COMMAND LETTERHEAD
Subj:	FISCAL YEAR 20XX SHANNON M. KENT AWARD FOR LANGUAGE PROFESSIONAL EXCELLENCE (or other award program) IN THE CASE OF CTI1(IW) FIRST M. LAST, USN



	5400
	Ser XX/XXX
	DD Mmm YY

From:	Commanding Officer, Activity Title
To:		Navy Senior Language Authority (OPNAV N13F)
Via:	Commanding Officer, TYCOM or Higher Echelon (Only required for Shannon M. Kent Award for Language Professional Excellence and Senior Language Professional of the Year packages; include their endorsement, the first endorsement, separately)

Subj:	FISCAL YEAR 20XX SHANNON M. KENT AWARD FOR LANGUAGE PROFESSIONAL EXCELLENCE (or other award program) IN THE CASE OF CTI1(IW) FIRST M. LAST, USN

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

Encl:	(1)	Language Proficiency Test Scores (optional for non-language professional categories)
	(2)	Official photograph (8x10 high resolution digital portrait in SDBs or professional attire for civilians)
	(3)	Nominee’s essay (only required for SMKALPE and SLPoY nominees)
	(4)	Draft OPNAV 1650/3 award recommendation and citation
	(5)	PRIMS PFA Summary Report (only required for SMKALPE and SLPoY nominees)

1.	Enclosures (1) through (x) are submitted for consideration for the Fiscal Year 20XX [applicable award title].  (Competitive nominees have multiple achievements, qualifications, initiatives, etc., that contribute to enhanced language excellence, with demonstrable results achieved through their accomplishments)

2.	Nominee Accomplishments and Contributions

	a.	Operational Impact and Mission Support. (How the linguist’s skills directly supported high-level mission objectives; unclassified only)

		(1)	e.g. high-volume, high-visibility production

		(2)	e.g. strategic analysis

		(3)	e.g. support of contingency operations

		(4)	e.g. providing or participating in training

	b.	Leadership and Program Contributions. (Dedication to improving the capabilities of the unit; directly supports command language program goals)

		(1)	e.g. mentorship and tutoring

		(2)	e.g. programmatic improvement and strategic thinking

		(3)	e.g.	performing language-related community service

		(4)	e.g.	developing language training materials/programs

	c.	Linguistic Mastery and Self-Sustainment.  (Commitment to high proficiency, multilingualism, and professional development beyond primary duties)

		(1)	e.g. advanced proficiency and polyglot status

		(2)	e.g. structured professional development

		(3)	e.g. competitive excellence

		(4)	e.g. commitment to language skills and development beyond mandated hours

	d.	Model Service Member.  (Exemplary representative of the DoW and Navy)

		(1)	e.g. meets or exceeds service height and weight standards

		(2)	e.g. meets or exceeds service physical fitness standards

		(3)	e.g. demonstrates outstanding leadership on and off duty

3.	Commanding Officer’s Endorsement and Recommendation.  (Commanding Officer provides their endorsement and recommendation for the nominee, explaining why they should be selected for the award.  Example:  Petty Officer Linguist’s dedication to language excellence is unsurpassed; her tireless efforts and commitment are to be lauded and emulated by every language professional!  In my 20 years of naval service I have never met anyone more capable at leading and developing linguists etc., etc., etc.)

4.	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.
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