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NSTC INSTRUCTION 1700.1H 

 

From: Commander, Naval Service Training Command 

 

Subj: NAVAL SERVICE TRAINING COMMAND SAILOR OF THE YEAR PROGRAM 

 

Ref: (a) OPNAVINST 1700.10Q 

 

Encl: (1) Sample Nomination Letter Format 

  (2) OPNAV 1650/17, Sailor of the Year Grading Sheet 

  (3) Package Submission Instructions 

 

1. Purpose.  To provide guidelines and procedures for the Naval Service Training Command 

(NSTC) Sailor of the Year (SOY) Program.  Summary of changes include the meritorious 

advancement to Chief Petty Officer (CPO) and choice of coast assignment, outlined in paragraph 

5b (1) through (7).  This instruction is a complete revision and should be reviewed in its entirety.  

 

2. Cancellation.  NSTCINST 1700.1G 

 

3. Scope and Applicability.  The NSTC SOY Program recognizes the very best all-around Sailors 

throughout the NSTC domain and is for all Navy personnel, to include Active Component, 

Training and Administration of the Reserve (TAR), and Selected Reserve personnel recalled for a 

period of 90 days or greater.  E-6 personnel selected for E-7 are ineligible. 

 

4. Policy.  The NSTC SOY program competitive cycle will run from 1 October to 30 September 

every year.  For example, 1 October 2025 through 30 September 2026 will be the 2026 SOY 

cycle.  The SOY board will take place within the first two weeks of April in person, every year.  

Board members will be three Command Master Chiefs from the NSTC domain.  The SOY 

nominees will be a minimum of three candidates across the NSTC domain.  When reviewing 

candidates for the NSTC SOY, special consideration shall be given to individuals who have 

excelled in the most demanding and challenging assignments.  Sustained superior performance, 

leadership, self-improvement, command and community involvement, and appearance are keys to 

the selection process. 

 

 a.  Per reference (a), all travel requests for SOY nominees and board members must be 

supported by the successive nominating command and originating command of board member at 

each level of competition.  

 

 b.  The NSTC Domain SOY will be recognized as listed in the below subparagraphs: 

 

  (1) Selection announcement via message traffic. 
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  (2) Recognition during a formal ceremony, as applicable. 

 

  (3) Awarding of a Navy and Marine Corps Commendation Medal. 

 

  (4) Photo displayed in NSTC passageway. 

 

  (5) News release to the Fleet Hometown News system and to the Great Lakes Bulletin. 

 

  (6) Meritorious Advancement to CPO.  Final SOY effective date of advancement to CPO 

will be 16 September that year of the competition. (e.g., 1 October 2025 through 30 September 

2026 is the Fiscal Year 2026 SOY cycle.)  The competition period will conclude no later than 15 

May of the fiscal year.  For the SOY, their effective date of advancement will be 16 September of 

the fiscal year.  SOY will complete CPO initiation prior to advancement but may be frocked with 

the other CPOs (those selected from the selection boards) if the CPO pinning ceremony is 

conducted prior to 16 September. 

 

  (7) Duty Assignment.  A choice of coast assignment duty upon completion of their tour. 

 

 c.  The NSTC Staff SOY will be recognized as listed in the below subparagraphs: 

 

  (1) Recognition during a formal ceremony, as applicable. 

 

  (2) Awarding of a Navy and Marine Corps Achievement Medal by CNSTC. 

 

  (3) Photo displayed in NSTC passageway. 

 

4. Responsibilities 

 

 a.  NSTC Chief of Staff, Commanding Officer of Recruit Training Command (RTC), Officer 

Training Command Newport (OTCN), and Naval Reserve Officers’ Training Corps (NROTC) 

units, and Officer-In-Charge, Navy Band Great Lakes must: 

 

  (1) Conduct selection boards to identify finalists to compete at the NSTC domain level.  

Each direct reporting command will conduct one SOY selection board to select one finalist, in 

each category for those eligible Sailors. 

 

  (2) Prepare nomination packages consisting of the information designated in enclosure (1). 

 

  (3) Forward nomination packages to the NSTC Command Master Chief (CMC) 

electronically not later than 1 April, unless otherwise specified for consideration in the NSTC 

SOY competition.  Packages received after the deadline WILL NOT be considered. 

 

 b.  NSTC CMC will: 

 

  (1) Coordinate the NSTC SOY program. 
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  (2) Schedule a board convening date, conduct pre-board screening, and set interview 

schedule, location, and uniform requirements. 

 

  (3) Serve as Chairman for the SOY Boards. 

 

  (4) Provide guidance to SOY selection board members. 

 

  (5) Forward the selection board recommendations to Commander, NSTC, via the NSTC 

Chief of Staff, for approval. 

 

  (6) Schedule and coordinate the NSTC SOY recognition ceremonies, as appropriate. 

 

 c.  Commanding Officers and Officers in Charge will: 

 

  (1) Select and nominate a SOY candidate in accordance with the format provided in 

enclosures (1) and; 

 

  (2) Submit nomination to the NSTC “Of the Year” Microsoft Teams channel using the 

instructions in enclosure (3).  Nomination packets submitted via email will not be considered. 

 

   (a) Nomination packets will be submitted as individual documents with enclosures 

according to enclosure (1). 

 

   (b) OPNAV 1650/3 (Rev Aug 24) must be signed digitally. 

 

 d.  NSTC Public Affairs Officer will provide media coverage on the NSTC SOYs to the Great 

Lakes Bulletin and Fleet Hometown News system. 

 

5. Records Management.  Records created, as a result of this instruction, regardless of media and 

format, must be managed per Secretary of the Navy Manual 5210.1 of September 2019. 

 

6. Review and Effective Date.  Per OPNAVINST 5215.17A, NSTC CMC will review this 

instruction annually around the anniversary of its issuance date to ensure applicability, currency, 

and consistency with Federal, Department of Defense, Secretary of the Navy policy and statutory 

authority using OPNAV 5215/40 Review of Instruction.  This instruction will be in effect for 10 

years, unless revised or cancelled in the interim, and will be reissued by the 10-year anniversary 

date if it is still required, unless it meets one of the exceptions in OPNAVINST 5215.17A, 

paragraph 9.  Otherwise, if the instruction is no longer required, it will be processed for 

cancellation as soon as the need for cancellation is known following the guidance in OPNAV 

Manual 5215.1 of May 2016. 

 

7.  Forms and Information Collections 

 

    a.  Forms 
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(1) OPNAV 1650/17 Sailor of the Year Grading Sheet is available for download from  

https://forms.documentservices.dla.mil. 

 

    b.  Information Collections.  Reports contained within this instruction are exempt from  

reports control per SECNAV Manual 5214.1 of December 2005, part IV, subparagraph 7k. 

 

 

 

 M. T. POTTENBURGH 

 

Releasability and distribution: 

This instruction is cleared for public release and is available electronically only via the Naval 

Service Training Command issuance website, 

https://www.netc.navy.mil/Commands/Naval-Service-Training-Command/NSTC-Directives

https://forms.documentservices.dla.mil/
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Enclosure (1) 

 

Sample Nomination Letter Format 

 

                     SSIC 

                     Originator’s Code 

                     Date 

 

From: (Command) 

To:  Commander, Naval Service Training Command 

 

Subj: 20__ NAVAL SERVICE TRAINING COMMAND SAILOR OF THE YEAR 

  NOMINATION IN THE CASE OF [RATING, WARFARE QUALIFICATION(S),  

  FIRST NAME MIDDLE INITIAL LAST NAME] 

 

Ref: (a) NSTCINST 1700.1H 

 

Encl: (1) Copies of last 5 years of performance evaluations to include the current year (most 

   recent first). 

  (2) Personal Awards received during the nominative period 

  (3) Nominee biography (one page narrative format, starting with date and place of birth, 

   Civilian schooling, military service, current assignment, personal awards and medals) 

  (4) Digitally Signed OPNAV 1650/3, Personal Award Recommendation for NC 

  (5) NC Citation (electronic word document) 

  (6) Past 5 years of Physical Readiness Information Management System (PRIMS) on 

   PRIMS data sheet 

  (7) Last 5 years of exam profile sheets (as applicable) 

  (8) OPNAV 1650/17, Sailor of the Year Grading Sheet 

 

1. Per reference (a), enclosures (1) through (8) are forwarded for review in consideration of 

[Rating, Warfare Qualification(s), First Name Middle Initial Last Name’s] nomination as the 

20__ Naval Service Training Command Sailor of the Year. 

 

2. Complete contact information of member nominated: 

 

 a.  Name: [First Middle Initial Last] 

 

 b.  Rate/Rank: 

  

 c.  Present Duty Station: 

 

 d.  Address: (Work and Home) 

 

 e.  Telephone: (Work and Home/Cell) 

 

 f.  E-mail Address: (Work and Home) 

 

 g.  CMC Name: 
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 h.  CMC Command: 

 

 i.  CMC Telephone: 

 

 j.  CMC E-mail: 

 

3. If previous selected as Sailor of the Month or Quarter, list command, selection, and period in 

chronological order: 

 

 (Command)    (SOY/SOQ)  (MM/YY – MM/YY) 

 

4. Justification for nomination: (Limited to two typewritten pages.  SOY nominations will 

utilize the BEST-QUALIFIED standards from the most recent CPO selection board precept and 

convening order.) 

 

 a.  Scope and impact of leadership 

 

 b.  Outcome and focused leadership 

 

 c.  Institutional and technical expertise 

 

 d.  Special qualifications 

 

 e.  History of assignments 

 

 f.  Educational and professional development 

 

 g.  Reporting Senior remarks: 

 

 

 

 (Signature) 

 (“By direction” not authorized) 
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Access to Submission Site 

1. Flank speed account is required!

2. Visit NSTC Package Submission (IOY, MOY, SOY) to submit a request.  An access

request will be sent to NSTC Administrative Officer

Submission Process 

**Submission via DoD Safe will not be accepted** 

Accessing Submission Team 

Within the package submission team, there will be a channel for each award submission type. 

1. Logon to Microsoft Teams

2. Select corresponding links to award submission

a. Military Instructor of the Year: Submissions

b. Marine of the Year: Submissions

c. Sailor of the Year: Submissions

Create A Nomination 

1. Select New and chose (Award) Nomination in the dropdown.

a. i.e. Military Instructor of the Year Nomination

2. Complete all required fields

a. Name: Utilize the following naming convention (Must be unique)

i. Year Award Abbreviation ICO Rank First Name Middle Initial Last Name,

Branch

1. i.e. 2024 MIOY ICO LT DAVEY R. JONES, USN

b. Year

c. Submission Category

*Applicable to Military Instructor of the Year and Sailor of the Year only

d. Rank

i. Utilize rank abbreviations
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https://dod.teams.microsoft.us/l/team/19%3Adod%3A5c1e082342014d0a820632acda4bd06b%40thread.tacv2/conversations?groupId=13dbf61f-0a31-45b6-8c14-7fe59adf4ece&tenantId=e3333e00-c877-4b87-b6ad-45e942de1750
https://dod.teams.microsoft.us/l/entity/2a527703-1f6f-4559-a332-d8a7d288cd88/_djb2_msteams_prefix_2761138604?context=%7B%22channelId%22%3A%2219%3Adod%3A4a588f5e0c8c4840ac95639acddf3b98%40thread.tacv2%22%7D&tenantId=e3333e00-c877-4b87-b6ad-45e942de1750
https://dod.teams.microsoft.us/l/entity/2a527703-1f6f-4559-a332-d8a7d288cd88/_djb2_msteams_prefix_2517879122?context=%7B%22channelId%22%3A%2219%3Adod%3A33d5e7e5423b45c2a1e7b7f349dc480b%40thread.tacv2%22%7D&tenantId=e3333e00-c877-4b87-b6ad-45e942de1750
https://dod.teams.microsoft.us/l/entity/2a527703-1f6f-4559-a332-d8a7d288cd88/_djb2_msteams_prefix_2463056144?context=%7B%22channelId%22%3A%2219%3Adod%3Ad9a1c795191843bd8cafd0bb719fed4e%40thread.tacv2%22%7D&tenantId=e3333e00-c877-4b87-b6ad-45e942de1750


1. i.e. LT, Maj, QMC

e. First Name

f. Middle Initial

g. Last Name

h. DoD ID Number

i. Command

j. University *applicable to NROTC only

Your nomination folder will save and open in the channel.  This is where you will upload all 

nomination package components.  ** If the page does not automatically refresh, select the drop-

down arrow next to Submission, choose Reload Tab.  

Submitting Nomination Components 

Reminder: You cannot download documents outside of the NMCI network or NVD. 

1. Select the folder corresponding to the member’s nomination

2. Each channel has templates for certain components required for the packages and the

corresponding NSTC Instruction for review.

a. Please utilize the templates provided.

i. Military Instructor of the Year

1. MIOY Nomination Letter Template.

*Must be signed by the Commanding Officer.

2. MIOY Nominee Information Template

3. OPNAV 1650-3 (REV Aug-24)

**Must use DoD ID and be digitally signed**

*All previous versions and wet-signed will not be accepted

4. MIOY NC Citation Template

ii. Marine of the Year

1. MOY Nomination Letter Template
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2. MOY Data Sheet Template

3. OPNAV 1650-3 (REV Aug-24)

**Must use DoD ID and be digitally signed**

*All previous versions and wet-signed will not be accepted

4. MOY NC Citation Template

iii. Sailor of the Year

1. SOY Nomination Letter Template.

*Must be signed by the Commanding Officer

2. SOY NC_NA Citation Template

3. OPNAV 1650-3 (REV Aug-24)

**Must use DoD ID and be digitally signed**

*All previous versions and wet-signed will not be accepted

4. OPNAV 1650-17

3. Once you fill in the template, select the ellipsis next to the template name

a. Select Move To

b. Select the name folder name

i. i.e. 2024 MIOY ICO LT DAVEY R. JONES, USN

c. Select Move Here in the bottom right corner

4. Once the file has successfully moved, update the name of the document

a. Select the ellipsis next to the file name

b. Select Rename

c. Remove the word “Template”

d. Select Rename

5. You may either drag and drop videos/photos/ additional documents into the folder or

select Upload.  Large files will take time to upload, please be patient.  Confirm each

document has uploaded before moving onto the next document.
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Finalizing Submission  

Once you have uploaded all required components and the package is ready, please email: 

NSTC Command Master Chief 

NSTC Flag Secretary

NSTC Administrative Officer
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Links 

NSTC Package Submission (MIOY, MOY, and OSY) Team: 

https://dod.teams.microsoft.us/l/team/19%3Adod%3A5c1e082342014d0a820632acda4bd06b%4

0thread.tacv2/conversations?groupId=13dbf61f-0a31-45b6-8c14-

7fe59adf4ece&tenantId=e3333e00-c877-4b87-b6ad-45e942de1750 

 Military Instructor of the Year Submission:  

https://dod.teams.microsoft.us/l/entity/2a527703-1f6f-4559-a332-

d8a7d288cd88/_djb2_msteams_prefix_2761138604?context=%7B%22channelId%22%3A%221

9%3Adod%3A4a588f5e0c8c4840ac95639acddf3b98%40thread.tacv2%22%7D&tenantId=e333

3e00-c877-4b87-b6ad-45e942de1750 

Marine of the Year Submission:  

https://dod.teams.microsoft.us/l/entity/2a527703-1f6f-4559-a332-

d8a7d288cd88/_djb2_msteams_prefix_2517879122?context=%7B%22channelId%22%3A%221

9%3Adod%3A33d5e7e5423b45c2a1e7b7f349dc480b%40thread.tacv2%22%7D&tenantId=e333

3e00-c877-4b87-b6ad-45e942de1750 

Sailor of the Year Submission: 

https://dod.teams.microsoft.us/l/entity/2a527703-1f6f-4559-a332-

d8a7d288cd88/_djb2_msteams_prefix_2463056144?context=%7B%22channelId%22%3A%221

9%3Adod%3Ad9a1c795191843bd8cafd0bb719fed4e%40thread.tacv2%22%7D&tenantId=e333

3e00-c877-4b87-b6ad-45e942de1750  
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https://dod.teams.microsoft.us/l/entity/2a527703-1f6f-4559-a332-d8a7d288cd88/_djb2_msteams_prefix_2517879122?context=%7B%22channelId%22%3A%2219%3Adod%3A33d5e7e5423b45c2a1e7b7f349dc480b%40thread.tacv2%22%7D&tenantId=e3333e00-c877-4b87-b6ad-45e942de1750
https://dod.teams.microsoft.us/l/entity/2a527703-1f6f-4559-a332-d8a7d288cd88/_djb2_msteams_prefix_2517879122?context=%7B%22channelId%22%3A%2219%3Adod%3A33d5e7e5423b45c2a1e7b7f349dc480b%40thread.tacv2%22%7D&tenantId=e3333e00-c877-4b87-b6ad-45e942de1750
https://dod.teams.microsoft.us/l/entity/2a527703-1f6f-4559-a332-d8a7d288cd88/_djb2_msteams_prefix_2517879122?context=%7B%22channelId%22%3A%2219%3Adod%3A33d5e7e5423b45c2a1e7b7f349dc480b%40thread.tacv2%22%7D&tenantId=e3333e00-c877-4b87-b6ad-45e942de1750
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