QUESTIONS:
1.  When preparing reports and summary letters, which standard type face should you use?

    a.  10 pitch

    b.  12 pitch

    c.  10 or 12 pitch only

    d.  10 or 12 pitch OCR only

2.  In Block 6, if there is no UIC assigned, what 5 characters must you enter?

a.  00070

b.  99999

c.  55555

d.  00000

3.  In the Narrative Block, which type of format is NOT Prohibited?

a.  Readable spacing

b.  Centering

c.  Underlining

d.  All-capitals

4.  LT Danover has been spot-promoted to LCDR onboard the USS PEARL HABOR, when O6 FITREPS are submitted, what would his promotion status be in Block 8?

a.  FROCKED

b.  REGULAR

c.  SELECTED

d.  SPOT

5.  ENS Jones was pregnant during the last physical readiness test (PRT), what would her code be in block 20?

a.  P

b.  XX

c.  F

d.  MW

NAVY PERFORMANCE EVALUATION AND COUNSELING SYSTEM, BUPERSINST 1610.10

ANNEX A

                         BASIC GUIDE

                             FOR 

          COMPLETING, PROCESSING, AND MAILING REPORTS

A-1.  Purpose.  This annex provides the basic information needed to fill in, process and mail FITREPS, EVALS, and summary letters.  It assumes that reporting seniors are submitting authorized reports on proper occasions, and that they understand all relevant policies contained elsewhere in this manual.

A-2.  Preparing with Electronic Forms Software.  BUPERS supplies form-filler applications programs for the FITREP, EVAL, and FLAG FITREP forms.  These applications print complete, filled-in reports and summary letters on plain paper, and produce the "electronic" copies on a computer diskette.  The diskette replaces the previous OCR form.  The software provides Help screens, calculates the Individual Trait Average, and has validation features which will prevent many common errors.  The programs can be downloaded from BUPERS ACCESS (the preferred method), or ordered from the Bureau of Naval Personnel, Pers 32C, 2 Navy Annex, Washington DC 20370-3200.

A-3.  Preparing with Typewriter or Word Processor.  Reports and summary letters can be completed on pre-printed forms using a typewriter or word-processor.  This method is discouraged, since it is more time-consuming, and BUPERS must create the electronic copy.  Use only a 10 or 12 pitch (10-12 point) standard type face.  Proportional spacing is allowed in the narrative blocks.  If desired, the administrative and trait blocks may be completed with 10 pitch and the narrative blocks with 12 pitch or proportional type.  Use all capitals in the administrative blocks, and upper-lower case in the narrative blocks.  Use standard line spacing.  Bullets are encouraged in the narrative blocks, and readable spacing is desired, but highlighting of any sort (underlining, boldface, italics, all-capitals, centering, etc.), is prohibited.

                            *  *  *

A-4.  INSTRUCTIONS FOR SPECIFIC BLOCKS

__________________________________________________________

  BLOCK 1 NAME




Member's last name, first name, middle initial, and suffix, if any, separated by spaces.  Place a comma after the last name.  Omit spaces and punctuation within a name.  If the member has no middle name or initial, enter NMN.  (Full middle name is acceptable but not required.)  Examples:

DENNEY, JOHN A
  STJOHN, MELVIN J II   WALTERS, J ARTHUR

OBRIEN, MARY S
  MARTIN, PAUL T JR     SMYTHEJONES, ANN NMN

_________________________________________________________

  BLOCK 2 GRADE/RATE




Grade or rate which the member is actually wearing on the ending date of the report.

Enlisted:  Use standard abbreviations.  Examples:  SA, ADAN, GMG3, YN1, ABHCM.

Officers:  Use CAPT, CDR, LCDR, LT, LTJG, ENS, CWO4, CWO3, 

CWO2, WO1

_________________________________________________________

  BLOCK 3 DESIG




Enlisted:  Enter up to two enlisted warfare/qualification designators.  If two designators are entered, separate with a slash.  Do not leave spaces.  Examples:  AW, SS/DV.  If none, leave blank.

Officers:  Enter the four-digit officer designator as of the ending date of report.  Examples: 1110, 1317.
__________________________________________________________

  BLOCK 4 SSN




Member's social security number (SSN) with hyphens after the third and fifth digits.

Example:  987-65-4321.  Verify with a source document.

__________________________________________________________

    BLOCK 5 DUTY/COMPETITIVE STATUS



Place an X in one and only one box as follows:

ACT      -    USN, or USNR on extended active duty who  

              competes with USN for promotion.

TAR      -    USNR designated for Training and

              Administration of Reserves.

INACT    -    USNR on inactive duty (drilling Reserve).   

AT/ADSW/ -    USNR temporarily on active duty, competes as

265           inactive reserve for promotion.  Includes

              all AT, ADT, ADSW, OYR, "265," canvasser/   

              recruiter, temporary mobilization recall,etc.

__________________________________________________________

  BLOCK 6 UIC



Unit Identification Code (UIC) of member's ship/station.  If a component UIC will be used to establish an enlisted member's summary group (see EVAL BLOCK 46), enter the component UIC.  Otherwise enter the primary command UIC.  Only for activities to which no UIC is assigned, enter five zeros.  (NOTE: UICs are listed in the NAVCOMPT Manual, volume II, chapter 5.  The first four characters of a UIC must be numbers.)

Reserve units: Enter the Reserve Unit Identification Code (RUIC), not the Reserve Center UIC.

__________________________________________________________

  BLOCK 7 SHIP/STATION



Abbreviated name of the activity to which the member is assigned for the duty reported on.  Do not spell letters and numbers (e.g., use A instead of ALFA, 1 instead of ONE).  For reports on enlisted, use the command name even if a component UIC is entered in block 6.  For reports on commanding officers, enter the activity which the officer, not the reporting senior, commands.  For members assigned to civilian/foreign activities, enter the civilian or foreign activity, not the administrative commander's activity.

The entry may fill the space allowed, but must be unique and recognizable within the first 18 characters and spaces (the number stored in the BUPERS data file).  Format the entry as follows:

Ship:  Enter hull number followed by name.  Omit USS.  

Example:  CG-47 TICONDEROGA.
Aviation wing or squadron:  Enter short-form wing or squadron designation.  Examples: CVW-9  VR-58.
Staff or shore activity:  Use the Plain Language Address (PLA), or commonly accepted short title.  Further condense the PLA if necessary to make it recognizable within the first 18 positions.

Examples:  COMDESRON 7, CINCLANTFLT NORFOLK VA, AIRESCEN MIRAMAR CA

__________________________________________________________

  BLOCK 8 PROMOTION STATUS



Enter the member's promotion status on the ending date of the report period, as follows:

(NOTE: This block was labelled "Date of Rate" on an early printed version of the EVAL (E1-E6) form, but is labelled "Promotion Status" on later versions.  Date of rate is no longer entered in this block.)

Block 8 - Promotion Status Table

Block 8 Entry



Meaning

REGULAR
Regularly promoted to the grade or rate entered in block 2, not currently frocked, spot-promoted, or selected to higher grade.

FROCKED
Frocked to the grade or rate entered in block 2, but not yet regularly promoted.

SELECTED
Selected to a grade or rate higher than shown in block 2, but not yet frocked or regularly promoted.

SPOT
Spot-promoted to the grade entered in block 2.  (Currently applies only to certain LT's spot-promoted to LCDR.  Use SPOT rather than SELECTED for a spot-promoted member who has been selected for the next higher grade.)

_________________________________________________________

  BLOCK 9 DATE REPORTED



In yrMONda format, enter date the member reported to the command named in block 7.  Example: 96OCT17   (The following are incorrect: 17OCT96, 961017, 101796.)

_________________________________________________________

  BLOCK 10-13 OCCASION FOR REPORT



Place an X in each block which applies.  See Annex D for reporting occasions.  (NOTE: More than one occasion can apply, except that Special cannot be combined with another occasion.  Do not submit a Special report if another occasion applies.)

_________________________________________________________

  BLOCK 14-15 PERIOD OF REPORT



In yrMONda format, enter the beginning (FROM) and ending (TO) dates of the report period.  Example: 96OCT17  (The following are incorrect: 17OCT96, 961017, 101796.)

Regular reports:  The FROM date must be the day following the TO date of the last Regular report.  It can be earlier than block 9 if en route leave, travel, or TEMDU are included.

First EVAL on enlisted member:  The FROM date is normally the date detached from initial entry training.

First FITREP on newly commissioned officer:  The FROM date is normally the commissioning date.

First active duty report on recalled member:  The FROM date is normally the recall date.

__________________________________________________________

  BLOCK 16 NOT OBSERVED REPORT



If this is a wholly Not Observed (NOB) report, enter an X in block 16.  The trait grades must be left blank, no career recommendation is permitted, the promotion recommendation must be NOB, and the promotion recommendation summary must be left blank.  Comments are limited primarily to administrative and training information.  Refer to Annex G for detailed instructions and example.  

_________________________________________________________

  BLOCK 17-19 TYPE OF REPORT



Place an X in the block which applies.  If this is a Concurrent/Regular report, place an X in blocks 17 and 18, and regular reporting senior initial block 17.

__________________________________________________________

  BLOCK 20 PHYSICAL READINESS



Enter the code letter for the most recent physical readiness test (PRT) result, a slash, and the two- letter code for the height/weight or body fat measurement.   Example:  P/WS.  Use the PRT score from the most recent official PRT, even if recorded during a prior report period or at another command.  Use the height/weight or body fat measurement taken in conjunction with that PRT, or a more recent special measurement as necessary to ensure currency of the entry.  See OPNAVINST 6110.1D for testing and record-keeping requirements.  For remotely assigned members, arrange to receive a copy of the PRT record following each official test.

Block 20 Physical Readiness Codes

PRT CODE




HGHT/WGHT OR BODY FAT CODE

P
Passed



WS
Within standards

*F
Failed, or failed

*NS
Not within standards,

to participate in 


or failed to be weighed

PRT when required

or measured when

required

E
Exempt (50 or over)

MW
Medically waived

(temporary

M
Medically waived


medical condition or

From entire PRT


pregnancy)

**N
Not tested or score

**XX
Impossible to weigh or 


Not available



measure

*   Explain in the comments and treat as adverse matter.

**  N plus body composition code (or N/XX) may be used for reports covering less than 90 days and prior test score not available; or member has been on active duty less than 20 weeks and PRT not administered; or member reported on board less than 10-12 weeks prior to scheduled PRT and prior test score not available.  Explain these entries in the comments unless the report dates make the reason self-evident.

ANSWERS:
1. c.  
See A-3.

2. d.
See A-4, Block 6.

3. a.
See A-3

4. d.
See A-4, Block 8

5. d.
See A-4, Block 20

PREPARED BY: YN1 SEAN POPE

