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COMMANDER DESTROYER SQUADRON TWENTY-ONE INSTRUCTION 1650.2 

Subj:  PERSONAL AWARDS WITHIN DESTROYER SQUADRON TWENTY-ONE 

Ref:   (a) SECNAVINST 1650.1 Series

       (b) COMNAVSURFPAC 1650.1 Series

       (c) COMCARGRUSEVENINST 1650.1D 

Encl:  (1) Sample Navy and Marine Corps Commendation Medal

           Citation

1.  Purpose.  To promulgate procedures for submission of COMDESRON TWENTY-ONE (DESRON 21) award recommendations.

2.  Background 

    a.  Awards for specific achievements are appropriate means to recognize personnel during a tour.

    b.  As per NAVADMIN 251/02, the Navy and Marine Corps Commendation Medal (NCM) may be approved by O-6 in command.  

3.  Policy
    a.  Routing.  CDS-21 is the approving authority for the Navy and Marine Corps Commendation Medals within Destroyer Squadron TWENTY-ONE.  All Flag Letters of Commendation (FLOC’s) and higher will be endorsed by Commander, Destroyer Squadron TWENTY-ONE and Commander, Carrier Group SEVEN and forwarded through the appropriate chain of command IAW reference (a) to the approving authority.

    b.  Timeline.  IAW references (a) through (c), award recommendations for end of tour recognition shall arrive at 

CDS-21 NLT the following:

        - FLOC’s:  45 days prior to desired delivery date

        - NCM’s:   30 days prior to desired delivery date
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        - MSM’s:   80 days prior to desired delivery date

        - LOM’s:   170 days prior to desired delivery date

All awards for specific achievement shall arrive NLT 30 days from the meritorious event.

If timelines are not met, a letter from the Commanding Officer is required stating the reason the award was submitted late.  “By direction” letters are not authorized.  

    c.  Award Levels.  There is a connection between those measures of responsibility and the awards that are received.  Generally, I expect NCM’s to be submitted for only your top performing senior individuals and further expect that you prioritize who warrants such recognition.  Consequently, I have provided a general limit on submissions from each command for the categories defined.  While these are not absolute, they should provide a guideline for your submissions.


   - FLOC’s:  Unlimited

        - NCM’s:   Approx. 3 Senior Enlisted NCM’s per year

                   Senior O-3/O-4 Shipboard Dept Head Tours

                   Executive Officers

                   Approx. 2 Non Department Head Officers NCM’s  

                   per year




    Retirement of senior enlisted

        - MSM’s:   O-5 Command Tours

                   O-6 Non-Command Tours

                   Retiring O-5’s/LDO’s/Command Master Chiefs

    d.  All awards shall be in the format contained in enclosure (1), and references (a) and (b).  

        (1) Content

            (a) Awards shall be written so that the recipient’s family can understand the citation.  “Navy-speak” shall not be used.

            (b) Past tense shall be used throughout the award.
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            (c) The first time a ship’s name is used, it shall be the full title to include hull number (i.e. USS DECATUR (DDG 73)).  The second time it is used, it shall be the name only (i.e. DECATUR).

            (d) Do not guess on acronyms.  Research and ensure the acronym breakout is correct.

            (e) Do not use run-on sentences.  Read the award aloud.  If one has to take a breath in the middle of a sentence, it is too long.

        (2) Format

            (a) For NCM’s and higher, a Summary of Action and 1650/3 is required.  The Summary of Action shall include a minimum of four strong bullets, with a brief opening and closing paragraph.  It should be limited to one page.

            (b) For NCM’s, font of 10-12 pitch, Times New Roman and 7.5 lines are acceptable.

            (c) E-mail is the preferred submission method.  The following procedure shall be strictly adhered to for all e-mail award submissions.

                (1) E-mail address:  cds21ao@stennis.navy.mil

                (2) Attached to the e-mail shall be the proposed citation, the Summary of Action and a scanned copy of the signed 1650/3.

                               F. J. NINER
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