
                                               [DD Mmm YY]

From:  LTJG First M. Last, SC, USN, XXX-XX-####/3100
To:    Director, Supply Corps Personnel (PERS 4412)
Via:   Commanding Officer, USS AFLOAT (DDG 001)/Ashore Command	Comment by Author: Per the Navy Style Guide, the vessel’s name should not be in all caps, but it’s acceptable either way.
By the same guide, there should be NO hyphen in the hull number.

Subj:  SUPPLY CORPS INTERNSHIP PROGRAM SCREENING REQUEST

Ref:   (a) NAVSUPINST 1520.5C, Naval Supply Systems Command
           Supply Corps Internship Program 

Encl:  (1) First Endorsement of the Commanding Officer	Comment by Author: *See the note on the example endorsement*
       (2) Additional letters of endorsement	Comment by Author: Optional
       (3) Warfare Qualification Designation	Comment by Author: If applicable.  You may submit a package prior to qualification, but you must qualify prior to final selection.
       (4) All previous Fitness Reports	Comment by Author: *REMOVE SSN’s*
Order - Newest to oldest.
       (5) Other information for consideration	Comment by Author: *DO NOT CHANGE THIS ENCLOSURE TITLE* 

Other information for consideration simply means, anything else that you want the board to see.  It’s completely up to you on what additional info you include.

Actual attachments could include:  Personal Awards or Achievements, LOC/LOA’s, any info not included in your ODC/OSR/PSR, etc.

Only an award citation is necessary.  You may include the OPNAV 1650 if you think it’s pertinent.
       (6) College transcripts	Comment by Author: Ensure that transcripts are legible if scanned to pdf format and remove any SSN’s or personal addresses.
       (7) Current ODC, OSR, and PSR	Comment by Author: *REMOVE SSN’s* 
Obtain via BOL.
       (8) Copy of approved PRD waiver (if applicable)

1.  In accordance with reference (a), request screening for acceptance to the Supply Corps Internship Program, [spring/fall] YYYY cycle.

2.  My desired programs, listed in order of preference, are as follows:	Comment by Author: You can list one preference or all eight, if you so choose.  Just know that by applying to all available programs, you could end up anywhere.

**NOTE**
Only your program preferences should be listed, NOT LOCATIONS!
Upon submitting your package, a Location Preference Worksheet will be sent to you; this is where you’ll annotate your locations.

    a.  NACO/DNACO; Navy Acquisition Contracting Officer

    b.  ILS; Integrated Logistics Support

    c.  BFM; Business/Financial Management

    d.  BEM; Business/Enterprise Supply Chain Management
    
    e.  NNPP; Naval Nuclear Propulsion Program
	
    f.  POL; Petroleum Management

    g.  PLAN; Logistics Planner

    h.  JOL; Joint Operational Logistics





3.  [INSERT YOUR PERSONAL STATEMENT HERE] 	Comment by Author: A personal statement is completely optional.  Keep in mind that most applicants tend to be “carbon copies” on paper, due to limited time/exposure to the Navy; so this becomes your direct line to the board members to set yourself apart.

Subj:  SUPPLY CORPS INTERNSHIP PROGRAM SCREENING REQUEST


    Topics to consider for your statement:

    (1) Why did you choose this/these programs?

    (2) Why do you want to do an internship?

    (3) Do you have any qualifications that would make you a
        more viable candidate than someone else?

    (4) What do you hope to gain from an internship?

    (5) How would you expect to utilize the skills you gain in
        later assignments?

    (6) Have you done your “homework” on the program prior to
        applying?  Who did you contact?  What did you learn?

        These topics are NOT a definitive guide to your personal 	Comment by Author: *BE ORIGINAL*
        statement.  Your statement should be your “letter to the
        board”, so to speak.  It’s YOUR statement.  It can be as
        long or short as you want it to be (just remember that
        your package is one of many; find an appropriate length.  
        Being too verbose or not verbose enough could weaken
        your package).

4.  I agree to allow the Office of Supply Corps Personnel to pull my Officer Data Card/Officer Summary Record/Performance Summary Report to include in the screening process as a part of my selection determination.



                                 F. M. LAST

Copy to:
Internship Program Coordinator
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                                                     1520
                                                     Ser XXX/000
                                                     [DD Mmm YY]

FIRST ENDORSEMENT on LTJG First M. Last, SC, USN,           	Comment by Author: Because you have submitted a “request” to be screened, this is a first endorsement.  Additional letters of endorsement follow the standard letter format. The Correspondence Manual SUGGESTS (note-“suggests” vice “mandates”) that the First Endorsement go on top of the request, when assembling, but for purposes of this screening, we want the request first and the First Endorsement as an enclosure.
                  XXX-XX-####/3100 ltr of [DD Mmm YY]

From:  Commanding Officer, USS AFLOAT (DDG 001)/Ashore Command
To:    Director, Supply Corps Personnel (PERS 4412)

Subj:  SUPPLY CORPS INTERNSHIP PROGRAM SCREENING REQUEST

1.  Forwarded, with my strongest possible recommendation for selection.

2.  [COMMANDING OFFICER’S REMARKS/JUSTIFICATIONS]

3.  [CLOSING REMARKS]



                                 C. O. INCHARGE

























Enclosure (1)

[DD Mmm YY]

From:  Supply Officer, USS JOHN F. KENNEDY (CV 67)
To:    Director, Supply Corps Personnel (PERS 4412)

Subj:  SUPPLY CORPS INTERNSHIP PROGRAM RECOMMENDATION ICO LTJG
       LAST, SC, USN, XXX-XX-####/3100

1.  [RECOMMENDATION/REMARKS]

2.  [RECOMMENDATION/REMARKS]

3.  [RECOMMENDATION/REMARKS]

4.  [RECOMMENDATION/REMARKS]



                                C. V. SUPPO
                                CAPT, SC, USN
Enclosure (2)

FREQUENTLY ASKED QUESTIONS

Q:	When will the internship billet listing be available?

A:	We make every attempt to publish the billet listing 120 days out (approximately 4 months) from the date of the board.  The coordination and planning involved in generating the listing can often delay its release, so be patient.

Q:	If the selection board convenes in October 2013 (1310) and my PRD is December 2014 (1412), am I able to apply?

A:	Possibly.  If your PRD is not within the 12 month requirement, you can contact the Internship Program Coordinator (IPC) to discuss your options.  Based upon available billets, the considered time-frame, and availability of a relief, the detailer may allow you to apply.  If the IPC allows you to apply, you need to document that approval for inclusion in your package.  Documentation can be as simple as a copy of an email.  If you’re outside of the window, and you have no documented approval/PRD waiver, your package will not be considered.
      This typically applies to people that are only a few months off; if your PRD is an entire year past the PRD cutoff, consider applying during a future board cycle.

Q:	If I’m not applying for NACO/DNACO, do I still have to include my transcripts? Do they need to be “official” transcripts?

A:	ALL applications require transcripts.

Q:	Do they need to be “official” transcripts?

A:	There is no requirement to send “official” transcripts.  You may use the transcript copy from your Official Military Personnel File (OMPF), if included in your record, as long as it is legible.  You may submit a student copy as well.


Q:	Is it possible to add something to my application if I already submitted it?

A:	If before the submission deadline, you can request something be added or changed.  If the deadline has passed, late additions/changes will be handled on a case-by-case basis; typically, only warfare qualification letters and Fitreps (that were pending signature) will be added.

Q:	If I’m selected, when would I start my internship?

A:	You would continue to serve in your current billet until your PRD.  If there is a circumstance that would allow you to leave your current billet early, you must engage your detailer.  PRD discipline is paramount.  PRD adjustment requests will be handled by SUP OP on a case by case basis and must be completely justifiable.

Q:	If I’m selected and have been slated for location “a”, but I don’t want to go there, what options do I have?

A:	In short, you don’t have any.  Primarily, your location will be based upon your selection ranking awarded by the program lead.  That being said, SUP OP takes your location preferences, PRD,  and limiting factors, such as military married to military members and those enrolled in the Exceptional Family Member (EFM) program, and applies a “best fit” practice in regards to detailing.  If another selectee ranked higher than you, chose the same location and neither of you have any limiting factors, they’ll get their first choice before you.

Q:	When and how will I know the results of the board?

A:	Typically, the results of the board are ready for release approximately two - three week after the convene date.  Results are released via a NAVSUP Flash.  The Latest NAVSUP Flashes can be viewed on eSUPPO.

Q:	How should I submit my application package?

A:	Scan the contents of your package and save as ONE pdf file (If file size restricts you from sending as one file you can break it up, but this should be the exception; not the rule).  If you break it up into several pdf files, number them.  Send the file to the Internship Program Coordinator (IPC) via supplycorpscareercounselor@navy.mil.

Q:	Letters of Recommendation – Should LOR’s be sent in sealed envelopes?  

A:	No.  Preferably, you will include the LOR’s in your scanned (complete) package.

Q:	Letters of Recommendation – The person writing an LOR for me doesn’t want to give it to me.  What should I tell them?

A:	If the author of the LOR isn’t comfortable giving the signed LOR back to you, for whatever reason, let them know that they can email the scanned LOR to the IPC via the career counselor email, shown above, and it will be added to your package.  If you’re ready to submit your package and your waiting on a LOR, submit what you have and let the IPC know about the pending letter.

Q:	ODC/OSR/PSR – The last paragraph of my request is authorizing SUP-OP to pull my info, so do I really have to include my ODC/OSR/PSR as an enclosure?

A:	Yes.  Ensuring that YOU are including your ODC/OSR/PSR in your package lets us know that you’ve at least looked at your own record before you send it in front of a group of Captains/Commanders.  This gives you an opportunity to check the accuracy and completeness of your information and to make changes as necessary.  It is highly recommended that you review your ODC/OSR/PSR with your SUPPO or mentor, prior to submitting.  The authorization statement remains as a safety net.  If you don’t include your ODC/OSR/PSR, it will be assumed that you have a reason and your package will be submitted to the board without them, but the board will be notified that you neglected to include a required enclosure.  This is YOUR package, not ours.

      If you do need to make a change to any of the info on your record, refer to the “It’s Your Record” playbook, which can be found on the Navy Personnel Command – Supply Corps website.  Some record changes can take time to update, so if you’ve submitted changes and they still haven’t updated to your ODC/OSR/PSR, you can include a Letter to the Board explaining the pending changes, if you so desire.  The Letter to the Board would fall under the “Other information for consideration” enclosure.

Q:	How do I note which locations I want if I’m not supposed to include it in the package?

A:	Remember that you are applying to a program, not for a specific billet.  When you submit your application package to the IPC, he/she will send you a location preference worksheet.  On the worksheet is where you will note your desired locations, in order of preference, as well as additional information.  If one of your desired programs has five available locations, for example, but you only list three on the worksheet, the other two location slots will be notated as “Needs of the Navy”, by the IPC.

Q:	If I want to contact a current intern in one of the locations or programs that I’m interested in, can I get their contact information from you?  

A:	No.  Restraints on the use of Personally Identifiable Information (PII) and personally sensitive information preclude us from releasing any contact information.


 




