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CNREURAFCENT AWARDS JUSTIFICATION FORM
BLOCKS 1 - 10 TO BE COMPLETED BY NOMINATING OFFICIAL
1. Employee Name
2. Command/Activity
3.  UIC
4.  Department
5. Date Arrived at Command/Activity
6. Position Title, PP/Ser/Gr
7.  Period of Award
8.  Nominator
9.  Nominator Signature
10. AWARD RECOMMENDATION
Time-Off:           
Other (specify):           
On-the-Spot ($25 - $750) Amount:$          
Civilian of the Quarter:           
Special Act ($751 - $10,000) Amount:$          
Quality Step Increase (U.S. only) Current Step:           
Honorary (specify):           
Civilian of the Year:           
Supervisor of the Year:          
11. JUSTIFICATION FOR AWARD (required for all requests)
12. ENDORSEMENT AND APPROVALS
A) Recommending Official:
C) Human Resources (N13):
B) Endorsing Official (as applicable):
D) Comptroller (N8) (as applicable):
E) Approving Official:
CNREURAFCENT AWARDS JUSTIFICATION FORM INSTRUCTIONS
 
BLOCKS 1-12 – To be completed by the Nominating Official.
 
*Blocks 1-7 Employee information
 
*Block 8-9 Nominating official information
 
*Block 10 Type of Award Indicate the employee is being nominated for (Use other box for all
Awards not listed in block 10)
 
*Block 11 Justification for Award (Information must include specific details of noteworthy and
significant contributions to the Department of the Navy (DON) mission above and beyond the
scope of regular duties. Although there is no prescribed format for the justification, it should
address the impact to the command and show the value of the employee’s contributions and
accomplishments during the time period of the award. COQ/COY/SOY: See enclosure (7) for
criteria.
 
*Block 12 Endorsements and Approvals
 
*Every form must include signatures of the Recommending Official and Region Human
Resources (N13).
 
*Endorsing Official signature is needed for awards that require higher level review and approval
 
*Comptroller (N8) signature is needed for all monetary awards and will be obtained by the
Region Human Resources (N13).
 
*Approving Official signature is needed for Time-Off Awards in excess of 24 hours and
monetary awards greater than $1500; QSI's; and award nominations that require Secretary of
the Navy (SECNAV) approval.
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