 ON COMMAND LETTER HEAD

From:  Your command ISIC or (Commanding Officer Only if causing factor was total loss of command communications)
To:  Director, Military Personnel Plans and Policy Division (OPNAV N13)
Via: Navy Pay and Compensation Policy Branch (OPNAV N130)

SUBJ:  35 DAY WAIVER REQUEST FOR OS2 ROBERT T. SAILOR, USN, XXX-XX-1234
Encl: (1) OS2 Sailors reenlistment request Chit
     The input information will be addressed by the command, stating that the request was no fault of the member, (if it was the fault of the member, than there is no waiver).  Why the request was not submitted within the 35 days required, and what will command put in place to rectify that this does not happen again. (The more details given, the better chance the waiver will be approved)                      
EXAMPLE
1.  All required paperwork for reenlistment was submitted in a timely manner.  However, the request for the SRB was not entered into the NSIPS system. A more in depth administration tracker has been implemented for all reenlistments/SRB’s and will be monitored on a monthly basis.” 

     My point of contact for this matter is YN1 Mary H. Williams.  She can be reached at (313)439=0392 or via email at mary.williams@poncho.mil.

            J. P. JONES
            (No By directions)
