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FIRST ENDORSEMENT on OIC, (Organization) ltr 1650 OIC of 13 Apr 09
From:  Commanding Officer, ____________________________
To:    Commandant of the Marine Corps (MPE)
Subj:  NOMINATION FOR THE 20XX (NAME OF AWARD) ICO (RANK AND NAME 
       OF MARINE)
1.  (Rank, Name) is enthusiastically recommended for selection as the 20XX (Name of Award).  (Rank, Name)’s extraordinary contributions and noteworthy service in support of the Global War on Terrorism is truly deserving of this recognition.  Additionally, (Rank, Name) has consistently distinguished himself/herself by dedicating his/her time and resources to his/her community.
2.  (Rank, Name) epitomizes the core values and citizen-warrior attributes of the Marine Corps.  (Rank, Name)’s selfless dedication to the Marine Corps and his/her community exemplifies the (Name of Award)’s criteria and the goals of the organization.    

3.  The Point of Contact regarding this nomination is (Rank, Name, Billet, and Contact Information).  

CO’S NAME 
OFFICIAL LETTERHEAD 
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                                                        OIC
                                                        13 APR 09 
From:  (Officer in Charge), ____________________________
To:    Commandant of the Marine Corps (MPE)
Via:   Chain of Command (Battalion/Squadron CO endorsement 

       is sufficient)
Subj:  NOMINATION FOR THE 20XX (NAME OF AWARD) ICO (RANK AND NAME 

       OF MARINE)
Ref:   (a) MARADMIN XXX/XX

Encl:  (1) Narrative

       (2) Biography

       (3) Citation

       (4) Photograph
1.  (Rank, Name) distinguished himself/herself with exceptionally superior service in support of the Global War of Terrorism.  Furthermore, (Rank, Name) selflessly dedicated his/her time in promoting the tenets of race relations, equal opportunity, and public service by actively supporting the San Diego House of Pacific Relations (HPR) and arranging numerous community service events.  
2.  The San Diego HPR is a not-for-profit community organization consisting of 32 national groups that offer visitors a learning window into each country’s culture, history, and traditions.  In 2006 and 2007, (Rank, Name) coordinated nine Marine Corps color guard details that opened special events for the HPR to publicly feature songs, dances, and foods.  (Rank, Name) volunteered over 200 hours hosting over 25,000 San Diego residents and tourist visiting and participating in the San Diego sponsored park activities.
3.  (Rank, Name) coordinated four free soccer clinics for underprivileged children to participate in the 1st Annual Vista Sheriff Station Soccer Fest.  Over 400 children attended the free clinics.  
4.  (Rank, Name) exhibited superb leadership, outstanding professional competence and strategic vision while ardently mentoring more than 50 Iraqi senior officers, peers, and subordinates while assigned as Joint Headquarters Iraqi Forces, M-1 Recruiting Advisor.  (Rank, Name) provided sage and intuitive advice to both Coalition and Iraqi Generals on the generation of Iraqi Army Units.  (Rank, Name) repeatedly exposed himself/herself to direct and indirect fire in the execution of his/her duties in over 100 ground convoys and over 40 air movements.
5.  (Rank, Name) is an outstanding leader, role model, and mentor to Marines.  (Rank, Name)’s noteworthy service in support of the Global War on Terrorism and significant contributions to his/her community make (Rank, Name) an excellent candidate for this award.    
6.  The Point of Contact regarding this nomination is (Rank, Name, Billet, and Contact Information).  
OIC’S NAME
NARRATIVE
-As a multi-cultural community host, (Rank, Name) volunteered over 200 hours participating in multi-cultural park activities for in San Diego, CA.  Additionally, (Rank, Name) coordinated nine Marine Corps Color Guard details and arranged for a platoon of Marines from Camp Pendleton to perform drill routines during park activities.

-(Rank, Name) served as an active participant and solid member of the Base Cultural Heritage Day Committee.  As a committee member, (Rank, Name) planned and helped execute a Base sponsored Cultural Heritage event which featured and celebrated the many different cultures found in America.  Open to the local community, the event consisted of traditional food tasting, educational seminars, clothing displays, and music performances.

-As a Marine leader, (Rank, Name) mentored and guided 17 promising enlisted minorities and women to greater advancement opportunities.  Six Marines received recognition as Marine and Marine Noncommissioned Officer of the Quarter, two earned selection for meritorious promotions, and three were accepted into officer commissioning programs.
-(Rank, Name) coordinated four free soccer clinics for underprivileged children to participate in the 1st Annual Vista Sheriff Station Soccer Fest.  Over 400 children participated in the free clinics.

-As a Brown Belt Marine Corps Martial Arts Instructor, (Rank, Name) coordinate eight MCMAP courses which qualified over 65 Marines as Green and Gray Belt holders.

-As an Iraqi Joint Forces Recruiting Advisor, (Rank, Name) energetically led and advised the Iraqi Joint Forces Recruiting Department, headed by an Iraqi Brigadier General, in executing 15 mobile recruiting drives that recruited over 13,000 personnel.  
-(Rank, Name)’s efforts contributed to the total recruitment of over 100,000 citizens into the Iraqi Joint Forces.  In accomplishing the mission, (Rank, Name) repeatedly exposed himself/herself to direct and indirect fire in the execution of his/her duties in over 100 ground convoys and over 40 air movements.
-(Rank, Name) formed an Immediate Action team to react to hostile mortar attacks.  During one enemy attack, (Rank, Name) found a severely injured U.S. Army soldier on a perimeter check.  (Rank, Name) performed first aid and called for medical support.  For this outstanding courage under this mortar attack, (Rank, Name) was awarded the Joint Meritorious Service Award with “V” for Valor.
BIOGRAPHY
     (Rank, Name) was born in Dallas, Texas and enlisted in the Marine Corps in October 1986.  In November 1986, (Rank, Name) reported to India Company, 3rd Battalion, Marine Corps Recruit Depot, Parris Island, South Carolina.  (Rank, Name) completed recruit training in February 1987 and was promoted to Private First Class.

     In May 1987, (Rank, Name) completed the Personnel Administration School in Camp Pendleton, California.  In June 1987, (Rank, Name) reported to Kaneohe Bay, Hawaii for assignment as a Unit Diary Clerk for the Personnel Administration Office of 1st Radio Battalion.  During this assignment (Rank, Name) was promoted to the ranks of Lance Corporal and Corporal.  (Rank, Name) was also advanced to the job position of Unit Diary Chief.

     In June 1990, (Rank, Name) received orders to Headquarters and Support Battalion, Marine Corps Base, Camp Pendleton, CA for duty as a research analyst for Manpower Information Systems Support Office-03.  In December 1992, (Rank, Marine) deployed to Somalia with the I Marine Expeditionary Force in support of Operation Restore Hope.  During this combat deployment, (Rank, Name) was promoted to the rank of Sergeant.

     In June 1993, (Rank, Name) received orders for assignment to the Inspector-Instructor Staff, 6th Communications Battalion, Fort Schuyler, Bronx, NY.  (Rank, Name) was appointed for duties as the Unit Diary Chief, Orders Chief, Assistant Personnel Chief and Toys for Tots coordinator.

     In August 1996, (Rank, Name) report for duty with 3rd Battalion, 12th Marines, Okinawa, Japan as the Personnel Chief of the Consolidated Administration Department.
     In September 1997, (Rank, Name) returned to Camp Pendleton, CA and was assigned as the Database/Operations Chief for Manpower Information Systems Support Office-03.  During this tour, (Rank, Name) was promoted to the rank of Staff Sergeant.

      In October 1999, (Rank, Name) reported to Marine Corps Recruit Depot, San Diego for Recruiters School.  Following completion of Recruiters School, (Rank, Name) was assigned to 12th Marine Corps District.  In August 2001, (Rank, Name) was hand selected to be the Staff Noncommissioned Officer in Charge of Recruiting Sub-Station Oceanside, CA.  In October 2002, (Rank, Name) was reassigned as the Marine Liaison, Assistant Staff Noncommissioned Officer in Charge, San Diego Military Entrance Processing Station.  During this tour, (Rank, Name) was promoted to the rank of Gunnery Sergeant and was selected for appointment to the rank of Warrant Officer.

     In February 2003, (Rank, Name) was appointed to Warrant Officer and directed to attend the Warrant Officer Basic Course at The Basic School, Quantico, Virginia.  In July 2003, (Rank, Name) completed the Personnel Officer Course and reported for duty as a Personnel Officer assigned to the Consolidated Personnel Administration Center, Marine Aircraft Group-39, 1st Marine Aircraft Wing.  During this tour, (Rank, Name) served in a variety of job assignments that included: Deputy Director and Officer in Charge of the Inbound, Customer Service and Records sections.  Additionally, (Rank, Name) was promoted to the rank of Chief Warrant Officer-2.

     In October 2007, (Rank, Name) reported to Headquarters and Support Battalion, Marine Corps Base, Camp Pendleton, CA for duty as the Systems Integration Officer for the Installation Personnel Administration Center.  During this tour, (Rank, Marine) accepted individual augment orders to serve as the Joint Headquarters Iraqi Forces, M-1 Recruiting Advisor in support of Operation Iraqi Freedom.
     (Rank, Name) personal awards include: Navy Commendation Medal with four stars and Navy and Marine Corps Achievement Medal with three stars.

     (Rank, Name) is married to the former (Name) of Dallas, TX and has two children.

Citation
FOR MERITORIOUS SERVICE AS THE SYSTEMS INTEGRATION OFFICER AND JOINT HEADQUARTERS IRAQI FORCES, M-1 RECRUITING ADVISOR WHILE ASSIGNED TO MARINE CORPS BASE CAMP PENDLETON FROM JANUARY 2007 TO JANUARY 2008.
AS A MULTI-CULTURAL HOST, (RANK, NAME) PERFORMED OVER 200 VOLUNTEER SERVICE HOURS ORGANIZING AND CONDUCTING PARK ACTIVITIES FOR HIS/HER COMMUNITY.  (RANK, NAME) MENTORED AND PROVIDED STRATEGIC VISION TO MORE THAN 100 IRAQI SENIOR OFFICER, PEERS, AND SUBORDINATES IN CONDUCTING 15 MOBILE RECRUITING DRIVES THAT ACCESSED OVER 13,000 PERSONNEL INTO THE RAPIDLY GROWING IRAQI ARMY.  (RANK, NAME) LEADERSHIP, INITIATIVE, AND SELFLESS 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.
