** REQUIRED (IF APPLICABLE) **
                                                     [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

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
       (2) Additional letters of endorsement
       (3) Warfare Qualification Designation
       (4) All previous Fitness Reports
       (5) Other information for consideration
       (6) College transcripts
       (7) Current ODC, OSR, and PSR
       (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:

    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] 


Subj:  SUPPLY CORPS INTERNSHIP PROGRAM SCREENING REQUEST

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





* IF YOU’RE ABLE, ENSURE YOUR SCANNED PDF IS THE SMALLEST POSSIBLE FILE SIZE AVAILABLE BEFORE YOU SUBMIT.
2
                                                     1520
                                                     Ser XXX/000
                                                     [DD Mmm YY]

FIRST ENDORSEMENT on LTJG First M. Last, SC, USN,           
                  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



· FOR THE PURPOSES OF THIS BOARD, THE FIRST ENDORSEMENT IS NOT TO GO IN FRONT OF THE REQUEST.

· THE LAST FOUR OF YOUR SSN IS NOT REQUIRED ON ANY DOCUMENTS CONTAINED IN YOUR PACKAGE; IT’S YOUR CHOICE WHETHER TO INCLUDE OR NOT.

· IF YOU FAIL TO REMOVE OCCURRENCES OF YOUR FULL SSN FROM YOUR PACKAGE (LAST FOUR IS ACCEPTABLE), IT WILL BE REJECTED BACK TO YOU FOR CORRECTIONS.












[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




· IF YOU DON’T HAVE ANY ADDITIONAL LETTERS OF ENDORSEMENT OR LETTERS OF RECOMMENDATION, DON’T FORGET TO REMOVE FROM THE LISTED ENCLOSURES ON YOUR REQUEST.
Enclosure (1)
Enclosure (2)

WARFARE QUALIFICATION LETTER

HERE


· YOU MAY SUBMIT AN APPLICATION IF YOU HAVE NOT YET ATTAINED A WARFARE QUALIFICATION.  YOU MUST QUALIFY, PRIOR TO FINAL PLACEMENT, IF SELECTED.

** REQUIRED (IF QUALIFIED) **
· IF NOT QUALIFIED YET, DON’T FORGET TO REMOVE FROM THE LISTED ENCLOSURES ON YOUR REQUEST.
Enclosure (3)
FITNESS REPORTS

HERE


· ORDER – YOUR MOST RECENT FITREP SHOULD BE FIRST
   (Newest to Oldest)

· NO VISIBLE SSNs!  If you black out the SSN with a sharpie, for example, it may still be visible when you view the scanned pdf.


* Any admin changes or supplemental material should be included.

** REQUIRED **
** This is your opportunity to ensure that ALL of your FITREPS are included on your PSR and that the dates are accurate.
Enclosure (4)
OTHER INFORMATION FOR CONSIDERATION

HERE


· ANY OTHER INFORMATION YOU THINK THE BOARD SHOULD KNOW
· THIS IS COMPLETELY OPTIONAL
· POSSIBLE EXAMPLES:

· AWARDS / LOCs / LOAs
· ADDITIONAL QUALIFICATIONS
· ANY FURTHER EXPLANATIONS OR INFORMATION YOU THINK PERTINENT.  * FOLLOW “LETTER TO THE BOARD” FORMAT.



· IF YOU DON’T HAVE ANYTHING TO INCLUDE, DON’T FORGET TO REMOVE FROM THE LISTED ENCLOSURES ON YOUR REQUEST.
Enclosure (5)
COLLEGE TRANSCRIPTS

HERE


· MUST BE LEGIBLE
· REMOVE ANY PERSONAL ADDRESSES & SSNs
** REQUIRED **

Enclosure (6)
ODC / OSR / PSR

HERE

· IF BOL ONLINE ODC/OSR/PSR VIEW FUNCTION IS AVAILABLE, YOU CAN ACCESS THERE
· WHEN VIEW FUNCTION IS NOT AVAILABLE, YOU CAN REQUEST YOUR ODC/OSR/PSR BY FOLLOWING THE INSTRUCTIONS THAT WILL BE LISTED UNDER THE SAME LINK WITHIN BOL.  THE AVERAGE RETURN TIME IS 2 WEEKS FROM DATE OF REQUEST.

· NO VISIBLE SSNs!  If you black out the SSN with a sharpie, for example, it may still be visible when you view the scanned pdf.



	* THE ODC/OSR/PSR ARE REQUIRED DOCUMENTATION; HOWEVER, IF YOU SUBMIT AN APPLICATION WITHOUT THEM, IT WILL GO TO THE BOARD “AS IS”.  IN OTHER WORDS, YOUR PACKAGE WILL STILL BE REVIEWED, BUT IT WILL BE NOTED THAT THE REQUIRED DOCUMENTATION WAS NOT PROVIDED, SO YOUR PACKAGE WILL DIFFER FROM THOSE THAT PROVIDED ALL REQUIRED DOCUMENTATION.  

** PARAGRAPH 4 OF YOUR REQUEST DOES, IN FACT, AUTHORIZE NAVSUP OP TO PULL YOUR DOCUMENTS, BUT WE DO NOT AUTOMATICALLY PULL THEM TO INCLUDE IN YOUR PACKAGE.  WE WILL ONLY PULL DOCUMENTS UNDER CERTAIN CIRCUMSTANCES (WHEN ABLE TO DO SO).  AS YOU ARE THE ONE APPLYING, IT’S UP TO YOU TO PROVIDE A COMPLETE AND ACCURATE APPLICATION.  IF YOU DON’T PROVIDE AND DON’T COMMUNICATE WITH THE INTERNSHIP COORDINATOR, IT WILL BE ASSUMED THAT YOU MEANT TO EXCLUDE THE DOCUMENTS.

** REQUIRED **
YOUR PACKAGE, YOUR CHOICE.
Enclosure (7)
COPY OF APPROVED PRD CHANGE

OR

DOCUMENTATION FROM NAVSUP OP/IPC
AUTHORIZING YOU TO PROCEED WITH SUBMISSION

HERE

· IF YOUR PRD IS GREATER THAN 12 MONTHS FROM THE DATE OF THE BOARD, YOU MUST PROVIDE ONE OF THE TWO ITEMS LISTED ABOVE.

· APPLICATIONS SUBMITTED WITHOUT THE ABOVE DOCUMENTATION AND ARE OUTSIDE OF THE 12 MONTH WINDOW WILL BE REJECTED.

· [bookmark: _GoBack]CONTACT THE INTERN PROGRAM COORDINATOR FOR FURTHER INFORMATION ON SUBMITTING AN OFFICIAL PRD CHANGE REQUEST.  (THIS PROCESS DOES NOT HAPPEN QUICKLY AND NO TWO REQUESTS ARE THE SAME SO ENSURE YOU ALLOW ENOUGH TIME TO SEE THROUGH TO COMPLETION)
Enclosure (8)
