  

BUMEDINST 1650.3


7 Sep 2010
SAMPLE FORMAT FOR TEAM AWARD RECOMMENDATIONS

From:
Submitting Command

To:    
Captain Joan Dooling Awards Board

Via:   
Unit/Organization Chain of Command

Subj: 
NOMINATION OF TEAM FOR INFORMATION PROFESSIONAL AWARD

Encl:  
(1) Summary of Team Performance and Accomplishments

          
(2) Letters of Recommendation from Supported Commanders

          
(3) Summary of Action (for Awards Program)

1.  (Team) 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) through (3).
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 (3)                          


BUMEDINST 1650.3


7 Sep 2010
SUMMARY OF TEAM 

PERFORMANCE AND ACCOMPLISHMENTS

The Summary of Team Performance and Accomplishments will be submitted in narrative form using 12-pitch Times New Roman font and will not exceed 3-pages in length.  It should cover events that took place during the period of eligibility.

The Summary of Team Performance and Accomplishments is critical to the consideration of the team’s package and will support the team’s qualification for the award.  There will be no review of the team’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 Team Performance and Accomplishments should include an introduction that encapsulates in a single paragraph the justification for nomination (the particular act(s) for which the team has been nominated) and a summary of events that expands upon the introduction and discusses the team’s performance during the award period in greater detail.
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LETTERS OF RECOMMENDATION FROM SUPPORTED COMMANDERS
From:
Submitting Commander
To:    
Captain Joan Dooling Awards Board

Via:   
Unit/Organization Chain of Command

Subj: 
RECOMMENDATION OF TEAM FOR INFORMATION PROFESSIONAL TEAM AWARD

Ref:     (a) BUMEDINST 1650.3

Encl:  
(1) Summary of Team Performance and Accomplishments

          
(2) Summary of Action (for Awards Program)

1.   Per reference (a) I most strongly recommend (Team) for the Information Professional Team of the Year, (CY 2010) for the period 1 January 2010 through 31 December 2010.
2. (Team) consistently fosters cooperation and teamwork not only among the staff of (facility) but across all of Navy Medicine.  This team’s technical expertise and commonsense approach are crucial to the continued high level of service our staff and customers have come to rely on.  They are recognized in our community as experts in Information Technology and data communications.  Their professional knowledge, resourcefulness, and dedication to duty have contributed immeasurably to the achievements of (facility).  Notable accomplishments over this past year are detailed in enclosures (1) and (2).

3. For additional information, please contact (POC) at (phone number) or (email).

Commanding Officer


Signature Block

                                                                   3                                                      Enclosure (3)
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7 Sep 2010
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 team’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 professional achievement in the superior performance of service to Navy and Marine Corps in 2010.  The (Team) led the collaborative efforts in bringing AHLTA connectivity to in-port ships, allowing providers to remain shipboard to treat patients, rather than transitioning them to the local medical treatment facility.  Additionally, the team also ensured all hospital network servers and software applications were entered into the Defense Automated Document Management System prior to Navy Medicine’s deadline resulting in a 17 percent reduction of servers.  Utilizing migration activities and upgrade initiatives, the team was able to terminate 35 unapproved software applications and reduce the Bureau of Medicine and Surgery functional area manager inventory by 81 percent.  The team’s task organization ability, cumulative personal initiative, and loyal devotion to duty, reflected great credit upon themselves and were in keeping with the highest traditions of the United States Naval Service.
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