                                              NTGDPMINST 1616.2

NAMTRAGRUDET PT MUGU INSTRUCTION 1616.2

Subj:  NAVY ENLISTED PERFORMANCE EVALUATION SYSTEM

Ref:   (a) BUPERSINST 1616.10

       (b) NAMTRAGRUINST 1610.1

Encl:  (1) Evaluation Package Checklist

1.  Purpose.  To amplify the procedures in references (a) and (b), and set guidance for the timely submission of Enlisted Performance Evaluations.

2.  Cancellation.  NAMTRAGRUDETMIRINST 1616.2B.

3.  Background.  Enlisted Performance Evaluations are an official written record of performance directly affecting the members capacity for promotion, qualifications for future duty assignments, Good Conduct Medal, retention, reenlistment and characterization of service upon discharge.

4.  Policy.  This instruction will provide an equitable forum for all personnel attached to NAMTRAGRUDET PT MUGU and provide standardization for the submissions of evaluations.

5.  Action
    a.  Administration Department
       (1) Distribute, to appropriate Maintenance Training Unit (MTU) Senior Instructor/Student Affairs Supervisor, an evaluations package containing all requirements per enclosure (1) for each member requiring an evaluation 60 days prior to the ending evaluation dates.

       (2) After review and appropriate screening board action,  check for proper format,  prepare evaluations in smooth, no later than ten days prior to due date, and forward to OIC via Admin Officer for signature.  Evaluations will be debriefed by the OIC or appropriate person in members chain of command (COC) as directed.
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    b.  MTU/Student Affairs CPOIC’s
       (1) Upon receipt of evaluation package, solicit subordinates COC for input.

       (2) Prepare the evaluation utilizing the current NAVFIT program and submit on a computer disk with a hard copy, per enclosure (1), to the Senior Enlisted Advisor no later than 40 days prior to the ending evaluation dates (for all transfer and annual evaluations).

    c.  Command Senior Enlisted Advisor
       (1) Upon receipt of evaluation packages, check for accurate content and overall quality. All evaluations not meeting standards will be returned to appropriate person for correction.

       (2) Forward evaluation packages with recommendations to Administration no later than 30 days prior to the ending evaluation dates (both transfer and annual evaluations)

    d.  Evaluation Screening Board
       (1) Upon receipt of all evaluations (annual), an
Evaluation Screening Board will convene to carry out duties prescribed in reference (c).

                                R. L. WARREN
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Evaluation Package Checklist

Evaluation Packages should be set up as follows:

LEFT SIDE:

- Evaluation Report Individual Input Sheet (*)

 (reference (a), enclosure (1), page 12-5)

- Mid-Term Evaluation

- Significant Counseling Sheets

- Phase Senior Instructor/Supervisor Write-up

- Evaluation Form (front and back) (*) with last evaluation's marks, Phase Senior Instructor/Supervisor and MTU Senior Instructor/Supervisor suggested marks with a code to distinguished each set of marks

RIGHT SIDE

- Computer Disk

The evaluation as you (Immediate Supervisor) expect it to be approved. Do NOT expect the Senior Enlisted Advisor to rewrite the evaluation.

NOTE:  Admin will issue packages for transfer personnel 60 days prior to actual transfer date. Departments will be required to return packages to CSC no later than 40 days prior to transfer date.

(*) Denotes initial correspondence to be included in folder for routing.

                                                   Encl (1)

