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MARINE CORPS INSTALLATICHS EAST OCRDER 1650.9

Fyrom: Commanding General
Te: Digtribution List

Subd:  BAILOR OF THE YEAR {80Y) PROGRAM

Encl: (1) Sample Nomination Format Lettex

i

1. Situation. This Order promulgates policy and procedures for
the nomination and sslection of the Commanding General, Marine
Corps Ingstallations East (CG MCIEAST) Sallor of the Year (S0Y).

2. Cancellation. MCIEASTC 1700.10B.

3. HMission. The CG MCIEAST will solicit nominations from
subordinate commands to compete for Mavine Corps Installations
East {(MCIEAST) S0Y. Nominees will make a personal appearance
before the Board.

4. Execution
a. Commander’s Intent and Concept of Operations
{1} Commander’s Intent. The CG MCIEAST will recognize

enlisted Sailors in the grades of E-4 through E-6, who have
demonstrated exceptional performance of duty. The G MUIIEAST
will convene one board per calendar year to select the most
gqualified Sailor for selection as the MCIEAST 50Y.

{2) Concept of Operationsg. Eligibilityv will be based on
the Sailer’s military record, and their vespective MUOIEAST
Commander's recommendation. Candidates should embody sustained
superior perviormance, proven lea de ship, dedication to gelf
improvement, outstanding professionalism, and superb personal
appearance.

{a) MCIEAST Commardersg, in their determination of
rualifications for competition, will be guided by, but not
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ilimited to the following:

1. Must have a minimum of six months obsgerved
time asg a member of his/her Command as of the date of
nomination.

2. Outstanding performance of military duties.

3. Meet all Navy physical readiness standards
for the Physical Readiness Asgessment during the previous
required gqualification period.

4. Exceptional personal appearance and military
bearing,

5. Outstanding record of conduct; noc
nonjudicial punighment or derogatory pags 13 entries during the
cbserved period (waiver not accepted].

6. Recommanded for reenlistment.

{b} Composition of the 80Y Board will consist of the
following MCIEAST Sergeants Major:

MCIEAST - Chairman

Marine Corps Bage Camp Lejeuns

Marine Corps Alr Station Beaufort

Marine Corps Alr Station Cherry Point

Marine Corpse Alr Station New River

Marine Coryps Air Facility Quantico

Marine Corps Logigtics Basze Albany

Deployment Processing Command - East {(as applicable)

1. If the above listed personnel are not
available to participate, a senior enlisted member will be
pregent ag a command repregentative.

2. SBhould the command not have & Sailor
appearing before the board, a command representative will not be
required bo be pregent.

b. Subordinate Element Missions

{1} MCIEBAST Commanders

Ink
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{a] Comply with the intent of this Order by ensuring
that all eligible Sailors are given the oppertunity to compete
for selection as SOY.

() Scresen and nominate Sailors for competition, by
ensuring verification and completion of the reguirements denocted
herein.

(2} Sergeant Major, MCIEAST

{a} Serve as Chairman of the 80V Beoard. Publizh an
announcement to subordinate commands prescribing the date and
time of the selection board, to include uniform.

{b} Convene the annual selection board in accordance
with the guidelineg established herein.

{c) Upon receipt of the nominations for 80Y, screen
all packages and accompanyving documents for accuracy and
compliance with the basic prereguigites.

{d) Provide all packages, accompanying documents,
and board work sheets of nominees to the members of the

selection board.

{e) Provide the CG MUIEAST with the selection
board’ s recommendation for approval.

(£} Upon approval by the CG MCIBAST, coordinate a
recognition ceremony for the selectes.

{3} Staff Secretary (8SEC)

{a} Upon recsipt of the nominations for S0Y, screen
all documents for accuracy and compliance with the basic
criteria; prepare all additional documents and board workshests
for the gelection board members.

(b} Based on the information provided by the
Chairman of the S0Y Selection Board, prepare the appropriabe

documents for C6 MCIEAST final approval and signature.

{4} MCOIEBAST Addurant

{a&] Receive all nomination packages and route to the
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(b} Upon return of the packages from the S5EC,
notify the gelectee's unit, and ensure the unit's submission of

rthe selectee's award via 1APS.

{¢) Betain in filesg all nomination packages, board
recomnendations, and Commanding CGeneral’s selection/endorsement.

c. Coordinating Instructions

{1} MNominees will report in the designated uniform to
the Sergeant Major, MCIEAST, Building 1, John A. Lejeuns Hall,
Camp Lejeune, North Carclina or alternate location as directed.

{2y All nowminations for 80Y will be forwarded to the G
MCIEAST (Attn: Sergeant Maijor) via the MCIEAST Adjutant by the
date and fime prescribed by the board announcement using
enclogure (1}, In addition to supporting documentation for the
nomination (i.e. evaluations and photographl, the submission
will include:

{a) Special Recognition Beard Privacy Act Releage
ztatement signed by the Salior, per snolosure (2] of enclosure
(1) of this Order.

(b} Completed OPNAV 11533 Form (Personal Awards
Recommendacion) for the NMCAM; summaryv of action written Lo
gpacifically cover the calendar vear of competition (1 January
to 31 December); citation, using the exact wverbiage in enclosure
{4} of enclosure (1) of thisg Order: and designation of "Sailor
of the Year Program” at the top of the form. Pursgusni to this
Order, a selected Saillor will not bhe awarded any personal award
at intermediate competition levels. One personal award will be
awarded at the highest level of competition attained. Units
ghall forward the award via 1APS only upon notification by ths
MOIEAST Adijutant to do so, once the selection board has
concludead.

(o} Wominess will make a personal appearvance belfore
the MOIEBEAST 230Y Board.

1iors selected ag the 50Y will be recognized at an
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5. Adminidstration and Logistics

a. The Sergeant Major, MCIEAST has cognizance over the 80Y
Program.

L. Unit award oviginators will log onto the HOMO 1APS
webaite, register online if not aiready registered, and process
the Personal Award Recommendation {(NAVMC 11533), complete with
summary of action and proposed c¢itation. The 1iAPS webgite ig
www . manpower .usmc.mil/iaps.

6. Command and Signal

a. Command. Thia Order is applicable to MCIEAET.
b. 8ignal. This Order is effective the date signed.
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SAMPLE NOMINATION FORMAT LETTER
LETTERHEEAD
1650
Orig Code
Date
Commanding Cfficer, {(Unit)

Commanding Generval,

Z0X¥ SBAILOR OF THE YEAR IN THE CASE OF

EEX

.
f
Ny

o, oo,
T e R
i St

(5}

Additionally,

Marine Corps Installations East (SGTMAJ)

{RATE} LIFE SAVER
X¥ 0000/0000 USH

MCIBEASTO 1650.8

Information to Support Nomination

Special RKecognition Board Privacy Act Release Statement
Biography

Personal Award Recommendation
Citation, Summary of Action)
Current Photograph

Info [(OPNAV 11533,

Per the reference, Rate Saver is nominated as the 20 Sailor of
Year.

Accordingly, the enclcsures are submitted as reguirved.

the following information is provided:

Name / Lagt Four S5H.

Date of

Birth.

Date Enlisted in the Navy.

Advancement history {(give date):

{1

e}

wdf

jeal
!
L
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Subt .  20X¥ SATLOR OF THE YEAR IN THE CASE OF (RATE] LIFE SAVER
XEX XX 060070000 USH
e. Currently zelected for advancement

{if ves, date to be
advanced) :

. Dependents {list names, dates of birthi:

g. If previcusly selected as Sailor of the Month/(Quarter/

Year, give dates{s) and commandis}:

. Brief gvnopsis of significant profesgional achievements
which warrvant selection:

b

Awards

i, Nominee's off-duty community involvement:

¥. List of educational background:

{1} Years of formal sgchooling completed/degree attained:

(2) NHavy schools completed:

(3} Other gelf-study educatrional achievements attained
while on active duty (incliude correspondence, extension, CLEP,
PACE, PACE IY and Navy-gponscored courses, ebo.;

Exclude training
courses required for advancement.

(4} Any other information to distinguish nominee from
contemporaries (limit: one typewritten pags):
3. Point of contact for any administrative matters iz Hank, Nams,

DEN/commercial phone number.

I. M. NCHARCGE

a3



INFORMATION TO SUPPORT
NOMINATION

SINGLE-SIDED COPIES OF THE LAST THREE EVALUATIONS

LETTERE OF APPHECIATION

LETTERS OF COMMENDATION

RECOGNITIONS AS SAILOR OF MONTH AND QUARTER

ENCOLOSURE (1)

Lk

Enclosure (1]



MCIEASTO 1&680.8%5
1% Dec 10

SPECIAL RECOGNITION BOARD PRIVACY ACT RELEASE STATEMENT

PRIVACY ACT STATEMENT
information contained on this form is maintained under the Systems of Facords Notice NMIB211-1 Privacy Acl Feguest/Amendment Files and
Tracking System {April 2, 2008, 73 FH 17058), and for officiad use only. AUTHORITY: under B1ULS.C. B52a, The Privacy Aot of 1874, as amended; 10
U.8.C. BO1S, Seoretary of the Navy; 16 U.S.C., Headguariers, Maring Corps; £, O, 8387 (SSN). PRINCIPLE: Personal information gathered from the
individual for the use of the Special Recognition Board, PURPOSE: This form iz to provids personal information in association with the Speclal
Recognition Bosrd. ROUTINE USE: under L.5.C. 552 a (b of the Privacy Act, and may bs disclosed as roulting use surspant i 5 US.C. a by
DISCLOSURE s YOLUNTARY. aithough awards rmay not be processed without this information.

Primary use of this information is for award purposes and will be destroved when no longer nesded, Some
examples may include savings bonds, gift certificates, subscriptions, memberships.

1. ldentifving information on Sewvice Membaer

a. Mame of individueal on whom disalosure will be made;

& Grade:

¢, Address

o, Work Addrass ;

2. Social Security Number:

{. Date of Disclosure (D8 8MM YVYYYE

2. Hentfying information of office making disclosure.

Otics from which disclosure will be made: ﬁi%
3. BTATERMENT o be completed by Service Memberk:
| have been counseled concerning the provisions of the Privacy Aot of 1874, ank
(7 1 do authorize release of this information. initial
()t do ot authorize reizase of this information. intial
Haleass informalion o
Savice Member's Signeture: Dimde {00 MBMRS YYYYH
MOTE:
Service Member shoult be spprised of the speciic parsonal information which may be releasad prior fo signing ths Privacy Act Statemernt.
e
MOIEASTHOS A (BEV 808 (PREVIOUS EDITIONS ARE OBSOLETE ADGHEE 8.0
ENCLOSURE (2}
of

s
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BIOGRAPHY

TWO PAGE MAXIMUM
TYPED
DOUBLE SPACE
NARRATIVE FORMAT
o START WITH DATE AND PLACE OF BIRTH (DD MMM YYYY)
o SCHOOLING
o MILITARY SERVICE
¢ CURRENT ASSIGNMENT

o FAMILY

BHCLOSURE (3}
of
5 Enclosuyre (1}
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PERSONAL AWARD RECOMMENDATION INFO
(OPNAV 11533, CITATICON, SUMMARY OF ACTION)

# PREPARE IN THE MARINE CORPS' IMPROVED AWARDS PROCESSING SYSTEM
{TAPS) AND ENCLOSE (DO NOT FORWARD UNTIL NOTIFIED BY MCIEAST
ADJUTANT AT BOARD CONCLUSIONM]

o Prepare and enclose OPNAV 11533

o Prepare and enclose Summary of Action {ONE PAGE)
= Covers Calenday Year {1 Jan - 31 Dec)

o Prepare and enclose Citation {(See verbiage format below) :

SATLORE OF THE YEAR PROGRAM

The Secretary of the Navy takes pleasure in presenting the NAVY and
MARINE CORPS ACHIEVEMENT MEDAL to

NAVY RATE DOC A, BAVER
UNITED STATES NAVY

For service as set forth in the following
CITATION:

“FOR PROFESSIOHAL ACHIEVEMENT IN THE SUPERICR PERFORMANCE OF HIS
DUTIES WHILE SERVING AS (BILLET), (UNIT), (INSTALLATION), MARINE CORES
INSTALLATIONS EBAST. NAVY RATE SAVER DISPLAYED EXEMPLARY QUALITIES OF
LEADERSHIP, INITIATIVE, AND ATTENTION TC DETAIL, AS EVIDENCED BY HIS
SELECTION AR MARINE COHPS ITNSTALLATIONS EAST SAILOR OF THE YHEAR 20MX.
His POSITIVE ATTITUDE AND UNSURPASSED PROFESSIONALISM PROVIDED A
SCOURCE OF MOTIVATION AND INSPIRATION FOR ALY TO EMULATE, NAVY RATE
SAVER'S  INITIATIVE, PERSEVERANCE, AND TOTAL DEDICATICN TO BUTY
REFLECTED CREDIT UPON HIM AND WERE IN EKEEPING WITH THE HIGHEST
TRADITTIONS OF THE MARINE CORPS AND THE UNITED STATES HNAVAL SERVICE.”

For the Secretary,

ENCLOBIRE {4)
ot
Enclosure (1)

431
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CURRENT PHOTOGRAPH
(HEAD AND SHOULDER)

Dressg Rlus Uniform {uncovered)

COMMAND STYLE OFFICIAL BHOTO
(8 % 10 Color:

ENCLOSURE (5}

of
Enclosurs

]
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