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*** READ CAREFULLY AND FILL OUT IN ITS ENTIRETY ***

Allow 8 weeks for processing and delivery. Ensure that the information submitted is correct and in the specified format – Incorrect forms/missing data will be returned to sender.  

Copy and Paste in a New Email


Email: directline@navy.mil 

SUBJ: MCPON Retirement Letter Request

Retiree Information:
Last Name:  		Doe   
First Name:		John
Middle Initial: 	D
Rank (Master Chief/Senior Chief/Chief/Petty Officer Not Rate – YNC, NCC, etc.):     
Ceremony Date (DD Month 20CY): 01-Jan-16

Requestor Information:
Submitted by (RATE AND FULL NAME IN ALL CAPS): YNC KEVIN D SMITH
Command POC (email): kevin.d.smith@navy.mil
(phone): 123-456-7890

Mailing Address:
(OFFICIAL CORRESPONDENCE FORMAT -- REF: SECNAVINST 5216.5D)

COMMANDING OFFICER
NAVAL STATION NORFOLK
ATTN CCC
1530 GILBERT STREET SUITE/BUILDING/ROOM/ 2000
NORFOLK, VA 23511

COMMANDING OFFICER
USS HIGGINS DDG 76
ATTN CCC
UNIT 100188 BOX 1
FPO AP 96667
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