COMMUNICATING WITH THE BOARD
Communications with special selection boards shall contain only material referring to events prior to the convening date of the promotion selection board which failed to consider, or to properly consider, the officer. 
All third party correspondence concerning the officer must be forwarded to the president of the board by that officer. 
Communications must be received not later than the convening date of the special selection board.
Please include your name, SSN and designator at the top of each page of any correspondence or form that does not already have this information on it. 
This will allow us to quickly and more accurately process your correspondence.

SAMPLE LETTER

From:  LT Ira A. Sailor, USN, 000-00-0000/1100
To:    President, FY-XX Lieutenant Commander Line 
       Special Promotion Selection Board
       Navy Personnel Command (PERS-801)
       Millington, TN 38055-8001

Subj:  INFORMATION FOR CONSIDERATION BY THE SELECTION BOARD
Ref:   (a) SECNAVINST 1420.1B


Encl:  (1) Fitness Report for the period of 97FEB01-98JAN31
       (2) Navy Commendation Medal Award Citation
       (3) Letter of Recommendation

1. Per reference (a, please include enclosures (1) through (3) in my official record for consideration by the FY-XX Lieutenant Commander Line Special Promotion Selection Board. 

 

