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DEPARTMENT OF THE NAVY

U. S. NAVAL FORCES CENTRAL COMMAND

FPO AE 09501-6008

                                    CUSFC/C5FINST 1650.1I
                                            N002

                                            21 Sep08
COMUSNAVCENT/COMFIFTHFLT INSTRUCTION 1650.1I
Subj:  PERSONAL AWARDS PROGRAM WITHIN COMMANDER, U.S. NAVAL

       FORCES CENTRAL COMMAND/COMMANDER, U.S. FIFTH FLEET

Ref:   (a) SECNAVINST 1650.1H

Encl:  (1) Award Guidelines
       (2) Awards Board Matrix

       (3) Sample OPNAV 1650/3 with List of Common Errors 

       (4) Sample Flag Letter of Commendations for 

           COMUSNAVCENT/COMFIFTHFLT
       (5) Sample Navy and Marine Corps Achievement Medal 

           Citation
       (6) Sample Navy and Marine Corps Commendation Medal 

           Citation
       (7) Sample Meritorious Service Medal Citation
       (8) Sample Legion of Merit Citation
       (9) Sample Navy and Marine Corps Achievement Medal 

           with Combat “Valor” Citation
      (10) Sample Navy and Marine Corps Commendation Medal 

           with Combat “Valor” Citation
1.  Purpose.  To promulgate policy and procedures for the Personal Awards Program within Commander, U.S. Naval Forces Central Command/Commander, U.S. FIFTH Fleet (COMUSNAVCENT/COMFIFTHFLT).

2.  Cancellation.  COMUSNAVCENT/COMFIFTHFLTINST 1650.1H.

3.  Background.  One of the most effective means to enhance morale in a military organization is prompt acknowledgement of excep​tional performance.  Positive recognition, in any form, boosts morale and fosters unit integrity and cohesiveness.  Within COMUSNAVCENT/COMFIFTHFLT the three documented means of recognizing exceptional performance include a personal decoration, a COMUSNAVCENT/COMFIFTHFLT commendatory citation and/or a personal letter.
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e. Policy.  All officers and enlisted personnel should be afforded appropriate recognition for sustained exceptional
performance or for specific outstanding accomplishments above and nominated for recognition based on specific achievement or 
beyond those normally expected of their rank or rate.  

Supervisory personnel should ensure deserving personnel are
sustained superior performance.  The following guidelines will be used when determining the appropriate personal award.

e. Specific Achievement.  Impact award recommendations 

should emphasize truly outstanding performance of a specific

nature during a relatively brief period of time, normally no 

longer than three months.

    b.  End of Tour.  Recognition of sustained exceptional performance of individuals who have accomplished several specific achievements not previously recognized by an award should normally be considered at the termination of the period during which the member demonstrated that performance, such as at the end of their assigned tour of duty.  

    c.  Retirement and Separation.  Awards for personnel     

completing a naval career should continue to receive special attention.  This does not mean, however, that an award should be given in every case of retirement or separation.  The important aspect is that criteria be consistent and that the individual’s service, especially during the last tour of duty, has been particularly dedicated and productive.

    d.  Reserve Award Submission.  Awards for Reservist and Reserve Units should be routed for review and comment through COMUSNAVCENT Operational Support Officer and aligned Assistant Chief Of Staff (ACOS) prior to reaching the Awards Division.

    e.  Level of Award.  Any award should be weighed solely on merit.  However, award level is generally equated to responsibility, which normally increases with grade.  Therefore, a larger number of more senior awards would be expected to be awarded to more senior Officers, Chief Petty Officers and Petty Officers.  While the seniority issue is relevant, there are some Officers and enlisted personnel who perform the duties of more senior personnel and whose service should be recognized accordingly.  Strong justification will be the key to a member 
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receiving any award.  Enclosure (1) provides guidelines for awards.  If a person is nominated for an award higher than that indicated by enclosure (1), strong justification within the summary of action must be written accordingly.  The higher award will be presented before an awards board.  Enclosure (2) provides guidelines for the level of awards to be presented before a board.

5.  Processing of Personal Award Recommendations
    a.  Personal award nominations will be submitted to the 

COMUSNAVCENT/COMFIFTHFLT Awards Division by the ACOS/Special Assistant or subordinate activity as appropriate.  Award nominations for personnel in detachments which work directly for COMUSNAVCENT will be submitted by the ACOS most directly responsible for the detachment’s operations.

        (1) Awards submissions shall include the following:

            (a) Draft citation and Personal Award Recommendations OPNAV Form 1650/3 (Rev 7-04) hardcopy (with signature) and electronically via email or on disk.

            (b) Navy Department Awards Website Service (NDAWS) personal awards record.  If the member’s NDAWS record is not updated with their current awards, a copy of the member’s personal award citations must accompany the NDAWS record.

    b.  Personal Award Recommendations with Summary of Action (SOA) for Navy and Marine Corps Commendation Medal ((NC) and above) and proposed citations shall be completed per reference (a).  Summary of Action will be submitted in the SOA section on the OPNAV Form 1650/3.  It should be objective and provide specific examples of a member’s performance, how it was accomplished, along with the results and benefits achieved.  The Summary of Action will not exceed the allotted space on the back of the OPNAV Form 1650/3.  Enclosure (3) is a sample OPNAV Form 1650/3 and lists common errors found on the form.  Mistakes in 1650s and citations are the most common cause for delay in awards processing.  Significant errors on 1650s will be returned to the respective department for correction.
                                 3
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    c.  Timeliness.  Timely recommendations are essential to ensuring proper recognition of the act, service or specific achievement.
        (1) COMUSNAVCENT Staff award submissions must be received by the Awards Division no later than 45 days prior to the desired command quarters presentation and/or the member’s detachment date.
        (2) Award recommendations for higher authority approval (Secretary of the Navy/Chief of Naval Operations) must be received, at a minimum, 75 days prior to the desired delivery date.  COMUSNAVCENT has awarding authority for up to and including the Legion of Merit.  

        (3) Any award for the Commander’s personal staff must be submitted to higher authority for approval.

        (4) Awards not submitted within the time limits set above will require justification from the nominating authority.

    d.  Preparation of proposed citations must be unclassified and written with careful attention to grammar, composition and spelling.  Award citations will be in accordance with the samples provided in enclosures (4) through (10).  The only abbreviation allowed is “USS”.  Citations may not take on the characteristics of a fitness report or performance evaluation.

        (1) Enclosures (4) through (8) provide sample citations for the Flag Letter of Commendation, Navy and Marine Corps Achievement Medal, Navy and Marine Corps Commendation Medal, Meritorious Service Medal and Legion of Merit for personnel.  Enclosures (9) and (10) provide sample citations for the Navy and Marine Corps Achievement Medal and Navy and Marine Corps Commendation Medal awards with Valor.  Reference (a) provides sample citations of Bronze Star or higher awards.

    e.  Awards Board.  Awards boards will be convened by the Flag Secretary as delineated in enclosure (2).  Awards boards will be conducted as a round-table forum to consider specific awards.  
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Board members will be comprised of ACOS/N Heads and the Staff Command Master Chief.  Board members will be provided awards packages in advance to enable solid approval/disapproval recommendations at the Board. 
     f.  Award Presentation.  Awards will be presented by the Commander at monthly quarters prior to the member’s departure or (on a case by case basis) submitted to the appropriate department for presentation by their respective ACOS.

                                    //s//
                                 S. T. CRAIG
                                 Chief of Staff

Distribution:  

COMUSNAVCENT/COMFIFTHFLTINST 5216.1E

Lists I and II
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AWARD GUIDELINES
1.  Awards higher than the Navy and Marine Corps Achievement Medal will be boarded.  Generally, awards other than a Letter of Commendation will be awarded for Temporary Additional Duty tours of six months or more.  The following guideline is not all inclusive but provides an approximate "norm" for awards.

Legion of Merit – Exceptionally meritorious service in a position of 06 Command or greater.

Meritorious Service Medal – Service commensurate with 05 Command. Significant milestone billets in certain designators can be considered command level performance.

Navy and Marine Corps Commendation Medal – Service that is considered outstanding in the member’s paygrade.  For E6 or O4 and below, justification needs to be exceptional to merit this award.  

Navy and Marine Corps Achievement Medal – Award commensurate with outstanding performance for Junior Officers and enlisted personnel.  Though a summary of action is not required, this award has meaning and should be treated accordingly.

Flag Letter of Commendation – Award for specific accomplishments and End of Tour for junior personnel.

Enclosure (1)
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AWARDS BOARD MATRIX

Award                                 Board              No Board

	Medal of Honor (MH)
	X
	

	Navy Cross (NX)
	X
	

	Distinguished Service Medal (DM)
	X
	

	Silver Star (SS)
	X
	

	Legion of Merit (LM)
	X
	

	Legion of Merit with V (LV)
	X
	

	Distinguished Flying Cross with (DX)
	X
	

	Distinguished Flying Cross with V (DV)
	X
	

	Navy and Marine Corps Medal (NM)
	X
	

	Bronze Star (BS)
	X
	

	Bronze Star with V (BV)
	X
	

	Purple Heart (PH)
	X
	

	Meritorious Service Medal (MM)
	X
	 

	Air Medal – Strike Flight (AS)
	
	        X

	Air Medal - Individual Action (AF)
	X
	

	Air Medal – Individual Action with V (AH)
	X
	

	Joint Service Commendation Medal (JC)
	X
	

	Navy and Marine Corps Commendation Medal (NC)
	E8 & BELOW, 
CWO2-3, O1-O4
	E9, CWO4–5, O5 & above

	Navy and Marine Corps Commendation Medal with V (CV)
	X
	

	Joint Service Achievement Medal (JA)
	X
	

	Navy and Marine Corps Achievement Medal (NA)
	PERIOD OF ACTION LESS THAN 3 MONTHS
	X

	Navy and Marine Corps Achievement Medal with V (NV)
	X
	

	Combat Action Ribbon (CR)
	X
	


Enclosure (2)
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LIST OF COMMON ERRORS ON OPNAV FORM 1650/3

Common Errors:

- Block 1 missing ACOS/Deputy title.

- Block 12 missing full address of new duty station.

- Block 16 duty assignment different from duty assignment

on proposed citation.

    - Block 19 does not list all previous awards.

- Block 23 (number of award recommended) left blank or inconsistent with previous awards number.

- Block 25 dates inconsistent with dates listed on proposed

citation.

- Block 29 left blank.

Additional Guidance:

    - Block 32 will be completed by the Awards Division.

    - The 1650 will not contain any white out or pen and ink changes. 

    - Summary of Action will fit in space allotted.  
    - Acronyms should be spelled out the first time mentioned.  

Example:  Commander, U.S. Naval Forces Central Command 

          (COMUSNAVCENT) 

                                                    Enclosure (3)
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(SAMPLE OF PROPOSED CITATIONS FOR COMUSNAVCENT)
Takes pleasure in presenting A LETTER of COMMENDATION to

OPERATIONS SPECIALIST (SURFACE WARFARE)

JANE L. DOE
UNITED STATES NAVY

for service as set forth in the following

CITATION:

    For exemplary performance of duties as (Job title: e.g.,  Leading Petty Officer) on the staff of Commander, U.S. Naval Forces Central Command and Commander, U.S. FIFTH Fleet from August 2007 to August 2008 (in support of Partnership-Strength Presence, Maritime Security Operations, the Struggle Against Violent Extremism, and Operations ENDURING FREEDOM and IRAQI FREEDOM).  You consistently displayed exceptional initiative, dedication and attention to detail in the execution of your duties. 

(Bullets) 

Your distinctive performance reflects credit upon yourself and the United States Naval Service.

T. A. CROPPER

Rear Admiral, U.S. Navy

Deputy Commander

NOTE:  The underlined areas in the body of the citation are     

       standard lines.
Citation should be no more than 22 lines long.
Justification:  Full        Font:  Courier New    Pitch:  12

L/R Margin:  1.0/1.0

T/B Margin:  2.7/1.0

Enclosure (4)
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(SAMPLE OF PROPOSED CITATION FOR COMFIFTHFLT)
Takes pleasure in presenting A LETTER of COMMENDATION to

ELECTRONICS TECHNICIAN SECOND CLASS (SURFACE WARFARE)

JOHN H. DOE, JR.
UNITED STATES NAVY

for service as set forth in the following

CITATION:

    For exemplary performance of duties as (Job title: e.g.,  Leading Petty Officer) assigned to (Command: e.g., United States Naval Computer and Telecommunication Station, Bahrain) from August 2007 to August 2008 (in Support of Commander, U.S. Naval Forces Central Command and Commander, U.S. FIFTH Fleet and Commander, Navy Region Southwest Asia Areas of Responsibility and the Struggle Against Violent Extremism.  You consistently displayed exceptional initiative, dedication and attention to detail in the execution of your duties. 

(Bullets) 

Your distinctive performance reflects credit upon you, your command and the United States Naval Service.

T. A. CROPPER
Rear Admiral, U.S. Navy

Deputy Commander

NOTE:  The underlined areas in the body of the citation are 
       standard lines.
Citation should be no more than 22 lines long.
Justification:  Full        Font:  Courier New    Pitch:  12

L/R Margin:  1.0/1.0

T/B Margin:  2.7/1.0
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SAMPLE NAVY AND MARINE CORPS ACHIEVEMENT MEDAL CITATION (NA)

YEOMAN SECOND CLASS (SURFACE WARFARE) JANE L. DOE, UNITED STATES NAVY

PROFESSIONAL ACHIEVEMENT AS (JOB TITLE:  e.g.,  LEADING PETTY OFFICER) ON THE STAFF OF COMMANDER, U.S. NAVAL FORCES CENTRAL COMMAND AND COMMANDER, U.S. FIFTH FLEET FROM AUGUST 2007 TO AUGUST 2008 (IN SUPPORT OF PARTNERSHIP-STRENGTH PRESENCE, MARITIME SECURITY OPERATIONS, THE STRUGGLE AGAINST VIOLENT EXTREMISM, AND OPERATIONS ENDURING FREEDOM AND IRAQI FREEDOM).
(REMARKS)  

PETTY OFFICER DOE’S EXCEPTIONAL PROFESSIONALISM, UNRELENTING PERSEVERENCE, AND LOYAL DEVOTION TO DUTY REFLECTED GREAT CREDIT UPON HER AND WERE IN KEEPING WITH THE HIGHEST TRADITIONS OF THE UNITED STATES NAVAL SERVICE.

                                                 29TH                                         AUGUST    2008 (9 Pitch)                                             FOR THE (5 Pitch)
                                                                                                                                                                T. A. CROPPER
                                                                                                                                                                Rear Admiral, U.S. Navy

                                                                                                                                                                Deputy Commander
    U.S. Naval Forces Central Command

NOTE:  The underlined areas in the body of the citation are standard lines.
Citation should be no more than 8½ lines long (total)

Justification:  Full      Font:  Times New Roman
    Pitch: 11 (unless otherwise stated)
L/R Margin:  .8/.8

T/B Margin:  4.3/.3
Enclosure (5)
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SAMPLE NAVY AND MARINE CORPS COMMENDATION MEDAL CITATION (NC)

CHIEF STOREKEEPER (SURFACE WARFARE/AVIATION WARFARE) JOHN H. DOE, UNITED STATES NAVY

MERITORIOUS SERVICE AS (JOB TITLE:  e.g., LEADING CHIEF PETTY OFFICER) ON THE STAFF OF COMMANDER, U.S. NAVAL FORCES CENTRAL COMMAND AND COMMANDER, U.S. FIFTH FLEET FROM AUGUST 2007 TO AUGUST 2008 (IN SUPPORT OF PARTNERSHIP-STRENGTH PRESENCE, MARITIME SECURITY OPERATIONS, THE STRUGGLE AGAINST VIOLENT EXTREMISM, AND OPERATIONS ENDURING FREEDOM AND IRAQI FREEDOM).
(REMARKS)

BY HIS UNSWERING DETERMINATION, WISE JUDGMENT, AND COMPLETE DEDICATION TO DUTY, CHIEF DOE REFLECTED CREDIT UPON HIMSELF AND UPHELD THE HIGHEST TRADITIONS OF THE UNITED STATES NAVAL SERVICE.  

                                                29TH                                         AUGUST    2008 (9 Pitch)                                               FOR THE (5 Pitch)
                                                                                                                                                                T. A. CROPPER
                                                                                                                                                                Rear Admiral, U.S. Navy

                                                                                                                                                                Deputy Commander
    U.S. Naval Forces Central Command
NOTE:  The underlined areas in the body of the citation are standard lines.

Citation should be no more than 8½ lines long (total)

Justification:  Full      Font:  Times New Roman
    Pitch: 11 (unless otherwise stated)
L/R Margin:  .8/.8

T/B Margin:  4.3/.3

Enclosure (6)
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SAMPLE MERITORIOUS SERVICE MEDAL (MM)
    The President of the United States takes pleasure in presenting the MERITORIOUS SERVICE MEDAL (Gold Star in Lieu of Second award) to

MASTER CHIEF INTELLIGENCE SPECIALIST (SURFACE WARFARE)

JANE L. DOE
UNITED STATES NAVY

for service as set forth in the following 

CITATION:

    For outstanding meritorious achievement as (Job Title: E.G. Deputy Assistant Chief of Staff; Command Master Chief) on the Staff of Commander, U.S. Naval Forces Central Command And Commander, U.S. FIFTH Fleet From August 2007 To August 2008 (in support of Partnership-Strength Presence, Maritime Security Operations, the Struggle Against Violent Extremism, and Operations ENDURING FREEDOM and IRAQI FREEDOM).
(REMARKS)

Master Chief Doe’s exceptional professionalism, personal initiative, and loyal devotion to duty reflected great credit upon her and were in keeping with the highest traditions of the United States Naval Service.    

For the President,

W. E. GORTNEY
Vice Admiral, U.S. Navy

NOTE:  The underlined areas in the body of the citation are 
       standard lines.
Citation should be no more than 22 lines long.
Justification:  Full       Font:  Courier New        Pitch:  12

L/R Margin:  1/1

T/B Margin:  2.7/1

Enclosure (7)

CUSFC/C5FINST 1650.1I
                                            21 Sep 08
SAMPLE LEGION OF MERIT (LM)
    The President of the United States takes pleasure in presenting the LEGION OF MERIT (Gold Star in Lieu of Second Award) to

COMMANDER JANE L. DOE
UNITED STATES NAVY

for service as set forth in the following

CITATION:

    For exceptionally meritorious conduct in the performance of outstanding service as (Job title:  e.g., Commanding Officer) on the staff of Commander, U.S Naval Forces Central Command and Commander, U.S. FIFTH Fleet from August 2007 to August 2008 (in support of Partnership-Strength Presence, Maritime Security Operations, the Struggle Against Violent Extremism, and Operations ENDURING FREEDOM and IRAQI FREEDOM).  

(REMARKS)

By her dynamic direction, keen judgment, and loyal devotion to duty, Commander Doe reflected great credit upon herself and upheld the highest traditions of the United States Naval Service.

For the President,

W. E. GORTNEY
Vice Admiral, U.S. Navy

NOTE:  The underlined areas in the body of the citation are 
       standard lines.
Citation should be no more than 22 lines long (total)

Justification:  Full        Font:  Courier New        Pitch:  12

L/R Margin:  1.0/1.0

T/B Margin:  2.7/1.0

Enclosure (8)
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SAMPLE NAVY AND MARINE CORPS ACHIEVEMENT MEDAL CITATION (NV)

(WITH COMBAT “V”)

HOSPITAL CORPSMAN FIRST CLASS (SURFACE WARFARE) JOHN H. DOE, UNITED STATES NAVY

HEROIC ACHIEVEMENT AS (JOB TITLE:  e.g., LEADING PETTY OFFICER) ON THE STAFF OF COMMANDER, U.S. NAVAL FORCES CENTRAL COMMAND AND COMMANDER, U.S. FIFTH FLEET FROM AUGUST 2007 TO AUGUST 2008 (IN SUPPORT OF PARTNERSHIP-STRENGTH PRESENCE, MARITIME SECURITY OPERATIONS, THE STRUGGLE AGAINST VIOLENT EXTREMISM, AND OPERATIONS ENDURING FREEDOM AND IRAQI FREEDOM).
(REMARKS)  

PETTY OFFICER DOES EXCEPTIONAL PROFESSIONALISM, UNRELENTING PERSEVERENCE, AND LOYAL DEVOTION TO DUTY

REFLECTED CREDIT UPON HIM AND WERE IN KEEPING WITH THE HIGHEST TRADITIONS OF THE UNITED STATES NAVAL SERVICE.

                                                29TH                                         AUGUST     2008 (9 Pitch)                                              FOR THE (5 Pitch)
                                                                                                                                                                W. E. GORTNEY
                                                                                                                                                                Vice Admiral, U.S. Navy

                                                                                                                                                                Commander
                                   









    U.S. Naval Forces Central Command

NOTE:  The underlined areas in the body of the citation are standard lines.
Citation should be no more than 8½ lines long.
Justification:  Full             Font:  Times New Roman             Pitch: 11

L/R Margin:  .8/.8

T/B Margin:  4.3/.3
Enclosure (9)
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SAMPLE NAVY AND MARINE CORPS COMMENDATION MEDAL CITATION (CV)

(WITH COMBAT “V”)

LIEUTANANT JOHN H. DOE, UNITED STATES NAVY

HEROIC ACHIEVEMENT WHILE SERVING AS (JOB TITLE: e.g., LEADING CHIEF PETTY OFFICER) ON THE STAFF OF COMMANDER, U.S. NAVAL FORCES CENTRAL COMMAND AND COMMANDER, U.S. FIFTH FLEET FROM AUGUST 2007 TO AUGUST 2008 (IN SUPPORT OF PARTNERSHIP-STRENGTH PRESENCE, MARITIME SECURITY OPERATIONS, THE STRUGGLE AGAINST VIOLENT EXTREMISM, AND OPERATIONS ENDURING FREEDOM AND IRAQI FREEDOM). 
(REMARKS)

BY HIS UNANSWERING DETERMINATION, WISE JUDGEMENT, AND COMPLETE DEDICATION TO DUTY, LIEUTANANT DOE REFLECTED CREDIT UPON HIMSELF AND UPHELD THE HIGHEST TRADITIONS OF THE UNITED STATES NAVAL SERVICE.

29TH
AUGUST
2008 (9 Pitch)
FOR THE  (5 Pitch)




W. E. GORTNEY

Vice Admiral, U.S. Navy


Commander
 
U.S. Naval Forces Central Command

NOTE:  The underlined areas in the body of the citation are standard lines.

Citation should be no more than 8½ lines long. 

Justification:  Full            Font:  Times New Roman              Pitch:  11

L/R Margin:  .8"/.8"

T/B Margin:  4.3"/.3"

Enclosure (10)







