NAVSUPINST 1520.5C
NAVSUPINST 1520.5C
                                                     [DD Mmm YY]

From:  LT First M. Last, SC, USN, XXX-XX-####/3100
To:    [Insert Internship Community Of Interest Lead]
Via:   [Insert Immediate Supervisor/chain of command]

Subj:  [INSERT INTERN PROGRAM - LONG NAME] PROGRAM COMPLETION

Ref:   (a) NAVSUPINST 1520.5C

Encl:  (1) List of Completed Coursework
       (2) Copies of Course Certificates [And/or pertinent
           training completion documentation]

1.  Per reference (a), the following report is submitted to document achievement of all [Insert respective program] intern program requirements and to request approval of program completion.

2.  All training requirements have been met, as documented in enclosures (1) and (2).  [If certification was required, insert the following:  In addition, all requirements for DAWIA certification have been met and my official certification request has been submitted (or approved) via my eDACM account.]

3.  [Insert a brief summary of your assignments, duties and responsibilities while participating in the internship]

4.  [Detail any specific achievements or skills earned while an intern]

5.  [Insert any additional comments]

6.  [Only applicable to those earning a subspecialty code] Based upon my extensive practical experience and completion of requisite training, I respectfully request my experience be reflected in my official record by award of the [Insert respective subspecialty code] subspecialty code.









Subj:  [INSERT INTERN PROGRAM - LONG NAME] PROGRAM COMPLETION

7.  If anything further is required, I can be reached at:

[Insert applicable address, phone numbers and email addresses]

                                 Very respectfully,



[bookmark: _GoBack]                                 F. M. LAST
                                 LT, SC, USN

Copy to:
Internship Program Coordinator

Enclosure (4)
2                  Enclosure (4)
