned recruiting team and/or provides the greatest
impact to Officer Recruiting production and department duties and
responsibilities throughout the course of the Quarter. This
award will not be awarded solely on the accession metric, since
not all processcrs work on the same programs. Instead, a total
person concept will be considered in evaluating the greatest
impact to the Officer Production Mission when evaluating the
Qfficer Processor of the Quarter.

10. Sailor of the Quarter. -Awarded toc the military member
{({E-6, including recruiters) at the command who has made the
greatest contributiocn, based upon the “whole person” concept,
toward command success during the quarter. Department Heads,
Division Officers/Division Leading Chief Petty Officers will
submit their nominee to the CMC by the 25 of the last month in
each quarter (Dec/Mar/Jun/Sept). The CMC will convene a board of
personnel E7 and above, to review eligible candidates, vote, and
make a recommendation to the Commanding QOfficer for approval.

The winner will receive a two-day special liberty and a Letter of
Commendation from the Commanding Officer.

11. Junior Sailor of the Quarter. Awarded to the military
member (E-5 and below, including recruiters) from the command who
has made the greatest contribution, based on the “whole person”
concept, toward command success during the gquarter. Department
Heads, Division Officers/Division Leading Chief Petty Cfficers
will submit their nominee to the CMC by the 25 of the last month
in each quarter (Dec/Mar/Jun/Sept). The CMC will convene a board
of personnel E7 and above, to review eligible candidates, vote,
and make a recommendation to the Commanding Officer for approval.
The winner will receive a two-day special liberty and a Letter of
Commendation from the Commanding Officer.

12. Civil Service Employee of the Quarter. Awarded to the
civilian who has made a notable contribution toward command
success during the quarter. Department Heads will submit their
nominee to the CMC by the 25™ of the last month in each quarter
(Dec/Mar/Jun/Sept). The CMC will convene a board of personnel E7
and above, to review eligible candidates, vote, and make a
recommendation to the Commanding Officer for approval. The
winner will receive an eight-hour time off award and a Letter of
Commendation from the Commanding Officer.

13. Support Person of the Quarter. Awarded to the military
person who has displayed excellence in the leadership, management,
and assistance to both officer and enlisted recruiters during the
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gquarter. Department Heads will submit their nominee to the CMC by
the 25" of the last month in each quarter {Dec/Mar/Jun/Sept).

The CMC will convene a board of personnel E7 and above, to review
eligible candidates, wvote, and make a recommendation toc the
Commanding Officer for approval. The winner will receive a two-
day special liberty and a Letter of Commendation from the
Commanding Officer.

14. Contractor of the Quarter. The contractor whec has made
the greatest contribution toward command success during the
guarter. Department Heads will submit their ncminee to the CMC by
the 25" of the last month in each quarter (Dec/Mar/Jun/Sept).

The CMC will convene a board of personnel E7 and above, to review
eligible candidates, vote, and make a recommendation tc the
Commanding Officer for approval. The winner will be nominated
to their respective contracting company for recognition. One
Contractor of the Quarter award will be issued each quarter.

5l2. Miscellaneous

1. Skipper’s Club. Any recruiter attaining a 3.0 Person Per
Recruiter (PPR) average current to date will become a member of
the "Skipper’s Club" and receive a "Red Name Tag" recognizing
this achievement. The Skippers Club name tag will be worn for the
entire next Fiscal Year and replace their current name tag.

2. S8ix-Shooter Award. Any enlisted recruiter who nets six
or more contracts in a month will receive a three-day special
liberty and a Letter of Commendation from the Commanding Officer.

Section 2 - EXTERNAL AWARDS

513. Admiral's Accelerator Award

1. The Admiral's Accelerator Award is a guarterly program
designed to provide incentives for specific production
requirements as identified by NAVCRUITCOM.

2. Award categories are established to recognize
exceptional performance in enlisted and officer production,
processing, and recruiter training.




CHAPTER 6 ~ ANNUAL AWARDS
Section 1 - INDIVIDUAL AWARDS

610. Discussiocn. The following awards will be presented at the
yearly Ccmmand Training and/or Awards Symposium. Personnel
competing above district level (at Region or National levels)
who are eligible for an individual award based on district
performance will not receive an individual award until they are
finished competing at all levels. All three-day and four-day
time off awards are to be in conjunction with a weekend.

6ll. Enlisted Recruiter Awards

1. Recruiter of the Year (Active and Reserve). The Enlisted
recruiters (Active and Reserve) who provide outstanding support to
the command mission through production {(i.e. NCO, Diversity, Nuke,
NSW/NSO, NAT, Females, ASAD, etc..) will be nominated to the
Awards Board for this award. There is no minimum number
of new contracts required to be nominated. Recruiters must
have less than eight percent in-month loss rate, including
rollicouts, of individual recruiter BOM DEP, and less than 10%
RTC attrition rate. The recruiter must have passed the most
recent Navy-wide exam (if eligible) and both Fall and Spring
PFAs during the year of the award. The ROY will receive a
four-day special liberty and a Navy and Marine Corps Achievement
Medal,.

2. Nuclear Field Production Recruiter of the Year. The
enlisted recruiter who attains the highest number of NF contracts
{minimum of five) for the year will be selected for this award.
The winner will receive a Navy and Marine Corps Achievement
Medal from the Commanding Officer.

3. Warrior Challenge Recruiter of the Year. The enlisted
recruiter whe attains the highest number of NSW/NSO contracts
{minimum of five) for the fiscal year will be selected for this
award. The winner will receilve a Navy and Marine Corps
Achievement Medal from the Commanding OCfficer.

4. NROTC Recruiter of the Year. The enlisted recruiter who

attains the highest number of completed NROTC applications
(minimum of ten) for the year will be selected for this award.
The winner will receive a Navy and Marine Corps Achievement

Medal from the Commanding Officer.




5. New Accession Training (NAT) Recruiter of the Year. The
enlisted recruiter whc attains the highest number of NAT
contracts {(minimum of five) for the year will be selected for
this award. The winner will receive a Navy and Marine Corps
Achievement Medal from the Commanding Officer.

€12, Officer Recruiter Awards

1. General Officer Recruiter (Active and Reserve). The
officer recruiters with the greatest contribution toward annual
program attainment combined with best team support will be
nominated to the Awards Board for this award. The winner
will receive a four-day special liberty and Navy and Marine Corps
Achievement Medal.

2. Medical Officer Recruiter (Active and Reserve). The
officer recruiters with the greatest contribution toward annual
program attainment combined with best team support will be
nominated to the Awards Board for this award. The winner
will receive a four-day special liberty and Navy and Marine Corps
Achievement Medal.

613. Rookie Awards

1. Rookie Recruiter of the Year {Active and Reserve).
Awarded to the recruiter (Active and Reserve) who has been on
production between six and 12 months and who has attained the
highest value of recruiter incentive points for the fiscal year.
The winner will receive a Navy and Marine Corps Achilevement
Medal from the Commanding Cfficer.

614. Leadership Awards

1. Division Officer (DIVO) of the Year. Awarded to the |
Division Officer that displayed outstanding leadership and |
sailorization while achieving the highest total attainment
percentage toward their overall annual goal. The winner will
receive a four-day special liberty certificate and Navy and
Marine Corps Achievement Medal.

2. Division Leading Chief Petty Officer (DLCPO) of the
Year. Awarded to the Division Leading Chief Petty Officer
who displayed outstanding leadership and sailorization as well
as attained at least 100% Net Active Duty NCO, 10C% NAT, 100%
PS NCO, 100% TCU Net NCO, 100% Diversity attainments, 100% NROTC
applications submitted, 100% Warrior Challenge, 100% NF
attainment, had less than an 8% DEP loss rate (to include rocll-
outs), and less than a 10% RTC loss rate. In the case of a tie,
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the division with the highest percentage of points above the
combined NCO (active, NAT, and PS) attainment will win. The
winner will receive a four-day special liberty certificate and
Navy and Marine Corps Achievement Medal.

3. LCPG/LPO of the Year (Active and Reserve). Each LCPO/LPO
(Active and Reserve) from the Station of the Year category winners
will be submitted for this award. Additionally, Division LCPOs
may nominate one additional LCPO/LPO who meets the minimum
criteria for this award (100% combined NCO attainment for the FY)
and is not assigned to a Station of the Year award winner. Other
criteria that create the “wheole person” concept such as
recruiter qualifications, sailorization, DEP PQS,
retention, attrition, station advancements, and physical fitness
will be taken intc account. The LCPO/LPO of the Year (one Active
and cone Reserve) will receive a Navy and Marine Corps
Achievement Medal from the Commanding Officer.

4. Classifier of the Year. Awarded tc the Classifier who
achieves the greatest peoint value for priority rates one, two and
three, and non-priority rates as well as the greatest
contribution toward annual program attainment combined with best
team support. The NRD Richmond Awards Board will vote and make a
recommendation to the Commanding Officer for approval. The
winner will receive a four-day special liberty chit a Navy and
Marine Corps Achievement Medal from the Commanding Officer.

5. Officer Processor of the Year. Awarded to the Officer
Processor who achieves the greatest number of accessions for
their assigned recruiting team and/or provides the greatest
impact to Officer Recruiting production and department duties and
responsibilities throughout the course of the year. This award
will not be awarded solely on the accession metric, since not all
processors work on the same programs. Instead, a total person
concept will be considered in evaluating the greatest impact to
the Officer Production Mission, when evaluating the Officer
Processor of the Year. The NRD Richmond Awards Board will vote
and make a recommendation to the Commanding Officer for approval.
The winner will receive a four day special liberty chit a Navy
and Marine Corps Achievement Medal from the Commanding
Qfficer.

6. Mission Accomplishment Awards. Awarded to personnel that
made the greatest contributions to mission achievement. The NRD
Richmond Awards Board will review, vote, and make a
recommendations to the Commanding Officer for approval.
The awardees will receive a Navy and Marine Corps Achievement

Medal.
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615. Persons of the Year

1. Sailor of the Year. Awarded to one E-6 (recruiters are
included in the competition) who has made the greatest
contribution toward command success during the year. The CMC will
convene a board of perscnnel E7 and above to review eligible
candidates, vote, and make a recommendation tc the Cocmmanding
Officer for approval. The winner will receive a four-day special
liberty certificate and a Navy Commendation Medal.

2. Junior Sailor of the Year. Awarded to one E-5 and below
(recruiters are included in the competition) who has made the
greatest contribution toward command success during the year. The
CMC will convene a board of personnel E7 and above to review
eligible candidates, wvote, and make a recommendation to the
Commanding Officer for approval. The winner will receive a four-
day special liberty certificate and a Navy and Marine Corps
Achievement Medal.

3. Civil Service Employee of the Year. Awarded to the
civilian who has made the greatest contribution toward command
success during the year. Department Heads will submit one
nominee to the CMC by the 25™ of September. The CMC will convene
a board of personnel E7 and above to review eligible candidates,
vote, and make a recommendation to the Commanding Qfficer for
approval. The winner will receive a l6-hour time cff award and
a Letter of Commendaticon from the Commanding Officer.

4. Support Person of the Year. Awarded to the military
member who has made the greatest contribution toward command
success during the year. Department Heads will submit one
nominee to the CMC by the 25 of September. The CMC will convene
a board of personnel E7 and above to review eligible candidates,
vote, and make a recommendation to the Commanding Officer for
approval. The awardee will receive a four day special liberty
and a Navy and Marine Corps Achievement Medal.

5. Contractor of the Year. Awarded to the contractor who has
made the greatest contribution toward command success during the 1
year. Department Heads will submit one nominee to the CMC by
the. 25" of September. The CMC will convene a bcard of personnel |
E7 and above to review eligible candidates, vote, and make a
recommendation to the Commanding Officer for approval. The
winner will be nominated to their respective contracting
company for reccgnition. One Contractor of the Year award will

be issued each year.
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Section 2 - STATION AWARDS

61l6. Stations of the Year

1. Active (Small, Medium, and Large) Station. Awarded to
the stations attaining at least 100% net Active Duty and 100% net
NAT NCO, 100% Test Category Upper net NCO, less than an 8% DEP
loss rate (including rollouts), 100% Diversity attainment,
100% Warrior Challenge, 100% NF attainment and LEADS (naticnal
plus local} combined conversion ratio of 15:1. Only one station
per category will earn this award. Tie breaker considerations
will be the number of NRCTC applications submitted and
officer referrals. The station will receive a four-day special
liberty.

2. Reserve Station. Awarded to the station attaining the
highest number of prior service contracts. The station must meet
assigned gcal and have a LEADS (national plus local) combined
conversion ratio of 15:1. Tie breaker considerations will be the
highest percentage of critical rates attained. The Navy Reserve
Station of the Year will receive a four-day special liberty. ‘

3. Navy Officer Recruiting Station. Awarded to the NORS |
that achieved the highest Personnel Production Rate (PPR) per
recruiter. Which will be calculated based on total ORIS divided
by the number of personnel in the NORS. If there is a tie
between stations, consideration will be given to adherence to
goaling letter priorities, overall mission contribution and
attrition.

617. Most Improved Station of the Year (Active and Reserve).
Awarded to the station with the largest percent increase in net
combined NCO achievement (active, NAT, and PS) over the
previous year. At a minimum, the station must achieve 100%
net Active Duty, NAT and PS NCO, active and reserve shipping,
NSW/NSO, NF, and TTICU goals for the year and less than an 8% in-
month loss rate as compared to previous fiscal year perfermance.
The most improved station of the year will receive a four-day
special liberty.

Section 3. - DIVISION AWARD

618. Division of the Year. Awarded to the division that
contributed the greatest to the mission. This award is not
necessarily a summation of the division that was awarded the most
guarterly and yearly awards or the recipient of the Division
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Officer, Leading Chief Petty Officer, or Division Leading Petty
Officer of the Year. Instead, the Division of Year will be
recognized for establishing the greatest impact to the command’s

mission and vision.




