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NAVY CAREER | NFORVATI ON PROGRAM

1. The primary goal of the Navy Career Information Programis
to ensure each Sailor both active and reserve, wherever
stationed, be provided with a sufficient quantity and quality of
career information, in a tinely manner, to allow themto nmake
sound career deci sions.

2. \Wile this programfornms the foundation of a successful
program its true success rest on the comnmtnment of the chain of
command. The chain of conmand nmust ensure every sailor is

provi ded the gui dance and opportunity to succeed.
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PREFACE
CAREER | NFORVATI ON MANAGEMENT

1. Career Information Managenent (CIM provides the basis for
est abl i shing and managi ng a Command Career Devel opnent Program
Cl M provi des Command Career Counselors (CCC) with program
managenent techniques. It sets guidelines for a successful
retention program and defines required Career Devel opnent Team
(CDT) training. CIMis designed specifically to engage the
entire chain of command in the career devel opnent of our best
Sai l ors.

2. The Career Counsel or Handbook identifies the follow ng
el ements as the foundation to a successful conmmand car eer
management program

a. Career Devel opnent Team

b. Command Career Devel opnent Program Managenent.

c. Command Sponsor and | ndoctrination Program

d. Career Devel opnment Board.

e. Navigational Tracks.

f. Program Revi ew.

g. Naval Reserve Information
3. These prograns are a first step in conplying with the CNO
directive that no Sailor will be | eft behind. The success of

this programrest on the chain of commands comm tnent and
conti nued invol venent once the foundations are in place.
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CHAPTER |
CAREER DEVELOPMENT TEAM

1. Career Devel opnent Team (CDT) Buil ding. Underlying the
entire programis the building of an effective CDT. A

wel | - organi zed CDT engages the entire chain of command and

provi des a neans to guarantee continuity in career devel opnent
efforts and individual professional growh enconpassing all five
vectors within the Sailor Continuum An effective CDT is the
key ingredient of a successful career devel opnment program
Properly organi zed, efficient CDTs directly reflect the support
of the organi zati on and everyone in the chain of conmand.

Active involvenent of the chain of command fromthe top down is
the key elenment to a successful Career Devel opnment Program ( CDP)
and provides the guidance each Sailor needs to neet the

obj ectives of all five vectors.

a. Far too many commands have structured their CDT to rely
too heavily upon the Conmand Career Counselor (CCC) to provide
the majority of all services relating to career devel opnent.
This frequently | eads the command to adopt a one-to-one
counsel i ng phil osophy that demands the CCC personally contact
all nmenbers of the command whenever career devel opnent-rel ated
matters are invol ved.

b. Building an entire program around a single individual
(or relatively few individuals) has serious drawbacks because
t he absence of the key person (permanently or tenporarily) ends
the program The organization nust then be restructured around
the personality and capabilities of the replacenent individual.
This results in a constantly changing programthat is not
under st andabl e by the Sailors it is designed to serve, nor does
it function continuously at a high I evel of efficiency.

c. By organizing a command-w de CDT, the CCC assunes a
totally different role, that of CDP manager. As such, the CCC s
responsi bilities include nmanagenent, training, adm nistration of
the CDP, internal public relations, and other facets of the CDP
Qobvi ously, as an overall nanager, one-on-one counseling becones
a smaller part of the CCC's job. The key to success is the
del egation of responsibility for counseling to the appropriate
t eam nmenber s

d. To make the process work, the chain of command nust
assume responsibility for conducting routine training. The
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m ni mum career information training required is the Career
Devel opnent Trai ni ng Course (CDTC)

e. Proper organization of counseling activities provides
the foll om ng benefits:

(1) Increased credibility of the chain of conmand.

(2) A progressive increase in the counseling expertise of
supervi sory personnel .

(3) Alower client-to-counselor ratio through the use of
all avail abl e command assets.

(4) Better-inforned Sailors at all command | evels.

(5 Mre time for CCCs to manage the program and counsel
i ndi vidual cases that require their expertise and experience.

(6) Increased program effectiveness through teamorKk.

f. The conposition of the CDT should include, but is not
l[imted to

(1) commanding Oficer (CO.

(2) executive Oficer (XO.

(3) command master chief/chief of the boat (CMJ COB).
(4) command career counsel or (CCC).

(5) departnent heads.

(6) division officers.

(7) leading chief petty officers.

(8) departnent or division career counselors.

Not e:  OPNAVI NST 1040. 11A provides retention team scope of
responsibilities.

2. Departnent/Division Collateral Duty Career Counsel ors.
Col | ateral duty career counselors should be sel ected based on
their ability to be effective conmunicators and nentors. G eat
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care nust be taken in the selection of Sailors to fill these key
positions. Commands nust avoid assigning Sailors

a. whose other responsibilities are too denmandi ng.

b. wthout regard to division size or mssion, nore than
one counselor is often necessary.

3. Career Devel opnent Team Meeti ngs

a. CDT neetings are critical to the success of the program
Meetings provide rapid distribution of information, information
exchange, problem sol ving, decision-naking, etc. A neeting can
be an occasion where a group’s collective know edge is revised,
updat ed, and increased. A successful neeting creates a
commtment to group decisions and goals on the part of each
person attending. O ten, a neeting is the only occasion where
all the individuals work as a coll ective body.

b. Monthly departnent and division career counsel or
nmeetings are central to the program These neetings keep the
t eam up-to-date on program and policy changes and al | ow
continuous nonitoring of Sailors’ professional devel opnent. The

nmeetings will be schedul ed via Planning Board for Training
(PBFT) or the command’ s alternative scheduling vehicle. At a
mnimm the followng itenms will be on each neeting s agenda:

(1) Review of team detailing spreadsheet, Performto Serve
(PTS), applications, transition, and reserve affiliation
tinmelines.

(2) Reviewresults of all CDBs fromthe previous nonth to
determ ne actions required and actions conpl et ed.

(3) Discuss all career devel opnment related actions still
pendi ng.

(4) Discuss new prograns and policies.

c. To effectively manage the career devel opnment of Sail ors,
command | eadership must hold all CDT nenbers account abl e.
Success depends upon the conmand’s wi |l lingness to assign the
BEST Sailors to the CDT.



d. Per OPNAVI NST 1040. 11A, the CO should chair a commuand
CDT neeting at |east quarterly. It is recormend that COs invite
t he command OVBUDSMAN to participate as a team nenber.

4. Conponents of a CDT Meeting

a. Agenda. The agenda is the core of the neeting and
shoul d contain a chronol ogi cal sequence of the issues you intend
to cover during the neeting. Because it is so inportant, you
shoul d consi der several factors when putting your agenda
t oget her.

(1) Planning and distribution of an agenda headi ngs and
agenda itens should be detailed enough to informteam nenbers of
exactly what will be discussed at the neeting.

(2) Each item may al so be annotated, “For Information,”
“For Discussion,” “For Decision,” to give the attendees
i nformati on concerning the expectations.

(3) Distribute the agenda to all attendees prior to the
meet i ng.

(4) Informative Issues —use to distribute and clarify
information. Typical of this category is telling the information
t eam about a nodification to the Sel ective Reenlistnment Bonus
(SRB) program based on the | atest NAVADM N.

(5) No requirenent exists for group consensus.

(6) Constructive Discussion —used to create new concepts
for programinprovenents (i.e. brainstormng). Menbers nust
contribute their know edge, experience, judgnment, and ideas; for
exanple, to inprove the CDB system at the conmmand.

(7) Action Issues —use to set and acconplish goals.
Agenda itenms of the action category enable the Sailors attending
to find the best neans of achieving a goal as a group. Action
itens allow those attending to understand and influence the way
their duties mesh with the duties of other group nmenbers and with
the overall task of the group. (Exanple: develop Plan of Action
and M| estones (POA&M .)

b. Meeting Preparation. Ensure the space to be used is
ready and all necessary audi o/visual equipnent is in working
order.



(1) Reserve a space/roomwell in advance that is |arge
enough for your expected audi ence.

(2) Prepare enough handouts for the audience.
(3) Confirmand prepare for guest speakers if necessary.

(4) Ensure all audio/visual equipnment is present. Test
t he equi pnment at |east 15 mnutes prior to the neeting.

(5) Be prepared to expertly answer any questions from your
audi ence.

c. Mnutes of the Meeting. The mnutes of the neeting are
i mportant and shoul d include the foll ow ng:

(1) The tinme and date of the neeting, place held, who
chaired it, and when it concl uded.

(2) Nanmes of nenbers present and absent.

(3) Al agenda itens di scussed and deci sions reached; if
action is agreed upon, the name of the nenber responsible for the
action, and expected conpletion date.

(4) The date, tine, and place of the next neeting. By
establishing a consistent neeting tine and place, all attendees
will be able to schedule themas a recurring itemon their
tickler.

d. Cancellation of the Meeting. |If a neeting nust be
cancelled, do it as far in advance as possible so all concerned
can reschedul e accordingly.

5. The Successful Program

a. Assigns a counselor for every 30 Sailors.

b. Alows anple tine to provide good counseling to Sailors
within the division or work center.

c. Key departnent/division personnel will be better
i nfornmed about Navy prograns and policies.

6. Departnent/Di vision Reports. The CCC is the principal
command advisor in all matters concerning the career devel opnent
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of Sailors. |In order to track program effectiveness, the CCC
must maintain data as outlined in OPNAVI NST 1040. 11A. To
acconplish this, each CDT nmenber will provide nonthly inputs for
t heir departnent or division.



CHAPTER 1 |
TRAI NI NG

1. Purpose. Training is the key ingredient to a successful
Career Devel opnment Program and is necessary to assist in
provi di ng adequate and accurate career information to our
Sailors. This chapter addresses training required in addition
to the m nimumrequirenment of the CDTC

2. Discussion. Staff and CCCs nust have the nost up-to-date

t echni ques, technology and information. It is inperative that
career counselors are conputer literate and use the |latest tools
to make them nore productive and efficient. Additionally, CDT
menbers are key ingredients in a successful CDP. Team nenbers
need to possess and naintain the know edge, skills, and
abilities necessary to function as a collateral duty career
counsel or.

3. CDT Training. Properly trained CDT nenbers and supervi sors
have a positive inmpact on Sailors, thus enhancing their value to
the command’s CDP. CDT and supervisors are considered trained
and qualified to assune their responsibilities after they attend
a CDTC.

a. CCCs receive formal training by attending the 4-week CCC
course (A-501-0011) or the 2 week reserve CCC course
(R-501-0005). These courses are identified in the Catal og of
Navy Trai ni ng Courses (CANTRAC). Many successful commands send
departnent counselors to the CCC course. O her sources of
training are the annual Navy Counsel or’s Associ ati on (NCA)
synposi um and t he annual Career Resources Educati on Wrkshop

( CREW .

b. The primary source of training for CDT nenbers and
supervisors is the CDTC. Lesson guides for this course can be
found by going to http://ww.staynavy.navy.ml/. CCCs and
subj ect matter experts should instruct the CDTC. |mmediate
Superior in Conmand (ISIC) and regional support organizations
of fer training support to subordi nate and supported comrands.

c. Oficers, chief petty officers, and petty officers are
hi ghly encouraged to attend the CDTC. Special enphasis should
be placed on the supervisor’s role in the career devel opnent
program This training provides the know edge required to
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answer questions intelligently and to guide Sailors in the right
direction for detailed information and counsel i ng.

d. The training level for CDT nmenbers nust be naintai ned at
100 percent. Training is defined as having attended the CDTC
during the current tour and nust be acconplished as a
prerequisite to beconm ng a CDT nenber. Docunent training on
Sai |l or’ s NAVPERS 1070/ 604, Enlisted Qualification Hi story.

e. CCCs will provide nonthly training for CDTs. Training
shoul d be designed to support CDTC | esson topics and provide
up-to-date program and policy information.

4. Navy Counsel ors. Navy Counsel ors assigned to Type
Commanders, Force or Regional Coordinators, other Echelon 3
Commanders, |SICs, and regi onal support organi zations wll
provide training to subordi nate and supported career counselors
in the follow ng areas:

a. Conputer programliteracy for

(1) CDP managenent databases (CI PM 99, COWASS, R Adm n,
etc.).

(2) BUPERS Access, BUPERS On-Line, and access to the
i nternet and associ ated career information prograns.

(3) Navy Training and Managenent Pl anni ng System ( NTMPS).

(4) Sea Warrior, Wb Job Advertising and Sel ection System
(JASS), Super JASS, ATSEA, and Team Detail i ng.

(5) FOREMAN entries (BSB, SRB, Fleet Reserve and
retirement, etc.).

b. Internal command CDP review.
c. (Quota request procedures and pre-requisites to attend

the CCCC including ability to use and understand CANTRAC at
http://ww. cnet. navy.m | /cantrac.

d. CDBs tickler and tracking system

e. CDT organization and neeti ngs.
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f. Mnthly report to the CO

g. New prograns and policies as appropriate.
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CHAPTER | I |
CAREER DEVELOPMENT PROGRAM ( CDP) MANAGEMENT

1. CCCs Primary Responsibility. CCCs are to ensure that al
Sailors are given every opportunity to develop their careers to
the fullest potential. CCC s acconplish this through the proper
di rection, developnment, and training of the CDT. The CCCis
responsible to the CO and the CMJJCOB for all matters related to
the CDP’s and policies. The CMJ CCC teamis the focal point for
enlisted career devel opnent initiatives wwthin the command and
ensures all Sailors have every opportunity to excel.

2. CDP. An effective programis the result of a coordinated
effort of the entire chain of conmand. There are a nunber of

| ogical steps to take in setting up a CDP that contains all the
elements listed in this chapter. OPNAVI NST 1040. 11A i s desi gned
to function as a stand-al one docunent for all Navy comands.

Use it as guidance to devel op the Conmand Career |Information
Program Recomended procedures:

a. Discuss the career information programand its benefits
wi th the command | eader shi p.

b. Conduct, at a m nimum an annual command CDP revi ew as
outlined in appendi x |C of this Handbook.

c. Ensure the command has an active, trained CDT. As
Sailors rotate, replace and train new CDT nenbers and
supervi sors.

d. Solicit ISIC Type Commander (TYCOV) support as
necessary.

e. Ensure all nmenbers of the CDT understand the val ue of
custoner service and that each conpletes the Navy Custoner
Servi ce Manual course (NAVEDTRA 14056).

f. ldentify Sailors with expiration of obligated service
(EACS) or projected rotation date (PRD) within the next
15 nonths using the Enlisted Distribution and Verification
Report (EDVR).
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3. Ofice Oganization Procedures and Budget

a. The career counselor office should provide a reasonable
nmeasure of privacy. Sailors are reluctant to explain or discuss
a problemif the interviewis subject to public scrutiny.

b. The tickler file is an invaluable planning tool that
hel ps to plan, schedule, and track CDP activities. The tickler
may be in whatever format is nost convenient for each individual
CCC.

c. Sonme formats include

(1) M5 Qutl ook cal endar.

(2) Navy Training and Managenent Pl anni ng System ( NTMPS).
(3) Franklin Pl anner.

(4) Palmpilot.

(5) 3x5 index cards, etc.

d. During PBFT, the CCC should ensure that all appropriate
itens in the tickler are added to the conmmand schedul e.

e. Use SECNAVI NST 5216.5D as a guide to ensure al
correspondence is correctly formatted.

f. Many of the necessary instructions and manual s can be
found on the BUPERS CD, or via the links contained within this
Handbook. |f the conmand has I nternet access, this Handbook is
avai l abl e on the StayNAVY website http://ww. staynavy. navy. m| .

g. An excellent tool to ensure proper office organization
i's SECNAVI NST 5210. 11D.

h. Establishing an annual budget is an essential conponent
of a permanent and effective CDP. One of the first priorities
upon reporting should be a careful review of the CCC budget.
Sonme of the following itens are reconmended:

(1) Oficel Programrequirenments include

(a) office supplies.
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(b) computer equi pnent and software.

(c) discharge pins.

(d) retirenent pins.

(e) retirenment flags.

(2) TAD to include

(a) detailer/CCD visits.

(b) NCA Synposi um

(c) pre-deploynent briefs.

(d) training, etc.
4. Retention Statistics and Reports. The CCC is responsible
for maintaining command retention statistics, nonitoring
attrition, and preparing reports. A nonthly or quarterly
eval uation of retention statistics, submtted to the CO is
recommended. The recommended format is contained in Appendi x|A

of this Handbook. The CCC should validate transaction reports
as received by the I SIC or regional support organization.

a. Conpare |locally generated Navy Standard |ntegrated
Per sonnel System (NSIPS), diary subm ssions transactions with
those on the I SIC report.

b. InformISIC of any discrepancies (ISIC reports are used
to determine eligibility for retention excellence and honor rol
awar ds) .

5. Conputing Statistics

a. Reenlistnent statistics are divided by five zones of
enl i stnent:

(1) Zone A—- 0 to 6 years
(2) Zone B — >6 to 10 years
(3) Zone C — >10 to 14 years

(4) Zone D - >14 to 20 years
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(5) Zone E — >20 years

b. The following fornmulas are used to conpute retention and
attrition statistics:

Reenlistnment Rate: Measures end of service obligation retention
behavi or:

Reenlistnments + LTE
Reenl i stnents + LTE + EACS | osses

Cross-Section Attrition Rate: Measures | oss behavior prior to
end of service obligation for the Zone popul ati on.

Bef or e- EACS | osses
Bef or e- EACS i nventory

Transacti on-Based Attrition Rate: Measures |oss behavior prior
to end of service obligation for all transactions within the
period for the Zone.

Bef or e- EACS | osses
At - EACS + Bef ore- EACS | osses + 6YO ext ensi ons

Ret enti on Rate: Conbi nes reenlistnent and attrition rates

Reenl i stnents + LTE*
At - EACS + Bef or e- EACS | osses

*LTE — Long Term Extension (Extensions of 24 nonths or greater,
| ess 6-Year (bligation (YO extensions).

6. Program Success. The tools presented in this chapter
touched on several topics that will help to ensure success. One
of the best resources beyond the instructions and manual s are

ot her counsel ors who have proven prograns. It is inperative at
all levels to maintain a network through continuous
conmuni cat i ons.
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CHAPTER | V
CAREER DEVELOPMENT BOARD ( CDB)

1. Purpose. CDB provides all enlisted Sailors the opportunity
for optinmal devel opnent of their professional skills, both
mlitary and technical, thereby enhancing unit readiness,

i ndi vi dual upward nobility, job satisfaction and ultimately the
retention of better-qualified Sail ors.

2. Discussion. The CDB schedul e replaces the retention
interviews previously required by the Retention Team Manual .

CDB ensures that enlisted Sailors are provided the gui dance
needed to ensure optimal career devel opnent. This includes

prof essi onal and personal devel opnent. CDBs will be held at the
command and departnent |evels.

3. Board Conposition

a. Permanent conmand | evel CDB nenbers include CMC, CCC,
and Education Service Oficer (ESO; augnented by departnent CDB
menbers and as direct ed.

b. Departnment |evel CDB nenbers will include LCPO |eading
petty officer (LPO, and departnent career counselor.

4. CDB Discussion Topics. CDB will discuss the follow ng
general topics:

a. Rating/”A” School Selection (CGENDETS).
b. Warfare Qualifications.

c. Personnel Qualification Standards (PQS)
d. Mlitary Trai ning.

e. Voluntary education and GED conpl eti on.
f. Oficer Prograns.

g. Advancenent.

5. CCC Departnent Career Counsel or Responsibilities
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a. | ndoctrinate all newly reporting Sailors on CDB
process.

b. Schedul e command/ departnent CDB and nmaintain a tickler
system

c. Draft mnutes and recommendati ons fromthe
command/ departnent | evel CDB to chain of command for
endor senent / deci si on.

d. Maintain mnutes of every CDB for 2 years.

e. Provide personnel records and information as required
for review by the CDB

f. Ensure pertinent advancenent criteria and advancenent
statistics are avail abl e.

6. Education Service Oficer (ESO. ESOwII| participate as a
techni cal advisor to the CDB

7. Departnent/ D vision LCPQ LPO

a. WII ensure Sailors are provided an opportunity to
appear before the CDB

b. Provide professional support to enlisted Sailors who
work within their division.

c. Acconpany Sailors to all appearances before the CDB

8. Command CDB. Command | evel CDB will see first enlistnment

Sailors within 30 days of reporting. Drilling Reservists wll
be seen within the first 3 drill weekends. Additionally,
candi dates wi I | appear before the CDB for the foll ow ng

reasons/ requests:

a. Advancenent exam nation PNA (x3), standard score of 40
or bel ow, selection board not eligible, and exam nation
failures.

b. Non-select for E7/8/9.

C. M crofiche records review for E-7/8/9 sel ection board
candi dat es.
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d. Sailors 24 nonths prior to H gh Year Tenure (HYT) and
t hose requesting HYT wai vers.

e. Striking for a Rating.

f. dass "A" school requests.

g. Rating conversion/reversion requests.
h. Performto Serve.

i . Comm ssioning program applications.

j. Sailors recomended by Departnent CDB

k. Sailors may attend for other reasons and upon nenber’s
request .

9. Departnent Career Devel opnent Board. Departnent |evel CDB
will see all Sailors on second or subsequent enlistnent within
60 days of reporting. Additionally, candidates wll|l appear
before the departnent CDB as foll ows:

a. Professional gromh and goal setting is the key to
enhanced career planning and notivation. The departnent CDB
will see all Sailors inline with Fitness Reports/Eval uations
and m d-term counseling. Appendix|B of this instruction
provides the format for the |Individual Career Devel opnent Pl an.

b. Sailors may attend for other reasons, and upon nenber’s
request .

10. Career Devel opnment Board Procedures

a. Career Devel opnent Board. CDBs provide Sailors the
opportunity for optinml devel opnent of their professional
skills. These skills, both mlitary and technical, enhance unit
readi ness, individual upward nobility, and job satisfaction,
resulting in the retention of Sailors. CDBs ensure Sailors are
provi ded gui dance that |eads toward optinal career devel opnent;
this includes a professional devel opnment plan. CDBs will be
hel d at the command and departnent |evels. (The CDB program
replaces the retention interviews previously required by NAVPERS
15878H, Retention Team Manual .)
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b. Initial CDB Topics. The followi ng topics are
recommended for the initial (within 30 days) comrand-| evel CDB

(1) Fam liarization with individual Sailor’s background
(personal history).

(2) Command and Sail or expectations.

(3) Command and Sail or goal s.

(4) Introduce established Career Devel opnent Pl an.

(5) Mlitary standards.

(6) Check-in/indoctrination process review.

(7) Personnel Qualification Standards (PQS)

(8) Advancenent requirenents.

(9) Rating or “A’” school selection (GENDETS/ ASVAB)

(10) wWarfare qualification famliarization.

(11) Initiate CDP based on pay grade.
11. Career Devel opnment Plan. Career devel opnent plans were
devel oped to provide specific topics and gui dance for each CDB
t hroughout the lifecycle of the Sailor. The Career Devel opnent
Plan will assist Sailors in establishing goals and m | estones
and allow themto chart a roadmap to success. The participation

of the chain of command is the cornerstone of every Sailor’s
career devel opnent.

a. Career Devel opnment Pl an E1-E3.
(1) Advancenent/ Qualifications.
(a) Wndow of advancenent E2-E4.
(b) Date of advancenent.
(c) Requirenents for advancenent to P03 conpl et ed.

(d) Requirenent/shipboard PQS.
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Manual / BMVR) .

Techni cal

Goal s.

(2)

(3)

(4)

(5)

(6)

(e) Warfare Qualifications.
Educati onal Qpportunities.

(a) Current In-Rate education status (Rate Training

(b) Current education status (PACE/ Of-duty/ Online).
(c) H gh School Di pl oma/ GED

(d) Degree prograns (Associ ates, Bachel ors,

Certifications).

(e) Oher courses conpl et ed.

Fi nanci al Pl anni ng.

(a) Individual/Fam |y Budgeti ng.

(b) Checkbook/Investnents/ Thrift Savings Plan (TSP).

Physi cal Fitness Requirenents. Physical Fitness

Career Intentions.

(a) Reenlistnent intentions/Perform To Serve (PTS).
(b) Special programinterest.

(c) Career Path/Team Detailing.

Transition.

(a) Reverse Sponsorship Program

(b) Wl cone Aboard Program

(c) Individual Transition Plan and DD 2648.

(d) Separating.

(e) Physical Screening.

(f) Fam ly Rel ocation Assi stance.
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b. Career Devel opnent Pl an E4-E6.
(1) Advancenent/ Qualifications.
(a) Wndow of advancenent.
(b) Date of advancenent.
(c) Recommendations for advancenent.
(d) Exam nation participation (E4/E5 personnel).
(e) Selection Board (S/B) Results (E6 personnel).
(f) Requirenent/shi pboard PQS

(g) Warfare Qualifications (includes Master Training
Speci al i st).

(h) Leadership Conti nuum
(2) Educational Opportunities.

(a) Current education status (Rate Training
Manual /M litary Requirenents).

(b) Current education status (PACE Of Duty).
(c) H gh School Di pl oma/ GED
(d) Degree prograns.
(e) Other courses conpl et ed.
(3) Financial Planning.
(a) Individual/Fam |y Budgeting.
(b) Checkbook/ I nvestnents/ Thrift Savings Pl an.

(4) Physical Fitness Requirenents. Physical fitness
goal s/ physi cal health assessnent.

(5) Career Intentions.

(a) Reenlistnment intentions/PerformTo Serve (PTS).
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(b) Special programinterest.
(c) Career path/Team Detailing.
(d) Detailing wi ndow projected.
(e) Fam ly Rel ocation Assi stance.
(6) Transition.
(a) Reverse Sponsorship Program
(b) Wl cone Aboard Program
(c) Individual Transition Plan and DD 2648.
(d) Fleet Reserve (E5/E6 personnel).
(e) Physical screening.
(f) Fam ly Rel ocation Assi stance.
c. Career Devel opnment Pl an E7-E9.
(1) Advancenent/ Qualifications.
(a) Date of advancenent.
(b) W ndow of advancenent.

(c) Reporting Senior’s Performance Mark Average

(PWR) .

(d) Last mcrofiche review

(e) Selection Board (S/B) results.

(f) Requirenent/shi pboard PQS

(g) Warfare Qualifications (includes Master Training
Speci al i st).

(h) Leadership Conti nuum



(2) Educational Opportunities.
(a) Of-duty education status.

(b) Current education status (M Ilitary/ Navy

Col | ege) .
(c) Degree prograns.
(d) O her courses conpl et ed.
(3) Financial Planning. Investnents/ Thrift Savings Pl an
(TSP).

(4) Physical Fitness Requirenents. Physical Fitness
CGoal s/ Physi cal Health Assessnent.

(5) Career Intentions.

(a) Reenlistnent intentions.

(b) Special programinterest.

(c) Team Detailing/Detailing Wndow Proj ect ed.
(6) Transition.

(a) Reverse Sponsorship Program

(b) Wel conme Aboard Program

(c) Retirement eligibility.

(d) I'ndividual Transition Plan and DD 2648.

(e) Physical screening.

(f) Fam ly Rel ocation Assi stance.

12. Career Devel opnent Board (CDB) Gui dance

a. Prior to each board, the Career Counselor shall obtain
the Sailor’s service record and career counselor record to
prepare CDB worksheet and brief the panel.
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b. Departnment CDBs shoul d discuss the follow ng topics, as
appl i cabl e:

(1) Introduction/purpose of the CDB

(2) Individual and departnent expectations.

(3) Initiate/review Individual Career Devel opnent Pl an.
(4) Websites of interest.

(5) PQS progress/in-rate training.

(6) GUARD 2000 assignnent.

(7) Retirenment/Fl eet Reserve.

(8) Career Status Bonus (CSB).

(9) Thrift Saving Plan (TSP).

(10) Conm ssioni ng prograns.

(11) United Services Mlitary Apprenticeship Program
( USMAP) .

c. The command | evel CDB should discuss the information
listed below with each nenber, as applicable.

(1) Introduction/purpose of the CDB
(2) Individual and command expectati ons.
(3) Initiate/review Individual Career Devel opnent Pl an.

(4) Desire for further service and the application and
assi gnment procedures.

(5) Career intentions at EACS (extend/reenlist/separate).
(6) Rating conversion.
(7) Voluntary education prograrns.

(8) Advancenent/Leadership Conti nuum Warfare
Qualification/collateral duties.
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CHAPTER V
COMVAND SPONSOR AND | NDOCTRI NATI ON PROGRAM

1. Sponsor and Indoctrination Program

a. OPNAVINST 1740. 3A provides requirenents to establish the
Command Sponsor and I ndoctrination Program This chapter
provi des best practices information that will assist the sponsor
program coordi nator in establishing the nost effective prograns
possi bl e.

b. The sponsor programis an inportant elenment in the
prof essional growh of our Sailors and their famly nmenbers.
Experi ence has proven that first inpressions are |asting ones.
The tone for an entire tour of duty and continued service may be
established during pre-arrival comunication, arrival support
and assi stance, and command i ndoctri nation.

2. Sponsor Program

a. Successful sponsor prograns.

(1) Maintain a pool of trained sponsors within the
conmmand.

(2) Integrate the sponsor programinto the comrand
tickler.

(3) Assign a sponsor within 5 days of receipt of orders or
sponsor request.

(4) Provide sponsor point of contact (POC) information by
E-Mail fromCMC to CMC.

b. Prospective Gains. Determ ne the whereabouts (school,
| eave-in-transit, etc.) of prospective gains so that information
will reach the nenber and famly.

(1) Wel cone Aboard Package.

(2) Send wel come aboard packages to prospective gains at
the earliest possible date.

(3) Upon recei pt of advance copy of orders.



(4) Upon checking section 1 of the EDVR

(5) Upon receipt of an E-Mail from Sponsor Assignnent Aide
( SAA) .

(6) Upon direct contact from nenber.
(7) Upon checking prospective gains in BUPERS Access.

c. Program Review. Provide review of the program by
utilizing a questionnaire (sanple provided in OPNAVI NST
1740.3A). This may be conpl eted upon check-in or during the
i ndoctrination process.

d. Sponsor Assignnments. Miintain a systemfor assigning
sponsors and providing informati on and assi stance to prospective
gains and their famlies. Use a log or spreadsheet as a single
source of reference containing the followng information at a
m ni mum

(1) Date CO s wel cone |letter prepared.
(2) Date wel cone aboard nessage sent.

(3) Date wel cone aboard package nail ed.

(4) Date request for a sponsor nade to the departnent or
di vision (and point of contact (POC)).

(5) Date sponsor assigned.
(6) Date correspondence giving sponsor information sent.
(7) Nanme, Rate, and D vision of the sponsor.
(8) Date critique conpleted by Sail or.
e. Requesting a Sponsor. Upon receipt of permanent change

of station (PCS) orders, all menbers transferring nust be
counsel ed concerning the advantages and benefits to be gai ned

fromusing a sponsor. |If available, go to www St ayNAVY. navy. m |
and conplete the SAA tool. The SAA is a web-based application
that will allow you to send your request for a sponsor directly

to your new conmand via the internet.



f. Providing Information. Conmands should send activity
information material to Personnel Support Activities
( PERSUPPACTs), Personnel Support Detachnents (PERSUPPDETs), and
Fl eet and Fami |y Support Centers (FFSCs) in nmajor training and
fl eet concentration areas. This provides a ready reference
about the command to Sail ors receiving short-notice transfer
or ders.

g. Check-in Process. Conmmands should ensure an efficient
and si npl e check-in/check-out process. The nunber of
check-in/ check-out points should be kept to a m ni num
Check-in/ check-out points of contacts should be properly trained
in custonmer service etiquette. Having a positive attitude sets
the proper tone for a transitioning nmenber aboard the conmand.
The Naval video “The First 72 Hours” provides excellent training
and insight toward illustrating this point, and should be
avai l able through I1SIC TYCOM A positive check-in experience
includes, but is not limted to

(1) personal welcone letter from departnental LCPO

(2) ascertaining location of famly nenbers.

(3) ascertaining status of pay and ot her inmedi ate needs.
(4) assigning a top-notch Sailor as running mate.

(5) command nanetag and ot her organi zational clothing
(ball cap, PT gear, etc.).

(6) pre-assignnment of rack, bedding, rack curtains, and
| ocker.

(7) providing a hot neal upon arrival, regardless of the

(8) establishing neeting tine for check-in, neal,
gquarters, etc (this is especially inportant in the cases of after-
hours or weekend check-in).

(9) informal egress training.

(10) Danage Control (DC) and Mai ntenance (3M Personal
Qualification Standards (PQS) pre-staged in |ocker.



h. Duty Sponsor. Assign to each duty section a duty
sponsor to hel p nenbers who report after normal working hours.
Ensure duty sponsors provide the sane support after hours as
provi ded for any Sailor reporting during normal working hours.

3. Indoctrination Program

a. Purpose. The purpose of the indoctrination programis
to

(1) introduce newly reporting Sailors to the role,
policies, and services of the new comrand.

(2) reduce nmuch of the anxiety felt by newWy reporting
Sailors and their famlies.

(3) enhance the individual productivity of new Sail ors.

b. Program Devel opnent. The nature and scope of the
i ndoctrination programvaries depending on the size and needs of
each command and the facilities and Sailors available to perform
the function. The indoctrination program nust be governed by a
command directive, which specifies programresponsibility and
content. A sanple agenda of a Command | ndoctrination Program
may be found in OPNAVI NST 1740. 3A.

c. Commands of 500 or More Sailors. Because of the volune
of incomng Sailors, large commands may find it desirable to
assign newy reporting Sailors to I-division before sending them
to their assigned work center. Commands can save countl ess
wor k- hours by indoctrinating newly reporting Sailors as soon as
possi ble. Large commands will also find it beneficial to hold a
Navy Rights and Responsibilities (NR&R) workshop, as well as
have new Sailors start PQS and appear before a CDB during the
i ndoctrination training.

d. Commands of Less Than 500 Personnel. Smaller commuands
may find it desirable to hold indoctrination training on a
mont hly basis, allow ng Sailors checking into the command to be
assigned directly to the appropriate division. The division
gi ves the necessary watch and PQS orientation and provi des a
tour of the unit before undergoing full indoctrination.

e. Indoctrination Subjects. Mny areas can be covered in
| -division. Sone are necessary and several are suitable for



famly menbers. The areas and activities listed bel ow, although
not all-inclusive, are good topics for |-division.

(1) Command m ssi on.
(2) CO s welcone aboard address.
(3) Command Master Chief functions.

(4) Service, pay, and health records held jointly by the
i ndi vidual, division officer, and responsi ble unit personnel.

(5) Command policy to include command organi zati on,
command orders, battle bill, and the damage control and watch
standi ng organi zati on as appropri ate.

(6) An orientation tour of the unit/station.

(7) The operating schedul e.

(8) Standards of conduct, command perfornmance and
eval uation standards, |eave, and liberty.

(9) Proper groom ng standards and regul ations as to
appropriate attire.

(10) Danmge Control .
(11) Navy Rights and Responsibilities workshop.
(12) Religious facilities and services offered.

(13) Navy exchange facilities and services offered
(it ncluding ship's store operations and benefits avail abl e).

(14) Navy Relief facilities and services offered.
(15) Legal services.

(16) Medical and Dental facilities and services.
(17) Red Cross.

(18) Fleet and Fam |y Support Centers (FFSC)

(19) Postal services briefing.
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(20)
(21)
(22)
(23)
(24)
(25)
(26)

(27)
facilities.

PQS orientation in general skills.
Di sbursing servi ces.

Safety.

Public affairs.

Educati on servi ces.

Orbudsman functi ons.

Near by bases and facilities.

Moral e, Welfare, and Recreation (MAR) services and

f. The Conmand Sponsor and Indoctrination Program are key
el ements of preparing Sailors for a successful tour of duty. It
is inperative that all conmmands provide the best possible
support for their newy arriving shipmtes and their famlies.



CHAPTER VI

NAVI GATI ONAL TRACKS
( REENLI STMENT, TRANSI TI ON, AND RESERVE AFFI LI ATI ON Tl MELI NES)

1. Tinelines. An effective tineline readily identifies Sailors
approaching a critical career decision point. Early and
continuous intervention ensures every Sailor has the information
needed to make an intelligent decision. To this end, every
command nust track the progress of each Sailor and provide
necessary gui dance and counseling to support that deci sion.

a. 24 nonths prior to Fleet Reserve/retirenent CDB
Utilize transition tineline.

b. 16 nonths prior to EACS/ PRD CDB
(1) First enlistnent Sailor recomended for retention.
(a) Elects to stay, utilize PTS tineline.

(b) Elects to separate/undecided, utilize PTS and
transition tinelines.

(2) First enlistnent Sailor NOT recomrended for retention.
Utilize transition tineline.

c. 13 nonths prior to EACS/PRD CDB. Career Sailors (second
or subsequent enlistnent).

(1) Elects to stay, utilize Team Detailing tineline.

(2) Elects to separate/undecided, utilize Team Detailing
and transition tinelines.

d. The Reenlistnent Quality Control Program OPNAVI NST
1160. 5C, and M LPERSMAN 1160- 020, | nust be used when det erm ni ng
a person’s eligibility for reenlistnent.

2. PerformTo Serve (PTS). PTS will provide Sailors greater
opportunities for career growh and success. PTS will also

i nprove conbat readiness by providing the right Sailor, at the
right time, with right skills, in the right job. PTSis a
centralized reenlistment reservation system The first and nost
inportant step in the PTS process is a positive retention
recommendation fromthe Sailor’s CO By centralizing
reenlistnment authority, Navy |eadership has the ability to shape
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the force by increasing the nunber of Sailors in under manned
rati ngs and reduci ng those in over manned ratings. Sailors wll
be the primary beneficiaries of this new systemin that they

w Il have inproved advancenent opportunity. The Navy benefits
frominproved manni ng and conbat readi ness capability. PTS
tineline will be covered under the Team Detailing tineline

bel ow.

3. Team Detailing. Team Detailing assi gns NAVPERSCOM ( PERS- 4)
Command Team ng Coordinators (CTCs) to every unit identification
code (U C in the Navy to facilitate coordi nati on between each
command and NAVPERSCOM t hr oughout the detailing process. CICs
are experienced Enlisted Detailers, Rating Assignnment Oficers
(RAGCs), and Branch Heads who serve as single points of contact
bet ween NAVPERSCOM and the command' s CDT on career progression
and assignnent issues. The key to Team Detailing process is a
13-nmonth rol |l er spreadsheet, devel oped fromfleet best
practices. This is a "Virtual Wi teboard" accessible 24/7 that
captures the results of the command's CDB and di spl ays the
preferences of the Sailor via the BUPERS On-Li ne website at
http://bol.navy. ml/.

a. Command Team ng Coordi nators (CTC).
(1) Track comruni cations between CDTs and rating detailers
fromthe beginning of the detailing process through the ultimate
assi gnment of the Sail or.

(2) Must always maintain information on the command’ s POC
and the best method of routine conmunications.

(3) Review U C databases weekly.

(4) Provide weekly report to branch head including any
commands not participating in Team Detailing.

b. Command Career Devel opnment Team ( CDT).
(1) Act as POC for information exchange w t h NAVPERSCOM

(2) Ensure 13-nonth roller nessage is received onboard
from NAVPERSCOM and utilize as appropriate wthin conmand.

(3) Contact Sailors identified on the 13-nonth nessage
along with their chain of command.
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(4) Conduct CDB, update team ng spreadsheet with notes
gathered from 12-nmonth CDB, and provide accurate Sail or contact
i nformation.

c. Team ng spreadsheet

(1) Populated with the nanes of Sailors within 10 to 13
nont hs of their PRD

(2) Vehicle of information exchange on the Sailors desires
and needs, devel oped from Fl eet “best practices,” it has been
engi neered into JASS to easily exchange information early in the
detailing process.

(3) Command representatives with JASS access | og on,
review, and update information on the sheet.

(4) Contains information drawn from our database that
hel ps paint a nore conplete picture of each Sail or.

(5) Blocks include Sail or preferences, special
conpetencies, famly and career considerations, CDB comrents.

(6) Rating detailers enter career guidance, billet
recommendat i ons, and projections of assignnent possibilities.

(7) Early, robust exchange allows tinme to work each
Sailor’s career-focused profile, concurrent with a conprehensive
revi ew of enmerging job opportunities.

4. PTS/ Team Detailing Tineline

TI VE BEFORE EAQS/ PRD ACTI ON TO BE TAKEN

15 nont hs Personnel in their first enlistment who
are recomended for retention are
identified and apply for PTS; all others
approachi ng EACS are identified and
reenlistnment eligibility determ ned.

13 nont hs CCC identifies and make contact with
NAVPERSCOM conmand Team Det ai | i ng
coordinator. CCC ensure personnel are
entered into the Team Detail i ng
spreadsheet through a CDB

12 nont hs NAVPERSCOM begi ns to revi ew PTS
applications. CCC and CTC update the Team
Det ai | i ng spreadsheet
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TI VE BEFORE EAQS/ PRD

ACTI ON TO BE TAKEN

11 nont hs

NAVPERSCOM cont i nues review of PTS
applications and will distribute results to
commands. CCC and CTC continue to update
the Team Detailing spreadsheet.

10 nont hs

NAVPERSCOM cont i nues review of PTS
applications and will distribute results to
commands. CCC and CTC continue to update
the Team Detailing spreadsheet.

9 nont hs

PERFORM TO SERVE

Command conducts CDB on those Sail ors who
have not been approved for PTS for possible
nodi fication of original request (i.e.
conversion rating choices).
NAVPERSCOM cont i nues review of PTS
applications and will distribute results to
conmands.

TEAM DETAI LI NG JASS:

Menbers transition from Team Detailing
spreadsheet to JASS

CCC begi ns negotiating orders via JASS

8 nont hs

NAVPERSCOM cont i nues review of PTS
applications and will distribute results to
commands.

7 nont hs

NAVPERSCOM cont i nues review of PTS
applications and will distribute results to
commands.

6 nont hs

PERFORM TO SERVE

NAVPERSCOM cont i nues revi ew of PTS
applications and will distribute results to
conmands.

PTS di sapprovals nove to a fast-track
transition and Reserve affiliation
timelines.

CCC coordinate with detailer to ensure

approved quotas are still valid prior to
5-nmonth scrub
JASS:

ldentified Sailors nust nake orders deci sion
or | ose the opportunity to negoti ate.

CTC identify on command spreadsheet

PTS- approved Sailors who are about to | ose
guotas at 5-nonth point.
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TI ME BEFORE EAQS/ PRD

ACTI ON TO BE TAKEN

5 nont hs

PERFORM TO SERVE
First enlistnment Sailors with approved PTS
guotas who are not under orders or otherw se

obligated will |ose their approved quota.
CCC counsel s Sail or regardi ng career

opti ons.

NAVPERSCOM wi | | identify returned PTS quotas
to CNO (N13).

Lost quotas nove to fast track transition
and Reserve affiliation tinelines.

JASS:

Sail ors who have not negotiated orders at
this point should receive orders based on
t he Needs of the Navy.

4 to 1 nonths

CCC ensure that Sailor neets any
prerequisites for transfer (i.e., Screening
Requi renments, Dependent Entry Approval
Exceptional Famly Menber (EFM concerns,
etc.)

5. Transition Counseling and Assi stance Tineline

a. Transition Counseling and Assistance positively inpacts
retenti on and m ssion readi ness by providi ng professional career
devel opnent resources to Sailors. Effective transition
assi stance ensures that Sailors who decide to separate return to
the civilian sector as productive citizens and anbassadors for
t he Navy. OPNAVINST 1900.2A is very specific regarding

separati on gui dance.

b. Transition counseling and transition benefits are

separate and distinct.

Services refer to permanent prograns for

all separating nmenbers (voluntary or involuntary) that provide
career change information. Personnel transferring to the Fleet
Reserve or retiring should begin transition counseling or
Transition Assistance Program (TAP) at the 24-nonth point.
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TI VE BEFORE EAQOS/ PRD

ACTI ON TO BE TAKEN

24 nont hs

Personnel retiring/transferring to the
Fl eet Reserve attend reenli stnent

TAP/ separati on TAP. Conplete DD 2648
(Pre-separation Counseling Checklist).

12 nont hs

Separ ati ng/ undeci ded Sail or conpl etes
DD 2648. Schedul e TAP class. CCC
conpletes ITP if requested. Sailor nust
present copy of conpleted DD 2648 when
Sai | or attends TAP.

11 nont hs

CO intervi ews undeci ded and separati ng
Sai |l ors and spouses based on depart nent
recomendati on.

9 nont hs

TAMP coordi nator validate TAP cl ass
conpl etions or ensure nenber is stil
schedul ed for conpletion prior to

6 nonths before EACS. CCC coordi nates
Naval Reserve benefits counseling.

6 nont hs

TAP cl ass confirmed conpl ete by CCC.

Go to Reserve affiliation tineline.

FAST TRACK:

PTS di sapproval s conpl ete DD 2648.
Schedul e TAP cl ass.

CCC coordi nates Naval Reserve affiliation
counsel i ng.

CCC conpletes ITP if requested.

Sai | or nust present copy of conpleted DD
2648 when Sail or attends TAP.

5 nont hs

FAST TRACK:

Lost PTS quotas conpl ete DD 2648.
Schedul e TAP cl ass.

CCC coordi nates Naval Reserve affiliation
counsel i ng.

CCC conpletes ITP if requested.

Sai |l or nust present copy of conpleted DD
2648 when Sail or attends TAP.
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TI VE BEFORE EAQOS/ PRD ACTI ON TO BE TAKEN

90 days 10 U.S.C., 1142 deadline for TAP/ Naval
Reserve Career Information Team (CARIT)
brief conpletion.

<90 days For short fuse di scharges/separations,
attend TAP/CARIT brief. Detaching
command nust conpl ete DD 2648 before
sending the Sailor to a separation
activity (section 5 nmust be annot at ed
wi th comments expl ai ni ng non-conpl i ance
with 10 U.S.C. 1142).

c. Use of these tinelines provides a nethod for conmands to
ensure each Sailor has been afforded every opportunity to nmake
an intelligent retention decision. Specifically, the transition
assi st ance managenent program can conpl enent the conmmand’ s
retention efforts. Historically, over 25 percent of undecided
or separating Sailors who attend pre-separation briefs and the
TAP wor kshop prior to 180 days from EACS decide to stay Navy.
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CHAPTER VI |

COWAND PROGRAM REVI EW
1. Pur pose

a. The Command Program Revi ew provides the command with a
means to assess the effectiveness of progranms and support
systens that directly inpact the command climate. Commands can
objectively identify their organi zational strengths and ot her
areas that require further attention.

b. Per OPNAVI NST 1040. 11A, the CDP nust be eval uated at
| east annually and a POA&M updated to nake sure all el enments of
the programare functioning properly. A sanple review formis
i ncl uded i n appendi x C.

2. Conducting and Briefing a Program Review. The CCC shoul d be
responsible to

a. conduct the programrevi ew per OPNAVI NST 1040. 11A
b. prepare a summary of the review and a draft to include:
(1) The last 12 nonths of CO nonthly report data.

(2) Conparison of reenlistnment and attrition statistics
wi th established targets.

(3) CDB effectiveness data sumary.

(4) Summary of the remaining data fromthe nonthly
reports.

(5) Comments on questions 3 through 7 of the review

c. analyze and devel op recomrendations to present to the CO
for inplenentation.

d. present formal briefings on all the above to the CO

e. use the career information programreview to devel op a
POA&M t 0 correct deficiencies or take other actions to inprove
the CDP as decided by the CO

3. Program Revi ew POA&M  The POA&M shoul d state exactly what
action is to be taken, who will be responsible for seeing that
it is conpleted, the start date and conpl etion date, the
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m | estone dates, and the expected results. It can be witten in
the formof a Notice. Quidelines for witing a Notice are
contai ned in SECNAVI NST 5215. 1C. I mmedi ate acti on nust be taken
to carry out the POA&M once it is witten and approved by the
CO. CCC should track all action itens and ensure they are

conpl eted as required.
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CHAPTER VI | |

NAVAL RESERVE FORCE
“STAY STRONG’

1. Naval Reserve Mssion. The mssion of the U S. Naval
Reserve Force is to provide m ssion-capable units and

i ndi viduals to the Navy-Marine Corps Team t hroughout the ful
range of operations frompeace to war. In today's environnent
this new mandat e takes on added neaning and responsibilities as
the Naval Reserve Force is called on to play an increasingly
active role in the day to day planning and operational

requi renents of the active Navy. The Naval Reserve represents
19 percent of the Navy's total assets and is a significant
force-multiplier the fleet nmust have to neet its grow ng gl obal
commtnments. For nore information on the Naval Reserve,

downl oad the Naval Reserve Career Information CGuide at
http://ww. usnaval reserve. con brochur e/ car eer -i nf o- gui de- 2002-
book- emai | . pdf.

2. Naval Reserve Force. The Naval Reserve Force consists of

t he Ready Reserve, the Standby Reserve and the Retired Reserve,
nunberi ng over 690,000 Sailors. The "Ready Reserve" is made up
of "Drilling Reserve" personnel and "Individual Ready Reserve"
(I1RR) personnel. The Drilling Reserves are the Navy's primry
source of immediate nobilization manpower and represents those
Reservi sts who are paid, either as weekend drillers, or who
serve in fulltime support Training and Adm nistration of
Reserves (TAR) Program on active duty status in the training and
adm ni stration of the Naval Reserve Force program O her
reserve categories include the Standby Reserve and the Retired
Reserve

3. Naval Reserve Procedures Directives. COWAVRESFORI NST

1001. 5C provi des adm ni strative procedures for the Drilling
Reserve and participating nenbers of the IRR  BUPERSI NST
1001. 39D provides adm ni strative procedures for Naval Reservists
on inactive duty. The Naval Reserve Force website,

WWW. navr es. navy. m | / navresfor provides additional information.

4. Naval Reserve Benefits

a. Bonuses. Paid to Sailors for Reserve service.

(1) Affiliation Incentive Bonus. Affiliate with the
Drilling Reserve for the remaining period of initial Mlitary
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Service bligation (MSO
is approved for bonus entitlenent by the Naval

(2) Prior Service Enlistnment Bonus.

Drilling Reserve

in a permanent rating or specialty that

Reserve

Enlist in the
for a period of 3 or 6 years and serve in the

same rating as on active duty.

(3) Reenlistnent/Extensi on Bonus.
inthe Drilling Reserve for a period of 3 or

enl i st nent
a per manent

entitlement by the Naval

b. Educat i onal

Reenl i st or extend

rating or specialty that is approved for bonus
Reserve
Benefits. Mntgonery G Bill, Selected

Reserve (M3 B-SR) provides up to 36 nonths of educati onal

assi stance at no

obligation and maintain satisfactory drill
Rates are paid according to status (full
and program (col | ege,
is currently about $276 per nonth and increases
Wi th cost-of-living increases each year.

Maxi mum anount

cost for reservists who incur a 6-year
partici pation.
time, halftine, etc.)
apprenticeshi p, vocational-technical).

Benefits cover both

under gr aduat e and post-graduate studies for officer and enlisted

menbers.

M3 B- SR Basic Rates Effective 1 Cctober 2002

TRAI NI NG TI MVE

THREE- LESS THAN
TYPE OF TRAI NI NG |[FULL QUARTER ONE- HALF ONE- HALF
| NSTI TUTI ONAL $276. 00 $207.00 [$137.00 $69. 00
COOPERATI VE $276.00 (Full Time Only)
55 percent of total charges. (Entitlenent is
CORRESPONDENCE  [charged at the rate of one nonth for each
$276. 00 paid.)
APPRENTI CESHI P/ |F St 8 VDRIRS 6907 00
ON- THE- JOB Renmi nder of $151. 80
TRAI NI NG $96. 60
Pr ogram
60 percent of total charges. (Entitlenent is
FLI GHT charged at the rate of one nonth for each
$276. 00 paid.)
| NDEPENDENT | ndependent study training is payable at the
STUDY institutional rate for the sane nunber of hours.

(1) Wiile a nenber may be eligible for nore than one

educat i onal
that can be paid
nmont hs.

benefit package,

For exanpl e,
(M3 B-SR) and Chapter 30 (M3 B) benefits.

Federal law limts the total
i ndi vidual to an aggregate of 48 benefit
a nmenber may be eligible for Chapter 1606

to that
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36 full-tinme benefit nonths at a higher nonthly rate. Under the
law, 36 + 36 = 48 nonths. The last 12 nonths would be at the
rates listed above. More information at

WMV, navr es. navy. m | / navresfor/ nl/ ngi b-sr. htm

(2) Montgonmery G Bill Selected Reserve Kicker (M3 B-SR
Ki cker) Incentive Program Effective 1 April 2000. Check current
ALNAVRESFOR nmessage for critical specialties. The program
provi des an increase in educational assistance benefit paynents to

reserve conponent nenbers who possess critical specialties. It is
designed as a recruiting and retention incentive to fill critical
needs.

c. Exchange/ Comm ssary Privileges. Reservists and their
famly menbers are authorized use of mlitary exchanges and
limted use of comm ssari es.

d. Life Insurance. Servicenenbers' Goup Life Insurance
(SG.1) is full-time, lowcost termlife insurance coverage up to
$250, 000.

e. Retirenent. Earn sufficient points to establish
eligibility for retirement with pay (m ni mum of 20 qualifying
years required) at age 60.

f. Medical Care. Use of mlitary nedical facilities in the
event of illness or injury during training periods.

g. Travel. Space-available travel on governnent aircraft
(except those operated by the Air Mbility Command (AMC)) may be
aut hori zed when not in a duty status. The reservist nust be in
possessi on of

(1) Armed Forces ldentification Card, DD Form 2N (Reserve)

(2) Authentication of Reserve Status for Travel
Eligibility (DD 1853).

h. Home-Loan Program Departnent of Veterans Affairs
Home- Loan Guarantee program (currently available to reservists
with at | east 6 years of honorable service).

i. Income Tax Deductions. Certain travel, uniformitens
and ot her expenses incurred as a direct result of perforned
drills or Annual Training (AT) may be deducted per regul ations
publ i shed by the Internal Revenue Service.
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J]. Uniforms. Enlisted personnel E-6 and bel ow.

(1) Initial clothing issue nust be kept during the
reservist's period of obligated service.

(2) Reservists who re-enlist and affiliate with a Reserve
unit nore than 90 days after discharge are entitled to a new i ssue
of clothing itenms, provided the prior issue is no |onger
servi ceabl e.

(3) A periodic uniformmintenance all owance is paid to
E-7 and above.

5. Naval Reserve Participation

a. Participation. Normally, participating reservists train
during 4 regular drill periods a nonth.

(1) The minimumdrill time for one paid drill period is
4 hours.

(2) A2 week period of training is also schedul ed annually
for all reservists.

(3) Drills performed by reservists for pay purposes cannot
exceed 2 daily.

(4) Most units require four drills per nonth but not to
exceed 48 regular drills per fiscal year.

(5) Additional drills may be authorized for nmenbers of
speci fi ed Reserve units.

(6) The primary purpose of additional drills is to provide
units the opportunity to obtain training/readi ness that cannot be
acconplished within regularly scheduled drills.

b. Fulfillment of Cbligation. Transfer to the |ndividual
Ready Reserve (IRR)

(1) Individuals serving under regular Navy or TAR
contracts are transferred to the I RR upon being rel eased form
active duty unless they agree to be a Drilling Reservist

(2) Oficers who satisfactorily conplete their required
mlitary obligation may voluntarily remain nmenbers of the Ready
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Reserve (by executing a Ready Reserve agreenent for an indefinite
period, or by requesting transfer to the Standby Reserve (USNR-
S2)).

6. Pr onot i ons/ Advancenent s

a. Naval Reserve personnel fromE-3 through E-5 who attain
the highest Final Miultiple Score (FM5) on the advancenent
exam nation and a conbi nati on of know edge (standard score),
performance and seniority may be advanced. Candi dates who
achi eve a passing score are placed in conpetition with their
contenporaries for advancenent to the authorized vacancies
wi thin the Reserve comunity.

b. Advancenent after release fromactive duty may be
authorized only for reservists affiliated with drilling units.
They must have attai ned selectee status fromtheir |atest active
duty advancenent exam nation and have a FMS that neets the
m ni mum for the Inactive Reserve advancenent cycl e.

c. Candidates for E-7, E-8 or E-9 will be considered by
sel ection board process. The Naval Reserve Sel ection Board w |l
review the records of all eligible E-6, E-7, and E-8 candi dates
recommended by their CGs.

d. Tinme in Rate (TIR). TIR date is established as foll ows:

(1) Periods within 12 nonths in which a nenber is not a

participating nmenber of a drilling Naval Reserve unit or serving

on active duty constitute continuous service and the TIR date is
not changed.

(2) Periods of 12 nonths or nore in which a nenber

enlists, re-enlists, or affiliates in a drilling Naval Reserve
unit after release or discharge fromactive duty or
transfer/discharge froma Naval Reserve drilling unit constitutes
broken service, and the TIR date is established as the date of
affiliation or reaffiliation with a Naval Reserve drilling unit.

7. Reti r ement

a. Reserve Service Requirenents. To qualify for
Non- Regul ar Retirenent. To qualify upon application, for
non-regular retired pay at or after age 60, a nmenber nust have,
unl ess otherw se provided by |aw, conpleted 20 years of
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qualifying service. Applications should be submtted not | ess
than 6 nonths nor nore than 18 nonths in advance of the desired
dat e.

b. Satisfactory Service. A Naval Reservist nust earn a
m ni mum of 50 retirenment points in an anniversary year to be
credited wwth a year of satisfactory service for retirenent
pur poses. The requirenent for a qualifying year for retirenent
pur poses should not be confused with satisfactory drill
participation. Satisfactory participation consists of
attendance of a m ninmum of 85 percent of all regularly schedul ed
drills and the performance of AT. Retirenent points may be
earned as foll ows:

(1) Active Duty/AT. One point for each day of active duty
or AT (including travel tine).

(2) Drills. One point for each authorized drill attended
(pay or non-pay status). A maxinmum of four retirenment points may
be credited for each drill weekend. (Drills are usually two

4- hour periods per day, on a weekend).

(3) Correspondence Courses. Varying point credited for
conpl eti on of approved correspondence courses.

(4) Menmbership Points. Fifteen points credited for each
conpl ete year of active status nmenbership in a Reserve conponent.

Note: No nore than 90 points per anniversary year can be credited
fromdrills, correspondence courses and nenber ship.

c. Retirenment Pay. Retirenent pay starts at age 60,
subj ect to the foll ow ng:

(1) Qualifying Service Requirenent. There nust be 8 years
of service in the Naval Reserve; however, the last 8 years of
qual i fyi ng Reserve conponent do not need to be conti nuous.

(2) Oher Pay. Mist not be eligible for or receiving
other retired pay for mlitary service.

d. Alternatives After Attaining Retirement Eligibility.
After conpleting 20 years of satisfactory service, a reservist
may

(1) continue in Naval Reserve (USNR-R). Increase retired
pay by accruing additional points and addi ng years of service

VIII-6



(longevity) that increase basic pay. Also potential for continued
advancenment and pronotion

(2) request transfer to Retired Reserve (USNR-Retired).
No additional points or years of service may be accrued.

(3) resign or be discharged. Assunes civilian status
until eligible for retired pay in the formof a pension upon
reaching age 60. These nenbers are not placed on retired |list or
subject to recall to active duty and are consi dered "forner
menbers” and are NOT entitled to a retired identification card. A
dependent ID card is issued for nedical privileges O\NY.

e. Benefits and Privileges of Reservists Retired Wthout
Pay. (Reservists who have enough points to retire but have not
yet reached 60'" birthday.)

(1) Uniforms. Entitled to wear prescribed uniforns on
appropri ate occasi ons.

(2) Mlitary Title. Permtted to use mlitary title
subject to certain restrictions and exerci se of good judgnent.

(3) Reserve Conponent Survivor Benefit Plan (RCSBP). Upon
recei pt of Notice of Eligibility (NOE) letter, reservists are
eligible to participate in the RCSPB, which provides survivor
benefits, based on a percentage of their future retired pay as a
monthly annuity to their beneficiary. Menbers nust make their
el ection within 90 days of receipt of their NOE

(4) Veterans' Goup Life Insurance (VGI). The VGl
program provi des i nsurance by facilitating the conversion of SG.I
policies to 5-year renewabl e term policies.

(5) ldentification Card. Entitled to a blue Arned Forces
Identification Card, DD Form 2N (Reserve), which is for
identification purposes only.

(6) Travel. Menbers of the Retired Reserve who have not
reached age 60 are eligible to travel (space-available) within the
continental United States (CONUS) and to certain U.S. territories
by Departnent of Defense (DOD) owned or controlled aircraft.
Menbers nmust have a DD 2N (Reserve) and a copy of NOE for Retired
Pay at Age 60 (NRPC 1820/6 for officers; NAVPERS 1820/2 for
enlisted). Waring of the uniformis not required.
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f. Benefits and Privileges of Reservists Retired Wth Pay.
Eligible for the same benefits entitled to reservists retired
wi t hout pay (subject to availability), plus the follow ng:

(1) Health Care. Eligible to receive nedical care for
t hensel ves and eligible famly nmenbers at unifornmed services
medi cal facilities on a space-avail able basis, and fromcivilian
medi cal sour ces.

(2) Travel. Worldw de transportation when space is
avai l able via AMC for menber and eligible fam |y nenbers.

(3) Survivor Benefit Plan (SBP). [If the reservist does
not participate in RCSBP during the 90-day enrol |l nent period, they
must wait until age 60 and may enroll in SBP

(4) Base Facilities. Entitled to use conm ssari es,
exchanges, theaters, recreational facilities, overseas dependents
school s, and post offices of uniformed service facilities.

(5) Identification Cards. Eligible nmenbers will be issued
a blue DD 2 (Retired), Arned Forces ldentification Card. Eligible
famly menbers will be issued DD 1173, Uniforned Services
I dentification and Privil ege Card.

(6) Retired Pay Formula. The formula for conputing
retired pay granted per 10 U S.C., 12731 and 1401 is

P_
360 X .025 X B = $/no.

(a) P denotes total nunber of retirenment points and
B denotes applicable basic pay of the grade in which retired.
Years of service for pay purposes are conputed from Pay Entry
Base Date to date of initial eligibility for retired pay (date
of discharge if a forner nenber).

(b) For exanple, an E-4 separated after 4 years of
active service receives 1,440 points. |If the nmenber drills for
16 years to reach 20 years of qualifying service, that nenber
will receive an additional 1,440 points, which would total 2,880

(c) I'f that nenber retires as a chief petty officer

with a base pay of $3182 (Jan 2003 figures), the formula would
be: (2,880/360) * .025 * $3182 = $636 (per nonth) at age 60.
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8. Mobi li zati on

a. Ceneral Mbilization Policy. The authority for
nmobi li zati on of the Naval Reserve is contained in 10 U S.C. In
addition, 10 U.S.C. gives the President authority to call up
sel ected reservists for 270 days wth authority to extend for
anot her 90 days.

b. Types of Mdbilization. Al categories of the Naval
Reserve may be ordered to active duty under the foll ow ng
si tuations:

(1) Selective Mbilization. Requires the expansion of the
active duty Navy by nobilization of Naval Reserve units/ready
reservists to satisfy an emergency requirenent.

(2) Partial Mbilization. Requires the expansion of the
active duty Navy by nobilization of Naval Reserve units/ready
reservists to neet all or part of the requirenents related to
hostilities or heightened tension.

(3) Full Mbilization. Requires expansion of the active
duty Navy by nobilizing all units and all required ready
reservists and standby reservists to neet the existing approved
Navy force structure and the material resources needed.

Total Mobilization. Requires expansion of the active duty Navy by
nmobi lizing all required reservists including retired reservists
and fleet reservists, organizing/activating nore units beyond the
exi sting approved Navy force structure to respond to requirenents
in excess of that structure.

c. Drilling Reserve Mbilization Policy. The Drilling
Reserve supports nobilization requirenments so essential to
initial wartine mssions as to require priority over other

reservist categories. The Drilling Reserve is the principa
source of trained manpower, ships and aircraft to increase the
active forces. Units of the Drilling Reserve are designed

primarily to train and nobilize as units. However, Secretary of
t he Navy (SECNAV) may approve the nobilization of individual
menbers of the Drilling Reserve when circunstances dictate.

d. Drilling Reserve Recall. Drilling Reserve units wll be
given the maximumtime possible for notification, processing to
active duty, and transportation to their gaining active duty
commands. However, nobilization can be a very quick process.
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Training in nobilization procedures is an ongoi ng devel opnment
for Drilling Reservists at all Naval Reserve Activities.

e. Overseas Affiliation. Reservists residing or
contenpl ating residence in certain areas outside of the 50
states are under the jurisdiction of an area comrander. Those
who want to participate in Naval Reserve training may receive
information fromone of the below |listed Naval Reserve
activities. Al other reservists are under the jurisdiction of
Commandi ng O ficer, Naval Reserve Personnel Center, New Ol eans,
LA 70149- 7800.

Not e: Address for COMJUSNAVEUR i s
Commander, U.S. Naval Forces Europe (N 13),
PSC 802 Box 4,
FPO AE 09499

f. Overseas Qpportunities.

Locati on Uni t Reserve Activity
London, Engl and ( COMUSNAVEUR D- 130, NAVACTS COVUSNAVEUR (N13) *
230, VTU 3001)

Stuttgart, Germany (USCI NCEUR D- 0130) COMUSNAVEUR ( N13) *

Rota, Spain (VTU 3009) COMUSNAVEUR ( N13) *

Napl es, Italy (VTU 3004) COMUSNAVEUR ( N13) *
Yokosuka, Japan (VTU 3005) NAVRESREDCOM REG- 22
Seoul , Korea (VTU 3101) NAVRESREDCOM REG- 22
Naval Station Guam (NAVSTA GUAM D- 120 VTU 3006 NAVRESREDCOM REG- 22

9. TAR Enlistnent Program ( TEP)

a. Enlisted. Commander, Naval Reserve Force (COWAVRESFOR)
establ i shes manning | evels and assignnment priorities for and
recruits to enlisted TAR billets. Approval authority for TAR
recall is NAVPERSCOM ( PERS-913), Naval Reserve Enlisted
Personnel Adm nistration. TARs are eligible for all benefits
and privileges available to other Sailors with the exception of
enlistnent bonuses.

b. Recall. Menbers in paygrades E-2 through E-5 (E-6 for
certain undermanned ratings) may request recall to active duty
inthe following ratings: AC, AD, AE, AVE, AM AQ AS, AT, AW
AZ, BM DC, DK, EM EN, ET, HM HT, IC IT, MA, MR M5, NC, PN
PR, SK, and YN. Before being recalled, nenbers nust agree and
be eligible to serve 48 nonths of active obligated service
before reaching HYT |imts for the paygrade in which recall ed.

c. Eligibility Requirenents. To be eligible for the TAR
Program a Sail or nust be
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(1) serving on active duty in the regular Navy, or serving
as a drilling Naval Reservist in a critical TAR rating or NEC.

(2) recomended for re-enlistnent.

(3) able to conplete sufficient active service to attain
eligibility for transfer to the Fl eet Reserve prior to reaching
age 55.

(4) pass physical requirenents.

(5) neet dependency requirenents.

(6) able to conplete 24 nonths at current duty station if
serving on active duty.

10. Naval Reserve Term nology. The followi ng are definitions
of Naval Reserve terms, prograns, and benefits:

a. Accelerated Initial Accession Program (AlA). The Naval
Reserve Al A program allows nmen and wonen wi thout prior service
to enlist in the Naval Reserve to fill non-designated Firenen
(FN), Seaman (SN) and Airman (AN) positions as an E-3.

b. Active Duty (ACDU). Full-tinme active duty other than
active duty for training or tenporary active duty.

c. Active Duty for Special Wrk (ADSW. Active duty for
periods of normally 179 days or less. The Navy and Naval
Reserve have nunerous requirenents for people in nost rates or
ratings on a one-tinme, short-termbasis. Additional periods of
ADSW may al so be avail able. A nenber serving on ADSWorders is
entitled to full pay and all owances, and privileges available to
full-time active duty nenbers.

d. Advanced Paygrade Program (APG . This program provi des
for the enlistnent at an advanced paygrade in the Naval Reserve,
of men and wonmen with or without prior service who are enpl oyed
in a civilian-occupation that corresponds to an under manned
Navy rating. The APG Program | essens manni ng shortages in
rati ngs where veteran participation has been insufficient.

e. Annual Training (AT). Full-tinme duty with a conponent
of the regular Navy as a Naval Reservist or Naval Reserve unit
for training purposes, nost commonly called annual training
(AT), generally lasts 2 weeks. AT may be perfornmed with or
wi t hout pay and al | owances.
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f. Anniversary Year. The date used to determ ne the
anni versary year is established as the date the nenber entered
into active service or into active status in a Reserve
conponent. The start date (nonth and day) for each successive
anni versary year will not be adjusted unless the nenber has a
break in service.

(1) A break in service occurs only when a nenber transfers
to an inactive status, the tenporary disability retired list, the
Retired Reserve, or is discharged for a period greater than 24
hours.

(2) There will be no break in service if the nenber
transfers directly to another regular or Reserve conponent.

(3) Wien a nenber with a break in service returns to an
active duty Reserve status or to active service, the revised
anni versary year start date shall be the date of return or
re-entry.

g. Construction Basic Veteran CB (VET) Recruiting Program
The CB (VET) Programis designed to enlist veterans from any
service interested in a mlitary career wwthin the construction
trades. Requirenments are as foll ows:

(1) Enlistnment/affiliations are open to paygrades E3 or E4
in construction ratings listed in the current ALNAVRESFOR Drilling
Reserve Enlisted Career Managenment Objectives (ECMD nessage
Category "A" or "B" (equivalent to Career Reenlistnment Objectives
(CREO 1 or 2).

(2) The mnimumenlistnent required is 3 years.

(3) Navy Veteran (NAVET) personnel wll be
enlisted/affiliated in their permanent rating, in a paygrade no
hi gher than E-4, with subsequent tenporary rating change to a
construction rating (e.g., MWN CMCN, MvB CMB).

h. Drill Status. The termapplied to reservists assigned
under inactive duty training orders in either pay or non-pay
status while participating in Naval Reserve prograns.

i. Drill Pay Status (DP). The termapplied to reservists

drilling with pay, regardless of the type of participation or
duti es perforned.
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(1) One day of basic pay is earned for each regularly
schedul ed 4 hour training period satisfactorily conpleted during
weekend drills.

(2) Two training periods are usually schedul ed each day.
Thus, a reservist receives 4 days of pay for 2 days of weekend
trai ni ng.

(3) Non-pay Status (NP) is the termapplied to reservists
drilling wthout pay.

(4) Reservists under DI FOPS (duty in flying status
i nvol ving operational or training flights) orders may al so earn
flight pay during both drill and AT peri ods.

(5) Reserve pay increases are the sane percentage as
active duty pay increases.

(6) O her pay such as hazardous duty pay may be earned
during drills and AT.

j. Drilling Reserve. Qualified nenbers of the Ready

Reserve are eligible for Drilling Reserve participation in a
drill pay status. Menbers are eligible to receive nonthly dril
pay and al |l owances for authorized AT, will be considered for

selection for pronotion and advancenent, and are eligible for
benefits.

k. Enlisted Career Managenent Objectives (ECMO . Naval
Reserve equivalent of CREO. The ECMO is used to determ ne
eligibility for rating conversions, participation in E4-E6
advancenent exam nations, and RESCORE-R programeligibility.

. Inactive Duty Training. Any training, drills,
instruction, or duty periods perfornmed by reservists on inactive
duty.

m I ndividual Ready Reserve (IRR). This category is made
up of those ready reservists who are not affiliated with a
drilling unit.
(1) Longevity continues and qualifying service may be
accunul ated, but enlisted personnel are not eligible to conpete
for advancenent unless they affiliate in the Drilling Reserve.

(2) Oficers may be considered for pronotion
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(3) Menbers participate by conpleting approved
correspondence courses, optional AT and ot her program sponsored
approved activities.

n. Naval Recruiting Command ( NAVCRU TCOM). NAVCRU TCOM s
mssion is to recruit prior-service and non prior-service nen
and wormen for enlisted and officer status in the Reserve
conponent to the |level prescribed by the Chief of Naval
QOper ati ons.

0. Navy Veteran (NAVET). This program provides for
affiliation of officers and the enlistnent or re-enlistnment in
t he Naval Reserve of personnel who have had prior active or
i nactive service in the Navy or Naval Reserve.

p. Non-participating Reservist. Reservists not affiliated
with a Reserve unit whose records are maintai ned by the
Commandi ng O ficer, Naval Reserve Personnel Center, New Ol eans,
LA 70149- 7800. Menbers of the I RR who have questions
concerning their records/status may contact NRPC enlisted and
of ficer counselors at 1-800-535-2699.

g. Oficer Prograns. Veteran officers join the Nava
Reserve through a process called affiliation.

(1) Shortfalls in manning are accommodat ed by offering
qual i fied col |l ege-educat ed professionals a Naval Reserve
commi ssi on.

(2) The Naval Reserve Direct Appointnent programoffers
candi dat es chosen to becone officers the opportunity to achieve
personal and professional satisfaction in their specialized fields
by serving as officers in the Naval Reserve.

(3) Information on current openings and basic
qualifications is contained in the Naval Reserve Oficer Direct
Appoi nt ment brochure.

r. Qualifying Service. A qualifying year of service for
non-regular retired pay is a full year during which a regular or
Reserve menber is credited with a mninmum of 50 retirenent
poi nts. Except as otherw se provided by |law, an accunul ati on of
20 such years is one requirenment necessary to qualify for
non-regul ar retired pay.

S. Ready Reserve (USNR-R). Al Naval Reservists are
assigned to the Ready Reserve upon original appointnment or
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enlistnment, and upon being released fromactive duty, other than
tenporary active duty or annual training. Naval Reservists
remai n ready reservists until transferred to another category or
until di scharged.

(1) Ready Reservists can be recalled to active duty in
time of war or national energency declared by Congress or
procl ai ned by the President, or when otherw se authorized by |aw.

(2) To participate in the Ready Reserve, officers nust be
serving under a current Ready Reserve agreenent.

(a) Oficers participate for an indefinite period,
subject to age and grade |imtations.

(b) Enlisted personnel sign an agreenent for the
period of an enlistnment contract.

(c) There are two Reserve categories within the
Ready Reserve. Drilling Reserve and Individual Ready Reserve.

t. Recruiting Selective Conversion Reenlistnment-Reserve
(RESCORE-R). This programallows recently separated or
di scharged NAVETS and | RR personnel who are in closed ratings
(and woul d otherwi se be ineligible for enlistnment or
affiliation) access into open ratings via a change of rating.

U. Retired Reserve (USNR-Retired). Retired reservists may
still be recalled to active duty in tinme or war or national
energency as declared by Congress or when ot herw se authori zed
by law, including reservists retired without pay. These
reservists receive no retirenment point credit for the
performance of any duty, except extended active duty.

v. Retirenment Points. Points are earned by participation
(drills, correspondence courses, and AT) and credited to
reservists for determining eligibility to remain in an active
Reserve status, determ ning years of service qualifying for
retirement, and conputing retired pay.

w. Training and Adm ni stration of Reserves (TAR) Program
The TAR Program was established for the adm nistration,
recruiting, instructing, and training of Naval Reserve personnel
serving on inactive duty. It provides career opportunities for
certain Naval Reserve personnel to serve on full-tinme active
duty in support of the Naval Reserve.
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X. Volunteer Training Unit (VTU). VTU nenbers perform
schedul ed drills, correspondence courses and optional AT to
attain retirenment points. This is a non-pay unit.
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NAVAL RESERVE STATUS CHART

This chart provides opportunities avail able based on a Sailor’s

Reserve st atus.

STATUS ACTI VE | | NACTI VE RETI RED
CATEGORY READY STANDBY RESERVE RETI RED
RESERVE RESERVE
SUB- CATEGORY DRILLING |IRR USNR- | USNR- | USNR-
RESERVI ST Sl S2 RETI RED

Perform I DI with pay Y N N N N
Perform | DT wi thout pay Y(1) Y Y N N
Perform AT/ ADT/ ADTT with pay |Y Y(1) N N N
Per f orm AT/ ADT/ ADTT wi t hout N Y Y N N
pay
Earn retirement points Y Y Y N N(2)
Earn nenbershi p points Y Y Y N N
Eligi ble for pronotion Y Y Y(3) N N
Eligible for enlisted Y Y(4) Y(4) N N
pronoti on
Be voluntarily recalled Y Y N N Y(5)
to active duty/ ADSW
Participate wth perm ssive N N N N Y
orders (no pay or points)
Recal | per 10 USC 673 Y Y N N N
(Presidential authority)
Recal | per 10 USC 673b Y N N N N
(Presidential authority)
Recal | per 10 USC 672 Y Y Y Y Y
(Congressi onal authority)

Not es:

(1) I'f authorized.

(2) Unless recalled to active duty in a retired status. |If

recall ed, points are added to the nenber's totals.
(3) Except for Flag rank.
(4) I1f drilling in a non-pay unit and not subject to H gh Year
Tenur e.
(5) Recall is in aretired status (no further pronotion).
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NAVAL RESERVE AFFI LI ATI ON TI MELI NE

OPNAVI NST 1900.1D requires all reenlistnment-eligible separating

active duty personnel to receive Naval Reserve counseling as
foll ows:

TI ME BEFORE EAQOS/ PRD ACTI ON TO BE TAKEN

6 nont hs CCC schedul e Naval Reserve benefits
counseling with Naval Reserve Recruiter*
to occur within the next 90 days.

90 days CCC ensure Naval Reserve benefits
counsel i ng has been conpl eted
<90 days CCC check with nenber and Reserve

Recruiter to determne if Reserve
package has been conpleted. CCC ensures
menber aware that H V screeni ng nust be
conpl eted as part of separation physica
prior to Reserve affiliation.

Upon Checkout CCC i nf orm nenber:

Cont act | ocal Reserve Recruiter when
nmenber arrives hone.

When nenber receives DD214, contact
Reserve Recruiter to ascertain

avail ability of Reserve reservations and
schedul e affiliation interview

If menber is fully qualified, nenber could
be drilling within 2 nonths.

NOTE: *To establish contact with your | ocal Reserve Recruiter
call 1-800- USA- USNR (872-8767) or visit ww. naval reserve. com .
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PERI CDI C RETENTI ON CAREER DEVELOPMENT REPCRT

COVVAND:

uc REPORT FOR MONTH QUARTER YR

Car eer Devel opment Team
Nunber Assi gned:
Nunber CDT trai ned
Percent of Team Trai ned
Counselor-to client ratio
(Mnimumrequired - 30:1

Command Retention Actions for Report Period

Zone A Zone B Zone C
At EACS

Bef ore EACS | osses
Reenl i st ed

6YO Ext ensi ons
Reenlistnent rate

Attrition rate

Formul as: Reenlistnment Rate Reenl i sted/ At EACS
Attrition Rate - Before EACS

Losses+6YO ext ensi ons.

| osses/ At EACS+Bef ore EACS

E1l/ E4 Success Workshop

Career Devel opnent Boards (CDB)

Percent Advanced

Nunber of courses conducted Nunber of Personnel before
Nurmber of personnel attended the board for: El- E4 E5- E6 E7- E9
Total # of El-E4 onboard “A" School / Stri ker Designator
Total # E1-E4 trained Speci al Prograns
Per cent age of E1-E4 trained Conmi ssi oni ng Prograns
Advancemnent
Q her
Tot al
Transi tion Assi stance Advancenent Results (nopst recent cycle(s)
Nunber of personnel separated Nunber of personnel: E4 E5 E6 E7 E8 E9
Nurmber of personnel who attended
TAP wor kshop TIR eligible
Nunber of personnel who attended Parti ci pated
CARIT brief only PNA
Per cent age of personnel who Fai |l ed
Conpl eted DD 2648/transition Sel ect ed

counsel i ng

Nunber of personnel separated who
attended transition counseling

| ess than 90 days prior to
separation

Nunber of personnel who attended
transition counseling this
reporting period

Command Advancenent Program (CAP) (cal endar year to date)

E4 E5 E6
Nunber aut horized per year
Nunber advanced to date

Remai ni ng CY CAPs avail abl e

Program Appl i cations

Nurber of Applications submtted
for:

GUARD 2000

STAR

SCORE/ Conver si ons
Speci al Prograns
“A’ School requests
PTS subni ssi ons
Seni or Enlisted Acadeny
STA-21

MECP

LDQ CVWO

OCs/ ACCs

O her

Nunber
Di pl oma
Nunber
GED
Nunber
GED t hi

Nunber

H gh School Education I ndoctrination
per sonnel wi t hout HS/ GED Nurber personnel Reported
Nurmber personnel attended
per sonnel wor ki ng toward I ndoctrination Training
personnel who conpl eted Addi tional CDTC Training (Optional)
s period
Nunber E5-04 onboard
US MAP Participation Nunber E5-04 CDTC trained
Percent E5-04 CDTC trained
per sonnel enrolled
Nurmber Journeyman Certificates HARP/ OHARP/ SEM NAR
| ssued this period
Nunber personnel
AFCT Retesting partici pat ed
personnel retested

Nunber
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RATE/ NAMVE I NDI VI DUAL CAREER DEVELOPMENT PLAN DEP/ DI V DATE ADSD EACS
El- E3 RPTD
Conmmand: PRD
CAREER DEVELOPMENT PLAN REPORTI NG 6 AS 12 AS 24 AS 36 TRX/' S
MIH REQ D MIH REQ D MIH REQ D MIH EP
ADVANCEMENT/ QUALI FI CATI ONS
W ndow of Adv E2- E4 E2/ E3/ E4/ |
Dat e of Advancenent E2/ E3/
Requi renents for Adv to P03 Conpl et ed BMR M LREQS Target date of conpletion:
Requi r enent / shi pboard PQS DC 3M Wat ches
Warfare Qualifications Start Date Target Date | Conpl etion date
EDUCATI ONAL OPPORTUNI TI ES

Current Education Status (RTM
Current Education Status (PACE Of-duty) Credits conpl et ed:
H gh School D pl oma/ GED Target date of conpletion:
Degr ee Prograns | | | | | | |
O her Courses Conpl et ed: USMAP ENROLLED: YES NO

FI NANCI AL PLANNI NG
I ndi vi dual / Fam |y Budgeti ng
Checkbook/ | nvest ment s/ TSP

PHYSI CAL FI TNESS REQUI REMENTS
Physi cal Fitness Goal s/ Personal Health Personal GCoals Set:
Assessnent

CAREER | NTENTI ONS
Reenl i st ment I ntentions/PTS | | | | | |
Speci al Program I nterest
Car eer Pat h/ Team Detail i ng 13 Month - [ 9 Month - | 6 Month -

TRANSI TI ON

Rever se Sponsorship Program

Orders received:

Menmber notifi ed: Dat e SAA submtted:

Wl cone Aboard Program

Package Rec’ d:

| Sponsor Assi gned:

Sponsor’ s Nane: Remar ks:

I ndi vidual Transition Plan and DD 2648

18Mh [6Mh

Schedul ed TAP dtd:

Separ ating

Physi cal Screening

Fam |y Rel ocation Assistance
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Menmber’s Short Ter m Goal s:

Menber’s Long Term Coal s:

BOARD COMVENTS:
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RATE/ NAME I NDI VI DUAL CAREER DEVELOPMENT PLAN DEP/ DIV | DATE ADSD EACS
E4- E6 RPTD
Conmand: PRD
CAREER DEVELOPMENT PLAN REPORTI NG 6 AS 12 AS 24 AS 36 TRX/' S
MIH REQ D MIH REQ D MIH REQ D MIH EP
ADVANCEMENT/ QUALI FI CATI ONS
W ndow of Advancenent E5/ E6/ E7/
Dat e of Advancenent E4/ E5/ E6/
Reconmendat i ons for Advancenent | Target date of conpl etion:
Exami nation Participation (E4/E5 # of tinmes examtaken # of times passed/failed exam___ [ __
Per sonnel )
Sel ection Board (S/B) Results # of tines taken E7 exam __~ /Board Eligible _ /Nonselect: __ |/
(E6 Personnel) CDB recomendati ons for sel ection:
Requi r enent / shi pboard PQS DC [ 3M | Wat ches
Warfare Qualifications includes MI'S Start Date | Target Date | Conpl etion Date
Leader shi p Conti nuum Conpl et ed: Target date of conpletion:
EDUCATI ONAL OPPORTUNI TI ES

Current Education Status (RTM
Current Education Status (PACE Of Duty) Credits conpl et ed:
H gh School D pl oma/ GED | Target date of conpl etion:
Degr ee Prograns Personal Goal To Obtain: Target date of conpletion:
O her Courses Conpl et ed: | USMAP ENROLLED:  YES NO

FI NANCI AL PLANNI NG
I ndi vi dual / Fam |y Budgeti ng
Checkbook/ | nvest nent s/ TSP

PHYSI CAL FI TNESS REQUI REMENTS
Physi cal Fitness Goal s/ Personal Health Personal Goals Set:
Assessment

CAREER | NTENTI ONS
Reenl i stment |ntentions
Speci al Program I nterest
Car eer Path/ Team Detai l i ng
Detai li ng W ndow Proj ected 13 Month - [9 Month - | 6 Month -

Fami |y Rel ocation Assistance

TRANSI Tl ON

Reverse Sponsorship Program

Orders received: Menber notified:

Dat e SAA submtted:

Wl cone Aboard Program

Package Rec’ d: | Sponsor Assi gned:

Sponsor’ s Nane: Remar ks:

I ndividual Transition Plan and DD 2648 18M h [ 6M h Schedul ed TAP dtd:
Fl eet Reserve (E5/E6 personnel) HYT Dtd: Desire Cerenony:
Physi cal Screening Schedul ed: | Conpl et ed:

Fami |y Rel ocation Assistance

3
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Menmber’s Short Ter m Goal s:

Menber’s Long Term Goal s:

BOARD RECOVMENDATI ON COMMVENTS:
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RATE/ NAME I NDI VI DUAL CAREER DEVELOPMENT PLAN DEP/ DIV | DATE ADSD EACS
E7- E9 RPTD
Command: PRD
CAREER DEVELOPMENT PLAN REPORTI NG 6 AS 12 AS 24 AS 36 TRX/' S
MIH REQ D MIH REQ D MIH REQ D MIH EP
ADVANCEMENT/ QUALI FI CATI ONS
Date of Advancenent E7/ E8/ E9/ |
W ndow of Advancenent E8/ E9/
Reporting Senior’'s PVA Menber’s FI TREP PMVA:
Last M crofiche Review Dat e: Target date of conpletion:
Sel ection Board (S/B) Results #of times S/B eligible/Nonselect: _ / ~ ** CDB recomendations for selection:
Requi r enent / shi pboard PQS DC [ 3M | Wat ches
Warfare Qualifications includes MI'S Start Date | Target Date | Conpl etion Date
Leader shi p Conti nuum Conpl et ed: | Target date of conpl etion:
EDUCATI ONAL OPPORTUNI TI ES
O f-Duty Education Status
Current Education Status (M LI TARY)
Degree Prograns
O her Courses Conpl et ed:
FI NANCI AL PLANNI NG
I nvest ment s/ TSP | |
PHYSI CAL FI TNESS REQUI REMENTS
Physi cal Fitness Goal s/ Personal Health Personal Goals Set:
Assessment
CAREER | NTENTI ONS
Reenl i st ment | ntentions
Speci al Program I nt erest Seni or Enlisted Acadeny CMC Program LDO CWD Program
TEAM DETAI LI NG Det ai | i ng Wndow Projected | 13 Month - 9 Month - 6 Month -
TRANSI Tl ON
Rever se Sponsorship Program Orders received: Mermber noti fi ed: Date SAA submitted:

Wel cone Aboard Program

Package Rec’ d: Sponsor Assi gned:

Sponsor’ s Nane:

Retirenment Eligibility

Req submitted: Approved F/ R dtd:

Desire Cerenony:

I ndi vidual Transition Plan and DD 2648

18M h 6M h

Schedul ed TAP dtd:

Physi cal Screening

Schedul ed: | Conpl et ed:

Fami |y Rel ocation Assistance

Appendi x B




Menmber’s Short Ter m Goal s:

Menber’s Long Term Goal s:

BOARD COMMENTS:
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COMVAND CAREER DEVELOPMENT PROGRAM REVI EW

Activity Nane: uc

Car eer Counsel ors Nane: Dat e Graduated CCC
cour se:

Eval uat ed By: Dat e of Revi ew

1. Conpile the last 12 nonths of CO nonthly report data, and
conpare with established targets, requirenments or norns as
appl i cabl e.

Conmment s:

2. Does the command conduct CDBs per OPNAVI NST YES | NO

1040. 11A? [] []

Comment s:

3. Does the command participate in Team Detailing? YES | NO
O 1O

Comment s:
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COMVAND CAREER DEVELOPMENT PROGRAM REVI EW ( Cont’

d)

3. Per OPNAVI NST 1040. 11A does the CCC have:

a. Primary access to the BUPERS directives CD ROV

YES

b. A conputer systemthat is capable of running
current Career Devel opnment Progranms and associ at ed
on-|ine databases including Internet capability?

c. Ofice space suitable for private counseling?

d. DSN capabl e phone |ine and ot her conmuni cations?

ojdy O
N O B O

Comment s:

4. The CCC has a current copy of the Enlisted
Distribution Verification Report (EDVR) el ectronically
or on paper

YES NO

5. The CCCis on distribution for career devel opnent
rel ated nessage traffic and correspondence

6. How is career devel opnent related information

di ssem nated? (i.e., Plan of the Day (POD) Notes/Site
TV/ Radi o/ Fam |y Grans/ General Mlitary Training (GWVI)

| ectures/ LAN conmput er systemnm

Comment s:
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COVVMAND CAREER DEVELOPMENT PROGRAM REVI EW ( Cont '’ d)

7. Review Summary (In view of the above, does the
Command Car eer Devel opnent Program function per [] []
existing directives)?

I nclude training requirenents and copy of POA&M if applicabl e:
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