“SAMPLE”
LETTER TO THE BOARD PRESIDENT

Date 

From:  LT First M. Last, SC, USN, XXX-XX-####/3100 
To:    President, FYXX Supply Corps CIVINS Post Graduate Education  
       Screen (Board #302)

Subj:  SCREEN REQUEST FOR SUPPLY CORPS 810/811 CIVILIAN INSTITUTIONS      
       (CIVINS) PROGRAM	

[bookmark: _GoBack]Ref:   (a) NAVSUP Flash from the Chief #XXX-XX

Encl:  (1) GMAT and/or GRE Test Score
       (2) APC Waiver Request (if necessary) 
       (3) Personal Statement (optional) 
       (4) Letter of Recommendation (optional)

1. In accordance with reference (a), respectfully request screening of my record for selection in the FYXX Supply Corps CIVINS Post Graduate Education Screen.

2. Request to be screened for {insert one of the following options:  only the 810 Program, only the 811 Program, or both the 810 & 811 Programs**}.  

3. I have/do not have a qualifying APC score for the 81X program. 

4. Thank you for your time and consideration.  

						Very respectfully,

							

F. M. LAST
Rank, SC, USN











** If an officer prefers to be screened for both programs, he/she must indicate the preferred program selection (#1 – 810 / #2 – 811 or #1 – 811 / #2 – 810).
