COMMAND LETTER HEAD

1300
Ser XYZ/XXX
Date
From:  Commanding Officer, PARENT COMMAND 
To:    Commander, Navy Personnel Command (Pers-803)
Subj:  FY-XX LIMITED DUTY OFFICER/CHIEF WARRANT OFFICER PACKAGE              
 
  ICO XYCS(SS) FIRST MI LAST, USN, SSN
1.  Forwarded.

2.  XYCS ________ is currently serving in a Global Support Assignment/Individual Augmentee billet.  Service member’s duties are performed in the ___________ (AOR), and as a result, I cannot conduct a personal interview or comment on member’s performance.  However, I support XYCS ___________ request and ask that the board rely on the member’s service record, attached appraisals, and Operational Commander’s endorsement for determination of selection. 

X. X. XXXXXXX
**NOTE**

Ensure you request endorsement from your Operational Commander in Theater (to provide comments in place of your CO).  Since your Commanding Officer is required to forward your package, this endorsement will be placed on top of your package and then forwarded to the President of the board.
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