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Senior Enlisted Information 
Advancement to CPO, SCPO, and MCPO
Advancement to Chief, Senior Chief, and Master Chief Petty Officer requires selection board action.  The Sailor who decides early to make the Navy a career and immediately starts "turning-to" on the job will get a head start with selection boards.  Sustained superior performance is the single most important factor influencing your advancement opportunities.  Boards are convened annually by the Chief of Naval Personnel (CHNAVPERS).  NAVADMIN messages announce the applicable dates and requirements annually.  NAVADMINs can be found on the BUPERS website at: http://www.bupers.navy.mil/navadmin/index.html

CPO, SCPO, and MCPO candidates qualified for selection board consideration are designated “Selection Board Eligible” (SBE).  Navy-wide vacancies determine the number of selectees.  CPO candidates are designated SBE if their final multiple score (FMS) is in the top 60 percent for their rating.  Exams are not required for advancement to E-8/E-9.  SCPO and MCPO candidates are designated SBE on the basis of their Commanding Officer’s recommendation.  All Time-in-Rate (TIR) eligible E-8/E-9 members will now be automatically validated.  NAVLEAD was required to be completed by CPO candidates by 1 Nov 98; commands had been authorized to waive this deadline for personnel unable to attend due to non-availability, but the member must complete NAVLEAD prior to advancement.  Prior completion of E-7 LMET/NAVLEAD satisfies the Leadership Training Continuum (LTC) requirements for advancement until 

1 Oct 99.  

The Selection Board Process 

Each rating is given to its respective panel by the board recorders.  There is a folder for each candidate with his/her fiche record (1E and 2E fiche only), and any correspondence sent by a candidate and received by the board before it convenes and an enlisted summary record.  Each record is reviewed by a panel member.  Evaluations covering at least three years are reviewed, although more often, five years of evaluations are examined.  Depending on the closeness of the competition, panel members may go back further to establish performance trends and to break ties.  Once the entire rating has been reviewed the first time, the process starts again and each candidate gets a second review from a different panel member.  If there is a significant difference between panel members’ assessments, a third member reviews the record. 

Once the review of the entire rating is completed, the panel arranges all the candidates from top to bottom.  This is called slating.  At this time, the panel decides where the cut-off will be for people who are appropriate for promotion and recommended selectees. Once slating is completed, the entire board is briefed on the rating's structure, its job, any peculiarities, the number of candidates and the backgrounds of those people recommended and not recommended for selection.  During this briefing, no names are used.  This prevents any bias for or against candidates by board members who know them.  The entire board votes on the slate which must be accepted by a majority of the board. 

During the course of a board's deliberations, some records may clearly indicate substandard performance or in the board's judgment, questionable advancement recommendations.  In these cases, the board is directed to those candidates by name, activity, reporting senior with a concise summary of circumstances.  Depending on the circumstances, such candidates will either be referred to the quality control review board or the commands will be identified to senior echelon commanders for any action deemed appropriate. 

After all the ratings have been completed and approved by the board, a NAVADMIN is prepared to announce the selectees.  Prior to its release, a written report of the board's recommendations is signed by all members and submitted to the CNP for approval.  The report must certify that the board complied with all instructions in the precept, and the board carefully considered the case of every candidate whose name was furnished for review. 

Reviewing and Updating Your Record 

Obtain a copy of your microfiche service record from BUPERS and ensure it is up-to-date.  This is very important!  Do this at least six months prior to the board convening and at least once during each enlistment.  It should take about six weeks to receive the microfiche.  When it arrives, look it over carefully, making sure your name and Social Security number are correct on each microfiche.  Then, start reviewing the contents of the record making sure that each document is yours. 

Review your record to determine if any documents are missing or are in error.  Ensure that each document is legible and that your name and Social Security number appear on each page.  Outline any errors found in your record on a letter of transmittal and mail it to Commander, Bureau of Naval Personnel, Attn:  NPC 313C, 5720 Integrity Drive, Millington, TN 38055.  

If you find errors or documents missing from your microfiche, you need to send a correction package to NPC.  If you are board-eligible, you should also submit a duplicate package to the board.  Include all missing evaluations and only those qualifying documents from your previous enlistments that are missing.  Remember, letters of commendation or appreciation after 1976 or letters designating collateral duty assignments do not go in the microfiche record. 

Microfiche and Enlisted Summary Record Ordering.  Microfiche and Enlisted Summary Records order forms are available on the internet at:  http://www.bupers.navy.mil/selectbd/order.html
Note to E-8/9 candidates:  Ordering your microfiche record after November may delay placement of your latest evaluation on the microfiche master.  Place your order prior to November. 

Correspondence to Selection Boards

Correspondence to the boards should be on plain white paper, stapled, with no binders, tabs, or folders.  Sample letters to the board can be found on the internet at:  http://www.bupers.navy.mil/codes/pers8/p85/p852.  Certified copies are not required, however, the member’s SSN must be legible on each item.  Correspondence should be forwarded to the below address (changes only are indicated for reserves):  

Active






Reserve
Naval Personnel Command (NPC-852)

“ (NPC-862)

President, FY__ E-__ Selection Board (Active)
“ (Reserve)

5720 Integrity Drive




“

Millington, TN 38055-8520



“ 38055-8620
Evaluations 

The importance of the enlisted evaluation cannot be stressed enough.  The goal of the evaluation is a comprehensive and objective analysis of you and your performance.  Keep a personal record of your accomplishments throughout the evaluation period.  When asked for input for your evaluation, submit NAVPERS 1616/21 summarizing your activities for the year.  Do not depend on your reporting senior to recall everything you accomplished because he/she may have a large number of people to evaluate.  Be sure your input addresses all significant accomplishments.  Input should be factual and provide enough detail to avoid omission of pertinent information when translated into a smooth report.

Proofread Your Evaluation.  Ensure that your evaluations are properly typed and your Social Security number is correct.  Be sure there are no misspellings or typographical errors.  Remember that you are going to sign your evaluation and errors are as much your responsibility as your command's.  Make sure your evaluation covers the correct time period with no gaps. 
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Ensure that all special goals, schools, duties, outside activities, community involvement, etc., are included on evaluations for the period involved.  Include any awards and letters that you received during the reporting period. 

Below are the composite comments of recent selection boards regarding writing evaluations: 

        “Do not waste narrative space about how well the ship did on deployment, inspection, Battle "E" award, unit commendation, etc., but tell exactly what jobs the individual had and how well those assigned tasks were performed.” 

        “Eliminate all flowery adjectives about what a great person the Sailor is and get to the point in "plain English" regarding how he or she accomplished the job.”

        “More emphasis should be placed on the individual's ability, potential and willingness to accept positions of leadership.  Why should you be advanced?” 

        “Ensure that all collateral duties, awards, education, qualifications, etc. are listed.” 

Evaluations submitted as "special," without solid justification and obviously intended to provide another set of marks for the board are not viewed positively. 

What the Board Considers 
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Listed below are some of the factors considered by the E-7 and E-8/9 boards.  These considerations change slightly from year to year, and should not be considered the only factors affecting selection.  

Professional Performance at Sea.  While it is not necessary that a candidate be serving in a sea-duty billet when the board convenes, it is desired that his/her record reflect demonstrated evidence of professional and managerial excellence at sea or at isolated duty assignments.  Some ratings do not offer a broad opportunity for sea-duty, particularly at senior levels and this is taken into account.

Demanding Tours.  While a variety of duty assignments, especially sea duty, are highly desirable in giving an individual professional breadth, less varied but more demanding tours may be equally qualified.  Sailors assigned to priority billets ashore or overseas will not be penalized. 

Special Assignments or Qualification Tours.  Candidates presented to the board compete within their ratings with the understanding that they are frequently detailed to duty outside of their rating specialties.  Many such types of duty require selectivity in assignment and special qualifications. Due consideration is given to those candidates who have served demanding tours of duty as instructors, recruiters, career counselors, recruit company commanders, duty in the Human Goals Program and all other tours requiring special qualifications. 

Education.  Education includes academic and vocational training, whether such education is gained as a result of the individual's initiative during off-duty hours or as a participant in a Navy-sponsored program.

Evaluations.  Evaluation marks and narratives are closely reviewed and a trend is identified.  Marks and narrative must correspond to evaluations.  The single most important factor influencing selection is sustained superior performance.  The promotable indicator also gives the board an indication of how the candidate compares against members of the same paygrade at his/her command.  Personal decorations, letters of commendation or appreciation, etc., are given consideration. Command and community involvement also reflects a well-rounded, career-motivated individual.

Duty Assignment History.  Assignments and history of duties performed are determined from the service record transfers and receipts page and the job description on the evaluations.  This data shows board members whether or not the individual is performing duties commensurate with his/her rating and if expectations of professional growth are being met. 

Physical Readiness Standards.  Failure to meet the Navy's physical readiness test and percent body fat standards can hinder an individual's selection opportunity.

Substance Abuse.  Advancement will not be denied solely on the basis of prior alcoholism or alcohol abuse, provided the member has successfully participated in a treatment and recovery program.  Any misconduct or reduction in performance resulting from alcoholism or alcohol abuse is considered in selecting members for advancement. 

Disciplinary Action.  Individuals who have had disciplinary problems, received a letter of indebtedness or have other record entries relevant to behavioral difficulties such as drug abuse or have demonstrated racial, sexual or religious discrimination, will find the path to E-7/8/9 more difficult than those with clear records. 

Test Scores.  Scores for E-7 candidates are also taken into account since they give the individual's relative standing on the examination compared to other candidates. 

Command Master Chief/Senior Enlisted Advisor Programs
The Command Master Chief (CMC) is the Commanding Officer’s principal advisor on enlisted matters.  The CMC is responsible for stimulating better communications and fostering an understanding of needs and viewpoints of the enlisted members.  They assist in the formulation and implementation of policies concerning morale, welfare, utilization, job satisfaction, training, and discipline of the Navy’s Sailors.  They report directly to the Commanding Officer, working within the chain of command as directed by the CO.  The Command Master Chief program is outlined in OPNAVINST 1306.2 and the screening information is provided in the ENLTRANSMAN Chapter 9.  The CMC selection board normally meets in May and November each year.  The CMC Detailer (NPC-40FF) can be reached at (901) 874-4560, DSN 882-4560, or e-mail p40FF@bupers.navy.mil. For addition information see Appendix J Page 7.

Chief of the Boat (All submarines)




The Chief of the Boat performs duties as the principle enlisted advisor to the Commanding Officer in order to keep the command aware of existing or potential situations, procedures, and practices which affect the welfare, morale, job satisfaction and utilization of its enlisted members.  As such, the Chief of the Boat reports directly to the Commanding Officer, orally 
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and/or by written report.  The Chief of the Boat is the Command Master/Senior Chief.  In addition, the Chief of the Boat is the Administrative Assistant to the Executive Officer supervising certain activities affecting the crew as a whole. For addition information see Appendix J Page 7.

Senior Enlisted Academy

The Senior Enlisted Academy (SEA) provides an opportunity for Senior and Master Chief Petty Officers to engage in studies which broaden their educational experience and better prepare them to fulfill leadership and managerial responsibilities.  The Navy’s SEA is located on NETC Newport, RI.  The class is nine weeks long and 50 seat classes convene in Jan, Mar, May, Aug, and Oct.  ENLTRANSMAN Chapter 9 provides eligibility requirements, information, and application procedures.  Additional information can be obtained at the website:  http://www.cnet.navy.mil/newport/sea.htm.

Naval Academy Company Chief Petty Officers
The Naval Academy is looking for high caliber, dynamic Chiefs to volunteer to train, counsel and motivate young midshipmen.  As a company Chief Petty Officer, you will have a direct impact upon the proper development of midshipmen as they work to become Naval Officers.  You will be expected to facilitate strong communication up and down the chain of command and demonstrate to midshipmen through personal example the core [image: image8.png]


values of the Navy and what it means to serve in the United States armed forces.  The following are the minimum requirements:  

· be in paygrade E7 (no E8s or E9s); 
· be warfare qualified;

· have completed a minimum activity tour (MAT) of two years (or DOD tour where applicable);

· transferring from Type 2 or 4 sea duty (only);

· screen for flag allowance as outlined in ENLTRANSMAN Chapter 9; and,

· be in great physical shape to conduct exercise on a daily basis with midshipmen.

ENLTRANSMAN Chapter 10 outlines program details and requirements.  For more information on the Naval Academy, check out their website at:  http://www.nadn.navy.mil/. 
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