	PROCEDURES FOR PROMOTION BOARD CORRESPONDENCE
MAIL YOUR PACKAGE EARLY!!! Correspondence for a statutory promotion selection board MUST arrive in the board spaces (NOT the base mail facility) by the day BEFORE the board convenes. Next Day or Express Mail does NOT guarantee that your package will make it to the board if you wait until the last minute to send it. We highly recommend that you ensure your package arrives at least a week prior to the board’s convening date. It will take approximately 1-2  days for correspondence to be logged in, sorted, and forwarded by the Customer Service Center to the appropriate board. DO NOT send your letter to your detailer or any other code at NPC. They cannot deliver it directly to the board. They will have to hand carry it over to the Customer Service Center and this will only serve to further delay it. Certified and registered mail are also NOT recommended as they can add several days to a letter’s processing time by the US Postal Service.
If you desire information from another individual (such as letters of recommendation) to be available to the board you MUST include such information in YOUR letter to the board. NO OTHER individual can submit information directly to a board. It does not matter how positive it may be. They must give to you and then you may include it as an enclosure in your letter.

	1. Correspondence for a statutory promotion selection board MUST arrive by the day BEFORE the board convenes.

2. You MUST use your “complete” SSN on all correspondence to the board. SSN is the only means to add correspondence to a record that has been loaded to a board. If you do not give us your entire SSN you run the risk that letter might not get added in time.

3. The address for mailing your letter is slightly different depending on type of service:
ALL US Postal Service (USPS) mail correspondence is to be mailed to the following address: 

NAVY PERSONNEL COMMAND (NPC) CUSTOMER SERVICE CENTER 
PRESIDENT, FY-XX (ACTIVE DUTY or RESERVE) (GRADE) (LINE or STAFF) PROMOTION SELECTION BOARD BOARD #xxx     (Board # may be found on that board’s respective page or the board schedule)
5720 INTEGRITY DRIVE
MILLINGTON TN 38055
ALL “COMMERCIAL” (FEDEX, UPS, DHL, etc.) Express or Overnight Mail should use the following address:

NAVY PERSONNEL COMMAND (NPC) CUSTOMER SERVICE CENTER 

PRESIDENT, FY-XX (ACTIVE DUTY or RESERVE) (GRADE) (LINE or STAFF) PROMOTION SELECTION BOARD
BOARD #xxx     (Board # may be found on that board’s respective page or the board schedule)
5640 TICONDEROGA LOOP BLDG 768 RM E302
MILLINGTON TN 38055 
3. You may call the NPC Customer Service Center at 1-866-U ASK NPC (1-866-827-5672) or DSN 882-5672 to confirm receipt of your package for Statutory Promotion Selection Boards. You may also check at the Customer Service Center online site BY LOGGING IN at: https://ahdsedstws16.ahf.nmci.navy.mil/OA_HTML/jtflogin.jsp 
4. Make sure you include the board # on your letter and envelope.

5. Use either a binder clip or paper clip (no staples) to fasten your documents together. It is unnecessary, and a waste of your time and money, to place your letter in special covers, folders, or notebooks (they must be removed to scan your correspondence into your record).
6. REGULAR MAIL is the preferred method to ensure resolution quality of the documents being submitted.  If you must email a board package (i.e.; deployed, stationed OCONUS), you can send it to the CSCSELECTIONBOARD@navy.mil email address.  To ensure more efficient processing and for internal tracking purposes we ask that you place "Board Package: Board No. XXXX" (XXXX represents the actual board number) in the subject line of your email.  


