CHAPTER 16

CAREER AND EDUCATION INFORMATION

| caneinto the Naw feeling | could sperd afewyeas away from hone, save some
morey,see different places and mayle get sone training or educatiaon that | could
use later. I've had to chargemy attitude abou several things sincejoining. | didn't

realizethere are so mary differernt opportun
to how far | can go by how rdu efort I'm

Asthisletter points out, you haveopportunities in
theNavy. You canadvance get an educationand havea
rewarding caree. Since the Navy is an all-volunteer
organization its succes is influencel by the personal
satigaction of its personnel Your desie to seve and
your patriotigm are two factoss tha contribute to your
job satigaction.

Thischapte doesrt provide adetailad explanation
of all the awilable rights ard bendits; but it does
introdue you to sore of them Remembe the Navy
ard the Departmenof Defen® make frequen changes
to personnel policies. Therefore, some of the
information may havechange by thetimeyourealthis
manual You shout ched with your LPO, division or
departmencaree counselo, or the commanl career
counselo for the lates information abou any Navy
program.

THE NAVY GOAL CARD

Learning Objective: Whenyou finish thischapte, you
will be able to—

¢ |dentify the purpose of theaMy Goal Card.

The Navy helps first-term Sailois sé and achieve
both short-term and long-term goals while in the
service The God Card Program isone way to kee the
voluntee, high-qualiy SailarintheNavy. Thisprogram
ismack up of the Navy God Card ard the Navy Podet
Goal Card. It reinforces goal setting and goal
accomplishment bfjrst-term Sailors.

The Navy God Cad is atwo-pag documen of
rating and advancemen caree information for each
new recrut and first-term Sailar. Sorre of the topics
covered by the Goal Card include the éaling:
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itissopentome. Igues!’ monly limited
willing to put forth.

—A letter home

Advanceltraining and educatia for your rating
Montgomery G.I. Bill benits and goals

Voluntary education, including Tuition
Assistance athSOQNAV

Officer programs

Advancement

Career milestones

The Apprenticeship Program

Job descriptions

The Navy Pocket Goal Card (fig. 16-1 and
Appendk V) shows asampe of the trifold form for
newly recruitad Sailors Appendk V contairs aNavy
Podet God Card for your use Areas of god setting
covered onthePodket God Cardincludethefoll owing:

Delayed Entry Program (DEP) goals
Navy CoreValues

Recruit training goals

The Sailofs Creed

Fleet goals, personal priorities (including
education)

Space for Sailors to write in thewn goals



FLEET GOALS

| will complete my Warfare Specialty
qualifications, if assigned to sea duty, by end of
1st enlistment.

| will increase savings to
month.

__dollars per

| will maintain a physical fithess program.

| will advance to every paygrade as soon as my
first eligibility: E3 E4 ES)
____E

| will go to the education office (Navy Campus)
to document college credits earned upon
completion of Recruit Training,

school, and

|_CEROONALPRIORTES o~

DEP GOALS
| will attend all DEP meetings.

| will save__ __dollars per month.

| will advance to E2/E3 by encouraging others
to visit recruiters and enlist.

| will maintain a physical fithess program.

| will earn my __diploma.

| will not use illegal drugs or abuse alcohol.

| will take personal responsibility for my
future.

Personal Goal:

RECRUIT TRAINING GOALS
e — ]

BMRf1601

Figure 16-1.—Navy Pocket Goal Card.

REVIEW 1 QUESTIONS

Q1 Wha mears does the Navy use to help new

Q2

Sailors set and achieve goals while in the

service?

List soneof theareacovered inthe Poket Goal

Card.

a.

PROFESSIONAL DEVELOPMENT

Learning Objectives When you finish this chapte,
you will be able to—

* |dentify the requirements for professional
dewvelopment.

* Recognize the purpose of the Professional
Dewelopment Board.

One purpose of the Professional Development
Board is to give Sailors a chance for greater
responsibiliy. The boad interviews Sailors who want
advancementraining and who wart to atterd special
progransor progranstha neel commarl endorsement
(appoval). Also, the boad advises caree Sailors who
find it difficult to be selecte for advancemenhor to
complete command-required personnel qualification
standard (PQS) All recommendatic®imace by the
board are fowarded to the CO for appval.

Permanent board members include the—
e Command master chief,

¢ Command career counselo

* Personnel fbicer, and the

e Educational serviceffacer.

Studert Notes:
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Supplemental board members include the—
MASTER CHIEF PETTY OFFICER

* Division dficer, 'i'g
* Division chief, and the SENIOR CHIEF PETTY OFFICER
E-8

¢ Division career counsalo

|
CHIEF PETTY OFFICER

ENLISTED CAREER STRUCTURE E-7
1
Learning Objectives When you finish this chapte, PETTY OFFICER FIRST CLASS
you will be able to— E-6
. |
¢ Recognie the patls of advancemehard recall PETTY OFFICER SECOND CLASS
the requiremers for advancemenof nonrated E5
personnel. I
PETTY OFFICER THIRD CLASS

* |dentify the eligibility requirements for

advancement to E-2 and E-3 and petffyazr. 'i'4
* Recognize selection criteria for advancement SEAMAN (OR EQUIVALENT)
and preparation for @dncement. E-3
|
¢ |dentify the career enlistment objees. APPRENTICE
E-2

Theobjecive of theenlistad advancemetsystanis -

to provide qualified petty officersto operaethe Navy’'s RECRUIT
ships squadronsand shoe stations Advancementsn E-1
turn, providethe opportuniy for theorderly progression
of qualified enlisted personnel to higher levels of
responsibility throughout their naval career.
Information abou theadvancemetsysteniscontained ] ) )
in BUPERSINS 1430.16 The advancemen system * Constructionmaapprenticeship (CR, CA, CN)

offers you increase pay, prestige ard privileges as * Hospitalma apprenticeship (HR, HA, HN)
well as additional responsibilities and authporit

BMRf1602
Figure 16-2.—Path of advancement.

¢ Dentalma apprenticeship (DRDA, DN)

PATH OF ADVANCEMENT Pety officers (E-4 to E-9) and designatd strikers

belong to a rating. Ratings are divided into two

The enlisted advancemen structue is organized i ) ; s
caigories—general ratings and service ratings.

into paygradest-1 isthe loweg enlisted paygrae and
E-9isthehighest The path of advancemetifrom E-1to
E-9, along with the title of ead paygradeis shown in
figure 16-2. A generarating is abroad occupationbfield (a
group of jobs) that requires the same general
equalifications ard includes similar duties Boatsvain's
Mate, Quartermasteand Stor&keepe are all examples
of agenerarating Eadrating hasits ovnrating badge.
e Seaman apprenticeship (SR,,SN) Thee rating badge are shown in chapte 10 of this
manual.

General Ratings

Thelowed threepaygrads(E-1to E-3) arereferred
to as apprenticeships and identified as one of th
following:

* Fireman apprenticeship (FRA, FN) )
In sone casestwo or more related generaratings

* Airman apprenticeship (AR, AA, AN) will combire at the E-8 or E-9 lewvel to form a new

Studert Notes:
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generarating Thatiscalled compressingor example,
the two ratings Electrician’s Mate and Interior
Communications Electrician compress into
Electriciaris Mate at the E-Slel.

Savice Ratings

Some genera ratings are subdvided into service
ratings to allow for specia training or the assignments
of personnel who have received special training.
Servie ratings indicae specialtis within a general
rating; for example, Aviation Boatswain Mate is a
general rating, but Aviation Boatswain Mate is divided
into three service ratings: Catapults and Arresting
Gear Equipment (ABE), Handling (ABH), and Fuels
(ABF).

Servieratingsmay be establishd within ageneral
rating at any paygra@ and may extend to any other
paygrade. For example, a general rating may have
service ratings at E-4 and E-5 but not at E-6 through
E-9.

Servie ratings are not identified by speci rating
badgesThey use the rating badge of the generarating
to which they belong.

Designated Strkers

A designatd striker is apersa in paygrae E-1,
E-2, or E-3 who has been designatd (appointel or
specfied) astechnicall qualified for aparticula rating.
Personnkin the generdapprenticeship(E-1, E-2, and
E-3) are identified as strikers for ratings for which

they—

* havedemonstratétheir technicé qualifications
through on-the-job training (OJT) or

* hawve recéved formal school training.

Commandig officers may designag personnkin
their command as strikers if certan qualificatiors are
met Thes qualifications are spellel out in the Navy’s
advancemeh manual For more information on the
requiremergto be astriker in arating, goto your career
counselor or personneffe.

QUALIFIC ATIONS FOR ADVANCEMENT

Before you are advanced you mug fulfill (meet)
the qualificatiors for the paygra@ you wish to be
advanced to. You must also fulfill other eligibility
requirementsand then you mud be selecte to be
advanced.

How can you find out wha is requiral of you for
you to be considerd qualified for the next paygrade?
The Navy has created standards for every enlisted
paygra@ and rate Thes standard are of two types:
Naval Standards (NAVSTDs) and Occupational
Standards (OCCSTDs).

The NAVSTDsand OCCSTDsare publishalinthe
Manud of Naw Enlisted Manpowe and Personnel
Classifications and Occupational Standards,
NAVPERS 18068 This publicatian shoutl be awailable
at your ESO or personnel office. Parts of this
publication arereprintad in bookle form. Ther aretwo
different types of booklets. One type lists the
occupationbstandardfor aparticula rating The other
booklg lists the naval standard for all paygrads and
the occupationhstandard for AN, CN, FN, and SN.
Thes booklet are helpfu when you are preparirg for
advancement and are available at your educational
services ffice (ESO).

To help you study and prepare for your
advancemeh examination refer to the Advancement
Handbod (AH) for your rate Also, information about
advancement can be found in the Navy Enlisted
Advancement System (NEAS).

Navy Enlisted Advancement System (NEAS)

The NEAS contairs generainformation abou the
enlistad advancemet system exam study tips, how
exams are developed final multiple computationsand
explanation of the tea shee ard the profile form, and
other information useful to all Navy enlisted
advancement candidates.

Advancement handbooks (AHs) provide the
occupationbskills for arating the knowledge factors
that relae to those skills, and references to rea to
understad the knowledge factors Also, AHs contah a
section titled “Exam Expectationg a narraive that
describes tw knowledgefactors could be tested.

Studert Notes:
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TheNEASard AHsare awilableinelectronc form Eligibility for Advancement to E-2 and E-3
at the Naval Education and Training Professional
Dewelopmen and Technoloy Cente (NETPDTQ at The eligibility requiremert for E-2 ard E-3 are
www.cnet.navy.mil/netpdtc/nac/download/ah_intro. relatvely simple. The requirements are asdai:
htm.
* Hawe a certain amount of time in rate

Naval Standards ¢ Be recommended by your commandirifjar
NAVSTDs are military requirements for a
paygrade They apply to all enlisted personnkin the
Navy. NAVSTDsareskillsand knowledgesrequired for
enlistad personnkto beableto perfomtheir duty. They Additionally, your commam may require you to
inCIUCbm”itary reqUiremerﬁard essentihqua”ti$0f pas awritten examination An examination for E-2
professionalis ard pride of serviein suppot of your  \yoyid be prepare by your command For an E-3, the
oath of enlistment They also include bast skills and examination would either be prepared locally or
knowledges relating to the maintenane of goad order prepared by the Naval Education and Training

anddiscipling aswell asthosethat directly contributeto .
the missian of the Navy. To be qualified for apaygrade, Professional Development and Technology Center

e CompleteBasic Military Requirements
NAVEDTRA 12018

you are responsile for knowing all the naval standards (NETPDTC).

for tha paygra@ and all the naval standard for all Remembe, these are eligibility requirements

lower paygrades. Meeting thes requiremerdg mears you are eligible for
advancement; but they don’'t mean you'll be

Occupational Standards automaticaly advanced Selectim for advancemenis

discussed later in this chapte
OCCSTDs are alisting of the things you mug be

abletodotobeconsiderd professionail qualified for a Eligibility for Advancement toPetty Officer
rate. OCCSTDs are the minimum occupational

requiremert of a particula rate ard are separat and Advancemento petty officer has more eligibility
differert from NAVSTDs In othe words to be an SN requiremerg than advancemento E-2 or E-3. The
you would haveto fulfill the OCCSTDs for SN aswell eligibility requirements are as folls:

as tle NAVSTDsfor E-3.

¢ Hawe a certain amount of time in rate
If you wanted to look at the OCCSTDs for a

particula rate you would needtolook at the OCCSTDs e Complete all personnel advancement

fortha rateand all lower paygradsinthesaneratingas requirementsRARS)

well as the OCCSTDs for the appropriate

apprenticeshipFor example to see all the OCCSTDs * Demonstrate knowledge of material in your

for Boatsvain's Mate secoml class (BM2), you would mandatory rate training manual

have to look at the OCCSTDs for BM2, BM3, and

Seaman (SN). * Berecommende by your commandig officer
(CO)

ELIGIBILITY FOR A DVANCEMENT o )
TIM E IN RATE.—You mug fulfill time-in-rate

In addition to all the naval and occupational requiremert to be eligible for advancemento petty

standardfor arate othe requiremergmug bemet for ~ Officer. Tha mearsyou must havebeeninyour present
you to be eligible for advancementHowever, being paygrae for a specfic minimum periad of time to be

eligible does not guarantee advancement. To be€ligible for the ext paygrade.
advanced, you must be selected fovaacement.

Studert Notes:
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PERSONNEL ADVANCEMENT REQUIRE-
MENT S (PARS).—PARS are skills ard abilities that
can best be demonstrated (shown) by actual
performance. Generally, each PAR contains one or
more OCCSTDs on the sane or similar subje¢ ard is
written in on-the-job rating language. PARs aren’t
competitve; that is, no mak is assignedCompletion
indicates that you can perform the tasks.

Completion of PARs is mandatory for
advancement. Commands should make sure you
complete PARs before you are recommended for
advancement. Because of limitations in command
equipment mission and operationsyou may not be
able to demonstrate all PARs. In that case, actual
demonstration of ability isn’t mandatory. However,
your being recommende for advancemeh mug be
base&l onthe comma being satiied that you havethe
necessar ability to perfom propery at the higher

paygrade at the present command and at other

commands.

PARsarenaot designé to replaothe qualification
programs, such as PQS. However, PAR items that
duplicake “sign off” items in othe prograns can be
signed off as FAR itemsif theyhavealread been signed
off under ay other program.

PARs ard BIBS are awailable in electrontc format
from:

* NETPDTC Web Site: GePARS,
www.cnet.ravy.mil/netpdtc

¢ Streamlinel Automateal Logistics Transmission
System (SATS), www.salts.@avy.mil

BIBLIOGRAPHY (BIB) FOR ADVANCE-
MENT-IN-RATE EXAM STUDY .—The BIB is
dewelopa by exam writers (chief petty officerg to help
Sailos study for advancement-in-r& examinations.
The BIB is alist of referencs tha includes training
courss (TRAMANS/NRTCSs), instructions technical
manuals, guides, and other publications commonly
used in a rating.

BIBsare posteal (issued three times ayea ard are
only available in electront format You can find the
BIBsattheNETPDTCwebsite. The E-4/E-5/E-6BIBs
are postal in March and Septemberard E-7 BIBs are
postal in July. The BIBs postal in March are for the

exam given the following Septembetrthe BIBs posted
in Septembe are for the exam given the following
March.

TRAINING MANUAL INFORMATION
Training manuas (TRAMANS) ard their associated
nonresidetntraining courses (NRTCs) are prepare as
self-stu¢y packagsto help you develop the knowledge
required for your rating You may also use them when
preparimy to take an advancemen examination The
information in some TRAMANS is considered
mandatoy.

You must complete certain courses (mandatory
course}to med advancemeneligibility requirements.
For example if youre going up for E-3 ard didn't
atterdthe Apprenticestp Training Progran (ATP), you
mugd completeBasic Militar y Requremens (BMR)and
eithe theAirman(AN), Fireman(FN), or Seamar{SN
(dependig on your rate TRAMANS. If you graduated
from the ATP, you have satigied the requiremen for
completion of theAN, FN, or SN apprenticeship
TRAMAN . However, youstill mug compleetheBMR

Remembe you are responsild for theinformation
in training manuas concernirg the rating in which you
wish to beadvancel and the appropria¢ apprenticeship
and general rate training manuals.

COMMANDING OFFICER’S (CO’S)
RECOMMENDATION .—This eligibility require-

mert is, perhapsthemog importart of all. For your CO
to recommed you for advancementhe/ske mug be
satigied that you are fully qudled for advancement.

To a great extent, your CO relies on the
recommendations of the people in the chain of
command to decide if you are fully qualified for
advancement. Your supervisor constantly evaluates
your performaneto seeif you canhandethedutiesand
responsibilities of an adncement.

In addition your CO can add requiremer to the
eligibility requiremerg shown here Thes additional
requiremerg shoutl be met for you to receve your
CO's recommendationChed with your superviso or
personnk office to ses if your comman has local
requirements.

ADDITIONAL ELIGIBILITY REQUIRE-
MENTS.—In addition to the eligibility requirements

Studern Notes:
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already mentioned, some ratings require a specific Personnel testingrefers to the Navywide
school and/or a performance test for advancement.advancement examination. These examinations are
Figure 16-3 is a presentation of the general prepare and administratd by NETPDTC Ead test
requirements for advancement. To get specific consiss of 200 multiple-choi@ questiors base& upon

information on advancemento a particula rate see
your ESO or personnel fhice.

SELECTION FOR ADVANCEMENT

Onceyou med all the eligibility requirementsyou
are considerd eligible ard qualified for advancement.
Howewer, to be advanced you mug be selecte for
advancementln all advancementsyour commanding
officer hasthe final word—yau are always advancel by
your commanding fbicer.

Selectionfor Advancement to E-2 or E-3

Theselectio for advancemetito E-2 or E-3isdone
by your CO. The Navy has no limits on the numbe of
peopk who can be advancel to E-2 or E-3. Therefore,
the CO may sele¢ and advance peopkto E-2 or E-3 as
soon as tey have met all the eligibility requirements.

Selectionfor Advancement toPetty Officer

Selecti for advancemento petty officer (up to
E-6) isdoreonthebassof a final multipleamorg those
who pasthe Navywide advancemetexamination The
numbe of persors who may be advancael is limited by
the numbe of vacancis tha exist in eat rate and
rating Therefore when the numbe of thoe who pass
the Navywide advancemebexaminatio isgreate then
the numbe of vacanciega fina multiple systenisused
to determire which personnk may be advancel to
paygrads E-4, E-5, and E-6.

Three separate categories are taken into

consideratia when a final multiple is computed The
final multiple score is based on these three things:

1. Merit rating
2. Personnel testing
3. Experience

Merit rating givespeopkwho haveshowntheyare

outstanding performers an advantage in promotion.

Merit rating is dore by averagirg your performance
marks for the last 3 years.

the occupationh standard for the rating and Naval
Standards|f you pas this examination but are not
selecte for advancementyou are considerd to have
PNA (passegnaot advanced statis for the examination.
Personnktestirg includes your examination scoe in
computing thdinal multiple score.

You recave credi for your experiencein the final
multiple score Experiene includes longevity—your
total active federal military service (TAFMS)—and
timein rate (TIR). It also includes certan awards and
PNA credits.

To sum it all up, the following factors are
considered in youfinal multiple computation:

¢ Performance maréverage

Examination score

Length of serviceTAFMS)

Service in paygrade (TIR)

Awards

e PNA credit

Your final multiple score is computed by
NETPDTC at the time your Navywide advancement
examination is scored.

REVIEW 2 QUESTIONS

Q1. List the permanent board members on the
Professional Bvelopment Board.

a.

b.

Q2 What is the purpose of the Professional
Dewelopment Board?

Studert Notes:
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8-91

Requirements E-1toE-2 E-2toE-3 E-3toE-4 E-4toE-5 E-5t0 E-6 E-6toE-7 E-7toE-8 E-8toE-9
Timeinrate 9 montts 9mo asE-2 12 mosasE-3 36 moasE-4 36 mo asE-5 36 mo asE-6 36 mo asE-7 36 moasE-8
School RTC (CO may None Clas“A" for Navd Justice None Nawy Schod for | Naw Schod for | None
advane up to AME, BU, CE, Schod for LN3 AGC, MU MUCS
20% of company) CM, CTA, CTI,
CTM, CTO, CTR,
CTT, DT, EA,
EOQ, EW, FT, HM,
IS, JO, NM, MT,
MU, PR SW, UT
Performane Teg None None Specified ratings mug complee applicabé performane teg before taking None None
Navywide advancemerexamination.
NonresidenTraining| None Requirel for E-3 and all petty officer advancemestunles waived becaus@f | Nonresidentraining course recommende (See
Course (NRTC) completion of Nawy school Course neal not be completel but once;i.e., thosel NAVEDTRA 12061%)
training manual who complee the 3&2 cours for PO3 neal not complet the sae course
(TRAMAN) agan for advancemetto PO2. *Catalag availabkin electroné format only
Examinatiors Locally prepared | NETPDTC exams| Navywide advancemerexaminatios required for advancemerto E-4to E-7. | None None
tests or locally
preparé test
Selectio boad None None None None None Navywide CPO or SCPO/MCM® selection
Obligatel service Therisno se amourn of obligated servie requirel eithe to takethe Navywide advancement All CPO candidate mug hawe two yeass remainirg to
requirement examinatia or to accep advancemetrto paygrads E-1 through E-6. accep appointmento aCPO paygrade.
Enlisted performance As usel by CO when approving Counstowad performane factar credt in advancemetfinal multiple for all E-4 through E-6 candidates.
evaluation advancements
CO recommendatio | All Naw Advancemergrequire thecommandig officer’'srecommendatiofor advancement.
Authorizatian for Commandig officer Navd Educatio and Training ProfessionbDevelopmenhand TechnologyCente (NETPDTQ) for advancemetrto E-4
advancement throuch E-9 in addition to commau approval.

Figure 16-3.—Requiement for advancement.




Q3

Q4.

Q5.

Q6.

Q7.

Q8

Qo.

The bwest thre paygrade are referred to as—

Wha arethetwo categoriesratingsdividedinto?

a.
b.

What is a designated $teir?

Wha manua contairs alist of Navy standards

(NAVSTDs) and occupational standards

(OCCSTDs)?

Whats the differen® betwea a NAV/STD and
an OCCSTD?

Wha three requiremerg do you neel to med to
be eligible to adance from E-2 to E-37?

a.

b.

List the eligibility requiremerg to advanc to
Petty Oficer.

Q10 The final multiplescoeof arating examisbased
on what three things?

a.

TYPES OF DUTY

Learning Objectives When you finish this chapte,
you will be able to—

¢ Recal theddinitionsof seaduty, shoeduty, and
neutral duy.

* Recognize the methods used for enlisted
assignments.

You often hea abou three types of duty: seaduty,
shoee duty, and neutrd duty. Thes three designations
refer to duty for rotation purposes.

Everyore in the Navy has sea/shae rotation The
amourt of time spen on seaduty or shoe duty depends
onyour rate rating and individud circumstancedEach
rate and rating in the Navy has adesignatd sea/shore
rotation cycle. You can find out what the current
sea/shae rotation for your rate and rating is from your
supervisor or career counselo

For example if your sea/shaeg rotation is listed as
36/36 tha mearsthat you sperd 36 monttsin seaduty
billets and 36 montts in shoe duty billets. In other
words when you complet 36 months of seaduty, your

a next 36 monthsis shoe duty. After 36 months of shore
duty, you have 36 months of sea duty. That is your

b. sea/shore rotation.

C. You might ask “What isseaduty, and what isshore
duty”? Ther are eight types of duty designatios used

d for sea/shore rotation. Each of these duty types is

' credited as sea, shore, or neutral duty for rotation
purposes.
Studert Notes:
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1. Shore duty (sea/shore Code 1). Shore duty, 8. Doubleseaduty (sea/shagCode8). Doublesea

Code 1, is performed in CONUS (the 48 duty, Code 8, is duty performed in
contiguous states) land-based activities and commissiond vesses or acivities in an acive
long-tem schoolirg programs (Long tem is status that operate away from their home
defined as 18 or more months; school port/hone bag in exces of 50 days ayear
assignments of less than 18 months are credited as doubk sea credited becaus of the
considered neutral duty.) Members are not nature of the mission.
requiral to be absemfrom the corporae limits
of their duty stations iexcess of 99 days. ENLISTE D DETAILER SAND USE OF

2. Preferrel oversea shoe duty (sea/shae Code THE DUTY PREFERENCE FORM,
6). Preferrel oversea shoe duty, Coce 6, is NAVPERS 1306/63

duty performelin oversealand-basdacivities _ o - _

purposes as determineg BUPERS. will be able to—
3. Seaduty (sea/shaCode?2). Seaduty, Code2,is ¢ |dentify the entriesmack on the Duty Preference
duty performed in commissioned vessels or Form, NAVPERS 1306/63.

actvities home ported/hone basel in CONUS
that operae away from their home port/home
base inexcess of 150 days per yea

Every rateand in mog casesewery paygra@&hasa
senio enlistal persm who matche personnkwithin a
particula rate or specialy with the awilable billets
4. Overseas shore duty (sea/shore Code 3).Navywide. This persm is referral to as the enlisted

Oversea shoe duty, Coce 3, isduty performed detailer. When detailers work to fulfill requisitions
in oversealand acivitiestha iscreditalassea  (vacar billets), severd factoss are involved To assign
duty for rotationad purposs as determine by you to abillet, the enlistel detaile for your rate must

BUPERS. matd youwith abillet you arequalified for and withina

5. Nonrotated sea duty (sea/shore Code 4). certain ime frame.

Nonrotate seaduty, Code 4, isduty performed DUTY PREFERENCE FORM  NAVPERS
incommissiond vesses home-porte overseas  130g/63 '
(outsicethe contiguos 48 state¥or inacivities

tha operae avay from their oversea home Youmay sometimsask yoursef “Howdid | get the
port/home base iexcess of 150 days per yea  jop | havenow”? Your detaile had alot to do witht, of

6. Neutrd duty (sea/sha Code 5). Neutrd duty, courseHoweer, the detaile determingwhat jobsyou
Code5, isduty inacivitiesnormally designated ~ are qualified to hold by the information you submitted
as shore duty for rotation, but that requires On your Enlisted Duty Preferene Form, NAVPERS
membes to be abseh 100 to 150 days per year ~ 1306/63.

from the corporae limits of ther duty station Your detaile has acces to your Enlisted Duty
whileaccomplishig their assignetask School  preferene Formand arecod of your training through a
assignmersiof lessthen 18 montfsareincluded  compute terminal The compute contairs arecod of
in this caegory. the on-the-job and formal training yoaue recéved.

7. Partid sea duty (sea/shax Cocke 7).Partid sea Although you may not havetotd contrd over your
duty, Coce 7, is duty performel in owerseas, training and qualifications, you are completely
land-basd aciivities credited as shoe duty for responsik® for the information the duty preference
rotationad purposeshbut credital as partid sea sheé contains.You are alo responsit® for submitting
duty according to established guidelines. the form.

Studert Notes:
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FILLING OUT TH E NAVPERS 1306/63

You can get NAVPERS 1306/63 (fig. 16-4) from
your division or commauml caree counselo. The form
contairsinstructiorsfor fillin g it out If you neel help,
contact your tvision or command career coungelo

The information on this form tells your detailer
whereyou would like to be stationedwhat type of duty
you prefa, ard your caree intentions The Remarks
sectiotellsthedetaile if you or your family hasspecial
gualificatiorstha would make aparticula duty station
advantageos to you, the Navy, or both The form
contairs this section becaus the Navy recognize that

no one can be completely described in encoded

check-block-type symbols. Other information you
might wart to include in the Remarls sectiorsincludes
the following:

e If you are wlunteerimg for oversea duty, all
communiy suppot skills your family has for
example qualification as ateache, nurse dental
technician, hairdresgeor secretary

¢ Any handic@ a family membe may have, and
the area where treatmem or suppot facilities
exist

e |f your wife is pregnant he expectal delivery
date

e Dates ard terns of a reenlistmen within 24
hours of reenlisting

¢ If you are married to anothe servie membe,
your spousss full name military service social
security numbe rate, and present duty station

SUBMITTING TH E NAVPERS 1306/63

Although you haveno guarante of getting the duty
you want, your detaileg will try to matd your desires
with the needs of the Navy. Without a NAVPERS
1306/63 on file, your detaileg assume you dorit care
where or wha duty you are assignedUnfortunatey, a
large number of Sailors don’t submit any duty
preference.

You may wart duty in alocation or of a type, that
isn't listed on the form. In that case you will find a

detailal listing of duty choices you may reques in
chapter 25 of the TRANSMAN. Another handy
referenceawailable from your commangdlis Homeports
and Permanent Duty Stations of Activities of the
Opeating Forces of the Navy, OPNAVINST 3111.14.
This instructian contairs the location of home ports of
ships ard acivities and can help you choo® realistic
duty preferences. Once you have completed the
NAVPERS 1306/63 submt it throuch your command

to BUPERS BUPERS entes the information into the
databasdetailes use to determire your qualifications.

Be sureto keg acaopy of the form you submt for your
own reference.

"WHEN TO SUBMIT NAVPERS 1306/63

You shoutl submt a duty preferene form after 6
months at your first duty station After submittirg the
first NAVPERS 1306/63 you may submt anew one at
any time. Submt a revised form anytime you change
duty statiors or when importart personadatg sud as
statis of dependerstor location of househdl goods,
changesWithin 24 hours of a reenlistmentyou must
submt anew NAVPERS 1306/@ that indicatesthedate
and numbe of yeass of reenlistmehin the Remarks
section.

REVIEW 3 QUESTIONS

Q1. List the three types of dut

a.

Q2. Overseashoeduty Coce 3isclassfied aswhat
type of duty?

Studert Notes:

16-11



ENLISTED DUTY PREFERENCES
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Figure 16-4.—Enlisted Duty PeferenceForm, NAVPERS 1306/63 (font).
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Q3. Wha form do you submt to your detaile to let
him/her krow what duty station yowant?

Q4. List the kind of information found on the
Enlisted Duty Preferendeorm.

a.

ENLISTED EVALUATION REPORT
AND COUNSELING RECORD

Learning Objectives When you finish this chapte,
you will be able to—

* Recognize the purpose of the enlisted
performance\valuation system.

¢ |dentify the traits to bevaluated.

The Enlistad Evaluaticn Repot and Counseling
Record is used to document an individual’'s
qualifications performanceconductand eligibility for
increasd responsibiliy. The Evaluation Report and
Counseling Record isthe mog significant personnel
managemen tool in your sevice record. It is used
primarily by BUPERS to make advancement-in-rate
ard assignmendecisions |t may also be usel for the
following purposes:

* To determine eligibility for Good Conduct
Medals

¢ For reenlistment
* To determine the type of disaige

* As a basis for selecting members for
advancement

e [For continuation of service

e For appointment to commissioned status
* For assignment to special duties

* For special educational programs

The Evaluation Repot and Counselig Recod is
very important. Both the command and you, the
individual Saila, need to pay attention to it.

DEVELOPMENT AND REVIEW

All Sailos neead to submt information they believe
shout be included in their evaluatian to their reporting
senia. Types of information you may submt include
but are not limited to—

e Off-duty educational achiements
e Completed correspondence courses

e Community nvolvement

Also, you have the right to review your own
evaluation before final dispositicnismade You nealto
take an acive role in deweloping ard reviewing your
evaluation.Your career and your future depend on it.

TRAITS TO BE EVALUATED

The reportirg seniad compars your performance
againg othess of the sane rate and rating as yourself.
When you arerit assignd duties of your rate or rating,
comparisaismadeagaing othesof thesanmepaygrade
who are performirg similar duties Thereportirg senior
will make aconcerte effort to evaluat you objectvely
ineadtrait. Eadtraitisassignd anumericavalueand
there are meanings as fwlls:

5.0—Greatly Exceeds Standards
4.0—Above Standards
3.0—Meets Standards
2.0—Progressing

1.0—Bebw Standards

Sorme of the traits you may be ewluatal on are
professional knowledge, quality of work, equal
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opportuniy, military bearing/characte personé job
accomplishment/initiate, tearvork, and leadership.

Professional Krowledge

Inthe professionbknowledgetrait, you arerated on
your knowledge and performane of your job-related
duties your application of technicé and professional
skills, your problem-solvig abilities, and your ability
to accept instructions and directions.

Quality of Work

In the quality of work trait, you are rated on the
extert to which you can be dependd on to perform
assignd tasks successfull and the quality of the work

you performed. You're also rated on how much

supervisio is required for you to perform an assigned
task.

Equal Opportunity

In the equa opportuniy trait, you are e\aluatel on

your contribution to command morale, unit

cohedvenessandyour suppotof theNavy’s Command
Managed Equal Opportunity Program.

Military Bearing/Character

Teamwork

In the teanwork trait, you're ewluatel on your
contributions to team building and your ability to work
successfull with subordinatespeers and superiors.
Finally, unde this trait, you're rated on your ability to
understand team goals.

Leadership

In the leaderstp trait, you're ewaluatel on your
ability to organizz and motvate people as well as
deweloping in othess therr ability to accomplis goals.
Your ability to delegate to gain commitmen from
others and to challenge ard inspire subordinatewhile
maintainirg posiive andrealistc expectatiosaretaken
into account.

NOTE

For personnkin paygrads E-1 throudh E-3, a
grackinthistraitisnaot required unlesabilities
are clearly demonstrated.

SUBMISSION AND DISPOSITION

The Evaluation Repot and Counselig Recod for
E-3and belowis submittel on abiyearly bassor when

a person is transferred. In addition, counseling is

In the military bearing/character trait, you are performal on abiyearly bass to recod your progress
evaluated on your personal appearance, includingand mé&e youaware of your performance.

physicd fitness wearirg of your uniform; and when
appropriateneatnesof your civilian clothing You are
also gradel on your knowledge and practice of military
courtesis and the way you adhee to the Navy Core
Values—Hong Commitment, and Courage.

PersonalJob Accomplishment/Initiative

In the person&job accomplishment/initiate trait,
you are ewaluatal on your ability to ad appropriatey,
independenyl, ard without specfic direction while
exercisirg sourd judgementYou're also rated on your

ability to plan/prioritize wisely, seek extra

responsibiliy, and willingness to take on the hardest
jobs.

You must sign your Evaluation Report and
CounselingRecord. Your signatueonyour Evaluation

Report and Counseling Record does not indicate

agreemenwith the ewluation it indicates you have
sea the Evaluation Repot and Counselig Recod and
your rights have been explained Your signatue also
indicatesyou have \erified theidentffication da&in the
evaluation.

Oncesignel the Evaluatian Repot and Counseling
Recod is ser to BUPERS (counselig documentation
isretaina at thecommarm and not serito BUPERS) A
copy of your Evaluatian Repot and Counselig Record
isplacal in your field servierecord acopy isretained
by the reporting aotity, and you areigen a cpy.

Studert Notes:
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REVIEW 4 QUESTIONS

Q1 Whaisthepurpo®of theEvaluation Repot and
Counseling Record?

Q2 Wha isthe numericdgradirg scak usel on the

Evaluation Report and Counseling Record?

List the ewaluatian traits that are found on the
Evaluation Report and Counseling Record.

Q3.

a.

g.
Q4. Oneyour Evaluation Repot issigned whereis
it sent and who gets a@y??

ENLISTED SERVICE RECORD

Learning Objective: When you finish thischapte, you
will be able to—

¢ |dentify the componerg of the Enlistad Service
Record, NAVPERS 1070/600, to include the
Record of Emergency Data, Navy
Occupation/Training and Awards History,
Enlisted Performane Record and the Enlisted
Remarkd~orm.

TheEnlisted ServieRecord NAVPERS 1070/600,
is the official history of a persors Navy caree. The
information containel in the servie recod stars when
you apply for enlistmen and is addel to throughout
your naval service The recod is the propery of the
Navy. It mug be sakguardel againg loss and against
acces by unauthorizd personsOnly those personnel
given the authoriy by the CO make servie record
entries.

The Enlisted Service Record is a folder that
contains various forms concerning your enlisted
service The right-hard side has various forms in a
specficorde. (NOTE: Your servierecod will contain
only theformstha apply toyou.) Therare 15 different
forms altogethe The orde in which thes forms are
filed has led to their being referral to as pages For
example, your enlisted contract is the first, or
bottommost, form. 16 referred to as Bage 1.

Othe papes requirel for sake keepirg or record
purposs are filed on the left-hard side of the folder. A
separatoentitled Caree PerformaneDatg NAVPERS
1070/617, divides the left-hand side. Beneath this
separator, all your performance evaluations,
commendationsand awards correspondereare filed.

If you have gpreviousenlistmentacertified copy of the
Enlisted Performance Record from the previous
enlistmen and copies of any Certificates of Releas or
Dischage from Active Duty, DD Form 214s are also
filed benedh the separato All othe papes are filed
above the separatoin chronologich orde, the latest
date on top.

Only three of the forms from the Enlisted Service
Recodarecoveredinthischapte. Theyincludethe—

e Enlisted Qualifications History, NAVPERS
1070/604,

* Dependeny Application/Recod of Emagercy
Data NAVPERS 1070/602V, and the

e Administrative Remarks Form, NAVPERS,
1070/613

The remaining forms are more or less of an
administratve nature. Some pages requireveel
shee$ during an enlistment for example ther are
usually ®weralPage 13s.

Studert Notes:

16-15



DEPENDENCY APPLIC ATION/RECORD
OF EMERGENCY DATA, NAVPERS
1070/602W

9. Enlisted Rate/Rating
10. Designator Record
11. Awards

The Dependency Application/Record of o
12. Personnel Qudication Standards (PQS)

Emeagercy Data NAVPERS 1070/602V, Page 2, isa
mu.Itipurpose form._lt is used for both officer and The information containe in the various parts of
enlisted personnel Figures 165 and 16-6 show the ~ NAVPERS1070/6@ is valuable both to you ard to the
worksheet used to enter information. When the Navy. The information provides a complete

worksheet is complete, PSD personnel enter thechronological record of the following types of
information into the compute. This then becoms a information:

computerizd recod tha is enterel into your Enlisted
Service Record.

The Dependency Application/Record of
Emergency Data serves as an application for
dependency allowances. This form is normally
completel at therecrut training commanglor first duty
station for all personnkwith dependentdnformation
on this form provides an immediately accessible,
up-to-date record of emergency data for casualty
reportirg and notification of the next of kin. Therefore,
you neel to updat this patt of the form wherever there
is any change in family member status, such as
marriage, birth, iorce, a change of address, etc.

ENLISTED QUALIFIC ATIONS HISTORY,
NAVPERS 1070/604

The Enlisted Qualifications History, NAVPERS
1070/604Page4, isanothe servierecod of interesto
you ard the Navy (figs. 16-7, 16-8 16-9, 16-10) This
form consists of the fadlving 12 parts:

1. Educational Experienceelel

* Navy enlisted clas$ication (NEC) codes
* Designators assigned, changed,exoked
* Navy service schools attended

* Navy training courses performane tests and
personnel qudiication standards completed

* Maintenance and/or technical qualifications
attained

¢ Advancementsreductions changs in rate or
rating

* Generd educationb developmen (GED) tests
and df-duty courses completed

¢ Decoratios recaved and goad conduct unit,
marksmanship, campaign/service, and other
awards rec@ed

If you reenlist transfe to the Fleg Reseve, or

enlig in the Naval Reseve at your place of dischage,

the Enlistad Classfication Recod is removed from

2. Classfication/ASVAB Testing Qualfications

3. Record of Off-Duty Education/VOC/TECH
Training and Non-Required Correspondence
Courses

4. Othe Training Courses/InstructicCompleted

your closal (old) servie recod and insertal in your
new record.

When you are dischaged and do nat immediately

reenlist thisform is given to you. Upon application for
enlistment/reenlistmenthis form shout be presented

to the recruiter along with the disecha certiicate.

5. Navy Service Schools/Military Training
Courses

6. Correspondence Courses Required for
Advancement

7. Navy Enlisted Classications

ADMINISTR ATIVE REMARKS FORM
NAVPERS 1070/613

When complete, the Administrative Remarks

Form, NAVPERS 1070/613 becoms Page 13 of your

servie record Page 13 contairs miscellaneosentries

8. Pers. Ad. Req. PARS) no longer required.
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DEPENDENCY APPLICATION/RECGRD OF EMERGENCY DATA

WORKSHEET

1. UNIT 1D, 2. SHIPORSTATION

3. INITIAL

4, CHANGE

§. NAME OF SPOUSE

6. DATE OF BIRTH OF SPOUSE

7. RELATIONSHIP

8, PLACE OF MARRIAGE (CITY & STATE OR COUNTRY)

9, DATE MARRIED

10. CITIZENSHIP OF SPOUSE

1. ADORESS OF SPOYSE 12. DEP
13. NAME OF CHILD OR DEPENDENT 14, DATE OF BIRTH 15. RELATIONSHIP
18. ADDRESS (INCLUDE NAME OF CUSTODIAN IF OTHER THAN CLAIMANT) 17. DEP
18. NAME OF CHILD OR DEPENDENT 18, DATE OF BIRTH 20. RELATIONSHIP
21. ADDRESS (INCLUDE NAME OF CUSTODIAN IF OTHER THAN CLAIMANT} 22, BEP
23. NAME OF CHILD OR DEPENDENT 24, DATE OF BIRTH 25. RELATIONSHIP
26, ADDHESS (INCLUDE NAME OF CUSTODIAN IF OTHER THAN CLAIMANT) 27. DEP
28. NAME OF CHILD OR DEPENDENT 28, DATE OF BIRTH 30. RELATIONSHIP
31, ADDRESS (INCLUDE NAME OF CUSTOOIAN OF OTHER THAN CLAIMANT) 32, DEP
33. NAME OF FATHER
34. ADDRESS OF FATHER (SEE SPECIAL INSTRUCTIONS BEFORE COMPLETING BLOCK 35) 35. DEP
36. NAME OF MOTHER
37, ADDRESS OF MOTHER (SEE SPECIAL INSTRUCT!ONS BEFORE COMPLETING BLOCK 38) 38. DEP

39, WERE YOU PREVIOUSLY 20. PRIOR MARRIAGE DISSOLVED BY 1. DATE 42. PLACE (CITY & STATE OR COUNTRY)
MARRIED? |:| vES |:| NO |:| DEATH |:| ANNULMENT |:| DIVORCE
43 WAS SPOUSE PREVIOUSLY 44. PRIOR MARRIAGE DISSOLVED BY 45, DATE 45. PLACE (CITY & STATE OR COUNTRY)

MAnmmD YES D NO |:| DEATH |:| ANNULMENT |:| DIVORCE

47. OTHER 48. ADDRESS 49. RELATIONSHIP
50. NEXT OF KIN 0S SPOUSE (NOT HUSBAND, WIFE OR MINOR 51, ADDRESS 62, RELATIONSHIP
CHILD)
53, BENEFICIARY(S} FOR UNPAID PAY AND ALLOWANCES 54. ADDRESS 55. RELATIONSHIP 56. %
57. PERSON TO RECEIVE ALLOTMENT IF IN A MISSING STATUS. 58. ADDRESS 59. %
SUBJECT TO SECNAV DETERMINATION
60. BENEFICIARY(S) FOR GRATUITY PAY {NO SPOUSE OR CHILD 61. ADORESS 62. RELATIONSHIP 63. %
SURVIVING)
64, LIFE INSURANCE DATA {NAME OF CO) (DO NOT INCLUDE SGLH 65. ADDRESS 66. POLICY NUMBER
67. RELIGION 68, TOTAL NO §9. EFFECTIVE DATE 70. RANK/RATE 71. PAGE 72. OF PAGES
DEPENDENTS
THIS PAGE
73. NAME OF APPLICANT/DESIGNATOR (LAST, FIRST, MIDDLE} 74, SSN 75. USN 76, USNR

L

MAVPERS 1070/802W (Rev, 7-72)

S/N 01080188031

Figure 16-5.—Dependencypplication/Record of Emea gency Data Page 2),
NAVPERS 1070/602W (font).
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NAVPERS 1070/602W (Rev, 7-72) (BACK)

77. LOCATION OF WILL OR OTHER VALUABLE PAPERS

78. REMARKS

DATE {If Yes)
Is beneficiary designation of §. G. L. I. on file? I:l YES I:l NO
NOTE: THIS FORM DOES NOT DESIGNATE OR CHANGE BENEFICIARIES OF GOV'T LIiFE INSURANCE.
79. SIGNATURE OF DESIGNATOR 80. SIGNATURE OF APPROVING OFFICER, TITLE, AKD DATE
CERTIFICATION OF DESIGNATOR
§ have reviewsd tha detas sntersd on this form and certify that it is correct,
Exeeute 3 new NAVPERS 1070/602 if data is not comreet.
DATE SIGNATURE OF DESIGNATOR DATE SIGNATURE OF DESIGNATOR

Figure 16-6.—Dependencypplication/Record of Emea gency Data Page 2)NAVPERS 1070/602W (back).
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ENL!STED QUALIFICATIONS

HISTORY

1. EDUCATIONAL EXPERIENCE LEVE

L

GED (HS) EQUIVALENT TEST

COLLEGE LEVEL GENERAL EXAMS

PRESENT LEVEL OF EDUCATION

DATE TSSUED ISSUING STATE INIT DATE PASSED INIT 12 13 14 15 16 17
2. CLASSIFICATION/ASVAB TESTING QUALIFICATIONS
TEST FORM ID DATE ADMIN. AFQT GS AR WK PC NO cs AS MK MC EI VE
ASVAB ADMINISTERED BY:
SPECIAL TEST SCORES
NAME FORM DATE SCORE

CLASSIFIER'S SIGNATURE:

3. RECORD OF OFF-DUTY EDUCATION/VOC/TECH TRAINING AND MON-REQUIRED CORRESPONDENCE COURSES

NUMBER/TITLE OF DATE NUMBER/TITLE OF DATE
COURSE OR TEST SCHooL COMPLETED |GRADE INIT COURSE OR TEST SCHOQL COMPLETED GRADE| INIT
4. OTHER TRAINING COURSES/INSTRUCTIONS COMPLETED
DATE COMPLETED TYPE OF COURSE AND/OR INSTRUCTION DURATION LOCATION INIT

NAME (Last, First, Middle)

SOCIAL SECURITY NUMBER

BRANCH AND CLASS

NAVPERS 1070/604 (Rev. 7/91)

$/N 0106-LF-012-2500

[ |

Figure 16-7.—Enlisted Qualiications History, NAVPERS 1070/604 font).
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5. NAVY SERVICE SCHOOLS/MILITARY TRAINING COURSES
COURSE TITLE/SCHOOL NEC DATE COURSE TITLE/SCHOOL NEC DATE
ENROLLED/COMPLETED ENROLLED/COMPLETED
COURSE LENGTH GRADE MANKER OF OOMPLETION IRIT ]{COURSE LENGTH GRADE MANNER OF COMPLETION INET
D GRADUATED D DROPPED D GRADUATED D DROPPED
COURSE TITLE/SCHOOL NEC DATE COURSE TITLE/SCHOOL NEC DATE
ENROLLED/COMPLETED ENROLLED/COMPLETED
COURSE LENGTH GRADE MANNER OF OOMPLETION INIT | |COURSE LENGTH GRADE MANNER OF COMPLETION INET
D GRADUATED D DROPPED : D GRADUATED DDROPPED
6. CORRESPONDENCE COURSES REQUIRED FOR ADVANCEMENT
DESCRIPTION OF COURSE, DATE DESCRIPTION OF COURSE, DATE
RATE OR NAVPERS NUMBER COMPLETED INIT RATE OR NAVPERS NUMBER COMPLETED INIT
7. NAVY ENLISTED CLASSIFICATIONS 8. PERSONNEL ADVANCEMENT REQUIREMENTS
PRIMARY CODE SECONDARY CODE DATE INIT DESCRIPTION DATE COMPLETED INIT
9. ENLISTED RATE/RATING 10. IDESIGNATOR RECORD
RATE DATE TIME IN RATE INIT DATE DESIGNATOR QUAL/REVOCATION INIT
NAME (Last, First, Middle) SOCTAL SECURITY NUMBER BRANCH AND CLASS
NAVPERS 1070/604 (Rev. 7/91) PAGE 2

“[]

BMR{1608

Figure 16-8.—Enlisted Qualiications History, NAVPERS 1070/604 (page 2).
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11. AWARDS

AWARD NAME

DATE OF AWARD

AUTHORITY

ADV PNTS

INIT

NAME (Last, First, Middle)

SOCIAL SECURITY NUMBER

BRANCH AND CLASS

NAVPERS 1070/604 (Rev. 7/91)

PAGE 3

[ ]

Figure 16-9.—Enlisted Qualfications History, NAVPERS 1070/604 (page 3).

BMRf160!

12. PERSONNEL QUALIFICATION STANDARDS (PQS)

PQS TITLE PQS STATION # DATE

INIT

PQS TITLE PQS STATION # DATE

INIT

NAME (Last, First, Middle)

SOCIAL SECURITY NUMBER

BRANCH AND CLASS

NAVPERS 1070/604 (Rev. 7/91)

PAGE 4

[ ]

Figure 16-10.—Enlisted Quafications History, NAVPERS 1070/604 (page 4).

16-21

BMRf1610



of information not recordel elsawhere or of detailed
information that may be required in the clarification of
entrieson othe pagesof theservierecord Theoriginal

is retained in your service record, and a copy is
forwarded © BUPERS.

REVIEW 5 QUESTIONS
Q1 Yourservierecod contairsseverd pageswWhat
form is page 1 of your service record?

Q2

Your evaluatiors are kept in wha pat of your
service record?

Q3. The Dependency Application/Record of
Emergency Data form is what page of your

service record?

Q4. How often should you update yoBage 27?

SIGNATURE AUTHORITY

Learning Objective: When you finish thischapte, you
will be able to—

¢ |dentify the purpose of signature authrit

The commandii officer, officer in charge, or other
person acting in either position is responsible for
signing all command documents. Some documents
require the commandig officers persona signature.
Documens tha require the CO's persond signature
include those that establi$ policy or ded with aspects
of military justice Otha documens tha require the
CO's signatue are thos he/ste is requiral by law to
sign, such as shipdeck logs.

The CO may delegate (give) signatue authorily to
both military ard civilian subordinatesHowewer, this
authority is normally limited to their specfic area of
responsibiliy. Thisresponsibiliy may includethe work
cente superviso signing a PQS requiremen or the
division chief or officer signing off advancement
requirements.

Commanl personnkauthorizel to sign command
correspondence are normally listed in a unit
organization manua or instruction A signatue above
the words “By direction” shows that the CO has
authorized that person to sign the document.

Q5. DELETE
DIVISIO NAL LOGS AND FILES
Learning Objective: When you finishthischapte, you
Q6. Wha type of information is recordel on your will be able to—
Page 47 . s
¢ |dentify the procedures used to maintain
a. publications, logs, anfiles.
b There are many logs ard files division personnel
' maintain Therefore not all of them are shown here.
They may range from a QM3 keepirg a list of all
C. required chatt correctionsan ENFN maintainirg afuel
log for the ships boats or an ET2 listing all field
d. changs for the surface seart rada. Ead division of
ewery ship, squadronor facility has acertan numbe of
e. logs and files that mug be kept up-to-dae so that the
commaul can operae efficiently. Here are acoupk of
f. examples:
Studern Notes:
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1,000 flying hours are logged on an F-14 * Provide data on the expenditure of spae parts,

Tomcats engines—thes engines shoutl have failure rates man-hous expended and other
been replaced after 750 hours. information directly related to maintenance

The USSMissouri (BB-63) fired 400 rounds of Essentiay, the3-M Systensisusedtoimprovethe
16" projectilesin practice but depbyed with only materid readines of the fleet The main featue of the
20 rounds on board. 3-M Systensyou will be concernd withisthe planned

maintenance system (PMS).

Both of these situations were avoidable. The

division concerned shouldate kept up-to-datdiles. PMS simplfies maintenance procedures by—
You are aboad a ship unde way in the North ¢ Defining the maintenance required,

Atlantic. Think abou going on a lookout watch at o

midnight in Decembe You ariive for watc at the * Scheduling its performance,

prescribe time to find no foul weathe gea awailable.
The persa responsit® for maintainirg an inventory of

¢ Describirgthetoolsand methodtobeusedand

specid gea didnt do the inventoy becaus he/she * Providing for the detectim and prevention of
didn't think it was tha important lag Jure in sumy impending casualties.
Florida.

Your department head uses PMS to manage,

You musg remembethat besideyour division, the  schedule, and control the maintenance of assigned

entirecreward eventhe shipitseff may depemionhow  equipment. The components (parts) of the PMS are—
well you maintain your assigned logs dilels.

e PMS manual,

3-M SYSTEMS * Cycle, quarterly, and weekly maintenance
schedules; and

Learning Objectives When you finish this chapte,

you will be able to— * Maintenance requirements cards (MRCs).
* Recognize the concepts of the 3-M Systems. PMSalso provides agoad foundatian for training in
equipmemnoperation and maintenanceAsyou become
¢ |dentify the bast procedure usel in the 3-M more familiar with your shipboard duties and are
Systems. assigndtheresponsibiliy for equipmenmaintenance,
PMS will play abig patt in your daily acivities on the

Equipmen mug be caral for. One way to take care

job

of equipment is through preventive maintenance.’ ™

Prevenive maintenane is maintenane dore before a

problen exists. The Navy has procedurs (ways to do REVIEW 6 QUESTIONS

things) and schedules for accomplishing (doing)

preventive maintenance. These procedures and Q1 Whattypeof documens would requirethe CO's
scheduls are pat of the Maintenane ard Material personal signature?

Management Systems—the 3-M Systems. The

objectves of the 3-M Systems areasin bebw.

Zﬁ?é?;?g equipment at maximum operating Q2. Wherecanyou find alist of commar personnel

tha has signatue authoriyy to sign command
Reduce equipmenidntime correspondence?

Redue the cog of maintenane in both money
and man-hours
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Q3. What does 3-M stand for?

Q4. What are the objeietes of the 3-M system?

a.

PERSONNEL QUALIFIC ATION
STANDARDS (PQS) FROGRAM

Learning Objectives: When you finish this
chapte, you will be able to—

* Recognize the purpose oEtRQS program.

¢ |dentify the povisions of tle PQS program.

The PQS progran is a way you can qualify to
perfomyour assignd duties A personnkqualification
standad (PQS is awritten list of knowledgesand skills
you must lave to—

* Qualify for a spedic watch station,
* Maintain a spedic equipment or system, or

* Perfom as ateam membe within an assigned
unit.

Most PQS standards are divided into three
sections—FundamentaBystemsand Watch Stations.

The 100 Series The Fundamentals section
contairs the facts principles and fundamenta about
the subject you are qualifyingrfo

The200 Series TheSystemssectiondeakwiththe
majar working pars of theinstallation organization or
equipment te PQSis concerned with.

The 300 Series The Watch Stations section
defines the actual duties, assignments, and
responsibilities you must perform to obtain your

qualification The Watch Statiors section also contains
spaces for your supervisor’s or qualifying officer’s
signature once youake pioved your abilities.

If you haveany questiosabou PQSingeneraor a
specfic PQS see your superviso or training petty
officer.

TRAINING AND EDUC ATION

Learning Objectives When you finish this chapte,
you will be able to—

Identify the duties of the educationhservices
officer (ESO).

Recognize the purpose of various types of
training to include on-the job training (OJT),
generd military training (GMT), and various
Navy schools.

Recognize the purpose of distance education.

Recal theincentvesfor reenlistmenteducation,
and special dyt

The Navy offersyou training and educationlf you
take advantage of various prograns the Navy offers,
you can increase your knowledge and skills. By
increasig your knowledges and skills, you are more
valuable to the By, dvilian empbyers, and yourself.

Training and education are closel related The
following are definitions of these terms as usal in this
chapter:

Training. Training is being taugh skills directal to
specific tasks. Training is usually based on
knowledge you already have. Usually, Navy
training refeisto those things related to your job or
Navy skills.

Education Educatia is being taugh broad general,
and specfic knowledge This knowledge prepares
you for the specfic skills you will recave through
training Educatio refeis to schoolirg nat directly
related to your naval career. Because of that,
educatim prograns are sometims referral to as
off-duty educational opportunities.
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EDUCATIO NAL SERVICES OFFICER

Theeducationbservicesofficer (ESO) isyour point
of conta¢ for all the Navy’s training and education
programsThe ESO givesall locally administerd tests,
fill sall ordessfor corresponderecoursesand arranges
off-duty educationin short the ESO isresponsils for
all the training within and for your unit.

PURPOSE OF TRAINING

The purpo® of training in the Navy is to support
ard improvefleet readinessAll training in the Navy is
directed toward accomplishing the Navy's mission.
Training helps you to do your job bette. Remembe
training refers to skills directed to spicitasks.

ON-THE-JOB TRAINING

On-the-jd training (OJT) takes place during daily
operatio and maintenanesituationsIn OJT you learn
to perfom a tak or duty while performirg it. For
example when you have anew job or are standilg a
watd for the first time, someos shows you how to do
that job or what isinvolved in standirg the watch That
isOJT. Whenyour supervisocorrecsyou or showsyou
abette or faste way todo ajob, thatisOJT alsa OJT is
usually informal; but if a groyp of peopk are being
indoctrinated about a job or watch, OJT may
conducté in amoreformal, classroomke way. OJT is
probaby themogs comma formof trainingintheNavy.

be

Remembe tha even asyou work at a familiar job,
sudtaspainting watch standingboa detailsand soon,
you are qualifying yoursef to be abette Navy membe.
Do your daily jobs with snap and precision. Your
officers and petty officers will recogniz your ability
and will let you take on jobs of increasd responsibiliy,
therely assistig you in your overal preparatio for

advancement. Moreover, a job done halfheartedly

becomstwiceashoring and seenstolag twiceaslong.
By tryingto do ajob faste, more economicaly, or more
neatl, the work becomemoreinteresting At thesame
time you will be training yourself in better attitudes.

During the day, your petty officers will take the
opportuniy toinstrud youin variousjobsastheyoccu.
Think abou what they tell and show you. Practi® as

personnkso tha you understad wha you are doing,
how and why it shoutl be done and why the work is
importart to the Navy and to you. Don't walit for the
chief to come along ard tell you wha to do. Use some
initiative, obsewve wha otheis do, think abou what you
see, ask questions, akekep learning as yowork.

GENERAL MILI TARY TRAINING

General military training (GMT) is
nonoccupatioratraining that all naval personnkare
required to take on a periodic basis. GMT is an
importart part of the Navy's Leadersip Continuum.
GMT isanimportari soure@ of neededooste shots It
calls attention to the leaderstp responsibilitis and
Navy core values at all levels—both officer and
enlisted Atthesanetime, GMT makesthe CO's duty to
provide continuing training easie

In the GMT, you’'ll get training that has a
value-based approach in the @wling five areas:

1. Healthy lifestyles

2. Interpersonal relationships

3. Pride and professionalism in thesy
4. Personal and professionabgith

5. Risk management

Navy military training (NMT) is apatt of GMT.
NMT is acombinatia of formd and informd training,
stef leadership supervision mentoring counseling,
ard positve reinforcementNMT does this within the
framework of a strorg military environment It spans
the new Sailors first yea in the Navy (after completion
of recruit training) and continues developing the
Sailors professionhbehavior and military knowledge
and skills the Sailor needs in military life.

NMT is asharel responsibiliy. Thelengh of NMT
you'll get dependontheamour of timeyou stay inthe
training command, often less than 1 year. As you
gradua¢ and transfe, you will continte NMT in the
fleet.

NAVY SCHOOLS

Navy schools sometime referral to as service

much as you can. Ask questions of experienced schools are divided into severd classfications Each
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class of schod has aparticula purpose They usually
train you in aspecfic skill or for a particula job. The
classes ard their purposs are given in the following
paragraphs.

Class “R” Schools

Class “R” schoos$ provide generd indoctrination

Class “V” Schools

Class“V " schoos providetraining in the skillsthat
lead to the designatio of naval aviator or naval flight
officer.

Obligated Sevice Requrementsfor Schools

Normally, you must have a certain amount of

and teach skills and knowledge in basic mi”ta“ry”obligatejserviceto be eligible to atterd aNavy school.
subjects. You have already attended a class "R"The amoun of obligated servie requiral depend on

school—recrditraining Recrut training is considered
GMT as well as a class “R” school.

Class“A” Schools

Class “A” schools provide basic technical
knowledgeand skillsrequired to prepaeyou for aNavy
rating and further specializé training An exampkof a
class‘A” school is Electriciais Mate*A” school.

Class “C” Schools

Class “C” schoos provide you with the advanced
knowledge, skills, and techniques to perform a
particula job in abillet. A Navy enlistal classfication
(NEC) code may be awarded to identify the skill
achieved An exampk of a clas“C “schod would bea
school on a particular type of radar system.

Class “F” Schools

Class “F” schoos provide team training to officer
ard enlistal fleet personnkewho normally aremembers

the lengh of the school Obligated servie is counted
from the time you stat the schod until the end of your
active obligated servie (EAOS) date Youmay increase
your obligated service to qualify for a school by
agreeig to exterd your enlistmen or reenlist Your
personnk office can give you the obligated service
requirement for my particular school.

TRAINING MAN UALS AND
NONRESIDENT TRAINING COURSES

A training manu& (TRAMAN) provides you with
bast information abou a particula rating You may
al useit to study for advancemehexaminationsThe
Naval Education and Training Professional
Development and Technology Center (NETPDTC)
publishes TRAMANS. Navy schoos may use them as
textsor referencesTheymay also be used asreferences
for questions in personnel qualification standards
(PQS), as texts for correspondence courses, or as
self-study manuals. TRAMANs cover the
qualifications necessar for advancemenby covering
the materid directly or by directing you to somre other

of ships’ companies. They also provide refresherreference. TRAMANS include general TRAMANS,

training including operato and technicé course of
shot duraticn to med the need of a fleet or type
commande

Class “P” Schools

Class“P” schookprovideundegraduag education
ard indoctrination and basc training in fundamentals,
preliminaries, or principles to midshipmen officer

candidates and other newly commissioned officersT
(except those schools acquired through class “V”

programs)The Naval Acadeny, Naval Reseve Officer
Training Corps (NROTC), and Officer Candidate
School (OCS) are all class “P” schools.

sud as this text and othe military requiremerd texts,
ardtextswrittenfor aspecficrating sudhasEquipment
Opeator Basics Othe TRAMAN scover awiderange

of subjects, such as basic machines, fluid power,
blueprint reading andkstching, and leadership.

The nonresident training course (NRTC) is a
self-study, enlisted training course used with a
TRAMAN. Generally, the NRTC is locally
administered, which means your ESO scores it.
RAMAN sard NRTCsareusuall printed in onebook
and referred to asTRAMAN/NRTC.

The Catalog of Nonresident Training Courses
NAVEDTRA 12061, contairs acurrert list of available
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courses. This catalog can be found on the web atcourseshowever, studens mug pay courseregistration

http://www.cnet.ravy.mil/netpdtc/nac/neas.htm.

OFF-DUTY EDUCATIO NAL
OPPORTUNITIES

This section covers some of the off-duty
educationh prograns designé to help you in your
caree ard allow you to improveyour educationSome
prograns are Navywide and othess are local. Take

fees and purchase theivn books.
Tuition Assistance TA) Program

The Tuition Assistance (TA) Program provides
financid assistane to eligible personnkewho attend
educational institutions onwluntary, off-duty basis.

Defense Acivity for Nontraditional Education

advantage of as many of the available educational Support (DANTES)

programs as you can. For detailed information on
off-duty educational programs, contact y&sO0.

Navy Campus

Navy Campus is the name given to in-service

The Defen® Activity for Nontraditiond Education
Suppot (DANTES) provides suppot to the wluntary
education programs of all the military services.
DANTES is not a Navy acivity, but is part of the
Department of Defense. DANTES administers

voluntary educational programs and the supporting nontraditionheducationtha is, educatio that doesnot

services provided by the Navy to help you with your
education. Navy Campus includes all educational
activities, from bast educatio skills preparatio to
graduaé study, that contribute to the generhacademic
andvocational @welopment of aval personnel.

In the following paragraphsyou will leam about
sone of the educationbopportunities a\ailable to you
throudh Navy CampusFor furtherinformationonthose
opportunities or to find out abou othe Navy Campus
programs see your ESQ caree counselo, or Navy
Campus represeniag.

BASIC SKILLS PROGRAM .—Many shore
stations and some large ships provide tuition-free,
on-duy courseto help Sailoisimprovetheir skillsand
military performanceThebast courseofferedinclude
subjects such as English, mathematics, and reading.

The Bast Skills Progran offers course to people
who neal to ean high schod diplomas The Navy pays
for all high schod completion course personnktake
during off-duty hours Howewer, the Navy encourages
yourg peopek to stay in schod and gradua¢ before
enlisting in the Mvy.

PROGRAM FOR AFLOAT COLLEGE
EDUCATION (PACE) .—The Program for Afloat

take placein aformd classroomDANTES provides a
wide range of examination ard certification programs,
operats an independen study suppot system and
provides other support aneéeelopmental actities.

DANTES EXAMINATION PROGRAMS
DANTES administers and sponsors examination
progransat over 560 teg centesthroughou the world.
DANTES offers aptituce and interess test as well as
examinatiors for college admission acadent credit,
professionkcertification, and highschod equvalercy.

DANTES INDEPENDENT STUDY PRO-
GRAMS.—DANTES IndependenStudy Progranslet
you take corresponderecourses from many colleges
and universities Those coursa range from high school
to graduatedwel.

OTHER DANTES SERVICES.—DANTES
provides many other services besides those just
described To find out more abou DANTES, contact
your ESO or Navy Campus represeniae.

Enlisted Education Advancement RPogram

The Enlisted Education Advancement Program
(EEAP) lets career-motivated individuals get an

College Education (PACE) provides undergraduate associag of arts/sciencxed(_agreein 24 calendamonths
courses from accredited colleges or universities to or less If you're acceptd into the program you must

shipboard personnel. Civilian instructors teach the
courses aboard ship. The Navy fully funds PACE

pay all educationbexpensessud astuition, fees and
books. Upon enrolling in this program, you must
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obligate for 6 years’ active duty. While attending Q6. What program does the Navy offer to help
college, you may compete forahcement. Sailors ean ahigh schod diploma or improve
their skills and military performance?

REVIEW 7 QUESTIONS

QL What are the three sectiors tha PQS is divided

into? Q7. Wha financid progran does the Navy haveto
a help Sailors with theirfé-duty education?

b.

C. Q8. What type of services deddANTES provide?

Q2 Tofind a list of N\wvy TRAMANS, youwould

refer to the on the PROGRAMS LEADING TO A NAVAL
web at ) COMMISSION

Learning Objective: When you finishthischapte, you

Q3. Wha type of training are you receving when will be able to—

you're learning a skill whilevorking?

¢ |dentify the prograns that can lead to a Navy
commission.

Navy personnemay follow many patts to aNavy
commissionCertan enlisted men and women who are
Q4. What type of training is recruit training? outstanding performers may qualify for a
commissionig program This sectio briefly describes
the Navy’s basic commissioning programs.

NAVAL ACADEMY

Ead yea, the Secretay of the Navy may appoint

Q5. Listthedifferert classficationsof Navy schools. the following to the Naval Acadeny a Annapolis,

a. Maryland:
¢ 85 enlistad men and women from the Regular
b. Navy or Regular Marine Corps and
¢ 85 enlistal men and women from the Naval or
C. Marine Corps Resee (acive or inadive)
Thoswho are appointel recave afully subsidized
d. undegraduag educatio that leads to acommissim in
the Navy or the Marine Corps.
e. Studens at the Naval Acadeny are appoint& as

midshipmen U.S. Navy. They recedve pay equa to
abou one-hal an ensigrs bast monthly pay, plus
f. tuition, room and board Upon graduation they are
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awardal a Bachelo of Sciene degree in one of 18
majorsand anensigrs or secoml lieutenan's gold bars.

NAVAL ACADEMY PRE PARAT ORY
SCHOOL

TheNaval Acadeny Preparator Schod (NAPS) is
located in Newport, Rhock Island as apaitt of the Naval
Educatiomand Training Cente. With upto 300 maleand
femalk studentsthe schod offers abalance academic,
military, and physicd progran patterne after theNaval
Acadeny.

Academically, the school teaches mathematics,
chemistry, physics, and English at three levels of
difficulty. It also teaches an introductory computer
course.

Although nat required to gain a Secretay of the
Navy appointmetitothe Acadeny, attendaneat NAPS
greatly improvesthe chancefor obtainirg one of these
appointments.

NROTC SCHOLARSHIP PROGRAM

The Naval Reserve Officer Training Corps
(NROTC) Scholarship Program leads to an
appointmenas aReseveor Regular officer inthe Navy
or Marine Corps at the grace of ensign or second
lieutenant. If you qualify and are selected for this
program you will recave ascholarshp to acollege or
university with an NROTC unit. You mug sign an
agreement to spend 6 years in the Navy upon
completia of or withdrawal from school If you areon
acfve duty at the time you sign the agreementyou will
be dischaged to atterd schod for a maximum of 40
months. During that time you will receive tuition,

books, and fees. Personnel who have entered the

programfromacive duty will alsorecave asubsistence
allowance.

BROADENED OPPORTUNITY FOR
OFFICER SELECTION AND TRAINING
(BOOST) PROGRAM

If you are interesté in the Naval Acadeny or the
NROTC Scholarship Program and qualify in all
respecs excefd academicajl, you may wart toapply for
the BOOST program BOOST stand for Broadened
Opportuniy for Officer Selectiom and Training The

BOOST progran is intendel to help peopk who have
been educationally deprived but have demonstrated
theyhavethebast qualitiesand desiresneede to gaina
commission.

If you are selecte for BOOST, you will receve
academigphysicd fitnessand generamilitary training
as well as counseling Selectian for BOOST does not
guarante your selectia for the Naval Acadeny or the
NROTC Scholarshp Programbut it certainy increases
your opportunities.

ENLISTED COMMISSIONING P ROGRAM

If you are interesté in a commissio and have
enoudn college credi to complet all the requirements
for a baccalaureat degree within 2 years you may
gualify for the Enlisted Commissioning Program
(ECP) If you are selecte for the ECP,you will atterd a
college of your choice and receive full pay and
allowanceswhileyoudo so. However, youwil | pay your
own educationbexpensesUpon graduationyou will
atterd Officer Candida¢ Schod and becommissioned.

You mud agree to a 6-yea obligation for acive
enlisted servie from the dake of enrollmen in the
Enlisted Commissioning Program. Upon your
commissionthat obligationiscancele and youassume
an oblgation of 4 years of commissioned service.

NAVAL RESERVE OFFICER PROGRAMS

Six progransleadtocommissiosintheU.S. Naval
Reserve for enlisted personnel who possess a
baccalaureatdegree or highe. Thes prograns are as
follows:

1. Unrestricted Line Appointment

2. ProgranNuclea Propulsia Officer Candidate

3.

4. Progran Navy Judge Advocak Genera (JAG)
Corps

ProgramAviation Oficer Candidate School

o

Program @il Engineer Corps

Direct Appointmen Progran Nuclea Power
Instructa and Naval Reacto Enginee Direct
Appointment Program
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All candidate atterd eithe the Aviation Officer
Candida¢ Schod (AOCS program Officer Candidate
Schod (OCS) or Officer Indoctrination Schod (OIS)
held in Pensacola, Florida.

If you are intereste in any of the Naval Reseve
Officer Programsconta¢ your caree counselo. The
Retentim Team Manual contairs information on these
programs.

CHIEF WARRANT OFFICER P ROGRAM

The Chief Warrant Officer Program provides
personnkan opportuniy to ean acommissio as an
officer without possessig a college degree You must
bein oneof the senia enlistal paygradsto qualify asa
chief warrant officer candidate. The specific
requiremert of the program which are publishel each
yea, areawailable from your career counselo

LIMITED DUTY OFFICER P ROGRAM

The Limited Duty Officer (LDO) Program is
anothe way in which you can obtan a commission
without a college degree. LDOs are commissioned
officers who are selected from the senior enlisted
paygrades The requiremerg for this program also
publishel eat yea, are awilable from your career
counselo.

SEAMEN TO ADMIRAL P ROGRAM

The Seama to Admiral progran is applicabé to
enlisted personnel of the Regular Navy and Naval
Reseve. Eligible applicans will be considerd by a
boad convened by the Chief of Naval Personng(CNP).
Theboad will sele¢ the beg qualified for appointment
in the program within quotas authorized If selected,
you will be appointel apermanenensig in the U.S.
Navy after successfucompletian of Officer Candidate
Schod (OCS) Following commissioningofficers will
be assignd to a warfare communiy. Upon successful
completian of initial seaduty and warfare qualification,
officers will be screend for selectim to a bachelotrs
degree program at thed\Nal Postgraduate School.

Q2.

Q3.

Q4.

REVIEW 8 QUESTIONS

Q1 TheSecretay of the Navy can appoirt aspecfic
number of enlisted personnel to the Naval
Acadeny. Wha numbe of (a) Regular Navy or
Regular Marine Corps and (b) Naval or Marine
Corps Reserve (active or inactive) can be
appointed?

a.

b.

What is the maximum time allowed to attend
college in the NROTC program?

Whowas the BOOST program intended for?

What isthe maja requiremento be eligible for
the Enlisted Commissioning Program?

5 In what two programs can senior enlisted
personnel obtain a commission without a
requirement for a catje cegree?

a.

DISCHARGES

Learning Objectives When you finish this chapte,
you will be able to—

¢ |dentify the types of dischges.

* Recognie the effects of the variows types of
dischages.

If youseparagfromtheNavy beforetheernd of your

active obligated servie (EAOS) or after 8 yeas of
servie or if you reenlist you will recave adischage
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from the Navy. If you separag from the Navy at your dischage you may receéve an honorabé dischage
EAOS lut beforecompletirg 8yearsof serviceyouwill under o circumstances.

not recave adischage kut will be “separatet] from
active naval service. The Navy gives five types of
discharge. Each type of discharge has a specific
meanirg and affectsyou in a way differert from any of 2. When you recave any awards for gallantry in

the others The type of dischage you recave depends action, heroism, or other meritorious service
on the reason for your disaige.

1. When you are being separaté becaus of a
disability incurred in the line of duty

General Dischage
REASONS FOR DISCHARGE
You recave ageneradischage when you separate
You may recave a dischage for many reasons.  fromtheservice unde honorabé conditionswithout a
Unde almog all conditionswherever and however you suficiently meritorious military recod to deseve an
leavethe Navy, you will receve adischage Sone of honorable dischge.
the reasons for renéng a dischege are as fotws:
o _ Other Than Honorable Dischage
* Expiration of enlistment
« Disability, dependegy, or hardship ~ Youreceve an othe than honorabe dischage for
misconduct or security reasons.
¢ Fulfilment of service obtation

e Convenience of the@vernment Bad Conduct Dischage
¢ Unsuitability You recave abad condud dischage (BCD) when
I dischaged for any of the abovereasonsyou will you separat from the serviee unde conditiors other
recave an honorable or a general disgea than honorable You recdve abad condud¢ dischage
only by an appioved sentene of a generdor aspecial
TYPES OF DISCHARGE court-martial.
Thefive types of dischrige are as fotws: Dishonorable Dischaige
1. Honorable You recave adishonorale dischage (DD) when
2. General (under honorable conditions) you separate from the service under dishonorable
3. Other than honorable conditions You may receve adishonoratb# dischage
only by a gener&court-martid and as appropriag¢ for
4. Bad conduct seriots offenses calling for dishonorabd separatia as
5. Dishonorable part of the punishment.

Sorme personnkthink becaus ageneradischage

isgiven unde honorabé conditionsitisasgoad asthe EFFECTS OF THE TYPE OF DISCHARGE
honorabé dischageitself. However, that assumptiais

not true. A general discharge indicates satisfactory = Some people will try to convince you (or

servie hut not totheestablishd standad of the Navy. themseleg that the type of dischage they receave will
makenodifferen@intherir civilianlives Otheswil | tell
Honorable Dischage you that a discharge under less than honorable

conditiors can be upgrade if they show themselesto

To receve an honorabé dischage, you mus have  havebeen goad citizensfor atime. Howwrong theyare!

recaved arating from goad to excellert for your service Although some dischages have bee upgrade by the
tothe Navy. Eventhoudhyou only qualify forageneral  Board for Correction of Naval Recordsthe percentage
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issmall TheBoadisnat intereste inyour civilianlife, NAVY GOOD CONDUCT ME DAL
but how you performed while in the aly.
Learning Objective: When you finish thischapte, you

Whenyou leavethe Navy, you wart todo sowithan will be able to—

honorabédischage Anhonorabé dischage has many

advantags for you throughot your life. Some of the * |dentify the requiremers for the Goad Conduct
immediae advantags are the entitlemens to various Medal.

veteransbendits and rights. When you apply for ajob
or for ently to a schod or college, you will find an
honorabé dischage is advantageousand in many
instancesan absolué necessit. Most importart of all,
and vital for your future self-respetand peae of mind,
isthe knowledge tha your servie to your countly was
up to standard. Make e\ely effort to ean the Navy Goad Conduct
Medal Earnirg tha award can affect your promotion.
Meeting the requiremert for the Navy Goad Conduct
Medal means you also meet the requirements for
reenlistmentoversea duty, certan Navy schoolsand
Navy commissioning programs.

You may ean many awards while you are in the
Navy. One of the mog importart of thee anardsisthe
Navy Goad Condud¢ Medal Tha medad is the highest
precedene avard amorg the campaign and service
awards.

Receaving an honorabéor generadischage makes
you eligible for all federal benefits (and they are
considerable)Recéving adishonorak or bad conduct
dischageby agener&court-martiddisqualfiesyoufor
any bendits. A bad condud dischage from a special
court-martid even disqualfies you for any military Your CO can recommed you for a Navy Good
bendits sud as transportatia home or paymet for Conduc¢Medd as areward for 3yeasof goad conduct.
accruel leave. A bad conduc dischage bars you from

receiving civil service employment preference, REVIEW ESTION
reempbymert rights, or othe relatel bendits. The 9 QUESTIONS
Veterans Administration decides your entitlemern to QL Listthe fivetypesof dischagestheNavy gives.

veteransbendits on an indvidual basis.
a.
Failing to recave an honorabé dischage alo has

consequences of a more personal and far-reaching

nature You bring shane to your family. You will have b.
difficulty explaining your dishonoral# or bad conduct

discharge to friends who have honorable military

service You will havedifficulty getting goad jobs and

getting acceptd into goad schools Everybod/ knows

the Navy does nat give bad condud dischaiges except d.
for seriows or repeatd offensesThus you may havea

hard timeproving tha peopkcantrus you as afriend or

to do a jd. e.

Recaving an honorabé dischage mears you can
facethe world proudly and secueintheknowledgethat Q2. When getting out of the Navy with less than 8
your yeass seved in the Navy were well spent On the years of service you are from naval
othe hand receving a dishonoral# or bad conduct service instead of disciged.
dischage mears you mug admt to wastel yeaisin the
Navy. It mears you failed in your duty to your country
and in meeting the high standards of treeyN

Studert Notes:
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Q3. List some advantage of having an honorable
dischage from the Nvy.

a.

Q4. DELETE

SUMMARY

This chapter provides a wealth of information
useful to you in your continuing professional
development.

The Navy has several programs that provide
professional training and off-duty educational
opportunities As the Navy has long recognizedthe
more educatim you get, the more you wil | bendit your
organization and the &vy.

Many prograns lead to a commissia as anaval
officer. Each year, hundreds of enlisted personnel
recave acommissim throuch one of thes programs.
Theythen continte to make significart contributionsto
the Navy’s mission as anfficer.

The Navy gives various types of dischages Your
eligibility for benefits and other programs after
separation or retirement depends on the type of
discharge you receive. An other than honorable
dischage has certainatative social fects.

The many helping resource and prograns within
theNavy’s organizationcan bendit everyoneLook into
these programs Ask questiors and leam all you can

The Navy’s Enlisted Performance Evaluation abou them Theycan bendit youin many ways during
System is a system that documents a Sailor’s your naval caree

gualifications, performance, conduct, and increased

responsibilities. It is the Navy's prime personnel
management tool.

Many incenive prograns are awailable for Navy
personnel The purpo® of incenfve prograns is to
attrad an individud to arewarding enjoyable Navy

REVIEW 1 ANSWERS

Al. TheNavy usesthe Goa Card Program to help
new Sailois se¢ and achieve goak while in the
service.

career. Other considerations that often persuade an A2 Sone ares covered by the Podet God Card

individud to sele¢ aNavy caree are job securit, paid
vacations travel, family protectio plans retirement,
and many othe incentves Often, a combinatian of
thesefactors causes a person to choosavalitaree

Educatiais a keyto professionbdevelopmenand
a bette understandig of the world in which we live.
The Navy gives Sailors the opportuniy to med their

include—

a. DEP goals
b. Navy carevalues

. Recruit training goals

career and educational needs. Navy-sponsored

programsaswell ascivilian schoolsare awilabletoall
Navy personnelAs aNavy membe, you shoutl take
part in acadent prograns to increag your formal
educationh backgroud and to further develop your
potential for aewarding career in the dvy.

In this chapter we have also discussed a wide

variety of prograns designé to help you in making
decisions thatféect your caree

d. The Sailor's Creed
e. Fleet goals
f. Personal priorities (including education)

g. There isalso space for Sailorstowrit etheir
own goals

Studert Notes:
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Al.

A2.

A3.

A4.

A5.

AG.

AT.

A8.

A9.

REVIEW 2 ANSWERS
The permanent board members of the
Professional Bvelopment Board include the—

a. Command Master Chief

b. Command Caeer Counselor
c. Personnel Oficer

d. Educational Sevice Officer

The Professional Development Board
interviews Sailors who want advancement
training or who want to attend special
programs

The three lowest grades are known as
apprenticeships

Ratings are idided into—

a. General
b. Sevice

A designatd striker is apersm in paygrades
E-1, E-2, or E-3 who has been designatal as
technically qualified for a particular rating .

The Manpower and Personné Classifications
and Occupationa Standard NAVPERS 18068,
contains a list bNAVSTDs ard OCCSTDs.

A NAVSTD is a militar y requiremert that
deals with all enlisted personng while an
OCCSTD isan occupationd r equiremert that
is rate spediic.

The three requiremerg you neal to med to be
advanced to E-3 are—

a. Time in rate
b. The CO'srecommendation
c. Complete Basic Military Requirements,

NAVEDTRA 12018

To be advancael to petly officer, you mug meet
the following requirements:

a. Time in rate
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A10.

Al.

A2.

A3.

A4.

Al.

A2.

b. DELETE

c. Demonstrate knowledge of material in
your TRAMAN

d. CO’srecommendation
The final multiple scoe of an advancement
exam is based on—

a. Merit rating
b. Personnel testing

c. Experience
REVIEW 3 ANSWERS

The three types of duty are—

a. Sea
b. Shae
c. Neutral

Oversea shoe duty Code 3is classfied assea
duty for rotational purposes

To let your detaile know wha duty statian you
want, you should submiEnlisted Duty
PreferenceForm, NAVPERS 1306/63

The kind of information found on the Enlisted
Duty Preferenc&orm includes—

a. Whereyou want to go
b. What type of duty you prefer
c. Career intentions

d. Family status

REVIEW 4 ANSWERS

TheEvaluation Repot and Counselig Recodis
usal to record your qualifications, conduct,
performance, and eligibility for
advancement

The numerical grading scale used on the
Evaluation Repot and Counselig Recod is



A3.

A4,

Al.

A2.

A3.

similar to the A, B, C, D, F scak usal in most
high schools The following scak shows the
gradirg scak usead on the Evaluation Repot and
Counseling Record:

a. 5.0—geatly exceeds standards
b. 4.0—alove standards

. 3.0—meets standards

d. 2.0—progressing

e. 1.0—bebw standards

The evaluation traits that are found on the
Evaluation Report and Counseling Record

include—

a. Professional krowledge

b. Quality of work

c. Equal opportunity

d. Military bearing and character

e. Personal job accomplishment and
initiat ive

f. Teamwork

g. Leadership

After you sign your Evaluation Report,it issent
to BUPERS and copies go to the field sevice
record, reporting activity, and to you, the
savice member

REVIEW 5 ANSWERS

Page 1 of your servie recod contairs your
enlisted contract

Your evaluatiorsare kept intheleft-hand side of
your service record, underneath the
separator.

Recod of Emegercy Data form is Page 2 of
your service record.
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A4.

A5.
AG.

Al

A2.

A3.

A4

Al.

You shoutl updae Page 2 anytime you or your
family membe has a change of address or
change in status

DELETE
Page 4 contains the follving information:

a. NECs, designators assigned changed or
revoked

b. Navy schools attended
c. Navy training courses completed

d. Personal qualifications; technical
qualifications

e. GED and off-duty courses completed

f. Decoration and awards

REVIEW 6 ANSWERS

Documents that require the CO’s personal

signatue includedocument dealing with law
or aspecs of militar y justice and documents
that by law are required to have the CO’s
signature, such as shiggleck log

You can find alist of commarm personnkthat

has sighature authority to sign command

corresponderein your unit’s organizational
manual or instruction.

3-M standa for the Maintenance and Material
Management Systems

The objedwes of the 3-M system include—

a. Maintain equipment at maximum
operating efficiency

b. Reduce equipment dwntime
C. Reduae cod of maintenancein both money
and man-hours

d. Provide data directly related to
maintenance

REVIEW 7 ANSWERS

PQSisdividedintothreesectiorstha include—

a. Fundamentals



A2.

A3.

A4.

A5.

AG.

AT.

A8.

Al.

b. Systems
c. Watch stations

To find alist of Navy TRAMANS, you would
refer to the Catalog of Norresiden Training
Couseson the web at http://ww w.cnet.ravy.
mil/netpdtc/nac/neas.htm

Whenyou'relearnirg askill while working, you
are recesing on-the-job (OJT) training.

Recrut training is Generd Militar y Training
(GMT) and a class “R” school

Different Navy schools include—

a. Class “R”
b. Class“A”

. Class “C”

O

d. Class “F”

. Class “P”

D

.

Class “V”

The Basic Skills Program offers Sailors a
chaneto ean ahigh schod diplomaor improve
their skills and military performance.

TheTuition Assistan@ Program isthe Navy’s
financid progranm tha helps Sailors with their
off-duty education.

DANTES offers examinations and
certification programs, operates an
independent study support system, and
provides other support and development
activities.

REVIEW 8 ANSWERS

The Secretary of the Navy can appoint the
following enlisted personnel to the Naval
Academy:

a. 85Regular Navy or Regular Marin eCorps

b. 85 Naval or Marin e Corps Reseve (active
or inactive)
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A3.

A4.
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A2.

A3.

A4,

Themaximum time allowed to attend college
on the NROTC program is 40 months

The BOOST progran was intendel for Sailors
who med all the requirements for the Naval
Academy or NROTC program except for
academics and people who have been
educationally deprived.

The maja requiremeh to be eligible for the
Enlisted Commissioning Program is the
candidate must be able to complete a
baccalau eate degee within 2years

The two prograns tha can lead to an enlisted
member being commissioned are—

a. Chief Warrant Of ficer

b. Limited Duty Of ficer

REVIEW 9 ANSWERS

Thefive types of dischige are—

a. Honorable

b. General

c. Other than Honorable

d. Bad Conduct

e. Dishonorable

When getting out of the Navy with less than 8
yeass of service you areseparatedfrom naval

service instead of disciged.

Some advantages of having an honorable
dischage from the NMvy include—

a. Entitlements to various veterans bendits
and rights

b. Job preferences
c. Entry into a school or college

DELETE.



ASSIGNMENT 11

Textbook Assignment: Chapter 16 Career and Education Informatidh

1. Which of the folbwing information is 7. The enlisted rating structurequides paths
contained in the By Goal Card? of advancement for personnel paygrades

- i ?
1. Navy CoreValues E-1 through what maximum paygrade~

2. Rating and acancement career 1 E-9
information for each ew recruit 2. E-7
3. The Sailots Creed 3. E-6
4. All of the alpve 4. E-4
2. In fleet and shore stations, who is responsible 8. Which of the folbwing is an apprenticeship
for maintaining thewo-page Goal Card? designation?
1. First term Sailors 1. AT
2. Second term Sailors 2 EM
3. Newly recruited Sailors 3. EN
3. Which of the folbwing goal-setting areas is 4. MM

included in the Pdet Goal Card?
1. Navy corevalues and recruit training goals

9. Ratings are idided into fow many cakgories?

2. The Sailofrs Creed and personal priorities 1. One
3. DEPgoals and fleet goals 2. Two
4. All of the atove 3. Three
. L 4. Four
4. Which of the folbwing is a purpose of the
Professional Bvelopment Board? 10. What is a general rating?
1. To advise Sailors on the necessity 1. An identification of special skills not
of completig PQS related to ay occupationafield
2. To gve Sailors a chance for greater 2. An identiication of general skills within
responsibility a broad occupationéield
3. Both 1 and 2 abve 3. An occupationafield having different
5. Which of the folbwing personnel niae qualifications and duties
up the Professional@elopment Board? 4. A broad occupationdleld requiring the
1 Command master chief same gengral guétations and includes
2. Command career counselor similar duties
3. Educational servicefficer 11. Which of the folbwing statements dimes a

4. All of the alove

6. What is the objeote of the enlisted
advancement system?

designated stker?

1. Any Sailor in paygrade E-1 through E-3
2. A Sailor in paygrade E-1 through E-3 who

1. Tokeep Sailors from stagnating is technically quafied for a spedic rating
2. To provide qualfied petty dficers to 3. A Sailor whowants to become quéitd
operate the By’s ships, squadrons, for a spedic rating
and shore stations 4. Each of the atve

3. To train Sailors for fleet commands
4. To provide equal opportunity tawer
enlisted
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12. What is the dference, if ay, between aval

13.

14.

15.

16.

standards and occupational standards?

1. Nawal standards onlyfect paygrade E-1
through E-3, while occupational standards
affect al paygrades

2. Naval standards are the technical standards
for a particular paygrade, and occupational
standards are the military requirements for
a particular paygrade

3. Naval standards are the military
requirements for a particular paygrade,
and occupational standards are technical
standards for a particular paygrade

4. None

To be eligible for adancement to E-2 or
E-3, you must meet which of the foling
requirements?

1. Hawe a certain time in rate

2. Be recommended by your CO

3. CompleteBasic Military Requiements
NAVEDTRA 12018

4. All of the alove

What is the purpose for thi&bliography for
Advancement-in-Rakte

1. To train Sailors for athncement

2. To help Sailors study for
advancement-in-ratexams

3. To show what publications are current

4. To gve answers to the tests

For you to become eligible for e@ncement,
what person must recommend you?

1. CO
2. XO
3. Division dficer
4, Division LCPO

You are an E-2 and are eligible for
advancement. What personvaghces you?

1. Secretary of the &by

2. Chief of Naval Personnel
3. Commanding fiicer

4. Executve dficer
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17. Whatfactor limits the number of Sailors
who can be athnced to pettyfbicer?

18.

19.

20.

21

1

3.

4,

The number ofacancies thaixist
on board the ship

The number ofacancies thagxist
in each rate and rating

The ability of the Sailors to pass
the addancemenexam

Each of the ative

Which of the folbwing are cadgories of the
final multiple that determines which personnel
are promoteda paygrads E-4 through E-67?

1
2.
3.
4.

Merit rating
Personnel testing
Experience

All of the alove

Which of the folbwing factors are considered
in thefinal multiple computation?

1

Performance mar&verage and
examination score

2. Length of service and service in paygrade
3.
4. All of the alove

Awards ad PNA credit

In the Navy, there are dw many types of
duty?

1
2.
3.
4.

One
Two
Three
Four

Which of the folbwing statements describes
sea duty?

1

Duty performed in commissione@ssels
or actvities home ported/home based in
CONUS that operataway from the home
port/home base iexcess of 150 days per
year

Duty performed iroverseas land-based
acftvities that are credited as sea duty for
rotational purposes

Duty in actvities normally designated as
shore dutybut that require members to be
absent 100 to 150 days year



22.

23.

24.

25.

26.

27.

28.

What form should you submit to indicate your
duty preference?

1. Special request

2. Personnel requisition
3. NAVPERS 1306/63
4. NAVPERS 1170

You hawve just arived at youffirst duty station.
You should submit a duty preference form
after what period of time?

1. 1 month

2. 3 months
3. 6 months
4, 12 months

What is the most sigficant personnel
management tool in your service record?

1. List of Navy schools

2. The Braluation Report and Counseling
Record

3. The Enlisted Duty Preferenéerm

4. Commands attached

Which of the folbwing is themain purpose
of the Bvaluation Report and Counseling
Record?

1. For continuation of service

2. For assignment to special duties

3. For BUPERSto use when making
advancement-in-rate assignment decisions

4. All of the alove

What is meant if you are assigned a 3.0 on an
evaluation?

1. Your performancexceeds standards
2. Your performance is abe standard
3. Your performance meets standards
4. Your performance is progressing

How many traits areevaluated on the
Evaluation Report and Counseling Record?

1. Three
2. Five
3. Sewven
4. Nine

An evaluation for which of the fatiwing
traits is NOT required fo paygrads E-1
through E-3?

1. Leadership

2. Teanwork

3. Personal job accomplishment
4. Military bearing

56

20.

30.

31

32

33.

34.

35.

At what intewal are Evaluation Report and
Counseling Records for E-3 and bl
submitted?

1. Yearly only

2. Yearly and when transferred
3. Biyearly only

4. Biyearly and when transferred

Once you hwe signed your #aluation Report
and Counseling Record, it is sent to what

agercy?

1. CINCPAC/LANT FLT
2. CINC

3. BUPERS

4. CNO

How many different forms are contained
in the Enlisted Service Record?

1. 7
2.9
3. 13
4. 15

Which of the folbwing data is contained in
Page 2 of your Enlisted Service Record?

1. An application for dependen allowances
2. An up-to-date record of engercy data

3. Both 1 and 2 afwve

4. Your dvilian education

What page of your Enlisted Service Record
contains information on your occupational
training andawards yolve recéved?

1. Pagel
2. Page 2
3. Page 4

Wherewould youfind information about your
civilian education before you entered the
Navy?

1. Pagel
2. Page 2
3. Page 4

What type of documents require the 6O
signature?

1. Those that establish poji

2. Those that deal with aspects of military
justice

3. Those required byalv

4. Each of the afwve



36.

37.

38.

30.

40.

41.

Which of the folbwing is/are objedte(s)
of the 3-M Systems?

1. To maintain equipment at maximum
operating iciency

2. To reduce equipmenbdntime

3. To reduce cost of maintenance in rapn
and man-hours

4. Each of the atve

Which of the folbwing is a requirement for
qualifying for a particulawatch station?

1. CompletingaPQS

2. Completing 8PAR

3. Passing an athncement-in-ratexam
4. Each of the atwe

What section of taPQS standards deals with
the majorworking parts of an installation?

1. Fundamentals
2. Systems
3. Watch Stations

What personfbice is your point of contact
for all the Navy’s training and education
programs?

1. LCPO
2. ESO
3. XO
4. CO

What type of training do you reige during
daily operation and maintenance situations?

1. OJT
2. GMT
3. NMT
4, “A” school

What training is an important part of the
Navy’s leadership continuum?

1. OJT
2. GMT
3. “A” school
4, “C” school
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42.

43.

44,

45,

46.

47.

What Navy school povides you with
advanced skills and lawledge for a particular
job or billet?

1. Class‘A” school
2. Class “C" school
3. Class “F* school
4, Class “R" school

What publication contains the list of current
training manuals?

1. Naval Occupational Standds List

2. Catalog of NomesidentTraining Couses
NAVEDTRA 12061

3. Military RateTraining Guide

What acivity provides support to the
voluntary education programs of all the
military services?

1. Tuition assistance
2. Navy Campus

3. DANTES

4. EEAP

What program adiws an enlisted person
to complete a baccalaurea&gree within
2 years while redeing full pay and
allowances and be commissioned upon
graduation?

1. Enlisted Commissioning Program
2. Naval Reseve Officer Program

3. NROTC Scholarship Program

4. BOOST Program

There are bw many types of dischae?

1. Five
2. Four
3. Three
4, Two

If you meet the requirements for themyt
Good Conduct Medal, you also meet the
requirements for

1. reenlistmehonly

2. owverseas duty only

3. commissioning programs only

4. reenlistmentpverseas dyt and
commissioning programs



