TRAINEE GUIDE                                        R-501-0005A

INFORMATION SHEET


REFERENCES

A.  Introduction
As Career Counselors, you will be asked many questions.  In order to answer effectively and accurately, you must know which references contain the information.  This lesson is designed to give you the basic information contained in various publications and describe how the Navy filing system works.

B.  Enabling Objectives
    1.1  DESCRIBE the Standard Subject Identification Codes               (SSIC) System per SECNAVINST 5210.11 (Series).

1.2 DESCRIBE types of references most commonly used by     Career Counselor.

1.3 DESCRIBE information contained within references       pertaining to Career Information. 

c.  Topic Outline

        1.  Describe the SSIC System

        2.  Describe types of References

        3.  Describe information contained within references

        4.  Review and Summary
        
REFERENCES

Introduction
The knowledge of references is the single most important aspect to be an effective career counselor.  This information sheet will provide you the basic information to assist you in the performance as a student, and will aid you ultimately as a Career Counselor.

References
1. BUPERSINST 1001.39(Series), Administrative procedures for Naval Reservists on Inactive Duty

2.
BUPERSINST 1430.16(Series), Advancement Manual

3.
BUPERSINST 1610.10(Series), Navy Performance Evaluation and counseling System

4.
BUPERSINST 1780.1(Series), Federally Legislated Educational Benefit Programs

5.
COMNAVRESFORINST 1001.5(Series), Administrative Procedures for the Selected Reserve, SELRES) and Participating Members of the Individual Ready Reserve (IRR)

6.
COMNAVRESFORINST 1780.1(Series), Reserve Montgomery G.I. Bill (Chapter 1606)

7.
NAVPERS 15560(Series), Naval Military Personnel Manual

8.   NAVPERS 15878(Series), Career Counselor Handbook

9.   NAVPERS 15909(Series), Enlisted Transfer Manual

10.
SECNAVINST 5210.11(Series), Standard Subject Identification Code

Information
1.  Navy filing system

    a.  The Standard Subject Identification Code (SSIC) system           was designed to meet the needs of the Department of              Defense for arranging and filing various types of                administrative subject matter, including instructions,           directives, Notices and correspondence.

     b. The fourteen major subject groups are designed by a four         or five digit numerical code.  These major groups are:

        (1) 1000 Series - MILITARY PERSONNEL: subjects relating              only to the administration of military personnel.

        (2) 2000 Series - TELECOMMUNICATIONS: subjects relating              to general communication matters, communication                  systems and equipment.

        (3) 3000 Series - OPERATIONS AND READINESS: subjects                 relating to matters such as operational plans, fleet             operations, operational training/readiness, warfare              techniques, operational intelligence and research                and development.

        (4) 4000 Series - LOGISTICS: subjects relating to                    logistical (supply) support of the navy and Marine               Corps.

        (5) 5000 Series - GENERAL ADMINISTRATION AND MANAGEMENT:             subjects relating to the administration,                         organization and management of the Navy (includes                matters concerning military and civilian personnel).

        (6) 6000 Series - MEDICINE AND DENTISTRY: subjects                   relating to medial and dental matters, including                 physical fitness, preventive medicine, medical/dental             equipment and supplies.

        (7) 7000 Series - FINANCIAL MANAGEMENT: subjects relating             to the financial administration of the Navy.

        (8) 8000 Series - ORDNANCE MATERIAL: subjects relating to             all types of ordnance and weapons.

        (9) 9000 Series - SHIPS DESIGN AND MATERIAL: subjects                relating to the design, characteristics, readiness,              material and equipment of ships.

       (10) 10000 Series - GENERAL MATERIAL: subjects relating               to general materials not included in the specialized             material groups.

       (11) 11000 Series - FACILITIES AND ACTIVITIES ASHORE:                 subjects relating to ashore structures, facilities               and similar subjects.

       (12) 12000 Series - CIVILIAN PERSONNEL: subjects relating             solely to the administration of civilian personnel.

       (13) 13000 Series - AERONAUTICAL AND ASTRONAUTICAL                    MATERIAL: subjects relating to aeronautical and                  astronautical material, such as parts, instruments,              aircraft, etc.

       (14) 16000 Series - COAST GUARD MISSIONS: subjects                    relating solely to the administration and mission of             the Coast Guard.

2.  Directives










a. Directives are issued to direct appropriate action, prescribe or establish policy, organization,

    conduct, methods or procedures, action to set forth     information essential to the effective                 administration or operation of an activity, or to      set forth authority or information that must be        formally promulgated.

             (1) Instructions - directives containing information                  or authority that has a continuing (long-term)                   reference value.  Instructions remain in effect                  until they are superseded or cancelled.

       (a) Instructions are identified by the short               title of the originator, the letters “INST",            the appropriate SSIC followed by a period,             and the sequential number of that                      instruction under this SSIC. Revisions of              instructions are indicated by an                       alphabetical designator following the                  sequential number.

    EXAMPLE: BUPERSINST 1430.16 - The Advancement Manual written              by BUPERS under the SSIC for "Advancement in Rate or              Rating".  This is the 16th instruction written by                BUPERS under this particular SSIC.

                 (b) To verify whether or not if an instruction                       is still in effect or current refer to the                       web address: http://neds:nebt.daps.mil                           (i.e. OPNAV, SECNAV, BUPERS).

         Notices - Notices are directives of a one-time or  brief                    nature.  They have the same effect and force                     as an instruction, but vary in format from                       instructions in several ways.

         (a) Notices have a "self-canceling" provision.  They                 generally are in effect for six months but                       never longer than one year.

         (b) Notices are identified by the short title of the                 originator the letters "NOTE", and the applicable                SSIC.   

              EXAMPLE: OPNAVNOTE 1500 - originated from the                    CNO under the SSIC "Training and Education".

         (c) To verify whether or not a notice still applies,                 you must contact the originator.

3.  References

a.  Naval Military Personnel Manual (MILPERSMAN) (NAVPERS       15560 (Series) - Issued for direction  guidance.  

    Contains policy, rules and practices for administration     of military personnel within the Navy, including the        Naval Reserve.

    b.   Career Counselor Handbook (NAVPERS 159878 (Series)               Details the objectives of Career Information Program             Management and outlines educational benefits, career             programs, commissioning programs, retirement benefits,           and the Transition Assistance Management Program (TAMP).

    c.  Administrative Procedures for the Selected Reserve               (SELRES) and Participating Members of the Individual             Ready Reserve (IRR) (COMNAVRESFORINST 1001.5 (Series)-           Provides administrative procedures for managing                  participating members of the Naval Reserve.

d.   Administrative Procedures for Naval Reservists on         Inactive Duty (BUPERSINST 1001.39 (Series)) - Sets forth   personnel and administrative policies for the             management of Naval Reservists serving on inactive        duty.

e.  Reserve Montgomery G.I. Bill (RMGIB) Ch. 106              COMNAVRESFORINST 1780.1 (Series)- The primary             management tool for the Montgomery GI Bill-Selected       Reserve (MGIB-SR).

f.  BUPERSINST 1780.1 (Series) - An excellent source of       guidance on all funded educational programs               including: MGIB, VEAP, MGIB-SR, and Vietnam Era GI Bill.

    g. Advancement Manual (BUPERSINST 1430.16 (Series)- Lists           all qualification for, and administrative procedures of          the enlisted advancement system.

    h. Navy performance Evaluation and Counseling System                BUPERSINST 1610.10 (Series)- Provides guidance in                performance of evaluation and counseling.

 i. Survivor Benefit Program. BUPERSINST 1750.11 (Series)-       Explain the provisions of the Survivor Benefit Program to     all Navy Personnel.
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