NAVY LETTER TO THE BOARD

NAVY LETTER TO THE BOARD PLAYS A CRITICAL ROLE IN FORMAL COMMUNICATION WITHIN THE UNITED STATES NAVY/
ESPECIALLY WHEN ADDRESSING SIGNIFICANT MATTERS THAT REQUIRE THE ATTENTION AND DECISION-MAKING AUTHORITY OF THE
BoARD. THIS TYPE OF CORRESPONDENCE IS NOT TAKEN LIGHTLY AND IS RESERVED FOR ISSUES OF POLICY, PERSONNEL, OR
PROCEDURAL IMPORTANCE THAT NECESSITATE A STRUCTURED AND OFFICIAL REVIEW. UNDERSTANDING THE NUANCES OF
CRAFTING SUCH A LETTER IS PARAMOUNT FOR ANYONE SEEKING TO EFFECTIVELY CONVEY THEIR MESSAGE TO A NAVAL BOARD.
THIS COMPREHENSIVE GUIDE DELVES INTO THE PURPOSE, STRUCTURE, CONTENT, AND BEST PRACTICES FOR COMPOSING A
COMPELLING NAVY LETTER TO THE BOARD, ENSURING CLARITY, PROFESSIONALISM, AND IMPACT. WE WILL EXPLORE VARIOUS
SCENARIOS WHERE SUCH A LETTER MIGHT BE REQUIRED, FROM SEEKING BOARD REVIEW OF ADMINISTRATIVE ACTIONS TO
PROPOSING POLICY CHANGES OR ADDRESSING GRIEV ANCES.

UNDERSTANDING THE PURPOSE OF A NAVY LETTER TO THE BOARD

A NAVY LETTER TO THE BOARD SERVES AS A FORMAL CHANNEL FOR SUBMITTING OFFICIAL REQUESTS, PROPOSALS, OR
GRIEVANCES FOR CONSIDERATION BY A DESIGNATED NAVAL BOARD. THESE BOARDS, WHETHER THEY ARE SELECTION BOARDS,
ADMINISTRATIVE REVIEW BOARDS, OR POLICY~-MAKING COMMITTEES, ARE ESTABLISHED TO ENSURE FAIR AND CONSISTENT
APPLICATION OF REGULATIONS, POLICIES, AND STANDARDS ACROSS THE NAVY. THE PURPOSE OF THE LETTER IS TO CLEARLY
ARTICULATE THE ISSUE AT HAND, PROVIDE NECESSARY SUPPORTING DOCUMENTATION, AND REQUEST A SPECIFIC ACTION OR
OUTCOME FROM THE BOARD. IT IS A CRUCIAL TOOL FOR ENSURING THAT IMPORTANT MATTERS ARE BROUGHT TO THE ATTENTION
OF THE APPROPRIATE DECISION-MAKERS IN A STRUCTURED AND DOCUMENTED MANNER, FOSTERING ACCOUNTABILITY AND
TRANSPARENCY WITHIN THE NAVAL SERVICE.

Key CoMPONENTS oF A NAVY LETTER TO THE BOARD

A WELL-STRUCTURED NAVY LETTER TO THE BOARD IS ESSENTIAL FOR ITS EFFECTIVENESS. |T MUST ADHERE TO ESTABLISHED
NAV AL CORRESPONDENCE FORMATS AND INCLUDE SPECIFIC ELEMENTS TO ENSURE ALL NECESSARY INFORMATION IS CONVEYED
CLEARLY AND CONCISELY. THIS SECTION OUTLINES THE FUNDAMENTAL COMPONENTS THAT EVERY NAVY LETTER TO THE BOARD
SHOULD CONTAIN TO BE CONSIDERED COMPLETE AND PROFESSIONAL.

THe STANDARD NAVAL LETTER FORMAT

NAVAL CORRESPONDENCE FOLLOWS A STRICT FORMAT TO ENSURE UNIFORMITY AND EFFICIENCY. A NAVY LETTER TO THE BOARD
IS NO EXCEPTION. THIS FORMAT TYPICALLY INCLUDES A HEADER WITH SENDER INFORMATION, RECIPIENT INFORMATION, DATE, AND
SUBJECT LINE. THE BODY OF THE LETTER THEN PRESENTS THE CORE MESSAGE, FOLLOWED BY CLOSING REMARKS AND SIGNATURE
BLOCK. ADHERING TO THIS FORMAT IS NOT MERELY A MATTER OF TRADITION BUT A PRACTICAL NECESSITY FOR ENSURING THE
LETTER IS PROPERLY FILED, ROUTED, AND UNDERSTOOD WITHIN THE NAVAL HIERARCHY.

CLeAr AND CoNcISE SuBJECT LINE

THE SUBJECT LINE OF A NAVY LETTER TO THE BOARD IS CRITICALLY IMPORTANT. [T PROVIDES A BRIEF YET INFORMATIVE
SUMMARY OF THE LETTER'S CONTENT, ALLOWING THE BOARD MEMBERS TO QUICKLY GRASP THE NATURE OF THE SUBMISSION. A
WELL-CRAFTED SUBJECT LINE SHOULD BE SPECIFIC AND ACTION-ORIENTED, OF TEN INCLUDING KEYWORDS THAT WILL HELP THE
BOARD CATEGORIZE AND PRIORITIZE THE LETTER. FOR INSTANCE, A SUBJECT LINE MIGHT READ: “REQUEST FOR REVIEW OF
ADMINISTRATIVE DISCHARGE ACTION” OR “PROPOSAL FOR AMENDMENT TO UNIFORM PoLICY PERTAINING TO [SPECIFIC ITEM].”
THIS IMMEDIATE CLARITY IS VITAL FOR EFFICIENT PROCESSING.



FORMAL SALUTATION AND OPENING

THE OPENING OF A NAVY LETTER TO THE BOARD MUST BE FORMAL AND RESPECTFUL. |IT SHOULD CLEARLY IDENTIFY THE SENDER
AND THE PURPOSE OF THE LETTER. FOR EXAMPLE, THE LETTER MIGHT BEGIN WITH “DeArR MEMBERS OF THE [SPECIFIC BoArD
NAME]/” FOLLOWED BY A DIRECT STATEMENT OF INTENT, SUCH AS “THIS LETTER IS SUBMITTED FOR YOUR REVIEW AND
CONSIDERATION REGARDING...” THE TONE SHOULD BE PROFESSIONAL AND TO THE POINT, AVOIDING ANY UNNECESSARY PREAMBLE.
THE OPENING SETS THE STAGE FOR THE ENTIRE DOCUMENT AND SHOULD CONVEY THE SERIOUSNESS WITH WHICH THE MATTER IS
BEING PRESENTED.

WELL-ORGANIZED BoDY PARAGRAPHS

THE BODY OF THE NAVY LETTER TO THE BOARD IS WHERE THE ARGUMENT OR REQUEST IS FULLY DEVELOPED. EACH PARAGRAPH
SHOULD FOCUS ON A SPECIFIC POINT, PRESENTING FACTS, EVIDENCE, AND REASONING IN A LOGICAL SEQUENCE. INFORMATION
SHOULD BE PRESENTED CHRONOLOGICALLY WHERE APPROPRIATE, AND SUPPORTING DOCUMENTATION SHOULD BE REFERENCED
CLEARLY. THE GOAL IS TO BUILD A PERSUASIVE CASE THAT IS EASY FOR THE BOARD TO FOLLOW AND UNDERSTAND. UTILIZING
SUBHEADINGS WITHIN THE BODY CAN FURTHER ENHANCE READABILITY FOR COMPLEX SUBMISSIONS.

SUPPORTING DOCUMENTATION

CEUCIALLY, ANY NAVY LETTER TO THE BOARD MUST BE SUPPORTED BY RELEVANT DOCUMENTATION. THIS CAN INCLUDE
OFFICIAL RECORDS, STATEMENTS FROM WITNESSES, PREVIOUS CORRESPONDENCE, OR ANY OTHER EVIDENCE THAT
SUBSTANTIATES THE CLAIMS MADE IN THE LETTER. PROPER REFERENCING OF THESE DOCUMENTS WITHIN THE BODY OF THE LETTER
IS ESSENTIAL, AND THEY SHOULD BE ATTACHED AS ENCLOSURES. THE BOARD WILL RELY HEAVILY ON THIS EVIDENCE TO MAKE
INFORMED DECISIONS, SO ACCURACY AND COMPLETENESS ARE PARAMOUNT.

CLEAR CALL TO ACTION OR REQUEST

THE LETTER MUST CONCLUDE WITH A CLEAR AND UNAMBIGUOUS STATEMENT OF WHAT ACTION OR OUTCOME IS BEING SOUGHT
FROM THE BOARD. THIS COULD BE A REQUEST FOR A SPECIFIC POLICY CHANGE, A REVIEW OF A PARTICULAR DECISION, OR A
RECOMMENDATION FOR ACTION. THE CALL TO ACTION SHOULD BE PRECISELY WORDED TO AVOID ANY MISINTERPRETATION. FOR
EXAMPLE, “|T IS RESPECTFULLY REQUESTED THAT THE BOARD APPROVE THE ENCLOSED PROPOSAL FOR REVISING THE UNIFORM
WEAR POLICY” OR “W/E REQUEST THAT THE BOARD OVERTURN THE ADMINISTRATIVE ACTION TAKEN ON [DATE] AND REINSTATE
[RANK/STATUS].” THIS CLARITY ENSURES THE BOARD UNDERSTANDS THE DESIRED RESOLUTION.

ProFessIONAL CLOSING AND SIGNATURE

THE CLOSING OF A NAVY LETTER TO THE BOARD SHOULD BE FORMAL, MIRRORING THE OPENING. COMMON CLOSINGS INCLUDE
"RESPECTFULLY,” OR “SINCERELY,” FOLLOWED BY THE FULL NAME, RANK, AND COMMAND OF THE SIGNATORY. IF SUBMITTING ON
BEHALF OF A GROUP, THIS SHOULD BE CLEARLY INDICATED. THE SIGNATURE BLOCK SERVES AS OFFICIAL AUTHENTICATION OF THE
LETTER'S CONTENT AND SENDER, REINFORCING THE SERIOUSNESS OF THE CORRESPONDENCE.

TyPes oF MATTERS ADDRESSED BY A NAVY LETTER TO THE BOARD

THE SCOPE OF ISSUES THAT CAN BE ADDRESSED VIA A NAVY LETTER TO THE BOARD IS BROAD, ENCOMPASSING A RANGE OF
ADMINISTRATIVE, PERSONNEL, AND POLICY-RELATED MATTERS. UNDERSTANDING THESE CATEGORIES CAN HELP INDIVIDUALS OR



GROUPS DETERMINE WHEN THIS FORMAL COMMUNICATION CHANNEL IS APPROPRIATE.

ADMINISTRATIVE REVIEW AND APPEALS

ONE COMMON USE FOR A NAVY LETTER TO THE BOARD IS TO REQUEST A REVIEW OR APPEAL OF AN ADMINISTRATIVE ACTION.
THIS COULD INVOLVE DECISIONS RELATED TO PERFORMANCE EVALUATIONS, DISCIPLINARY MEASURES, REASSIGNMENTS, OR OTHER
PERSONNEL ACTIONS THAT AN INDIVIDUAL BELIEVES WERE MADE IN ERROR OR ARE UNJUST. THE LETTER WOULD DETAIL THE
SPECIFIC ACTION BEING APPEALED, THE REASONS FOR THE APPEAL, AND ANY SUPPORTING EVIDENCE THAT DEMONSTRATES THE
NEED FOR REVIEW.

PoLicYy PROPOSALS AND AMENDMENTS

W/HEN INDIVIDUALS OR COMMANDS IDENTIFY A NEED FOR A NEW POLICY OR AN AMENDMENT TO AN EXISTING ONE, A NAVY LETTER
TO THE BOARD CAN BE USED TO FORMALLY SUBMIT THESE PROPOSALS. THIS IS PARTICULARLY RELEVANT FOR BOARDS THAT
HAVE OVERSIGHT OVER SPECIFIC AREAS, SUCH AS UNIFORM REGULATIONS, TRAINING STANDARDS, OR OPERATIONAL PROCEDURES.
THE LETTER WOULD OUTLINE THE PROPOSED CHANGE, JUSTIFY ITS NECESSITY, AND DETAIL ITS POTENTIAL BENEFITS OR IMPACT.

GRIEVANCES AND FORMAL COMPLAINTS

W/HILE INFORMAL CHANNELS OFTEN EXIST FOR RESOLVING MINOR ISSUES, MORE SIGNIFICANT GRIEVANCES OR FORMAL COMPLAINTS
MAY REQUIRE ESCALATION TO A BOARD. A NAVY LETTER TO THE BOARD CAN BE USED TO PRESENT SUCH ISSUES, PROVIDING A
DETAILED ACCOUNT OF THE GRIEVANCE, THE ATTEMPTS MADE TO RESOLVE IT THROUGH OTHER MEANS, AND THE DESIRED
RESOLUTION. THIS ENSURES THAT SERIOUS CONCERNS ARE FORMALLY DOCUMENTED AND ADDRESSED BY A DESIGNATED
AUTHORITY.

RECOMMENDATIONS FOR RECOGNITION OR AWARDS

IN SOME INSTANCES, A NAVY LETTER TO THE BOARD MAY BE USED TO FORMALLY RECOMMEND INDIVIDUALS OR UNITS FOR
RECOGNITION OR AWARDS. THIS TYPICALLY INVOLVES A FORMAL NOMINATION PROCESS, WHERE THE LETTER SERVES TO
HIGHLIGHT THE EXCEPTIONAL ACHIEVEMENTS, VALOR, OR SERVICE THAT WARRANT SUCH COMMENDATION. THE LETTER WOULD
PROVIDE A COMPELLING NARRATIVE SUPPORTED BY CONCRETE EXAMPLES AND EVIDENCE OF MERIT.

BesT PRACTICES FOR COMPOSING A NAVY LETTER TO THE BOARD

CRAFTING AN EFFECTIVE NAVY LETTER TO THE BOARD REQUIRES MORE THAN JUST ADHERING TO THE FORMAT, IT DEMANDS
STRATEGIC THINKING, METICULOUS ATTENTION TO DETAIL, AND A COMMITMENT TO PROFESSIONALISM. EMPLOYING THESE BEST
PRACTICES WILL SIGNIFICANTLY INCREASE THE LIKELIHOOD OF THE LETTER ACHIEVING ITS INTENDED PURPOSE.

THOROUGH RESEARCH AND UUNDERSTANDING

BerForE DRAFTING, IT IS CRUCIAL TO THOROUGHLY RESEARCH THE SPECIFIC BOARD THE LETTER WILL BE ADDRESSED TO.
UNDERSTANDING ITS JURISDICTION, MANDATE, TYPICAL PROCEDURES, AND PAST DECISIONS CAN PROVIDE VALUABLE INSIGHT
INTO HOW BEST TO FRAME THE REQUEST. FAMILIARITY WITH RELEVANT NAVAL REGULATIONS, DIRECTIVES, AND POLICIES IS
ALSO ESSENTIAL TO ENSURE THE LETTER IS ALIGNED WITH ESTABLISHED GUIDELINES.



OBJECTIVITY AND FACTUAL ACCURACY

MAINTAIN AN OBJECTIVE AND FACTUAL TONE THROUGHOUT THE LETTER. AVOID EMOTIONAL LANGUAGE, PERSONAL OPINIONS,
OR UNSUBSTANTIATED CLAIMS. FOCUS ON PRESENTING CLEAR, VERIFIABLE FACTS AND LOGICAL ARGUMENTS. ANY ASSERTIONS
MADE SHOULD BE SUPPORTED BY EVIDENCE. THIS APPROACH LENDS CREDIBILITY TO THE LETTER AND DEMONSTRATES A
PROFESSIONAL UNDERSTANDING OF THE MATTER AT HAND.

CLARITY AND CONCISENESS

NAVAL PERSONNEL ARE OFTEN PRESSED FOR TIME. THEREFORE, IT IS IMPERATIVE THAT THE LETTER BE CLEAR, CONCISE, AND EASY
TO UNDERSTAND. AVOID JARGON \WHERE POSSIBLE, OR EXPLAIN IT IF NECESSARY. GET STRAIGHT TO THE POINT AND ORGANIZE
INFORMATION LOGICALLY TO ENSURE THE BOARD MEMBERS CAN QUICKLY GRASP THE ESSENCE OF THE SUBMISSION AND THE
REQUESTED ACTION.

PROOFREADING AND EDITING

ERRORS IN GRAMMAR, SPELLING, OR PUNCTUATION CAN UNDERMINE THE PROFESSIONALISM AND CREDIBILITY OF A NAVY LETTER
TO THE BOARD. BEFORE SUBMISSION, METICULOUSLY PROOFREAD AND EDIT THE ENTIRE DOCUMENT. CONSIDER HAVING A
COLLEAGUE OR SUPERVISOR REVIEW IT FOR CLARITY, ACCURACY, AND ADHERENCE TO NAVAL CORRESPONDENCE STANDARDS. A
POLISHED LETTER REFLECTS CAREFUL CONSIDERATION AND RESPECT FOR THE BOARD.

ADHERENCE TO SUBMISSION DEADLINES AND PROCEDURES

EACH NAVAL BOARD WILL HAVE SPECIFIC DEADLINES AND SUBMISSION PROCEDURES. FAILURE TO COMPLY WITH THESE
REQUIREMENTS CAN RESULT IN THE LETTER BEING REJECTED OR SIGNIFICANTLY DELAYED. ENSURE ALL REQUIRED FORMS ARE
COMPLETED, ALL NECESSARY SIGNATURES ARE OBTAINED, AND THE LETTER IS SUBMITTED THROUGH THE CORRECT CHANNELS BY
THE STIPULATED DEADLINE.

e THOROUGHLY UNDERSTAND THE BOARD'S PURPOSE AND SCOPE.

e GATHER ALL RELEVANT SUPPORTING DOCUMENTATION IN ADVANCE.

® DRAFT THE LETTER WITH CLEAR, OBJECTIVE LANGUAGE.

® STRUCTURE THE LETTER LOGICALLY WITH DISTINCT SECTIONS FOR EACH POINT.

ENSURE ALL FACTUAL CLAIMS ARE SUBSTANTIATED WITH EVIDENCE.

® SEEK FEEDBACK FROM TRUSTED COLLEAGUES OR SUPERIORS.

® VERIFY AND ADHERE STRICTLY TO ALL SUBMISSION DEADLINES AND PROTOCOLS.

FREQUENTLY ASkeD QUESTIONS



\WHAT IS THE PRIMARY PURPOSE OF A NAVY LETTER TO THE BOARD?

A NAVY LETTER To THE BoarD (LTB) IS A FORMAL COMMUNICATION CHANNEL USED BY SAILORS TO BRING MATTERS OF
IMPORTANCE, SUCH AS GRIEVANCES, COMMENDATIONS, OR RECOMMENDATIONS FOR IMPROVEMENT, TO THE ATTENTION OF SENIOR
LEADERSHIP OR SPECIFIC BOARDS WITHIN THE NAVY.

\X/HEN SHOULD A SAILOR CONSIDER WRITING A LETTER TO THE BOARD?

SAILORS SHOULD CONSIDER WRITING AN L TB WHEN THEY HAVE EXHAUSTED AVAILABLE INFORMAL CHANNELS FOR RESOLUTION
OR WHEN SEEKING TO FORMALLY DOCUMENT SIGNIFICANT ISSUES, COMMENDATIONS, OR TO PROPOSE CONSTRUCTIVE CHANGES
THAT IMPACT THE COMMAND OR NAVY PERSONNEL.

\W/HAT ARE THE KEY COMPONENTS OF AN EFFECTIVE NAVY LETTER TO THE BOARD?

AN EFFECTIVE LTB TYPICALLY INCLUDES A CLEAR SUBJECT LINE, A CONCISE STATEMENT OF THE ISSUE, SUPPORTING FACTS AND
EVIDENCE, A PROPOSED RESOLUTION OR ACTION, AND A PROFESSIONAL CLOSING. [T sHouLD BE FACTUAL, OBJECTIVE, AND
AVOID EMOTIONAL LANGUAGE.

\WHAT IS THE RECOMMENDED FORMAT FOR A NAVY LETTER TO THE BOARD?

THE STANDARD FORMAT FOR AN LTB FoLLOWS NAVY CORRESPONDENCE GUIDELINES, OFTEN REQUIRING SPECIFIC LETTERHEAD,
PROPER ADDRESSING, A CLEAR ROUTING CHAIN, AND ADHERENCE TO THE NAVAL CORRESPONDENCE MANUAL
(COMNAVCRUITING 1700/6).

How DOES A LETTER TO THE BOARD DIFFER FROM AN OFFICIAL COUNSELING STATEMENT
OR GRIEVANCE?

W/HILE AN L'TB CAN BE USED TO LODGE A GRIEVANCE, IT'S A BROADER COMMUNICATION TooL. OFFICIAL COUNSELING
STATEMENTS ARE TYPICALLY FOR PERFORMANCE FEEDBACK, AND FORMAL GRIEVANCES FOLLOW A SPECIFIC PROCEDURAL PATH.
AN LTB IS A DIRECT APPEAL TO A HIGHER AUTHORITY OR BOARD FOR CONSIDERATION OF A SPECIFIC MATTER.

\WHAT ARE SOME COMMON TRENDING TOPICS OR CONCERNS THAT SAILORS MIGHT
ADDRESS IN A LETTER TO THE BOARD?

TRENDING TOPICS OFTEN INCLUDE CONCERNS ABOUT WORK-LIFE BALANCE, MENTAL HEALTH SUPPORT, CAREER PROGRESSION AND
TRAINING OPPORTUNITIES, QUALITY OF LIFE ON SHORE INSTALLATIONS, AND FEEDBACK ON RECENT POLICY CHANGES IMPACTING
THE FLEET.

\X/HERE CAN SAILORS FIND OFFICIAL GUIDANCE AND RESOURCES FOR WRITING A NAVY
LETTER TO THE BOARD?

OFFICIAL GUIDANCE CAN BE FOUND IN NAVY DIRECTIVES SUCH AS THE NAVAL CORRESPONDENCE MANUAL
(COMNAVCRUITING 1700/6), UNIT-SPECIFIC INSTRUCTIONS, AND THROUGH RESOURCES PROVIDED BY LEGAL ASSISTANCE
OFFICES OR COMMAND LEADERSHIP.

ADDITIONAL RESOURCES

HERE ARE @ BOOK TITLES RELATED TO NAVY LETTERS TO THE BOARD, EACH WITH A SHORT DESCRIPTION:

1. THe AbmiraL’s QuiLL: CRAFTING EFFECTIVE NAvAL COMMUNICATIONS

THIS PRACTICAL GUIDE DELVES INTO THE ART AND SCIENCE OF WRITING IMPACTFUL OFFICIAL LETTERS WITHIN THE NAVY. |T
COVERS ESSENTIAL PRINCIPLES OF CLARITY, CONCISENESS, AND FORMALITY, FOCUSING SPECIFICALLY ON THE NUANCES OF
ADDRESSING BOARDS AND SENIOR LEADERSHIP. READERS WILL LEARN TO STRUCTURE ARGUMENTS PERSUASIVELY AND PRESENT



INFORMATION IN A MANNER THAT COMMANDS ATTENTION AND RESPECT FROM DECISION-MAKERS.

2. Beyonp THE BUREAUCRACY: NAVIGATING NAVAL BoARD CORRESPONDENCE

THIS BOOK OFFERS A STRATEGIC APPROACH TO UNDERSTANDING THE PURPOSE AND EXPECTATIONS BEHIND NAVY LETTERS TO
THE BOARD. |T EXPLORES THE COMMON PITFALLS OF BUREAUCRATIC LANGUAGE AND PROVIDES TECHNIQUES FOR CUTTING
THROUGH JARGON TO CONVEY ESSENTIAL MESSAGES. THE TEXT EMPHASIZES THE IMPORTANCE OF ANTICIPATING BOARD
CONCERNS AND TAILORING COMMUNICATIONS TO ADDRESS THEM DIRECTLY AND EFFECTIVELY.

3. THe OFFICER’S MANDATE: PRINCIPLES OF FORMAL NAVAL WRITING

A COMPREHENSIVE RESOURCE FOR NAVAL OFFICERS, THIS TITLE HONES IN ON THE FOUNDATIONAL SKILLS REQUIRED FOR FORMAL
CORRESPONDENCE, WITH A PARTICULAR EMPHASIS ON BOARD SUBMISSIONS. |T DISSECTS THE COMPONENTS OF A WELL-WRITTEN
LETTER, FROM SUBJECT LINES TO ENCLOSURES, ENSURING ADHERENCE TO NAVAL PROTOCOL AND BEST PRACTICES. THE BOOK
EQUIPS OFFICERS WITH THE CONFIDENCE TO ARTICULATE THEIR POINTS WITH PRECISION AND AUTHORITY.

4. NAVAL BoArRD ETIQUETTE: POLISHED PROSE FOR THE PROFESSIONAL MARINER

THIS VOLUME FOCUSES ON THE UNSPOKEN RULES AND STYLISTIC CONVENTIONS THAT ELEVATE NAVAL LETTERS TO THE BOARD
FROM ADEQUATE TO EXCEPTIONAL. |T EXAMINES THE IMPORTANCE OF TONE, RESPECT, AND THE SUBTLE ART OF PERSUASION
WITHIN THE HIERARCHICAL STRUCTURE OF THE NAVY. BY UNDERSTANDING THESE ELEMENTS OF NAVAL ETIQUETTE IN WRITING,
OFFICERS CAN ENSURE THEIR COMMUNICATIONS ARE NOT ONLY UNDERSTOOD BUT ALSO FAVORABLY RECEIVED.

5. STrATEGIC SuBMISSIONS: WRITING FOR NAVAL BoArDS AND COMMANDS

THIS BOOK PROVIDES ADVANCED INSIGHTS INTO CRAFTING LETTERS THAT GO BEYOND MERE REPORTING AND ACTIVELY INFLUENCE
BOARD DECISIONS. |T EXPLORES HOW TO FRAME PROPOSALS, JUSTIFY RECOMMENDATIONS, AND PRESENT COMPLEX INFORMATION
IN A DIGESTIBLE FORMAT FOR BUSY BOARD MEMBERS. THE FOCUS IS ON DEVELOPING A STRATEGIC MINDSET IN WRITING TO
ACHIEVE DESIRED OUTCOMES WITHIN THE NAVAL COMMAND STRUCTURE.

6. THe CoMMAND'S EYE: LETTERS THAT EARN BOARD APPROVAL

THIS TITLE OFFERS A UNIQUE PERSPECTIVE BY SIMULATING THE VIEWPOINT OF A NAVAL BOARD EVALUATING INCOMING
CORRESPONDENCE. |T HIGHLIGHTS THE KEY CRITERIA THAT BOARD MEMBERS CONSIDER, SUCH AS FACTUAL ACCURACY, LOGICAL
REASONING, AND ADHERENCE TO NAVAL POLICY. BY UNDERSTANDING WHAT BOARDS LOOK FOR, OFFICERS CAN WRITE LETTERS
THAT DIRECTLY ADDRESS THESE EXPECTATIONS AND INCREASE THEIR CHANCES OF SUCCESS.

7. CLARITY AT SEA: MASTERING NAVAL LETTER WRITING FOR BOARDS

EMPHASIZING THE CRITICAL NEED FOR UNAMBIGUOUS COMMUNICATION IN A MARITIME ENVIRONMENT, THIS BOOK DRILLS DOWN ON
ACHIEVING CRYSTAL-CLEAR PROSE IN NAVAL LETTERS TO THE BOARD. |T OFFERS PRACTICAL EXERCISES AND EXAMPLES FOR
REFINING SENTENCES, ELIMINATING AMBIGUITY, AND ENSURING THAT THE INTENDED MESSAGE IS UNMISTAKABLE. THE GOAL IS TO
EMPOWER OFFICERS TO COMMUNICATE THEIR IDEAS WITH THE SAME PRECISION THEY NAVIGATE THE SEAS.

8. THe BoakrDrROOM BLUEPRINT: A NAVAL OFFICER’S GUIDE TO FORMAL LETTERS

THIS BOOK ACTS AS A STEP-BY-STEP MANUAL FOR CONSTRUCTING EFFECTIVE NAVAL LETTERS TO THE BOARD. |T BREAKS DOWN
THE PROCESS INTO MANAGEABLE STAGES, FROM INITIAL PLANNING AND INFORMATION GATHERING TO FINAL REVIEW AND
SUBMISSION. THE BLUEPRINT ENSURES THAT ALL ESSENTIAL ELEMENTS ARE COVERED AND PRESENTED IN A LOGICAL AND
COMPELLING MANNER, MAKING THE WRITING PROCESS LESS DAUNTING FOR OFFICERS.

Q. PERSUASION AT THE HeLm: WRITING EFFECTIVE NAVAL BOARD LETTERS

THIS TITLE EXPLORES THE PSYCHOLOGICAL ASPECTS OF PERSUASION WITHIN NAVAL CORRESPONDENCE AIMED AT BOARDS. |T
DELVES INTO HOW TO BUILD CREDIBILITY, APPEAL TO LOGIC AND REASON, AND PRESENT ARGUMENTS IN A WAY THAT
RESONATES WITH THE DECISION-MAKING PROCESSES OF SENIOR LEADERSHIP. THE BOOK EQUIPS OFFICERS WITH TECHNIQUES TO
CRAFT LETTERS THAT NOT ONLY INFORM BUT ALSO ADVOCATE EFFECTIVELY FOR THEIR PROPOSALS.
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Navigating the Complexities of the Navy Letter to the
Board: A Comprehensive Guide

This ebook delves into the intricacies of writing a compelling and effective Navy letter to the board,
exploring its significance in various career advancement scenarios and providing a practical
framework for successful composition. We’ll examine the specific nuances, addressing common
pitfalls and offering actionable strategies for maximizing the impact of your submission.

Ebook Title: Mastering the Navy Letter to the Board: A Step-by-Step Guide to Career Advancement
Contents:

Introduction: Understanding the Purpose and Importance of the Navy Letter to the Board

Chapter 1: Understanding the Board Selection Process: Navigating the complexities of the selection
process and understanding board member expectations.

Chapter 2: Crafting a Compelling Narrative: Developing a strong personal narrative that highlights
achievements, skills, and leadership potential.

Chapter 3: Showcasing Accomplishments and Awards: Effectively presenting your accomplishments
and awards, emphasizing their significance and relevance to the board.

Chapter 4: Addressing Weaknesses and Demonstrating Growth: Strategically addressing any
perceived weaknesses while highlighting personal growth and resilience.

Chapter 5: Formatting and Style Guidelines: Adhering to the strict formatting and style
requirements for Navy board submissions.

Chapter 6: The Power of Endorsements and Recommendations: Leveraging strong endorsements
and recommendations from superiors to bolster your application.

Chapter 7: Proofreading and Polishing Your Submission: The critical importance of meticulous
proofreading and editing before submission.

Chapter 8: Post-Submission Considerations: Following up after submission and preparing for
potential interviews.

Conclusion: Recap of key strategies and final advice for success.

Detailed Outline Explanation:

Introduction: This section sets the stage, defining what a Navy letter to the board is, its purpose
within the Navy promotion and selection systems, and its overall importance for career progression.
It will also briefly outline the structure of the ebook.

Chapter 1: Understanding the Board Selection Process: This chapter provides a detailed explanation
of how Navy selection boards operate, the criteria they use for evaluation, and the overall
expectations board members have for applicants. It aims to demystify the process and reduce
applicant anxiety.

Chapter 2: Crafting a Compelling Narrative: This is the heart of the ebook. It teaches the reader how
to structure their narrative to create a powerful and memorable impression on the board. This



includes techniques for storytelling, highlighting key skills and experiences, and demonstrating a
clear understanding of Navy values and strategic goals.

Chapter 3: Showcasing Accomplishments and Awards: This chapter focuses on the effective
presentation of achievements and awards. It will provide practical advice on quantifying
accomplishments, highlighting impact, and relating them directly to the requirements of the specific
board.

Chapter 4: Addressing Weaknesses and Demonstrating Growth: This chapter tackles the difficult
task of addressing potential weaknesses in an application. It teaches strategies for framing
challenges as learning opportunities and showcasing personal growth and resilience. Honesty and
self-awareness are key themes.

Chapter 5: Formatting and Style Guidelines: This chapter provides a detailed breakdown of the
specific formatting and style requirements for Navy board submissions. It includes examples of
correct formatting and warns against common mistakes that could lead to disqualification.

Chapter 6: The Power of Endorsements and Recommendations: This chapter emphasizes the crucial
role of strong endorsements and recommendations. It offers guidance on selecting appropriate
recommenders, providing them with the necessary information, and maximizing the impact of their
letters.

Chapter 7: Proofreading and Polishing Your Submission: This chapter underscores the importance of
thorough proofreading and editing. It provides practical tips for catching errors and ensuring the
submission is polished and professional.

Chapter 8: Post-Submission Considerations: This chapter covers what to do after submitting the
application, including appropriate follow-up procedures and preparation for potential interviews.

Conclusion: This section summarizes the key takeaways from the ebook, reinforces the importance
of meticulous preparation, and offers final words of encouragement and advice.

Chapter 1: Understanding the Navy Selection Board Process

The Navy selection board process is a highly competitive system designed to identify the most
qualified individuals for advancement. Understanding this process is crucial for crafting a winning
application. Recent research indicates that successful applicants often demonstrate a deep
understanding of the board's evaluation criteria and tailor their submissions accordingly. Key
aspects to understand include:

Specific Board Composition: Each board is composed of senior officers with diverse backgrounds
and expertise. Researching the composition of your specific board can provide insights into their
priorities and perspectives.

Evaluation Criteria: Familiarize yourself with the specific criteria used by the board. These criteria
typically involve evaluating an officer’s performance reports, qualifications, awards, and overall
record.



Competitive Landscape: Recognize that the competition is fierce. Understanding the typical
applicant pool and their strengths will help you better position yourself.

Board Member Perspectives: Consider the board members’ viewpoints. They are looking for
evidence of leadership, competence, and potential for future success. Framing your narrative with
this in mind is essential.

The Weight of Different Factors: Understand the relative importance placed on different aspects of

an application, such as performance evaluations versus awards. This will help you prioritize what to
emphasize.

Chapter 2: Crafting a Compelling Narrative (Continued in the
full ebook)

This chapter would contain extensive guidance on narrative structure, storytelling techniques,
highlighting key skills, integrating leadership experiences, and aligning personal goals with Navy
strategic priorities. Examples of compelling narratives and common mistakes to avoid would be
included.

(The following chapters would similarly expand on the outline points above, providing detailed,
practical advice and examples. The full ebook would significantly exceed 1500 words.)

FAQs

1. What is the most important aspect of a Navy letter to the board? Clearly demonstrating your
leadership capabilities and alignment with Navy strategic goals is paramount.

2. How long should my letter be? Adhere to the specified length guidelines provided by the Navy.
Brevity and clarity are key.

3. Can I use personal anecdotes in my letter? Yes, but keep them concise, relevant, and impactful.

4. How important are endorsements? Strong endorsements from senior officers significantly bolster
your application.

5. What if [ have weaknesses in my record? Address them honestly, demonstrating how you have
learned and grown from past challenges.

6. What is the best way to quantify my accomplishments? Use metrics and quantifiable results to
showcase the impact of your work.

7. How important is proper formatting? Strict adherence to formatting guidelines is essential; failure



to do so can result in disqualification.

8. What should I do after submitting my letter? There's typically a follow-up period; be prepared for
a potential interview.

9. Where can I find more resources on this topic? Consult your chain of command and seek
mentorship from experienced officers.

Related Articles:

1. Navy Officer Promotion Systems: A detailed overview of the various promotion systems within the
Navy.

2. Understanding Navy Performance Evaluations: A guide to interpreting and maximizing the impact
of your performance evaluations.

3. Leadership Development in the Navy: Resources and strategies for enhancing leadership skills.
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2001-06-15 Members of the naval service will find that at all points in their careers they can expect
to be involved to some extent in the planning and execution c~fofficial ceremonies and social events.
Protocol is a code of established guidelines on proper etiquette and precedence which, when
followed, lays the foundation for a successfid event. From this foundation, the host should consider
the facets which make a particular situation unique, and fi-om there, use imagination to design a
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information collection programs.
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combat operations to every-day forward-presence, diplomacy and relief efforts. We operate
worldwide, in space, cyberspace, and throughout the maritime domain. The United States is and will
remain a maritime nation, and our security and prosperity are inextricably linked to our ability to
operate naval forces on, under and above the seas and oceans of the world. To that end, the Navy
executes programs that enable our Sailors, Marines, civilians, and forces to meet existing and
emerging challenges at sea with confidence. Six priorities guide today's planning, programming, and
budgeting decisions: (1) maintain a credible, modern, and survivable sea based strategic deterrent;
(2) sustain forward presence, distributed globally in places that matter; (3) develop the capability
and capacity to win decisively; (4) focus on critical afloat and ashore readiness to ensure the Navy is
adequately funded and ready; (5) enhance the Navy's asymmetric capabilities in the physical
domains as well as in cyberspace and the electromagnetic spectrum; and (6) sustain a relevant
industrial base, particularly in shipbuilding.
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2011-12-27 Tells the story of the growing Chinese Navy - The People's Liberation Army Navy (PLAN)
- and its expanding capabilities, evolving roles and military implications for the USA. Divided into
four thematic sections, this special collection of essays surveys and analyzes the most important
aspects of China's navel modernization.
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navy letter to the board: It's Your Ship Captain D. Michael Abrashoff, 2007-10-15 The
legendary New York Times bestselling tale of top-down change for anyone trying to navigate today's
uncertain business seas. When Captain Abrashoff took over as commander of USS Benfold, it was
like a business that had all the latest technology but only some of the productivity. Knowing that
responsibility for improving performance rested with him, he realized he had to improve his own
leadership skills before he could improve his ship. Within months, he created a crew of confident
and inspired problem-solvers eager to take the initiative and responsibility for their actions. The
slogan on board became It's your ship, and Benfold was soon recognized far and wide as a model of
naval efficiency. How did Abrashoff do it? Against the backdrop of today's United States Navy,
Abrashoff shares his secrets of successful management including: See the ship through the eyes of
the crew: By soliciting a sailor's suggestions, Abrashoff drastically reduced tedious chores that
provided little additional value. Communicate, communicate, communicate: The more Abrashoff
communicated the plan, the better the crew's performance. His crew eventually started calling him
Megaphone Mike, since they heard from him so often. Create discipline by focusing on purpose:
Discipline skyrocketed when Abrashoff's crew believed that what they were doing was important.
Listen aggressively: After learning that many sailors wanted to use the GI Bill, Abrashoff brought a
test official aboard the ship-and held the SATs forty miles off the Iraqi coast. From achieving



amazing cost savings to winning the highest gunnery score in the Pacific Fleet, Captain Abrashoff's
extraordinary campaign sent shock waves through the U.S. Navy. It can help you change the course
of your ship, no matter where your business battles are fought.

navy letter to the board: Naval Documents of the American Revolution United States. Naval
History Division, 1964

navy letter to the board: ADKAR Jeff Hiatt, 2006 In his first complete text on the ADKAR
model, Jeff Hiatt explains the origin of the model and explores what drives each building block of
ADKAR. Learn how to build awareness, create desire, develop knowledge, foster ability and
reinforce changes in your organization. The ADKAR Model is changing how we think about
managing the people side of change, and provides a powerful foundation to help you succeed at
change.

navy letter to the board: The Naval Institute Guide to Naval Writing Robert Shenk, 2008
Written by a naval officer who taught English at two service academies, this is the third edition of
the premier guide to professional writing for the naval services. The book is widely used by officers,
enlisted men and women and civilians in both the Navy and Marine Corps. Shenk provides sound,
practical advice on all common naval writing assignments. This third edition adds a new chapter on
writing emails and updates the whole book to take account of the way naval writing is done in
today's computer age.
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Percival Drayton, 1906
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America United States. Continental Congress, 1775

navy letter to the board: Naval Documents of the American Revolution Volume 12, American
Theater, April 1, 1778-May 31, 1778; European Theater, April 1, 1778- May 31, 1778 Naval History
& Heritage Command (U.S.), 2014-07-14 With a foreword by President Barack Obama, the twelfth
volume in the Naval History and Heritage Command’s Naval Documents of the American Revolution
series tells the story of the Revolutionary War on the water during the period of April to June 1778.
In the tradition of the preceding volumes—the first of which was published in 1964—this work
synthesizes edited documents, including correspondence, ship logs, muster rolls, orders, and
newspaper accounts, that provide a comprehensive understanding of the war at sea in the spring of
1778. The editors organize this wide array of texts chronologically by theater and incorporate
French, Italian, and Spanish transcriptions with English translations throughout. Volume 12
presents the essential primary sources on a crucial time in the young republic’s naval history—as the
British consolidate their strength in the Mid-Atlantic, and the Americans threaten British shipping in
European waters and gain a powerful ally as France prepares to enter the war.
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navy letter to the board: Lone Survivor Marcus Luttrell, 2007-06-12 Follow along a Navy
SEAL's firsthand account of American heroism during a secret military operation in Afghanistan in
this true story of survival and difficult choices. On a clear night in late June 2005, four U.S. Navy
SEALs left their base in northern Afghanistan for the mountainous Pakistani border. Their mission
was to capture or kill a notorious al Qaeda leader known to be ensconced in a Taliban stronghold
surrounded by a small but heavily armed force. Less then twenty-four hours later, only one of those
Navy SEALs remained alive. This is the story of fire team leader Marcus Luttrell, the sole survivor of
Operation Redwing, and the desperate battle in the mountains that led, ultimately, to the largest loss
of life in Navy SEAL history. But it is also, more than anything, the story of his teammates, who
fought ferociously beside him until he was the last one left-blasted unconscious by a rocket grenade,
blown over a cliff, but still armed and still breathing. Over the next four days, badly injured and
presumed dead, Luttrell fought off six al Qaeda assassins who were sent to finish him, then crawled
for seven miles through the mountains before he was taken in by a Pashtun tribe, who risked
everything to protect him from the encircling Taliban Kkillers. A six-foot-five-inch Texan, Leading
Petty Officer Luttrell takes us, blow by blow, through the brutal training of America's warrior elite




and the relentless rites of passage required by the Navy SEALs. He transports us to a monstrous
battle fought in the desolate peaks of Afghanistan, where the beleaguered American team
plummeted headlong a thousand feet down a mountain as they fought back through flying shale and
rocks. In this rich, moving chronicle of courage, honor, and patriotism, Marcus Luttrell delivers one
of the most powerful narratives ever written about modern warfare -- and a tribute to his teammates,
who made the ultimate sacrifice for their country.
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Defense, National Defense University Press, 2020-02-10 The Noncommissioned Officer and Petty
Officer BACKBONE of the Armed Forces. Introduction The Backbone of the Armed Forces To be a
member of the United States Armed Forces--to wear the uniform of the Nation and the stripes,
chevrons, or anchors of the military Services--is to continue a legacy of service, honor, and
patriotism that transcends generations. Answering the call to serve is to join the long line of selfless
patriots who make up the Profession of Arms. This profession does not belong solely to the United
States. It stretches across borders and time to encompass a culture of service, expertise, and, in
most cases, patriotism. Today, the Nation's young men and women voluntarily take an oath to
support and defend the Constitution of the United States and fall into formation with other proud
and determined individuals who have answered the call to defend freedom. This splendid legacy,
forged in crisis and enriched during times of peace, is deeply rooted in a time-tested warrior ethos.
It is inspired by the notion of contributing to something larger, deeper, and more profound than
one's own self. Notice: This is a printed Paperback version of the The Noncommissioned Officer and
Petty Officer BACKBONE of the Armed Forces. Full version, All Chapters included. This publication
is available (Electronic version) in the official website of the National Defense University (NDU).
This document is properly formatted and printed as a perfect sized copy 6x9.
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is considered the father of the modern U.S. Navy to many. Sea warrior, strategist, and unparalleled
service leader, Burke had an impact on the course of naval warfare that is still felt today. This
biography by noted historian E.B. Potter follows Burke's distinguished career from his early days at
the Naval Academy through the dramatic destroyer operations in the Solomons, where he earned his
nickname 31-Knot Burke, to his participation in the crucial carrier operations of World War II.
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correspondence such as official letters, instructions, notices, plan of the day, fitness and evaluation
forms and forms management programs, mail management, security, legal, awards, and records
disposal. YN also must demonstrate a working knowledge of pay and allowances, leave procedures,
along with maintaining officer and enlisted service records, officer promotions and enlisted
advancements. YN must understand the following programs: the officer distribution control report
(ODCR) and enlisted distribution verification report (EDVR), casualty assistance calls officer (CACO),
social usage and protocol, travel, navy standard integrated personnel system (NSIPS), and individual
personnel tempo (ITEMPO). YN also need to have an understanding of working with flag offices.
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tool documents key but enduring aspects of how the Navy implements the Planning, Programming,
Budgeting, and Execution process so that action officers and Navy leaders can successfully navigate
and effectively contribute to the process.
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navy letter to the board: Naval History 1680850 Richard Harding, 2017-11-30 This
collection of essays sets out to present a sample of the rich diversity of writings on naval history in
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administration, technology and the maritime economy. Within this volume the reader will be able to
see essays that influenced the development of modern naval history through to samples of some of
the latest research.
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