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Command Career Counselors Quick Guide to Success for PTS

1. Download effective Perform to Serve (PTS) NAVADMINS 050/03, 131/03, and 316/03 read THEM in their entirety.  Ensure you keep a desktop copy of the messages for easy reference; highlight key statements that you as a Counselor will frequently refer to.  These NAVADMINs provide PTS Updates, guidance for expanding the program to Sailors in CREO 2, Feedback and Lessons Learned.

2. Brief the Command Master Chief on PTS policy and procedures.  

a. Establish a plan on how you, the Counselor and the Command Retention Team are going to effectively manage the PTS program.  

b. Brief the Commanding Officer, Executive Officer, CPO Mess/First Class Mess and Wardroom on PTS.  Demonstrate your plan to administer PTS within the command utilizing the chain of command for screening, involvement and support. 

c. Ensure your CO/ XO/ OIC PTS has established access to PTS Homepage in accordance with NAVADMIN 050/03.  CO/XO/OIC can then designate PTS Command Coordinator(s).

3. Identify all First Term Sailors who are in CREO 2 and CREO 3 ratings (NTMPS, EDVR, CIPM 99/Command Tracking List).

a. Of these, identify those Sailors who are exempt:

(1) those not recommended for retention by Commanding Officer.

(2) CREO 2 personnel in receipt of PCS orders or personnel with an approved conversion package pre-cert at the time of release of NAVADMIN 316/03.

(3) in ratings where an E4 is CREO 1 and the E5 is CREO 2 or 3, those E5 Sailors are exempt from submitting PTS applications.  All other CREO 2 and 3, E5 Sailors are required to have PTS approval for reenlistment.

4. Complete Career Development Worksheet on CREO 2 and 3 Sailors affected by PTS. 


a. Utilizing service record, screen Sailors for last two Regular Performance Evaluations.  Special Evaluations may be used in cases where previous evaluation retention/advancement recommendation was removed and now command is recommending Sailor for retention/advancement.

b. Ensure Sailors current ASVAB scores are reflected in Service Record.  Screen Sailors for all ratings in CREO 1 and 2 (for conversion options and eligibility). 

c. Commanding officers may grant waivers for sailors Striking or converting to open rates using the limits listed in MILPERSMAN Article 1306-618  (6 points on 2 test Score combinations, 9 points on 3 test score combinations, and 12 Points on 4 test score combinations).  Waivers beyond established Limits should be submitted to the enlisted community manager.

d. CDB Tools: MPM, OPNAVINST 1040.11A (Retention Instruction/Career Counselors Handbook), CREO/REGA NAVADMIN 317/03.

5. Career Development Board (CDB).  In small commands, the CCC may be able to attend all CDBs but larger commands may need to utilize Departmental CDBs (department CC being the technical advisor).  Regardless, the CCC needs to review all CDB worksheets.

a. Each Sailor should be counseled on the following:

(1) Options under PTS

(2) Eligible conversion choices

(3) Submission Timelines

(4) Results 

(a) Approved for In-Rate reenlistment.

(b) Tentatively approved for rating conversion.

(c) Due to quota limitations member will be separated and encouraged to affiliate with the Naval Reserve.

(d) Reapply for Sailors with inoperative extensions that submitted a PTS application but due to quota limitations did not receive authorization to reenlist.  They are authorized to make operative their current extension.  Commands must submit a new PTS application when member reaches PTS submission window – within 12-15 months of their new EAOS/PRD.

(e) Non-Designated Reapply for Sailors who are non-designated and did not receive authorization for conversion.  These Sailors are allowed to extend up to12 months at CO discretion (provided no other extensions exist and the extension will not take the EAOS to or past six years of active naval service).

(f) Rollovers.

6. Submission Process:

a.  Things to consider when submitting PTS applications via the web/Email, and via the spreadsheet or naval message.

(1) When submitting application(s) via the website and one of the fields lists a discrepancy, contact 1-866-U-ASK-NPC/(1-866-827-5672) DSN:  882-5672.

(2) When submitting applications via spreadsheet download and print PTS Command Input Spreadsheet Instructions prior to submitting applications.

(a) DO NOT attempt to modify the format of this spreadsheet.  Reformatting or altering this spreadsheet could result in all RECORDS BEING REJECTED by the PTS program.

(3) No hyphens in SSN (123456789) or paygrade (E4).

(4) When indicating Y (yes) for ‘willing to convert’ or ‘convert only’, you must list CREO 1 or 2 ratings in the rating choice fields and provide ASVAB Test ID and line scores.

(5) If web access is difficult commands may also use message format to submit single or multiple PTS applications.

(6) For Sailors who are within 12 months of their PRD mark ‘yes’ in question 10 of the on-line PTS application or in column ‘O’ of the excel spreadsheet. 

7. PTS Notification.

a.   CO/XO/OICs will have web access to PTS monthly stacking results 48 hrs prior to naval message release of the results.  Access is through the StayNAVY website’s PTS Homepage link.

b.   Monthly PTS results will be sent via Naval Message to commands the second week of each month.

8. PTS Reminders.

a. Only SN/AN/FN who are within 12 months of EAOS/PRD, recommended for retention and have PNA’d at least one Navy-wide examination, must submit a PTS application and must list rating conversion/’A’ School choices in CREO 1 or 2 ratings for which they qualify. Remember that CO’s have a level of waiver authority.

b. A first-term Sailor is defined as someone serving in their initial enlistment or extension of their first enlistment and who has less than six years of active service.  

c. NAVETs and OSVETs are not considered first-term Sailors.

d. CREO 2 and 3 Sailors are not required to submit PTS applications in order to apply for Special Warfare programs (i.e. SEAL, SWCC, EOD and Diver).  Those Sailors will be required to submit applications upon completion of training.

e. CREO 3 and 2 Sailors who executed extensions prior to release of NAVADMIN 050/03 and NAVADMIN 316 /03 respectively do not require PTS approval in order for extensions to become operative.

f. Critical Skills List is found in the most current CREO/REGA NAVADMIN.

g. Limited Duty Personnel (105 status) can submit a PTS application while in a Limited Duty status.  However, they are not eligible for reenlistment until fit for duty (100 status). 

h. Sailors that have approved PTS applications for in-rate or conversion reenlistments and become ineligible shall be processed as follows:

(1) Request cancellation of PTS request and reason via Naval message to:

            BUPERS WASHINGTON DC //N132//  

            INFO: COMNAVPERSCOM MILLINGTON TN//CCD/811/40//

