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NAVSUPPACT NAPLES INSTRUCTION 1300.4K

From: Commanding Officer, U.S. Naval Support Activity, Naples,
Italy

Subj: PROCEDURES FOR PROCESSING SPECIAL REQUESTS AND GUIDELINES
FOR COMMUNICATING WITH THE COMMANDING OFFICER

Encl : (1) Special Request Routing Guide

1. Purpose. To establish procedures for the routing of special
request and submission of requests for Captain’s Mast.

2. Cancellation. NAVSUPPACT NAPLES INST 1300.4J and NAVSUPPACT
NAPLES INST 1620.1C

3. Discussion and Procedures.

a. Routing of Special Requests should be accomplished
within ten working days and be routed as prescribed in enclosure
(1) . The action required to accommodate a special request of a
service member may not necessarily coincide with the routing of
the form. In most instances, action will not be taken until the
form is completely routed with a final disposition, and if
approved, returned to the individual tasked to execute or
oversee the required action.

(1) Enclosure (1) provides the routing path for specific
requests. Prior to initiating any action based on a request
chit, the cognizant Workcenter Supervisor, Leading Chief Petty
Officer and Division Officer will assist the requesting
individual in obtaining all required supporting documents and
references.

(2) Due to the nature of some special requests, research
may be required to provide a proper response. Such requests may
include schools, Temporary Additional Duty (TAD) and Navy-wide
programs. In these situations, the individual should be
informed by their chain of command that processing of the
request may take additional time. That time shall be reasonable
in nature.
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NOTE: The Commanding Officer is the final reviewing authority
for all special requests recommended for disapproval.

b. All personnel shall have the right to communicate with
the Commanding Officer at a proper time and place. All requests
forwarded to higher authority shall be acted upon in a timely
manner, and there shall be no obstruction of personal
communication between an individual and his/her Commanding
Officer.

(1) Mast will normally be held in the Commanding
Officer’s office unless directed otherwise. The Commanding
Officer will decide the day and time for Mast. Scheduling will
be coordinated by the Executive Officer or his designee.
Personnel desiring to communicate directly with the Commanding
Officer at Mast shall submit a Special Requests through the
chain-of-command as directed in the enclosure. Each person in
the chain of command shall attach to the chit a specific
recommendation/report of action taken and any other information
they deem applicable to the situation. Requests will state,
except where confidentiality is deemed essential by the person
submitting the request, the reason for the request and the
relief, if any, desired. 1If the requestor desires to keep the
reasons for his/her Mast confidential, such desire will be
respected.

(2) It is emphasized, however, that personnel should not
start with the Commanding Officer in seeking relief. Any person
in the chain-of-command shall, if feasible, afford such relief
as may have been requested. Regardless of whether any relief
was given, if the individual maintains his/her desire to attend
Mast, he/she shall be permitted to do so. The Commanding
Officer may put stipulations and/or restrictions on Mast as he
deems appropriate. Mast cannot be disapproved at any level
lower than the Commanding Officer.

4, Action.

a. All special requests that affect pay, personnel, and
career or that require a special waiver must be initiated by the
service member via the Program Managers, such as Personnel
Support Detachment, Command Career Counselor, and TAD
coordinator. Program Managers are to ensure the requisite
waiver/screening compliance is observed and properly documents
the waiver request.
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b. Reviewers with action items, i.e., “1” and/or “7A” shall
sign their name and date that they reviewed the request chit.
Reviewers listed “for information”, i.e., WII¥ will previde

their initials, title and date the chit in the left margin.

c. Each person submitting a special request chit shall
ensure that the request:

(1) is legible and reasonable in nature;

(2) is submitted timely to afford a reasonable
processing time;

(3) has the proper documentation attached to it as
required by the nature of the request; and

(4) has an explanation, when appropriate, to justify the
request and to assist the chain of command in researching and
responding to the request.

d. Should an individual need assistance with submitting a
special request, they should seek out assistance from their
chain-of-command or subject matter experts.

R. B. RABUSE

Distributien:

NAVSUPPACT NAPLES INST 5216.4Y

Lists: I (less 6.14.15.18 only); II

Electronic via NAVSUPPACT Naples Web Site
https://www.cnic.navy.mil/Naples/Departments/Administration/Inst
ructions/index.htm
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