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IN REPLY REFERTO:

U.S. NAVY ELEMENT INSTRUCTION 1330.1A

Subj: SPECIAL REQUEST CHITS

Ref: (a) U.S. Navy Regulations, 1990
(b) OPNAVINST 3120.32B

Encl: (1) Request Chit Routing Chart

1. Purpose. To establish procedures for submission, control
and processing of special request chits.

2. Cancellation. USNAVELEMINST 1300.1A.

3. Background. References (a) and (b) specify that all
personnel have the right to communicate via special request
through the chain of command and that special requests are to be
acted upon in a timely manner.

4. Applicability. Special request chits, NAVPERS 1336/3, are
to be used by enlisted personnel. Officers will submit requests
in memorandum format.

5. Policy. All special request chits will be forwarded via the
chain of command to the officer authorized to approve the
request as specified in enclosure (1). Only the Officer in
Charge, U.S. Navy Element, Headquarters Allied Forces Southern
Europe, Naples, Italy can disapprove a request chit or
memorandum.

6. Action

a. All special request chits will be acted upon promptly,
with five working days established as the time processing goal
to the ultimate signatory. If a request cannot be acted on
within 24 hours, the endorser holding the chit will inform the
individual who submitted the request of the reason and the
anticipated date the chit will be forwarded. 1In all cases,
prompt action will be taken to ensure special request chits are
received by the final approving authority within five working
days of submission. If personnel have more than one chain of
command, it is their responsibility to track the request,
ensuring that both chains have signed and dated the request
within 5 working days. Chits for the OIC Signature, older than



USNAVELEMINST 1330.1A

5 days must accompany a memorandum of explanation stating the
reason for the delay.

b. There is a time limitation for all special requests for
benefits derived from reenlisting. Request for liberty will be
utilized within 60 days of permanent change of station and all
other benefits rewarded to the member must be utilized within 90
days of detachment. (Note: exceptions will be made on a case
by case basis.)

c. All personnel recommending approval/disapproval of
special request chits will date the chit when they sign it.
Once the final person in the chain of command has acted upon the
request, the original copy will be returned to the requester the
same day and a copy to the division head.

ILLER

Distribution: (NAVELEMINST 5216.1B)
List I and II
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