Subj:  LETTER TO BOARD PRESIDENT
                                                                     1000
                                                                     (Code)
                                                                     (Date)

From:  Rank FName MI LName 12345EDIPI/PMOS USMCR      
To:    President, Fiscal Year 20XX Reserve Senior Staff Course
       Selection Panel

Subj:  LETTER TO BOARD PRESIDENT

Ref:   MARADMIN XXX/XX

1.  First paragraph should explain the desire to apply for specific board. 

2.  Second paragraph should explain how attendance in selected course would amplify their current and future career.

3.  Third paragraph should explain any discrepancies in the Marines record. 

4.  Point of contact with phone number and e-mail to be contacted.


                                 
                                   (Signature)
   FNAME MI LNAME
2
