1 Aug 06
STANDARD OPERATING PROCEDURES

FOR AWARDS
Subj:      POLICY AND PROCEDURES GOVERNING AWARDS TO ACTIVE DUTY 

              MILITARY PERSONNEL WITHIN NAVY MEDICINE EAST AREA OF 

              RESPONSIBILITY

Ref:       (a)   SECNAVINST 1650.1G

              (b)   BUMED 1650.1

              (c)   CNO WASHINGTON DC, 130340Z OCT 00 (NAVADMIN 265/00)

              (d)   CNO WASHINGTON DC, 191502Z AUG 02 (NAVADMIN 251/02)

              (e)   SECNAV WASHINGTON DC, 131451Z JUL 05 
              (f)   NAVMED EAST INST. 1650.1

ENCL:  (1)  Example of 1650/3 (PDF format)

              (2)  Example of 1650/3 (word file)

FLOC’S
1.  Awards are received from Navy Medicine East AOR commands via email.  

2.  Three documents needed for each FLOC award, they are:

            a.)  OPNAV 1650/3 (all blocks 1-30c need to be filled-in). (ENCL 1)
                 Block # 30b is to be signed by the command’s CO.
                 Block #32 (signature, grade, title) should have the Admiral’s information, 

                 if not, then type it in.     T. R. CULLISON, RDML, MC, USN
                 This 1650/3 can be in PDF format. 
            b.)  OPNAV 1650/3 (all blocks 1-30c need to be filled-in). (ENCL 2)
                  Block # 30b must have an electronic signature.  This signature will look                       

                  like this:  /s/
                  Block #32 (signature, grade, title) should have the Admiral’s information, 

                  if not, then type it in.    /s/ T. R. CULLISON    RDML   CO       (date)
                 This 1650/3 must be in word file.  
            c.)  FLOC Citation.   Must be in Times New Roman, 12 pitch, normal + 
                  justified formatting.
3.  Log into Awards Tracking System. ( J - Drive)
4.  Forward all documents for enlisted FLOC’s to the Command Master Chief  (CMC).
5.  The CMC will send this award back with his recommendation and corrections.  
6.  All documents are then forwarded through the awards Board Members in a series.  

     At this date, the series is as follows:    CAPT Flanary

                                                                   CAPT Torres

                                                                   CDR Liam

                                                                   CDR Martinez

7.  All personnel in the series will “cc” the Awards Processor.  Each time any information 

     comes through, the Awards Processor will update the Awards Tracking System 
     indicating that they have seen the award.  

8.  Only when the last person in the series sees the award and makes his            

      recommendation, then the award is ready to be typed.  All personnel must be in 
      agreement to the recommendation of the award.  If the vote is 3:1, then the award 
      typed is the majority.  

9.  If the recommendation is a split decision, 2:2, then the package goes to the Assistant   

     Chief of  Staff for the tie breaker.

10.   Award is now ready to be typed and sent to Admiral for signature.
TYPING  “FLOC”  AWARDS
1.  From the citation that was reviewed and approved by the awards board, cut & paste   

     the body of citation, Title, Name and Branch.  (You can use the format from a 

     previous typed award)  

2.  If the TITLE, NAME AND BRANCH is not completely on the citation, then fill-in 
     the corrected information from the 1650/3. 

3.  Below is the corrected format for the FLOC citation, per BUMED 1650.1.  
  
[image: image1.emf]  Commander , Navy Medicine East   Commander, Navy Medicine East    t akes  great  pleasure in presenting  to      HOSPITAL CORPSMAN  FIRST  CLASS       XXX    XXXXXX   UNITED STATES NAVY     FLAG LETTER OF COMMENDATION                                    In Recognition of Services  as set forth herein      For  exceptional a chievement in the superior performance of his duties while  serving as the Laboratory’s Leading Petty Officer , Naval Hospital Pensacola  from  01 October 2005 to 31 December 2005 .  Petty Officer  XXXXX  showed  unsurpassed c ommitment to his junior Sailors' personal and career development,  encouraging all of them to obtain tuition assistance for education. He led the way  in creating mission essential protocols, which accounted for 2,200 flawless  diagnostic tests and directly i mproved command readiness. His selfless attitude  inspired positive motivation among his peers and co - workers and gained him  complete trust from his supervisors in getting the job done.  His dynamic  leadership style enabled the First Class Petty Officers As sociation to donate 1,000  dollars to sustain various successful morale building activities, including the  Command Christmas Party and the Holiday Food Basket Drive. He also served as  a Key Chairperson in this year's Combined Federal Campaign drive that col lected  $21,000 of pledge money, surpassing the Command’s goal by 55 percent.  Devoting 40 hours of his personal time, he assisted in the fall 2005 Personal  Readiness Training cycle for 200 staff members.   Your exemplary professional  performance, dedication,  and unmatched commitment to duty reflected credit upon  yourself and  were in keeping with the highest traditions of the United States Naval  Service.                            T. R. CULLISON                      Rear Admiral, Medical Corps                      United States Navy  


FLOC CITATION “go-by”
Commander, Navy Medicine East
 takes pleasure in presenting to

space 

HOSPITAL CORPSMAN THIRD CLASS

NAME

UNITED STATES NAVY 
space
FLAG LETTER OF COMMENDATION  

space

                                 In Recognition of Services as set forth herein
space
For exceptional achievement in the superior performance of his duties while serving as (job title, command, city, state) from (month/year) to (month/year). 

                                  ………………………………………………………………………………………………………………………………………………………………………………..................….…………………………………………………………………………………
Your exemplary professional performance, dedication, and unmatched commitment to duty reflected credit upon yourself and were in keeping with the highest traditions of the United States Naval Service.   
                                                                 space

space
space
                                                      4th line   T. R. CULLISON

                                                                     Rear Admiral, Medical Corps

                                                                     United States Navy

The admiral’s signature is centered to the right
1.  All margins should be set at one-inch (1”).

2.  Font: Times New Roman, 12 pitch, text normal/justified and singled-spaced in 

     upper and lower case.

3.  Citation shall not exceed 22 lines.

4.  Standard opening sentence: For exceptional achievement in the superior      

     performance of his/her duties while serving as (job title), (command), (city, state) 

     from month year to month year.”

5.  Standard closing sentence.  Your exemplary professional performance, dedication, 

     and unmatched commitment to duty reflected credit upon yourself and were in 
     keeping with the highest traditions of the United States Naval Service.”

6.  Go into “J” drive, General Information, Awards 2, Cullison FLOC’s, and save file 
     under member’s name.
ROUTING FOR AWARD SIGNATURE

1.  After citation is completed and ready for signature.

2.  In block #32 (under Signature, Grade, Title), type in: 

           T. R. CULLISON, RDML, MC, USN
3.  Log into Awards Tracking System.

4.  Do NME Routing sheet.

5.  Give to mail runner.  Runner will bring to Admiral’s office.  When Admiral signs 

     off award, then mail runner will return award to Awards Personnel.
6.  Go into “J” drive, M1 Human Resources, M1A Admin Support, Serial Action Log 
     FY 03-06.  (This is where you will get a serial number for the cover letter).

7.  This serial number will be placed on the Cover Letter.  See example below:
     (Page 5 of this SOP,  #6 , has a copy to use). 

“COVER LETTER go-by”

[image: image2.emf]        5000     Ser H9/ 0600 44     2 3  Jan 06     From:   Commander, Navy Medicine East   To:   HM2  Jane A. Doe,  USN   Via:   Commanding Officer,  Naval Hospital  Corpus Christi     Subj:    FLAG LETTER OF COMMENDATION     1.  Congratulations on a job well done.             E. W. QUESENBERRY     By  direction    


8.  This cover letter is signed by the Assistant Chief of Staff. 

9.  Make (1) one copy of the citation. 

   10.  Make (2) two copies of the cover letter.  One goes to the secretary for filing, the 

     other goes into the Awards Personnel’s file. 

   11.  Scan citation to go to the Award Personnel’s email.  This scanned copy will be 
          saved in Award Personnel’s file and forwarded to the receiving command as an 

   “ADVANCE COPY”… It will also be sent to Ms. Barker (BUMED, see #15 
     below) 
    12.  The 1650/3 (PDF format, ENCL #1), copy of the cover letter, and copy of 
            citation goes into the Award Personnel file cabinet. 
    13.  The original citation and the original cover letter goes into a blue NME folder 

            and mailed to the receiving command.  

    14.  Log into Awards Tracking System.
    15.  Per ref (d), A scanned copy of the 1650/3 (Word format, ENCL #2), and a 
           scanned copy of the citation goes to Ms. Sandy Barker at BUMED.  
           This 1650/3 must be filled-in correctly. 
           When sending this to Ms. Barker the SUBJ. line should read:
                         NDAWS submission
MERITORIOUS SERVICE MEDAL    (MSM):
1.  Awards are received from Navy Medicine East AOR commands via email.  

2.  Four documents needed for each MSM award, they are:

           a.)  OPNAV 1650/3 (all blocks 1-30c need to be filled-in). (ENCL 1)

                 Block # 30b is to be signed by the command’s CO.
                 Block #32 (signature, grade, title) should have the Admiral’s information, 

                 if not, then type it in.   T. R. CULLISON, RDML, MC, USN
                 This 1650/3 can be in PDF format. 

            b.)  OPNAV 1650/3 (all blocks 1-30c need to be filled-in).  (ENCL 2)

                  Block # 30b must have an electronic signature.  This signature will look                       

                  like this:  /s/
                  Block #32 (signature, grade, title) should have the Admiral’s information, 

                  if not, then type it in.  /s/ T. R. CULLISON    RDML     CO         (date)
                 This 1650/3 must be in word file.  
            c.)  MSM Citation.    Must be in Times New Roman, 12 pitch, normal + 
                  justified formatting.

            d.)  Summary of Action (SOA)

3.  Log into Awards Tracking System. 

4.  All documents are then forwarded through the awards Board Members in a series.     
     At this date, the series is as follows:    CAPT Flanary

                                                                   CAPT Torres

                                                                   CDR Liam

                                                                   CDR Martinez

5.  All personnel in the series will “cc” the Awards Processor.  Each time any information 

     comes through, the Awards Processor will document this information into the Awards 

     Tracking System indicating that person has seen the award. 

6.  Only when the last person in the series sees the award and makes his            

      recommendation, then the award is ready to be typed.  All personnel must be in 

      agreement to the recommendation of the award.  If the vote is 3:1, then the award 

      typed is the majority.  

7.  If the recommendation is a split decision, 2:2, then the package goes to the Assistant   

     Chief of Staff for the tie breaker.

8.  Awards is now ready to be typed and sent to Admiral for signature.

TYPING  “MSM”  AWARDS
1.  From the citation that was reviewed and approved by the awards board, cut & paste   

     the body of citation , Title, Name and Branch.  (You can use the format from a 

     previous typed award)  

2.  If the TITLE, NAME AND BRANCH is not completely on the citation, then fill-in 

     the corrected information from the 1650/3. 

3.  Below is the corrected format for the MSM citation, per BUMED 1650.1. 

[image: image3.emf]
Commander, Navy Medicine East

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

CAPTAIN JANE A. DOE 
DENTAL CORPS

 UNITED STATES NAVY

for service as set forth in the following

CITATION:

      For outstanding meritorious service as Department Head, Oral Surgery, Naval Hospital Charleston, South Carolina from June 2000 to July 2006.  Captain Doe displayed superb clinical skills, delivering high quality, high complexity Oral and Maxillofacial Surgery (OMS) care consistently in excess of Navy Medicine benchmark standards, and expanding the scope of services previously available in Charleston to include dental implant procedures.  The civilian equivalent value of her services consistently exceeded 700,000 dollars annually.  She voluntarily expanded her provision of care to include beneficiaries of nearby Beaufort Naval Hospital, serving the needs of the 240,000 eligible patients of both catchment areas.  Sought for her expertise by her civilian peers, she served as a clinical instructor at the Medical University of South Carolina (MUSC) for three consecutive years, and as affiliate teaching staff of Eisenhower Medical Center.  Captain Doe chaired the Provider Health Program, the Dental/Medical Integration Team, and the Health Information Management Committee.  In doing so, she oversaw the implementation of a voice-activated transcription system and the endosoft surgical documentation program which brought patient’s records into compliance with external accreditation standards; and achieved integration of Charleston’s medical and dental facilities six months ahead of schedule.  Captain Doe’s exceptional professional ability, steadfast initiative and selfless dedication to duty reflected great credit upon her and were in keeping with the highest traditions of the United States Naval Services.
    For the President,

T.R. CULLISON

Rear Admiral, Medical Corps

United States Navy

MSM CITATION “go-by”
Commander, Navy Medicine East

space
The President of the United States takes pleasure in presenting the 

MERITORIOUS SERVICE MEDAL (Gold Star in lieu of Second Award) to 

space
CAPTAIN JANE A. DOE

DENTAL CORPS

UNITED STATES NAVY 

space

for services as set forth in the following

CITATION:

space
ssssssFor outstanding meritorious achievement/service as (job title), (command), (city, state) from (month/year) to (month/year).   

every line here after will line up with the “C” in citation above.                                  ………………………………………………………………………………………………………………………………………………………………………………..................….The exceptional professional ability, steadfast initiative, and selfless dedication to duty exhibited by Captain Doe reflected great credit upon herself and upheld the highest traditions of the United States Naval Service. 

                                                                 space
   For the President, 

space
space
space
T. R. CULLISON

Rear Admiral, Medical Corps

United States Navy
The admiral’s signature is centered.
1.  All margins should be set at one-inch (1”).

2.  Font: Times New Roman, 12 pitch, text normal/justified and singled-spaced in 

     upper and lower case.

3.  Citation shall not exceed 22 lines.

4.  Standard opening sentence: “For outstanding meritorious achievement/service as 

     (job title), (command), (city, state) from month year to month year.”  

      “Achievement” will be used for specific achievement awards.  “Service” will be 

      used for end of tour (EOT) and for awards for personnel retiring.   
5.  Standard closing sentence. “The exceptional professional ability, steadfast  
     initiative, and, selfless dedication to duty exhibited by rank/last name reflected 
     great credit upon him/her and upheld the highest traditions of the United States 
     Naval Service.”
6.  In the sentence, “ The President of the United States takes pleasure in presenting 

     the MERITORIOUS SERVICE MEDAL ……(Gold star in lieu …..is dependent 
     upon which award this is).  
                     ….  If this is the first MSM for this member, then the Gold star                

                            statement is NOT ADDED.

                            Second, Third, and Fourth awards are given a GOLD STAR. 

                     ….  Sixth award and up is given a SILVER STAR. 

7.  Next type MSM certificate. 
MSM CERTIFICATE

 These certificates are with the Awards processor.  

(Gold Star in lieu of Second Award)

Captain Jane G. Doe, Dental Corps, United States Navy

Outstanding Meritorious Service from May 2003 to June 2005


8th 
February 2006                                                                      T. R. CULLISON



                                                         Rear Admiral, Medical Corps



                                                         United States Navy




                                                                                                           Commander, Navy Medicine East
8.  Again, only use the correct (Gold star in lieu of…….) format.
9.  Go into “J” drive, General Information , Awards 2, Cullison MSM’s, and save file 
     under member’s name. 
ROUTING FOR CITATION SIGNATURE

1.  After citation is completed and ready for signature.

2.  In block #32 (under Signature, Grade, Title), type in:

           T. R. CULLISON, RDML, MC, USN

3.  Log into Awards Tracking System.

4.  Do NME Routing sheet.

5.  Give to mail runner.  Runner will bring to Admiral’s office.  When Admiral signs 

     off award, then mail runner will return award to Awards Personnel.

6.  Go into “J” drive, M1 Human Resources, M1A Admin Support, Serial Action Log 

     FY 03-06.   (This is where you will get a serial number for the cover letter).
7.  This serial number will be placed on the Cover Letter.  See example below: 
      (Page 12 of this SOP, #9, has a copy to use).

“COVER LETTER go-by”
                                                       5000

                                                       Ser H9/060044
                                                       23 Jan 06
From:
Commander, Navy Medicine East
To:
CAPT Jane A. Doe, Medical Service Corps, USN

Via:
Commanding Officer, Naval Hospital Corpus Christi
Subj: 
MERITORIOUS SERVICE MEDAL
1.  Congratulations on a job well done.

E. W. QUESENBERRY

By direction

8.  This cover letter is signed by the Assistant Chief of Staff. 

9.  Make (1) one copy of the citation. 

    10.  Make (1) one copy of certificate.

    11.  Make (2) two copies of the cover letter.  One goes to the secretary for filing, the 

     other goes into the Awards Processor’s file. 

    12.  Scan citation and certificate to go to the Award Processor’s  email.  This email 

     will be saved in Award Processor’s file and forwarded to the receiving command 

     as an “ADVANCE COPY”….It will also be sent to Ms. Sandy Barker (BUMED, 

     see #16 below) 

    13.  The 1650/3 (PDF format, encl #1), copy of the cover letter, copy of citation, and 
            copy of Awards certificate goes into the Award Processor file cabinet. 

    14.  The original citation, original awards certificate and the original cover letter 
           goes into the blue padded NME folder, with either a MEDAL  or a 
           GOLD / SILVER STAR.  

    15.  Log into Awards Tracking System.

    16.  Per Ref (d), A scanned copy of the 1650/3 (Word format, encl #2), and a scanned 
           copy of the citation and the certificate goes to Ms. Sandy Barker at BUMED.   
           This 1650/3 must be filled-in correctly (ENCL #2).

           When sending this to Ms. Barker the SUBJ. line needs to read:

                        NDAWS submission
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Commander, Navy Medicine East


Commander, Navy Medicine East 


takes great pleasure in presenting to 

HOSPITAL CORPSMAN FIRST CLASS  

XXX    XXXXXX

UNITED STATES NAVY

FLAG LETTER OF COMMENDATION


                               In Recognition of Services as set forth herein 

For exceptional achievement in the superior performance of his duties while serving as the Laboratory’s Leading Petty Officer, Naval Hospital Pensacola from 01 October 2005 to 31 December 2005. Petty Officer XXXXX showed unsurpassed commitment to his junior Sailors' personal and career development, encouraging all of them to obtain tuition assistance for education. He led the way in creating mission essential protocols, which accounted for 2,200 flawless diagnostic tests and directly improved command readiness. His selfless attitude inspired positive motivation among his peers and co-workers and gained him complete trust from his supervisors in getting the job done.  His dynamic leadership style enabled the First Class Petty Officers Association to donate 1,000 dollars to sustain various successful morale building activities, including the Command Christmas Party and the Holiday Food Basket Drive. He also served as a Key Chairperson in this year's Combined Federal Campaign drive that collected $21,000 of pledge money, surpassing the Command’s goal by 55 percent. Devoting 40 hours of his personal time, he assisted in the fall 2005 Personal Readiness Training cycle for 200 staff members.  Your exemplary professional performance, dedication, and unmatched commitment to duty reflected credit upon yourself and were in keeping with the highest traditions of the United States Naval Service.






        T. R. CULLISON






        Rear Admiral, Medical Corps







        United States Navy
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5000



Ser H9/060044


23 Jan 06

From:
Commander, Navy Medicine East

To:
HM2 Jane A. Doe, USN

Via:
Commanding Officer, Naval Hospital Corpus Christi

Subj: 
FLAG LETTER OF COMMENDATION

1.  Congratulations on a job well done.


E. W. QUESENBERRY


By direction
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