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CPO Board Check-Off List

· Order your CD from Bupers Online

· Verify each item on the CD is yours

· Verify your CD contains everything your service record does (put a paper clip on all page 4’s, 5’s, evals and awards on the left side of your service record. Then go through the CD and pull the paperclip off of the corresponding paperclip in your service record. Once you get through the CD, if there are any paperclips left in your service record, be sure to add it to your package. 
· Add all of the page 4’s from the right side of your service record to your package
· Add all of your evaluation extensions over the past 5 years to your package (for eval continuity purposes.)
· If there are any discrepancies to your CD, submit the change to PERS 312E1 and add a copy of the memo to your package. (This lets the board know you are QA-ing your CD and have taken measures to correct the discrepancies).
· Insure each page of you package has your name, rate and last 4 of SSN on it. If it does not, add it to the upper left corner of the page.
· Have at least one person check your package before it gets sent off to Millington. 
· Your package must be post marked no later than (Date) to be accepted by the board. If you are expecting a qualification, degree, etc. around/after that time, send your package off. The command can send in a message, which will be added to your package. Check to see if your package was received at: https://ahdsedstws16.ahf.nmci.navy.mil/OA_HTML/npc.html 
Sample Cover letter

30 March 08

From:  AE1(AW) John R. Doe, USN, XXX-XX-1234

To:    President, FY-10 E-7 Selection Board (Active)

Subj:  INFORMATION FOR CONSIDERATION BY THE SELECTION BOARD

Ref:   (a) NAVADMIN XXX/XX

Encl:  (1) Evaluation for the period 07JAN02–07SEP15

       (2) Current service record Page 4’s and ESR

  (3) Evaluation dtd 04JAN21 – 04NOV15


  (4) Evaluation Extension 02NOV16 – 04JAN20


  (5) Navy Achievement Medal dtd 15 August 2007

  (6) Memo to PERS 312E1 for correction of my Compact Disk   

           (CD)

1.  Per reference (a), enclosures (1) through (6) are forwarded for consideration.

2. Enclosure (6) was a correction to my service record CD that contained an “other than honorable” discharge belonging to another Sailor. 

  JOHN R. DOE

Sample Summary letter
NAVAL CAREER SUMMARY

AT1 (AW/SW) DOE, JOHN R., XXXX

COMMAND SUMMARY

DATE

COMMAND

RANK

PRIMARY BILLETS HELD


CVN-74


AT1

G-1 Flight Deck LPO






ELCOMWEPSKOL
AT2

AV/ARM Instructor/Inspector





VA-165


AT2

Work Center Supervisor






VA-145


AT3

Work Center Supervisor




QUALIFICATIONS/CERTIFICATION
DATE

COMMAND

QUALIFICATIONS



VAQ-137

Safe For Flight EA-6B Platform



VAQ-137

Associates Degree in General Studies



CVN-74


USMAP Journeyman Certification


CVN-74


A&P License


CVN-74


Damage Control Training Team



ELKWEPSKOL

Master Training Specialist

OFF-DUTY EDUCATION

DATE

SCHOOL

CLASSES


Columbia College
Currently working on Bachelors Degree in Business Admin.



Columbia college

MGT/431 Human Resource Management



Columbia college

MGT/434 Employment Law

COMMUNITY INVOLVEMENT

DATE

ORGANIZATION



AFSNCOA, Habitat for Humanity Project, Montgomery, AL.



Little League T-Ball Coach for Kings County, CA.



Secretary, Aviation Ordnancemen Association (Chapter 74)



Vice President, Aviation Ordnancemen Association (Chapter 3)



D.A.R.E

PERSONAL AWARDS

DATE

AWARD

COMMAND



NCM (1nd)

Commander, CARAIRWING EIGHT



NAM (2nd )

Commanding Officer, CVN-74


NAM (1st )

Commanding Officer, VA-165
Sample PSR 
Correction letter

05 March 2008

From:  AD1(AW/SW)John R. Doe, XXXX

To:
  PERS-312E1

Subj:  REQUEST FOR ADMINISTRATIVE CHANGE TO PSR

Respectfully request the following item be removed from my service record (CD) as it is incorrectly entered:

Name/Number
Title



DigDoc
Date



SUBJ33ADC

Admin Discharge

7802257
93-07-12

SUBJ37NAM

AWD-Navy Achievement Mdl
58271219
04-12-01

1.  The first document is an SRB authorization listed previously on my CD and incorrectly documented as an Administrative Discharge (Convenience of Gov’t).

2.  The second document is a duplicate Navy Achievement Medal posted on my CD.

JOHN R. DOE

Other CPO Board Brief Tips

1. Ask a Master Chief who has sat a board to give a brief of the selection process.
2. Make folders with pre-addressed envelopes to the board for each board eligible First Class that attends. This only takes a few minutes and is greatly appreciated by your shipmates.

3. Invite members of the CPO mess to attend the brief. Every Chief has had a successful package and may have a great idea or information to share. Ask several to check your package before mailing it in.
4. Make sure to pass on: If you ask 10 different people how to put a CPO package together, you will get 10 different answers. There is no “perfect” package. At the end of the day, each individual must be happy with the product they turn in. If it looks good to you, follow your gut. If you change your package every time someone tells you something different, you’ll never have a product you are completely confident it.
Insert your Command Logo Here





Put your command logo here





Put your command logo here








