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OUTLINE SHEET 1-3-1

ENLISTED SERVICE RECORDS
A. Introduction

As Career Counselors, you will counsel personnel on the particulars of

advancement, schools, special duty assignments, and  commissioning programs.   The enlisted service record will be your main source of information.

B. Enabling Objectives:

1.11  DESCRIBE information found on selected Service Record pages                                                                

         per NAVPERS 15560 (Series)  include:

a. Field Service Record

b. Microfiche

c. Performance Summary (PSR)

1.12 DESCRIBE information found on selected Service Record pages 

per  NAVPERS 15560 (Series).

1.13 DESCRIBE the documents filed above the Career Performance Data Separator of the Field Service Record per NAVPERS 15560 (Series).

1.14 DESCRIBE the documents filed below the Career Performance 

Data Separator of the Field Service Record per NAVPERS 15560 (Series).

1.15 EXPLAIN the importance of the Certification of Release or Discharge from                                       

          Active Duty (DD-214).

C. Topic Outline:

1. Introduction 

2. Three types of Enlisted Service Records

3. Pages of Enlisted Service Record  (Right Side)
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4.   Documents filed above the Career Performance Data Separator  (Left Side)

5. Documents filed below the Career Performance Data Separator  (Left Side
6. Explain the DD-214

7. Summary and Review
8. Assignment     
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ENLISTED SERVICE RECORDS

INTRODUCTION

The purpose of this information sheet is to familiarize you with the location/purpose of pertinent career information as it pertains to enlisted service records.

REFERENCES
1. NAVPERS 15560 (Series), Naval Military Personnel Manual

2. BUPERSINST 1610.10 (Series)

3. BUPERSINST 1001.39 (Series)

4. BUPERSINST 1900.8 (Series)

INFORMATION

1. Field Service Record

a. Field service record is enclosed in the Enlisted Service Record Jacket (NAVPERS 1070/600).   Entries are made on the pages as soon as possible after an event occurs.  The record is the property of the U.S. Government containing sensitive information regarding the members personal life and Naval career.

(1)  Authority for administration and maintenance of field service records for 

       Officers and Enlisted personnel rests with the Commanding Officer/Officer in    

       Charge of the service record holder (Personnel Support Activity Detachment 

       or member's command). 


(2)  Entries are made only by personnel authorized in writing by the Commanding 

       Officer or Officer in Charge and access should be controlled.

(3)  The Commanding Officer or Officer in Charge is responsible for safeguarding 

       the enlisted service record against loss and fraudulent entries and limits 

       access to field service records to only those personnel who require specific 

       personal/career information in the performance of their duties:

· Legal Officer

· Division Officer                                                                          
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· Educational Services Officer

· Administrative Officer

· Career Counselor

· Command Master Chief

· Pass Liaison Representative (PLR)

b. The microfiche is maintained at Naval Personnel Command (NPC).   Documents are normally filmed upon a member's reenlistment, discharge, acceptance of a commission, retirement or death.

(1) In addition to the career events mentioned above, the microfiche record is updated when NPC receives copies of documents citing pertinent career events, such as:

(a) Educational diplomas/certificates

(b) Navy Enlisted Classification Code (NEC) Change Recommendation (NAVPERS 1221/1) forms

(c) Dependency information from Defense Finance Accounting Service-Cleveland Center (DFAS-CL) and Navy Family Allowance Activity

(d) Personal Award Decoration Citations

(e) Letters of Commendation (signed by Flag Officers)

(f) Medical data from the Bureau of Medicine and Surgery and Reports of Medical Examination/Medical History

(g) Warfare Designation Certificates

(h) Dependency Application/Record of Emergency Data (NAVPERS 1070/602) 

(i) Servicemen's Group Life Insurance Election Certificate (SGLV-8286)

(j) Enlisted Performance Evaluation Report/Fitness Reports 

(2) A member may request a copy of their microfiche record by letter from 

NPC (Pers-313C).

c. The Performance Summary Record (PSR) replaces the Enlisted and Officer 

Summary Record.   It is maintained at NPC (Pers-313C).   Selection Boards use this pertinent career data as an aid in reviewing the microfiche record.   Contains the following information:
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(a) Personal information; i.e. age, sex, date of birth, time in rate dates, education/degrees, NEC's, and awards/decorations.

(b) Career history:

(c) Performance information:

2. The following pages are filed on the RIGHT side of the field service record, filed in numerical sequence, starting at the bottom.

a. Enlistment/Reenlistment Document-Armed Forces of the United States (DD Form 4) or Immediate Reenlistment Contract Agreement (NAVPERS 1070/601).

(1) DD Form 4 is used by all Armed Forces for initial enlistment into regular                                                        and reserve components.

(2) Immediate Reenlistment Agreement (NAVPERS 1070/601) is used to reenlist a member in the Navy or Naval Reserve within 24 hours of the expiration of enlistment at the same activity.

(3)  Both agreements accomplish:

(a)   Establishment of a legal relationship between the government and the    member.

(b) Used as a source document for member's name, SSN, home of record, and place of acceptance.

b. Agreement to Extend Enlistment (NAVPERS 1070/621).

(1) This document extends a member’s current enlistment.

(2) Terms:

(a)  EXECUTED - when the extension is signed by the member and the  

                              authorizing official.
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(b)  OPERATIVE - the day after normal expiration of active obligated 

       service (EAOS) or expiration of reserve enlistment  

       (EREN) 

(3) Two types of extensions:

(a) UNCONDITIONAL - An extension may be executed to extend an enlistment for periods of 24 months or more, up to a maximum of 48 months for the purposes of continuing a career.  An unconditional extension for less than 24 months requires NPC approval.

(b) CONDITIONAL - An extension for periods of 23 months or less executed for one of the specific reasons outlined in the MILPERSMAN.


(4)  Extensions of enlistment in the Naval Reserve while on inactive duty are  

                         explained in  the MILPERSMAN.

c. Agreement to Recall or Extend Active Duty (NAVPERS 1070/622):


(1)  This form is used when a member of the Naval Reserve reports to active                    

                         duty or extends a period of active duty.

d. Dependency Application/Record of Emergency Data (NAVPERS 1070/602)

(1) Serves as an application for dependency allowances.

(2) Serves as an immediate accessible record for emergency data for casualty reporting/notification of next of kin.

(3) It shall be updated by all members to record a change of:

(a) dependency status

(b) address of a dependent

(c) beneficiary changes for unpaid pay and allowances, allotment to be received if in a missing status and death gratuity

(d) next of kin other than dependent
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(e) citizenship of spouse

(f) religion

(g) location of will and valuable papers

e. Servicemen's Group Life Insurance Election Form (SLGV-8286):

(1) When a member elects Servicemen's Group Insurance coverage

(2) When a member elects to cancel/reduce amount of coverage

(3) When a member elects to change a beneficiary

(4) Filed underneath the Dependency Application/Record of Emergency Data (NAVPERS 1070/602)  

f. Enlisted Classification Record (NAVPERS 1070/603):


(1)  Even though this service record page has been discontinued, the majority 

                         of Naval personnel have it in their service record where it will remain 

                         until discharge, transfer to the Fleet Reserve or retirement.  

                  (2)  A valuable source of rating eligibility criteria, including Armed Services 

                         Vocational Aptitude Battery (ASVAB) scores, Nuclear Field 

                         Qualification Test (NFQT) score, Defense Language Battery (DLAB) 

                         score, educational level, specialized training, civilian occupation, color  

                         perception, eye vision and hearing perception. 

g. Enlisted Qualification History (NAVPERS 1070/604):


(1)  A chronological history of a member's occupational and training related 

                         qualifications, awards and recommendations, documenting:  



 (a)  Naval Enlisted Classification (NEC) Codes assigned, changed, 

                                removed, revoked or disqualified.


       (b)  Educational experience level 

(c) Navy schools attended

(d) Other training courses completed

(e) Correspondence courses required for advancement

(f) Designator record

                                                                                                                                       1-3-7

FOR TRAINING USE ONLY

TRAINEE GUIDE






             R-501-0005A

INFORMATION SHEET 1-3-2

(g) Personnel Advancement Requirements

(h) Classification/ASVAB testing qualifications

(i) Advancement, reduction, corrections, or changes in rate/rating

(j) Off-duty education completed, vo-tech training, and non-required Navy correspondence courses

(k) Awards and decorations

(l) Personnel Qualification Standards (PQS) completed


(2)  An Enlisted Qualification History page will be prepared when an enlisted 

                         member enlists or reenlists. 

h. History of Assignments (NAVPERS 1070/605)

(1) Provides a chronological record of:

(a) Ships/stations and Unit Identification Codes (UIC's)/Reserve Unit Identification Codes (RUIC's) of activities assigned.

(b) Sea/Shore Duty Commencement Dates (SDCD/SHDCD).

(2) A History of Assignment page will be prepared when an enlisted member enlists or renlists.

i. Record of Unauthorized Absence (NAVPERS 1070/606) used to record:

(1) Unauthorized absence in excess of 24 hours

(2) Time lost due to sickness due to misconduct

(3) Lost time due to civil confinement

j. Court Memorandum (NAVPERS 1070/607) designed to record:

(1) All court martial action when a guilty finding is made and approved by the convening authority.

(2)  Non-Judicial Punishment (NJP) when pay is affected, including a reduction in rate.

(3) To remove a mark of desertion.
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k. Enlisted Performance Record (NAVPERS 1070/609)  a chronological record of performance including:

(1) Date of enlistment/reenlistment

(2) Recommendations for advancement/reenlistment

(3) Advancement /reduction in rate

(4) Non-Judicial Punishment (NJP) or conviction by court-martial

(5) Meritorious mast memorandum entries (SOQ/SOY) and other significant career events.

(6) Eval/Fitrep trait marks/trait averages

            l.    Administrative Remarks (NAVPERS 1070/613)  a chronological record of 

                  significant miscellaneous entries which are not provided for elsewhere or 

                  where more detailed information may be required to clarify entries on other 

                  service record pages. 

(1) Acknowledgment of ineligibility for reenlistment

(2) Unit Commendation

(3) Placed in or released from breaking of restriction

(4) Declaration of desertion

(5) Unauthorized absence less than 24 hours

(6) Missing movement

(7) NJP when no pay is affected

(8) Civil conviction

(9) Withdrawal of recommendation for advancement

                  (10) Recommendation for special duty assignments

                  (11) Recommendation or withdrawal of recommendation for retention

                  (12) To close service record upon member's death 

                  (13) Appointment to temporary Officer status

3.  Documents concerning a member's career and verification of pertinent data are filed    

     on the LEFT side of the field service record.  

a. The following documents are filed above the Career Performance Data Separator (NAVPERS 1070/617):
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(1)  Certification of Personnel Security Investigation, clearance and Access 

       (OPNAV 5520/20)

(2)  Current Inactive Duty Training (IDT) orders to a reserve unit

(3)  Statement of Understanding-Selected Reserve Educational Assistance 

       Program (OPNAV 1780/1)

(4)  Selected Reserve Eduactional Assistance Program (GI-Bill), Notice of Basic 

       Eligibility (DD 2384/DD 2384-1)

b. The following documents are filed underneath the Career Performance Data Separator (NAVPERS 1070/617):

 (1)  Copies of personal/unit awards, citations, and Letters of Commendation/ 

       Appreciation

(2)  Copies of Fitness/Evaluation Report and Counseling Records (NAVPERS 

       1610/2 and 1616/26)

(3)   Service record copies of record of discharge from the U. S. Naval Reserve 

        (NAVPERS 1070/615) and/or Certificate of Release or Discharge from 

        Active Duty (DD-214) 

        a.  NAVPERS 1070/615 is issued upon the honorable discharge of inactive 

             duty members by reason of expiration of reserve enlistment (EREN) or 

             expiration of obligated service (EOS) 

c. Certificate of Release or Discharge from Active Duty (DD-214) is issued to all members separated from active duty, or upon completion of 90 days or more of active duty.  This form is no longer created upon immediate reenlistment.  It is prepared and distributed per BUPERSINST 1900.8.   

(1) Important career information is recorded on this document and includes the following:

· Navy Enlisted Classification (NEC) Codes

· Total number of years, months, and days of active duty

· Total number of years, months, and days of sea duty for current enlistment  

· Navy schools completed for current enlistment

· Awards earned since first enlistment
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 (4)  Copies of prior History of Assignments (NAVPERS 1070/605)

(5)  Copies of prior Enlisted Qualification History (NAVPERS 1070/604)    

