
SUGGESTED GUIDELINES 
FOR WRITING HONOR AWARD NOMINATIONS 

 
Even though the nomination justification must be short, it should 
not be vague. Avoid sweeping generalities and make every sentence 
count. Below is a recommended format. 
 
OPENING STATEMENT:  Start with a clear, direct, specific statement 
of why the nominee deserves recognition. The opening statement 
could be a restatement of the proposed citation. 
 
SUPPORTING STATEMENTS:  Support the opening statement with 
specific examples of why the nominee's service has been 
exceptional. These examples should include activities above and 
beyond the nominee's job description. Supporting statements could 
also mention specific benefits NASA has achieved as a result of 
the nominee's efforts. 
 
CLOSING STATEMENT:  Describe how others regard the nominee (e.g., 
an international expert, a progressive leader, and exceptionally 
innovative engineer). Mentioning major non-NASA awards, 
prestigious conferences the nominee has addressed, could 
substantiate this. 
 
 
ADDITIONAL SUGGESTIONS:   
 

1. Spell out every acronym except, DOD, DOE, and NASA. 
 

2. If the nominee is responsible for a specific program or 
project, briefly and generally describe the goal of the 
program.  Never assume that the reviewers will be 
familiar with your nominee and/or his or her projects. 

 
3. Do not include the nominee’s work history or job 

description, unless it directly relates to the reason 
the person is being nominated (e.g., …throughout his 
28-year career, he/she has done an exceptional job 
leading a team of 30 employees in the ABC Division…). 

 
4. Save space by avoiding sweeping generalities.  If you 

do include a general statement, support it with 
specific examples or facts. 

 
5. Do not waste space with flowery and unnecessary phrases 

such as “This nominee is most deserving for recognition 
because…” 

 
6. Consult a thesaurus to find the best adjectives to 

describe your nominee’s unique traits and achievements.  
A few carefully chosen adjectives can go a long way 
toward livening up and strengthening your nomination. 

 
 
 


