




















Enclosure (5) 

Award Citation Mandatory Opening and Closing Sentences 

 

Legion of Merit 

1. Maximum Lines: 23 

2. Maximum characters: 1,650  

3. Capitalization: Natural 

4. Font: Courier New 

5. Font Size: 12 pitch 

6. Layout: Portrait 

7. Opening line: 

“For exceptionally meritorious conduct in the performance 
of outstanding service as (billet title), (staff section / 
division), (unit) from (month and year) to (month and year).”  

8. For retirement, insert the following statement above the 
closing line: 

“(Rank and Names)’s superior performance of duties 
culminated (his / her) (insert total years of service) years of 
honorable and dedicated military service.”  

9. Closing line: 

“(Rank and Name)’s (trait), (trait), and (adjective) 
dedication to duty reflected great credit on (him / her) and 
were in keeping with the highest traditions of the Marine Corps 
and the United States Naval Service.” 
 

Meritorious Service Medal 
 

1. Maximum Lines: 23 
 
2. Maximum characters: 1,650  
 
3. Capitalization: Natural 
 
4. Font: Courier New 
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5. Font Size: 12 pitch 
 
6. Layout: Portrait 
 
7. Opening line: 
 

“For outstanding meritorious service as (billet title), 
(staff section / division), (unit) from (month and year) to (month 
and year).”  
 
8. For retirement, insert the following statement above the closing 
line: 
 
 “(Rank and Names)’s superior performance of duties culminated 
(his / her) (insert total years of service) years of honorable and 
dedicated military service.”  
 
9. Closing line: 
  
 “(Rank and Name)’s (trait), (trait), and (adjective) 
dedication to duty reflected great credit on (him / her) and were 
in keeping with the highest traditions of the Marine Corps and the 
United States Naval Service.” 
 

Navy and Marine Corps Commendation Medal 
 

1. Maximum Lines: 8 
 
2. Maximum characters: 1,250  
 
3. Capitalization: All Capital Letters 
 
4. Font: Times New Roman 
 
5. Font Size: 10 pitch 
 
6. Layout: Landscape 
 
7. Opening line: 
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 “MERITORIOUS SERVICE WHILE SERVING AS (BILLET TITLE), 
(COMPANY), HEADQUARTERS BATTALION, TRAINING AND EDUCATION COMMAND, 
FROM (MONTH AND YEAR) TO (MONTH AND YEAR).” 

8.  Closing line: 

 “(RANK AND NAME)’S (TRAIT), (TRAIT), AND (ADJECTIVE) 
DEDICATION TO DUTY REFLECTED CREDIT ON (HIM / HER) AND WERE IN 
KEEPING WITH THE HIGHEST TRADITIONS OF THE MARINE CORPS AND THE 
UNITED STATES NAVAL SERVICE.” 
 

Navy and Marine Corps Achievement Medal 
 

1. Maximum Lines: 8 
 
2. Maximum characters: 1,250  
 
3. Capitalization: All Capital Letters 
 
4. Font: Times New Roman 
 
5. Font Size: 10 pitch 
 
6. Layout: Landscape 
 
7. Opening line: 
 
 “PROFESSIONAL ACHIEVEMENT IN THE SUPERIOR PERFORMANCE OF (HIS 
/ HER) DUTIES WHILE SERVING AS (BILLET TITLE), (COMPANY), 
HEADQUARTERS BATTALION, TRAINING AND EDUCATION COMMAND, FROM 
(MONTH AND YEAR) TO (MONTH AND YEAR).” 
 
8. Closing line: 
 
 “(RANK AND NAME)’S (TRAIT), (TRAIT), AND (ADJECTIVE) 
DEDICATION TO DUTY REFLECTED CREDIT ON (HIM / HER) AND WERE IN 
KEEPING WITH THE HIGHEST TRADITIONS OF THE MARINE CORPS AND THE 
UNITED STATES NAVAL SERVICE.” 
 

Certificate of Commendation 
 
1. Maximum Lines: 8 
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2. Capitalization: All Capital Letters 
 
3. Layout: Landscape 
 
4. Opening lines: 
 
 “PROFESSIONAL ACHIEVEMENT AND OUTSTANDING PERFORMANCE OF DUTY 
WHILE SERVING AS (BILLET TITLE), (COMPANY), HEADQUARTERS 
BATTALION, TRAINING AND EDUCATION COMMAND, FROM (MONTH AND YEAR) 
TO (MONTH AND YEAR).” 
 
5. Closing line: 
 
 “(RANK AND NAME)’S (TRAIT), (TRAIT), AND (ADJECTIVE) 
DEDICATION TO DUTY REFLECTED CREDIT ON HIM AND WERE IN KEEPING 
WITH THE HIGHEST TRADITIONS OF THE MARINE CORPS AND THE UNITED 
STATES NAVAL SERVICE.” 
 

MERITORIOUS MAST 
 

1. Maximum Lines: 14 
 
2. Capitalization: All Capital Letters, Bold, Full Justification 
 
3. Layout: Portrait 
 
4. Opening line: 
 
 “DURING THE PERIOD OF (MONTH AND YEAR) THROUGH (MONTH AND 
YEAR), (GRADE AND NAME) PERFORMED (HIS/HER) DEMANDING DUTIES IN AN 
OUTSTANDING MANNER WHILE SERVING AS (COMPANY), HEADQUARTERS 
BATTALION, TRAINING AND EDUCATION COMMAND.” 












