(Use the standard memorandum format on your post's letterhead:)
(Office Symbol) (Date) 

MEMORANDUM FOR Office of the Chief of Public Affairs, U.S. Army Something Command, ATTN: (office symbol), Fort Callahan, Virginia XXXXX-XXXX 

SUBJECT: Nomination for SGT Joe Smith as Keith L. Ware Journalist (Broadcaster) of the year. 

1. Start with an overall description of the individual’s strengths that will be later highlighted in detail. Write in the active voice. Avoid terms that non-military judges would not understand. GOOD: “SGT Joe Smith is, by far, the top performer in our organization.” POOR: SGT Joe Smith consistently exceeds the standards.” (What standards? The judges would not be familiar with the performance required of your local workers.) Limit all paragraphs to six lines. 

2. Begin detailing the nominated individual’s accomplishments, preferably those that have occurred most recently. Completion of a special project, a record number of news stories, appointment to a leadership position, nomination as soldier of the month -- all are meaningful to judges. DO NOT waste time highlighting performance that would be expected of any military or civilian journalist. 

3. Continue highlighting achievements. When describing job performance, offer specifics rather than generalities. More judges can relate to this statement -- “SGT Smith has never missed a deadline” -- than they can to a glowing generality -- “SGT Smith is punctual.” Another example: “SGT Smith is a team player,” (a generality, compared to) “SGT Smith openly discusses story ideas with his fellow reporters, and, typically, is among the first to volunteer for weekend assignments.” 

4. Describe achievements that set the nominated individual apart on a personal level. GOOD: “SGT Smith volunteers as a youth softball coach.” Wordy/obscure: “SGT Smith’s selfless attitude is proven by the many hours spent volunteering at the base youth activity center.” Involvements with local schools or the pursuit of college courses are also noteworthy. Again, it’s best to describe specifics -- “SGT Smith regularly attends parent-teacher meetings and often serves as guest speaker at his child’s school.” “SGT Smith’s 68 credit hours include the recent completion of a four-part creative writing course offered by the University of Tippecanoe.” 

5. For military nominees, add a statement that verifies height and weight compliance and successful completion of a recent (within six months) PT test. EXAMPLE: “SGT Smith is in compliance with the height and weight standards of AR 600-9. He scored XXX during his October 200X  physical training test.” 

6. Conclude with your personal summation of the nominated individual’s abilities and why you feel he or she should be chosen as the journalist of the year. Try to steer clear of the typical “rating remarks” one would find on the run-of-the-mill job performance report. Speak from the heart. In what way has this individual impressed you, and why do you feel strongly about his selection as Journalist of the Year? Keep the overall letter to a page-and-a-half, max. Remember, the judges’ time is limited. 



(List Enclosures) (Standard Military Signature Block) 

