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UNITED STATES MARINE CORPS

MARINE CORPS BASE HAWAII

BOX 63002

KANEOHE BAY, HAWAII 96863-3002  
                                                                                                                                         IN REPLY REFER TO:
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                                                             BaseO 1650.12B

                                                             ADJ

                                                             09 AUG 2000

BASE ORDER 1650.12B

From:  Commanding General

To:    Distribution List

Subj:  MILITARY AWARDS PROGRAM

Ref:   (a) SECNAVINST 1650.1E

       (b) MCO 1650.196

       (c) MARFORPAC 1650.4E

       (d) SECNAV NOTICE 1650 of 12 Apr 1994

Encl:  (1) Awarding Authorities and Submission Schedule

       (2) Instructions for Completing the Personal Award

           Recommendation, OPNAV 1650/3 (Rev 1‑94)

       (3) Sample Summary of Action

       (4) Mandatory Opening and Closing Sentences

       (5) Sample Letter of Appreciation

       (6) Sample Military Outstanding Volunteer Service Medal

           Authorization Letter

       (7) Sample Awards Board Appointment Letter

1.  Purpose. To publish procedures governing the administration of the

Military Awards Program within Marine Corps Base Hawaii (MCBH) Kaneohe Bay, HI.

2.  Cancellation. BaseO 1650.12A

3.  Background. `Reference (a) sets policies concerning Navy and Marine Corps decorations and awards, delineates eligibility requirements, and provides general administrative procedures. Reference (b) describes the procedures and instructions for issuing awards, decorations, and medals. Reference (c) sets policies and general administrative procedures concerning the Marine Forces Pacific (MARFORPAC) awards program. Reference (d) authorizes the procedures for awarding the Military Outstanding Volunteer Service Medal.

4.  Definitions

a.  Specific Achievement. For the purpose of this Order, specific achievement is that which an individual sustained for a period of 90 days or fewer.

b.  Meritorious Service. Periods covering 91 days or greater are considered Meritorious Service. Awards recognizing sustained superior performance should be submitted incident to the individual's permanent change of station, end of the tour, or retirement.

BaseO 1650.12B

09 AUG 2000

5.  Policy. The Commanding General encourages the submission of award

recommendations, but also emphasizes the need to preserve the character,

prestige, and meaning of personal awards. Appropriate recognition of

individuals through personal awards fosters good morale and esprit de corps

among all personnel. Exercise caution to ensure that the Military Awards

Program does not supplant recognition more appropriately given through fitness reports or other administrative avenues.

a.  Appropriateness. The level of award recommended should not be based on grade, billet, or time in service of the individual recognized. The Navy and Marine Corps Achievement Medal, the exception prescribed in reference (a), is not appropriate for individuals above the grade of major/lieutenant commander.

b.  Letter of Continuity. Internal reassignment, such as transfer within units or staff sections, does not constitute detachment for award purposes. When this occurs, the reporting senior should forward a letter of continuity documenting the individual's outstanding performance of duty.

6.  Administrative Procedures

a.  Originator. For awards up to and including the Navy and Marine Corps Commendation Medal, the originator must be a commissioned officer or a civilian‑equivalent. A GS‑12 may originate awards for majors, lieutenant commanders, and below. General Schedule rated civilians must be equivalent in rank to originate awards on individuals ranked above major/lieutenant commander.

b.  Awarding Authority. Enclosure (1) outlines the awarding authority for each award. Reference (a) details awards not listed in enclosure (1).

c.  Submission Schedule. The type of award and the command level of the awarding authority determine submission deadlines. Enclosure (5) outlines the submission schedule for each award.

d.  Letter of Appreciation. Requesting activities prepare and submit recommendations for letters of appreciation for the Commanding General's signature. Enclosure (4) provides a sample letter as guidance.

e.  Certificate of Commendation. As outlined in enclosure (1), Commanding Officers of Marine Corps Air Facility (MCAF) and Headquarters Battalion are authorized to present Certificates of Commendation. The Commanding General is also available to award Certificates of Commendation if the scope of the action is greater than that of the MCAF or the Headquarters Battalion. Submit recommendations for the Commanding General's Certificate of Commendation via the chain of command. Enclose a proposed citation, as outlined in enclosure (3), to a standard letter addressed to the Commanding General, Marine Corps Base Hawaii. Neither an OPNAV 1650/3 nor a summary of action are required.

f.  Military Outstanding Volunteer Service Medal (MOVSM). Guidance is set forth in reference (d) and enclosure (1) concerning the Military Outstanding Volunteer Service Medal. When recommending an individual for the MOVSM, a summary of action must accompany a prepared authorization letter for the Commanding Officer's signature. Enclosure (6) is a sample authorization letter. An OPNAV 1650/3 is not required.
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g.  Award Packages (Navy and Marine Corps Achievement Medal and Senior).  Marine Corps Base Hawaii Assistant Chiefs of Staff and Special Staff members will submit awards they originate directly to the Base Adjutant. All other originators will submit personal award recommendations to the Base Adjutant via the Commanding Officer of either, as it applies, Headquarters Battalion or Marine Corps Air Facility. All recommendations will consist of an OPNAV 1650/3 [enclosure (2)], a Summary of Action [enclosure (3)], a proposed citation [enclosure (4)], and a 3.5" computer disk containing the aforementioned documents. If a Navy and Marine Corps Achievement Medal (or senior) was awarded during the meritorious period, a copy of the citation must be attached and submitted with the package. The Adjutant section will forward all packages to the appropriate awarding authorities. Paragraph 6.f. of this Order applies to the Military Outstanding Volunteer Service Medal.

        (1) OPNAV 1.650/3. A completed OPNAV 1650/3 must be completed and submitted with the recommended package. Enclosure (1) outlines the procedure for filling out the form. The form is available via the computer program "Form Flow" which may be obtained by coordinating with the AC/S G‑6.

       (2) Summary of Action. The summary of action contains a complete and factual record of the achievements or service and clearly cites the individual/unit's exceptional performance to justify the recommendation. The summary of action must be specific and include dates, acts, or achievements. It is not merely a job description. A poorly written recommendation may either delay action by higher authority, cause a lesser award to be approved, or result in disapproval despite the deservedness of the award.

        (3) Citation. The proposed award citation should highlight all aspects of the individual's performance that are of utmost significance. Submit proposed citations following the format outlined in enclosure (3). The enclosure calls attention to the format, the acceptable number of lines, the mandatory opening and closing statements, and the orientation of the citation. The proposed citation must be unclassified and be written with careful attention to grammar, composition, and spelling. Do not use abbreviations unless necessary.

    h.  Retirement Awards. Enclosure (3) additionally provides a mandatory retirement statement for the award citation. Recommendations involving retirement will also include the following at the end of the summary of action:

        (1) The number of years of Marine Corps/Naval service.

        (2) The summary of combat action (if applicable).

        (3) The location, date, time, and place of the retirement ceremony.

6.  Awards Board. The Commanding General, Marine Corps Base Hawaii establishes an awards board to review award recommendations. The Base Adjutant facilitates the processing of the award recommendations, consolidates the votes, and forwards the awards for endorsement or final disposition.

a.  Composition. The board is comprised of two permanent members: the Deputy Commander, and the Base Sergeant Major (who votes on enlisted awards,
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only).  There are four other officers, considered primary members, and four

alternate officers appointed for a six‑month period. At least one of the

primary and alternate members should be Navy personnel.

    b.  Duties. Enclosure (7) is a sample appointment letter and further outlines the responsibilities of the permanent, primary, and alternate members.

7.  Reviewed and approved this date.

                                      M. L. OLSON

                                      Deputy Commander

Distribution: A
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AWARDING AUTHORITIES

	AWARD
	AWARDING AUTHORITY
	SUBMISSION DEADLINE TO MCBH

	
	
	ADJUTANT

	CERTIFICATE OF
	COMMANDING OFFICER,
	N/A

	COMMENDATION
	HEADQUARTERS BATTALION;
	

	
	AND COMMANDING OFFICER,
	

	
	MARINE CORPS AIR
	

	
	FACILITY
	

	MILITARY OUTSTANDING
	COMMANDING OFFICER,
	N/A

	VOLUNTEER SERVICE MEDAL
	HEADQUARTERS BATTALION;
	

	
	AND COMMANDING OFFICER,
	

	
	MARINE CORPS AIR
	

	
	FACILITY
	

	NAVY AND MARINE CORPS
	COMMANDING OFFICER,
	N/A

	ACHIEVEMENT MEDAL
	HEADQUARTERS BATTALION;
	

	(SPECIFIC ACHIEVEMENT)
	AND COMMANDING OFFICER,
	

	
	MARINE CORPS AIR
	

	
	FACILITY
	

	NAVY AND MARINE CORPS
	COMMANDING GENERAL,
	30 DAYS

	ACHIEVEMENT MEDAL
	MARINE CORPS BASE HAWAII
	

	(MERITORIOUS SERVICE)
	
	

	NAVY AND MARINE CORPS
	COMMANDING GENERAL,
	30 DAYS

	COMMENDATION MEDAL
	MARINE CORPS BASE HAWAII
	

	MERITORIOUS SERVICE
	COMMANDING GENERAL, U.S.
	60 DAYS

	MEDAL
	MARINE FORCES PACIFIC
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Instructions for Completing the Personal Award

Recommendation, OPNAV 1653 (Rev 1‑94)

FROM: Include command long and short titles of the originator listed in 

      block 22.

TO: Proper awarding authority.

COMMAND POC: A command reference name for the award being submitted.

PHONE#: Number for the command POC.

1.  SOCIAL SECURITY NUMBER: Social Security Number of the person who is being recommended for an award.

2.  DESIG/NEC/MOS:

    a.  DESIG is for officer designator, such as 1630, 1000, etc.

    b.  NEC is Navy Enlisted Classification Code. The primary NEC is used. If the person has no code, enter 0000 (four zeros) in this block.

    c.  MOS: This is the USMC Military Occupational Standard.

3. Name: Type the person's last name first (ALL CAPITAL LETTERS), followed by a coma (,), then type first name, middle initial and ant suffixes, i.e., Jr., Sr., II, III etc. If no middle name, use NMN.

4.  COMPONENT: As shown on the form, either USN, USNR, USNR, (TAR), USNR-R,

USMC, or USMCR.

5.  GRADE/RATE: For the person recommended use the authorized abbreviation, i.e., CAPT, CDR, LCDR, LT, CW04, MGYSGT, SSGT, CPL, LCPL, YNCM, YNC(AW), or DPSA. (DO not use E7, E5 etc.).

6.  WARFARE DESIGNATOR: For Navy personnel only. Enter "N/A" for Marine

Corps personnel.

7.  UIC/RUC: This is the Unit Identification Code which the person is/was

assigned during the period recommended.

8.  RECOMMENDED AWARD: Name of award, such as LEGION OF MERIT (LM),

MERITORIOUS SERVICE MEDAL (MM), NAVY AND MARINE CORPS COMMENDATION MEDAL (NC) etc., will be listed in this block as a two letter code that may be found on page to of the OPNAV 1650/3 form.

9.  SPECIFIC ACHIEVEMENT: Select only one.

10.  BLANK BOXES: Self‑explanatory. The majority of peacetime awards are

"meritorious".

11.  NUMBER OF AWARD OF RECOMMENDED MEDAL: If the person being recommended

has never received one of the recommended awards, then type in "FIRST". If

this
will be second or third in kind, then so indicate, e.g., "SECOND",

"THIRD", etc.

12.  ACTION DATE/MERITORIOUS PERIOD: This block asks for the start and stop

dates of period covered for the recommended award: Example of written date

is: 990101‑990630.

ENCLOSURE (2)
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13.  GEOGRAPHIC AREA OF ACTION/SERVICE: e.g. CONUS, WESTPAC, EUROPE, MED,

CARIBBEAN.

14.  EXP OF ACTIVE DUTY: For officers, this is usually "INDEFINITE", unless

the officer is retiring or leaving the service. Type in the retirement date

or last day of active duty. For enlisted personnel, type expiration of

active service (EAS).

15.  EST. DETACHMENT DATE: The date the person is scheduled to depart the

command, whether departing for PCS or terminal leave. Include exact date if

known.

16.  NEW DUTY STATION: Type in the short title of the new duty station and

full mailing address, including ZIP code.

If the person is retiring or leaving the service, type in the persons next full HOME address, including ZIP code. (This is of utmost importance).

17.  UNIT AT TIME OF ACTION/SERVICE: The unit which the individual being

recommended was assigned during the period covered by the proposed award.

18.  DUTY ASSIGNMENT: Type in one or two word general description of what the person was doing during the period the award is recommended for i.e.

Operations Officer, Flight Instructor.

19.  PREVIOUS PERSONAL DECORATIONS AND PERIOD RECOGNIZED: This block causes

much confusion. A PERSONAL decoration is one t hat is listed in Chapter 2 of reference (a). Good Conduct Medals are not considered personal decorations.  NUCs, MUCs, and similar unit awards will not be listed. Ensure the period covered for each personal award is included. Examples are:

Navy Achievement is listed as NA – 960101-970530 

Navy Commendation listed as NC – 980101-980802

An award that is the same as one already listed, the dates are: NA - 990105​990630 (SECOND AWARD).

20.  PERSONAL AWARDS RECOMMENDED - NOT YET APPROVED: Normally "NONE".

Usually used for combat situations.

21.  OTHER PERSONNEL BEING RECOMMENDED FOR SAME ACTION: Normally, "NONE".

For Life‑saving events/actions when a group is recommend for the same action.

22.  NAME, GRADE, TITLE OF ORIGINATOR: For example, JOHN M. JONES, CDR,

Director of Naval Intelligence.

The originator must sign and date the form and check one of the two boxes above the signature block.

23.  FORWARDING ENDORSEMENTS: As required by the chain of command. For MM

and above, the recommendation must be endorsed by the chain of command.

24.  LEAVE BLANK.

THE SUMMARY OF ACTION: This must be submitted as a separate file for every award recommendation. Specific information/accomplishments are essential to the narrative summary. Ensure that the dates in Block 12 match exactly with the dates in block 25, as well as the proposed citation.

ENCLOSURE (2)
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SAMPLE SUMMARY OF ACTION

SUMMARY OF ACTION FOR CORPORAL DEVIL DOG 000 80 9999/5811 USMC

From 18 February 1994 to 19 December 1996 Corporal Dog performed his duties as desk sergeant/patrol supervisor, bike patrolman, field training officer, and training NCO in an exemplary manner. As desk sergeant/patrol supervisor, bike patrolman, and field training officer, Corporal Dog led 15 Marines assigned to the Operations Branch, Military Police Department. Corporal Dog set the example through superb leadership, total professionalism, and exceptional managerial and organizational skills.

-Assisted in the planning, developing and training of approximately 200 military police assigned to Marine Corps Base Hawaii's Camp Smith and Kaneohe Bay offices in both MOS ad field‑oriented skills. He took the initiative on numerous occasions by coordinating with a number, of organizations aboard the installation to acquire various training opportunities for the Marine of the department. Additionally, he spent long hours making liaison with civilian law enforcement agencies to obtain valuable training and instruction not previously available to the department.

-Established standard operation procedures for both the operations and training sections. His efforts resulted in a 40% increase in overall training and effectiveness. He personally developed and updated many new lesson plans relating to FMF and MOS‑related and field‑oriented skills.

-Assigned duties as watch commander when deployed to the Pohakuloa Training Area for 45 days, a duty normally requiring the experience and maturity of a staff sergeant. He was responsible .for the daily operation and supervision of five Marines assigned to his watch. He operated independently, he effectively made timely and critical decisions on behalf of the Base Commander.

‑Volunteered, accepted, and trained for the Military Police Department Bicycle Patrol and was instrumental in planning the first bike course here at MCBH, Kaneohe Bay. His enthusiasm and initiative significantly enhanced the crime prevention and community policing initiatives of the department. Chosen for his maturity, professionalism, and experience, he was assigned duties as the field‑training officer for his platoon. He trained and instructed his Marines on a daily basis, demonstrating exceptional patience and attentiveness.

-Selected as Vice President of the Noncommissioned Officer Advisory Board where he continually developed and supervised noncommissioned officers within the department to enhance the quality of life for Marines.

-Volunteered his off duty time as the children's Pastor at a local church. He also assisted in the development and coordination of the "Adopt‑a‑School" program.

The overall sustained superior performance of Corporal Dog provided a exemplary model of dedication and professionalism to all of the Marines within the Military Police Department. His personal contributions significantly enhanced the overall efficiency and effectiveness of operations within the Military Police Department.

ENCLOSURE (3)
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MANDATORY OPENING AND CLOSING SENTENCES

    MERITORIOUS MAST (14 LINES PORTRAIT) ‑ DURING THE PERIOD OF (MONTH YEAR) THROUGH (MONTH YEAR), (NAME) PERFORMED HIS DEMANDING DUTIES IN AN OUTSTANDING MANNER WHILE SERVING AS (BILLET), (COMPANY), HEADQUARTERS BATTALION, MARINE CORPS BASE HAWAII. (TEXT) ...(GRADE NAME)'S PROFESSIONALISM AND DEVOTION TO DUTY REFLECT GREAT CREDIT UPON HIMSELF AND ARE IN KEEPING WITH THE HIGHEST TRADITIONS AND STANDARDS OF THE MARINE CORPS AND THE UNITED STATES NAVAL SERVICE.

    CERTIFICATE OF COMMENDATION (8 LINES LANDSCAPE) ‑ EXCEPTIONAL PERFORMANCE OF HIS/HER DUTIES WHILE SERVING AS (BILLET), (COMPANY), HEADQUARTERS BATTALION, MARINE CORPS BASE HAWAII FROM (MONTH YEAR) TO (MONTH YEAR). DURING THIS PERIOD, (GRADE NAME) CONSISTENTLY PERFORMED HIS/HER DEMANDING DUTIES IN AN EXEMPLARY AND HIGHLY PROFESSIONAL MANNER. (TEXT...). (GRADE NAME)'S EXCEPTIONAL PROFESSIONAL ABILITY, INITIATIVE, AND LOYAL DEVOTION TO DUTY REFLECTED GREAT CREDIT UPON HIMSELF/HERSELF AND WERE IN KEEPING WITH THE HIGHEST TRADITIONS OF THE MARINE CORPS AND THE UNITED STATES NAVAL SERVICE.

    NAVY AND MARINE CORPS ACHEIVEMENT MEDAL (8 LINES LANDSCAPE) ‑PROFESSIONAL ACHIEVEMENT IN THE SUPERIOR PERFORMANCE OF HIS/HER DUTIES WHILE SERVING AS (BILLET), HEADQUARTERS BATTALION, MARINE CORPS BASE HAWAII FROM (MONTH YEAR) TO (MONTH YEAR). DURING THIS PERIOD, (GRADE NAME) CONSISTENTLY PERFORMED HIS/HER DEMANDING DUTIES IN AN EXEMPLARY AND HIGHLY PROFESSIONAL MANNER. (TEXT...). (GRADE NAME)'S EXCEPTIONAL PROFESSIONAL ABILITY, INITIATIVE, AND LOYAL DEVOTION TO DUTY REFLECTED GREAT CREDIT UPON HIMSELF/HERSELF AND WERE IN KEEPING WITH THE HIGHEST TRADITIONS OF THE MARINE CORPS AND THE UNITED STATES NAVAL SERVICE.

    NAVY AND MARINE CORPS COMMENDATION MEDAL (8 LINES LANDSCAPE) ‑MERITORIOUS SERVICE WHILE SERVING AS (BILLET), HEADQUARTERS BATTALION, MARINE CORPS BASE HAWAII FROM (MONTH YEAR) TO (MONTH YEAR). DURING THIS PERIOD, (GRADE NAME) CONSISTENTLY PERFORMED HIS/HER DEMANDING DUTIES IN AN EXEMPLARY AND HIGHLY PROFESSIONAL MANNER. (TEXT...). BY HIS/HER SUSTAINED SUPERIOR PERFORMANCE, EFFECTIVENESS, AND STEADFAST DEVOTION TO DUTY, (GRADE NAME) REFLECTED GREAT CREDIT UPON HIMSELF/HERSELF AND UPHELD THE HIGHEST TRADITIONS OF THE MARINE CORPS AND THE UNITED STATES NAVAL SERVICE.

    MERITORIOUS SERVICE MEDAL (20 LINES PORTRAIT) ‑ FOR OUTSTANDING MERITORIOUS SERVICE WHILE SERVING AS (BILLET), HEADQUARTERS BATTALION, MARINE CORPS BASE HAWAII, U.S. MARINE CORPS FORCES, PACIFIC FROM (MONTH YEAR) TO (MONTH YEAR). DURING THIS PERIOD, (GRADE NAME) CONSISTENTLY PERFORMED HIS/HER DEMANDING DUTIES IN AN EXEMPLARY AND HIGHLY PROFESSIONAL MANNER. (TEXT...). (GRADE NAME) 'S UNTIRING EFFORTS TO CARRY OUT HIS/HER DEMANDING TASKS WITH UNFAILING GOOD JUDGEMENT, EFFECTIVENESS, AND TOTAL DEVOTION TO DUTY WERE IN KEEPING WITH THE HIGHEST TRADITIONS OF THE MARINE CORPS AND THE UNITED STATES NAVAL SERVICE.

    RETIREMENT STATEMENT (INSERT IN PLACE OF LAST SENTENCE) ‑ HIS/HER SUPERIOR PERFORMANCE DURING THIS TOUR IS THE HALLMARK OF A CAREER DEVOTED TO ACCOMPLISHING BROAD AND DIVERSE TASKS, HIGHLIGHTING THE CULMINATION OF (#) YEARS OF HONORABLE AND DEDICATED MARINE CORPS SERVICE.

ENCLOSURE

(4)
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SAMPLE LETTER OF APPRECIATION

From:  Commanding General, Marine Corps Base Hawaii 

To:    Rank, Name SSN/MOS USMC Via: Commanding Officer,

Subj:  LETTER OF APPRECIATION

1.  Thanks in large part to your enthusiasm, hard work, and professional

knowledge, Exercise Kennel Lance Echo was a huge success at Marine Corps Base Hawaii. Not only did we meet the exercise objectives, but also we showed that our security force and our counter‑terrorism plan make the Base, in the words of a Navy Seal officer who participated in the exercise as terrorist, "a tough nut to crack." This is indeed a fine compliment coming from an officer who has participated in similar exercises at naval bases around the world.

2.  The fast pace and high operational tempo of this exercise forced

simultaneous, concurrent events with little time for sleep and certainly no

relief from the stress. This was a true challenge, and you measured up

admirably.

3.  Thank you for a job well done!

                                      R. E. PARKER, JR.

ENCLOSURE (5)
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SAMPLE MILITARY OUTSTANDING VOLUNTEER SERVICE

MEDAL AUTHORIZATION LETTER

From:  Awarding Authority

To:    Award Recipient

Via:   Awardee's Commander/Commanding Officer

Subj:  AWARD OF THE MILITARY OUTSTANDING VOLUNTEER SERVICE MEDAL

Ref:   (a) SECNAVNOTE 1650 of 12 Apr 1994

1.  In accordance with the reference (a), you are authorized to wear the

Military Outstanding Volunteer Service Medal (Gold/Silver Star in lieu of

award) for outstanding public service with
(name of organization) for the

period from through

2.  Remarks by the Awarding Authority.

                                      I. M. COMMANDING

Copy to: BUPERS (PERS 313C)

                                                              ENCLOSURE (6)
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From:  Commanding General, Marine Corps Base Hawaii

To:    Appointed Primary and Alternate Board Members

Subj:  APPOINTMENT OF MARINE CORPS BASE HAWAII AWARDS BOARD MEMBERS

Ref:   (a) BaseO 1650.12A

1.  Per the reference, the Deputy Commander and the Base Sergeant Major are

permanent members of the MCBH Awards Board. Additionally, I appoint the

following Officers as primary members of the MCBH Awards Board:,

and

2.  Their membership is effective from
through if operational commitments preclude members from voting, they must make arrangements with an officer listed on the alternate list in paragraph three to take their place.

3.  The following officers are alternates: , and

4.  Awards Board attachments will be E‑mailed to the board members for

voting. Each member has 5 working days to respond to the Base Adjutant with

one of the following:

    a.  Recommend approval.

    b.  Recommend upgrade (and what award recommended).

    c.  Recommend downgrade (and what award recommended).

5.  I view the swards Board with utmost importance. Individuals assigned to

the board should take the billet seriously and keep in mind that they are the final screening process for me. Awards Board members will carefully make their decisions based on the best interests of the Marine Corps, this Base, and the Marines and Sailors being recommended.

6.  Point of contact is the Base Adjutant at 257‑7711.

                                     R. E. PARKER JR.
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