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SAMPLE FORMAT FOR INDIVIDUAL AWARD NOMINATIONS
From:
Submitting Command

To:    
Captain Joan Dooling Awards Board

Via:   
Chain of Command

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

Encl:  
(1) Summary of Performance

         
(2) Summary of Action (for Awards Program)

1.  
(Nominee) 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).  Notable accomplishments over the past year are detailed in enclosures (1) and (2).
2.  
Point of contact information:  (nominating unit address, point of contact telephone number, and e-mail address to be contacted if questions arise about package).


Commanding Officer 


Signature Block

Enclosure (2)
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SUMMARY OF PERFORMANCE

The Summary of Performance will be submitted in narrative form using 12-pitch Times New Roman font and 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.
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SUMMARY OF ACTION
The Summary of Action or proposed citation will be submitted in narrative form using 12-pitch Times New Roman font and will not exceed one page in length.

The Summary of Action is critical to the consideration of the nominee’s package and will be used for the Awards Program.  The content of this section should be consistent with that of a typical award recommendation summary of action.  The example below is provided as reference.
For meritorious service in the superior performance of his/her duties while serving as Deputy Program Manager for Theater Medical Information Program Maritime (TMIP-M)/SNAP Automated Medical System (SAMS), and Medical Liaison at Space and Naval Warfare Systems Center Norfolk (SSCN), VA from January 2010 to December 2010.  (Nominee) led the initiative to conduct the first ever afloat testing of TMIP-M during Trident Warrior 07.  This critical milestone achievement enables Navy Medicine’s TMIP Program Office to align with the joint community in deployment of the DoD Standard Electronic Health Record.  Through flawless execution of (nominee’s) program manager duties, he/she revitalized the TMIP-M Program.  His/Her tireless efforts resulted in a renewed confidence across the operational forces in this critical technology.  (Nominee’s) exceptional professional ability, steadfast initiative, and selfless dedication to duty reflect great credit upon himself/herself and upheld the highest traditions of the United States Naval Service.
                                                                         3                                                           Enclosure (2)

