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Dear Commander _________,

	(COMMAND/SHIP/ SQUADRON/ STAFF) has been tasked by (Commander, THIRD/FIFTH/SIXTH/SEVENTH) (COMXXXFLT) as the test (platform, ship, squadron, etc.) for Initial Operational Test and Evaluation (IOT&E) [or Early Operational Assessment (EOA), Operational Assessment (OA), or Follow-on Operational Test and Evaluation (FOT&E)] of the (Project/System/etc.) scheduled to occur DD Month to DD Month 2013.  In keeping with the precepts of independent OT&E described in SECNAVINST 5000.2E, a letter has been forwarded to Commodore __________ stressing the importance of operational testing.  The performance of your (crew, staff, squadron) is vital to the successful accomplishment of these operational test events.

[For EOA and OA]
	The purpose of this testing is to assess (Project/System/ etc.)’s capability to meet performance goals in operational effectiveness and suitability in its intended operational environments.  Operational Test and Evaluation Force (OPTEVFOR) will assess whether the system will support all intended missions in an operational environment.  OPTEVFOR will also assess the suitability of the system, ensuring that the system can be operated, maintained, and sustained by Fleet personnel.  The results of these tests will be forwarded to the Chief of Naval Operations (CNO) and other acquisition officials to support a decision regarding continued program development.  The details of the testing procedures are contained in the Test Plan that you will receive in the near future.

[For IOT&E and FOT&E]
	The purpose of this testing is to assess (Project/System/ etc.)’s operational effectiveness and suitability in its intended operational environments.  OPTEVFOR will verify that the system supports all intended operational missions in an operational environment.  OPTEVFOR will also verify the suitability of the system, ensuring that the system can be operated, maintained, and sustained by Fleet personnel.  The results of these tests will be forwarded to the Chief of Naval Operations (CNO) and other acquisition officials to support a fielding decision regarding this system.  The details of the all testing procedures are contained in the Test Plan that you will receive in the near future.

	The following are a few of the points I would like to stress:

	- Results of testing are privileged information.  I request you do not discuss or reveal test data to persons outside your command without first consulting OPTEVFOR.  The reason for this is to preclude premature release of partial, and hence incomplete, test results in advance of the evaluation of the data and report to the CNO.  Specific guidance regarding restrictions in the release of data is in the Test Plan.

[bookmark: _GoBack]	- Observers or visitors will not normally be permitted in the test area during operational testing. This is to preclude any perception of a lack of objectivity in the test and evaluation process or any perception of outside influence on the operational test unit and/or Operational Test Director.  I would also ask you to coordinate any request for visitors to observe testing with my staff prior to commencement of test operations.

	- I request your personal assessment of (Project/System/etc.) capabilities, including thoughts on operational employment, functionality, and reliability in the Fleet environment.  Please send this assessment directly to me by personal letter or e-mail to my personal SIPRNET address, jeffrey.penfield@cotf.navy.smil.mil, as appropriate not later than thirty days after the test.  If requested, I will provide a copy of your input to Commodore _________ and Admiral _______ following final analysis and publication of the report to the CNO.

	- Finally, if a situation arises that requires you to report to your Immediate Superior in Command and other seniors, I request you coordinate release of test results or opinions with COMOPTEVFOR due to the sensitive nature of test data.  If this policy appears to present problems, you are encouraged to contact OPTEVFOR immediately.  

	In closing, I would like to take this opportunity to thank you for your full support during this phase of testing.  You and your (crew’s/squadron’s/staff’s) best efforts can help ensure that the Navy spends its money wisely, and that the Fleet gets solid, effective, reliable, and Fleet-maintainable (Project/System/etc.).


	Sincerely,



	J. R. PENFIELD


Commander _________, USN
Commanding Officer
USS _________ (HULL #)
FPO AP/AE 12345-1234
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