SUPERSEDI NG APPO NTMENT REQUEST FORVAT

SAMPLE LETTER

(Date DD MW YY)

From LTJG Jane/John P. Jones, USNR 123-45-6789/1945
To: O ficer In Charge, NRSE Chapl ain Student Unit

Subj : SUPERSEDI NG APPQA NTMENT REQUEST TO DESI GNATOR 4105 (Active Duty
OR | NACTI VE DUTY)

Encl: (1) Report of Medical Hstory (SF-93)
(2) Report of Medical Exam nation (SF-88)
(3) Copy of CCPO (Designator 1945) fitness Reports
(4) Amlified resune
(5) Phot ograph
(6) Educational Transcripts (seal ed)

1. | request a superseding appointment to the Chaplain Corps, United States, Naval
Reserve, active duty (give date you will be available to begin active duty), or
i nactive duty.

2. Enclosures (1) through (6) support ny request.

3. M endorser has advised ne that an eccl esiastical endorsement (DD Form 2088) will
be nailed to the Ofice of the Chief of Chaplains by (specify date).

(Signature)
JANE/ JOHN P. JONES
LTIG USNR

Checkl i st
MEDI CAL: Contact the nearest Naval Reserve activity to request conplete physical
exam nation. Obtain conpleted copies of SF-93 and SF-88.
PHOTOGRAPH: Must be 4x5 full length, black and white, standing slightly turned to the
side, in sumer white or khaki uniform wthout cover.
CCPO FI TREPS I nclude a copy of each fitness report you have received.
RESUME: There is no set “Navy way.” Resune shoul d i ncl ude:
a. Personal Information: Nane, address, phone nunber, marital
status, nunber of children, nanes, ages, etc.
b. Mnisterial Experience: Churches or synagogues served,
posi tions held, responsibilities, etc.
c. References: List nanes and addresses of three persons
(pastor, friend, semnary professor, etc.) who nay be contacted as character
ref erences.
Educational Transcripts: Include wth supersedi ng package seal ed educational transcripts.

Mai | Entire Package To: Naval Chaplains School, NETC
NRSE Chapl ai n St udent Unit
114 Porter RD
Newport Rl 02841-1210




