Sample Format for Individual Award Recommendations
From:  Submitting Command

To:    Joan Dooling Awards Board

Via:   Chain of Command

Subj:  NOMINATION OF (RANK/GS/WG, NAME, JOB SPECIALITY/SERIES) FOR INDIVIDUAL INFORMATIONAL PROFESSIONAL AWARD

Encl:  (1) Summary of Performance

          (2) Summary of Action (for Awards Program)

1.  SNO/SNE/SNC is nominated for the (Appropriate Information Professional Award) as recognition for (brief description of performance, contribution to Command, Navy Medicine, etc., or words to that effect).

2.  Point of contact information:  nominating unit address, point of contact telephone number and email address to be contacted if questions arise about package.








Commanding Officer 

Signature Block
Summary of Performance

The Summary of Performance will be submitted in narrative form using 12-pitch Arial font.  It may be single or double-spaced, but will not exceed three pages in length.

The Summary of Performance is critical to the consideration of the nominee’s package and will support the nominee’s qualification for the award.  There will be no review of the nominee’s record, so only information provided in the package will be available to the board.  The content of this section should be consistent with that of a typical award recommendation Summary of Action.

The Summary of Performance should include an introduction that encapsulates in a single paragraph the justification for nomination (the particular act(s) for which the nominee has been nominated) and a summary of events that expands upon the introduction and discusses the nominee’s performance during the award period in greater detail.

Sample Format for Unit/Organization Award Recommendations

From:  Submitting Command

To:    Joan Dooling Awards Board

Via:   Unit/Organization Chain of Command

Subj:  NOMINATION OF UNIT/ORGANIZATION FOR INFORMATIONAL PROFESSIONAL AWARD

Encl:  (1) Summary of Unit/Organization Performance and Accomplishments

          (2) Letters of Recommendation from supported Commanders

          (3) Summary of Action (for Awards Program)

1. (Unit/Organization) is nominated for the (Appropriate Informational Professional Award) as recognition for (brief description of performance, contribution to Command, Navy Medicine, etc., or words to that effect).

2.  Point of contact information:  nominating unit address, point of contact telephone number and email address to be contacted if questions arise about package.

Commanding Officer 

Signature Block
Summary of Unit/Organization Performance and Accomplishments
The Summary of Unit/Organization Performance and Accomplishments will be submitted in narrative form using 12-pitch Arial font.  It may be single or double-spaced, but will not exceed three pages in length.  It should cover events that took place during the period of eligibility.

The Summary of Unit/Organization Performance and Accomplishments

is critical to the consideration of the unit’s/organization’s package and will support the unit’s/organization’s qualification for the award.  There will be no review of the unit’s/organization’s record, so only information provided in the package will be available to the board.  The content of this section should be consistent with that of a typical award recommendation Summary of Action.

The Summary of Unit/Organization Performance and Accomplishments should include an introduction that encapsulates in a single paragraph the justification for nomination (the particular act(s) for which the unit/organization has been nominated) and a summary of events that expands upon the introduction and discusses the unit’s/organization’s performance during the award period in greater detail.













