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	Ser XX/XXX
	DD Mmm YY

From:	Commanding Officer, Activity Title
To:		Navy Senior Language Authority (OPNAV N13F)

Subj:	FISCAL YEAR 20XX COMMAND LANGUAGE PROGRAM OF THE YEAR AWARD

Ref:	(a)	OPNAVINST 5400.46A
	(b)	NAVADMIN XXX/YY

Encl:	(1)	Command Language Program Overview
	(2)	Linguist Readiness and Proficiency
	(3)	Training Program Innovation and Execution
	(4)	Mission Support and Operational Impact
	(5)	Program Management and Compliance
	(6)	Outreach, Culture, and Leadership

1.	Enclosures (1) through (6) are submitted for consideration in the Fiscal Year 20XX Command Language Program of the Year (CLPoY) award.

2.	My point of contact for this matter is CTICM Davy Jones who can be reached at davy.jones.mil@us.navy.mil or 123-456-7890.



	F. M. LAST


Note:  Enclosures (1) through (6) are Defense Language Institute (DLI) templates.  Other than increasing or decreasing the number of sub paragraphs needed for the award submission, do not deviate from the following templates.

Red, italicized notes may be deleted.  They are included to provide amplifying guidance for award submissions.

COMMAND LETTERHEAD


		Enclosure (1)
COMMAND LANGUAGE PROGRAM OVERVIEW

1.	Unit Information

	Unit Name
	

	Unit Location
	

	Commander’s Name and Rank
	

	Primary CLPM’s Name and Rank
	

	Unit Mailing Address
	


Table 1 Command Language Program Unit Information

2.	Command Language Program Biography  

This section is not graded.  This paragraph is required for inclusion at the Advanced Command Language Program Manager workshop if the unit CLP is nominated to compete for the joint Command Language Program of the Year award. 

Input is limited to 300 words in length.




Enclosure (1)
LINGUIST READINESS AND PROFICIENCY

1.	Linguist Readiness Index (LRI) / Currency Rate. (Overall effective management to achieve current and proficient linguists within command)

	a.	Supporting statements, achievements, tables, quantifications, etc.

		(1)	Use appropriate sub-paragraphs as necessary

		(2)	GRADED ENCLOSURES MUST USE ARIAL 12PT FONT

			(a)	Font is required by all services for page length requirements

	b.	EACH GRADED ENCLOSURE LENGTH IS LIMITED TO TWO PAGES

2.	Higher Level Proficiency Achievement. (Promotion of mentorship, incentives, and opportunities for linguists to achieve and sustain advanced proficiency in target languages)

	a.	Supporting statements, achievements, tables, quantifications, etc.

		(1)	Use appropriate sub-bullets as necessary

		(2)	Graded enclosures must use Arial 12pt font.

			(a)	Font is required by all services for page length requirements

	b.	Each graded enclosure length is limited to two pages.

3.	Sub-Proficient Management. (Effective reduction of the sub-proficient or "high-risk" population through targeted training)

	a.	Supporting statements, achievements, tables, quantifications, etc.

		(1)	Use appropriate sub-bullets as necessary

		(2)	Graded enclosures must use Arial 12pt font.

			(a)	Font is required by all services for page length requirements

	b.	Each graded enclosure length is limited to two pages.





Enclosure (2)
		Enclosure (6)
TRAINING PROGRAM INNOVATION AND EXECUTION

1.	Developing and Executing Language Training Plans. (Guiding linguists towards new and established training opportunities tailored to meet proficiency goals and evolving mission requirements)

	a.	Supporting statements, achievements, tables, quantifications, etc.

		(1)	Use appropriate sub-bullets as necessary

		(2)	Graded enclosures must use Arial 12pt font.

			(a)	Font is required by all services for page length requirements

	b.	Each graded enclosure length is limited to two pages.

2.	Resource Management. (Optimization of the budget to maximize training opportunities, training equipment and facilities, and digital resources (e.g., CL-150, TUTOR, LREC, etc.), and avoid loss of unexecuted funds.)

	a.	Supporting statements, achievements, tables, quantifications, etc.

		(1)	Use appropriate sub-bullets as necessary

		(2)	Graded enclosures must use Arial 12pt font.

			(a)	Font is required by all services for page length requirements

	b.	Each graded enclosure length is limited to two pages.

3.	Training Evaluation and ROI. (Evaluation of effectiveness of unit language program and external language training to meet requirements)

	a.	Supporting statements, achievements, tables, quantifications, etc.

		(1)	Use appropriate sub-bullets as necessary

		(2)	Graded enclosures must use Arial 12pt font.

			(a)	Font is required by all services for page length requirements

	b.	Each graded enclosure length is limited to two pages.


Enclosure (3)
MISSION SUPPORT AND OPERATIONAL IMPACT

1.	Direct Operational Contributions. (Strategic impact of linguist support in near-real-time and post-mission analysis for commanders)

	a.	Supporting statements, achievements, tables, quantifications, etc.

		(1)	Use appropriate sub-bullets as necessary

		(2)	Graded enclosures must use Arial 12pt font.

			(a)	Font is required by all services for page length requirements

	b.	Each graded enclosure length is limited to two pages.

2.	Critical Language Support. (Providing approved external coordination and support to service, joint, partner, and interagency critical language mission requirements.)

	a.	Supporting statements, achievements, tables, quantifications, etc.

		(1)	Use appropriate sub-bullets as necessary

		(2)	Graded enclosures must use Arial 12pt font.

			(a)	Font is required by all services for page length requirements

	b.	Each graded enclosure length is limited to two pages.

3.	Performance in Challenging Environments. (Maintaining or enhancing capabilities during high operational tempo (OPTEMPO) or resource constraints)

	a.	Supporting statements, achievements, tables, quantifications, etc.

		(1)	Use appropriate sub-bullets as necessary

		(2)	Graded enclosures must use Arial 12pt font.

			(a)	Font is required by all services for page length requirements

	b.	Each graded enclosure length is limited to two pages.


Enclosure (4)
PROGRAM MANAGEMENT AND COMPLIANCE

1.	Programmatic Compliance. (Accuracy in records, DLPT administration, FLPB management, and adherence to regulations; effective records management, DLPT & SLTE scheduling, and FLPB processes, and disseminating guidance updates to unit linguists.)

	a.	Supporting statements, achievements, tables, quantifications, etc.

		(1)	Use appropriate sub-bullets as necessary

		(2)	Graded enclosures must use Arial 12pt font.

			(a)	Font is required by all services for page length requirements

	b.	Each graded enclosure length is limited to two pages.

2.	CLPM/Staff Excellence and Development. (Qualifications, training, and initiative of CLPM staff)

	a.	Supporting statements, achievements, tables, quantifications, etc.

		(1)	Use appropriate sub-bullets as necessary

		(2)	Graded enclosures must use Arial 12pt font.

			(a)	Font is required by all services for page length requirements

	b.	Each graded enclosure length is limited to two pages.

3.	Command Language Program Council. (Effectiveness in chairing the commander’s or unit’s Language Council; recommendations implemented regarding unit linguist development, language readiness, and improvements to the CLP)

	a.	Supporting statements, achievements, tables, quantifications, etc.

		(1)	Use appropriate sub-bullets as necessary

		(2)	Graded enclosures must use Arial 12pt font.

			(a)	Font is required by all services for page length requirements

	b.	Each graded enclosure length is limited to two pages.


Enclosure (5)
OUTREACH, CULTURE, AND LEADERSHIP

1.	Command Leadership Emphasis. (Leadership engagement on linguist retention issues, incentives, and support of language training for mission readiness)

	a.	Supporting statements, achievements, tables, quantifications, etc.

		(1)	Use appropriate sub-bullets as necessary

		(2)	Graded enclosures must use Arial 12pt font.

			(a)	Font is required by all services for page length requirements

	b.	Each graded enclosure length is limited to two pages.

2.	Promoting Language Culture. (Marketing, communication, and outreach to the broader command/service community. Remaining current on foreign language issues, innovations, and best practices through continued contact and networking with peer CLPMs, SMEs, and the greater CLPM community)

	a.	Supporting statements, achievements, tables, quantifications, etc.

		(1)	Use appropriate sub-bullets as necessary

		(2)	Graded enclosures must use Arial 12pt font.

			(a)	Font is required by all services for page length requirements

	b.	Each graded enclosure length is limited to two pages.

3.	Mentorship and Professionalization. (Programs designed to link senior and junior linguists and foster professional development. Best practices in encouraging assigned linguists’ participation in professional development opportunities (e.g., monitoring progress and assisting in advancing in the Military Cryptologic Continuing Education Program–Language Analysis)

	a.	Supporting statements, achievements, tables, quantifications, etc.

		(1)	Use appropriate sub-bullets as necessary

		(2)	Graded enclosures must use Arial 12pt font.

			(a)	Font is required by all services for page length requirements

	b.	Each graded enclosure length is limited to two pages.

Enclosure (6)
