Personal Awards Processing

Opening/Closing Sentence

Letter of Appreciation

Open:  I would like to thank you for your outstanding performance for...

Close:  Your Personal initiative and unswerving dedication to duty reflected great pride and credit upon yourself and were in keeping with the highest traditions of the Marine Corps.  Thank you for a job well done!

Meritorious Mast

Open:  For exceptional performance while serving as a...

Close: (Grade/Name)'s tremendous loyalty and dedication to duty reflected great credit upon himself/herself and were in keeping with the highest tradition of the United States Marine Corps.

Certificate of Commendation

Open:  Superior performance of duty while serving as...

Close:  (Grade/Name)'s devotion to duty reflected great credit upon himself/herself and were in keeping with the highest traditions of the United States Marine Corps.

Navy and Marine Corps Achievement Medal

Open:  Professional achievement in the superior performance of his/her duty while serving as...

close:  (Grade/Name)'s initiative, and total dedication 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.

                                                     ENCLOSURE (7)

Navy and Marine Corps Commendation Medal

Open:  Meritorious service while serving as...

Close:  (Grade/Name)'s distinctive accomplishment, unrelenting perseverance and steadfast 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.

Meritorious Service Medal

Open:  Outstanding and meritorious service while serving as...

Close:  (Grade/Name)'s untiring efforts to carry out his/her demanding tasks with unfailing good judgement, effectiveness and total devotion to duty were in keeping with the highest traditions of the Marine Corps and the United States Naval Service.

ENCLOSURE (7)
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