I. PTS APPLICATION SUBMISSION PROCEDURES

A. The primary method of submission will be web based via the Perform To Serve (PTS) link on the staynavy web site (WWW.STAYNAVY.NAVY.MIL). 

1. Commanding Officers, Officers-In-Charge, and Executive Officers may submit PTS applications for their UIC's.  CO’s, OIC's and XO's may delegate authority to an authorized command representative by completing the online application found on the PTS Home page.  Commands unable to logon must request access by contacting the PTS program administrator at 1-866-U-ASK-NPC (1-866-827-5672)/(DSN-882-5672) or E-mail:  CSCmailbox@Navy.Mil.

2. The web-based process allows online entries for single applications, or the opportunity to submit a completed spreadsheet for multiple applicants.  

B. Applications may alternatively be submitted by E-mail or Naval MSG.  

1. E-mails may be submitted by an authorized command representative to include single or multiple applications. 

a)  Applications may be included within the text body or an attached preformatted excel spreadsheet available for download from the www.StayNAVY.Navy.mil  website.

b)   Submit E-mails to:  CSCmailbox@Navy.Mil.    Include in the subj line:  PTS APPLICATIONS FOR UIC XXXXX.

2. Messages may include single or multiple applications. When submitting more than one applicant per message (or e-mail), separate each applicant by a blank line.  

a) MSGs should be submitted to:  COMNAVPERSCOM MILLINGTON TN/PERSCSC/.  

b) Include in the subj line:  PTS APPLICATIONS FOR UIC XXXXX.  

II. Message and E-mail submission format.

A. The body of e-mails and messages must include the following information in the order and format as indicated in the examples.  Information is to be entered using all caps from left to right, with commas separating each field.  Field positions are:

1.  SSN (xxxxxxxxx) -must be 9 digits long with no dashes.

2.  LAST NAME 

3. FIRST NAME

4. Current paygrade as listed on applicants LES.  (E#)

Note. E1’s and E2’s are not eligible for reenlistment.

5. EAOS (Hard EAOS without extensions).   (YYYYMMDD)

6. PRD (YYYYMM)

7. Does applicant have CO’s recommendation for reenlistment?  (Y/N)

8. Does applicant have CO’s recommendation for advancement?  (Y/N)

9. Does the applicant desire to reenlist at this time (Yes/No/Undecided)?  (Y/N/U)

10. Is the applicant frocked to the next higher paygrade? (Y/N)

11. Did applicant PNA latest advancement exam? (Y/N)

a) Application cannot be “Frocked and PNA’d” .  Only one applies and can be marked (Y).  Application will be rejected if both are (Y).

12. Does applicant hold critical NEC as listed on latest CREO/REGA msg? (Y/N)

13.  Current evaluation promotion recommendation.  (P, MP, EP) 

a) Applicants with SP or PROG on current or previous evaluation fail to meet professional growth criteria (MILPERSMAN Art 1160-030)and are not reenlistment eligible.

14. Previous evaluation "Promotion Recommendation". (P, MP, EP) 

a) For those personnel who have not received (2) consecutive evaluations, enter the current evaluation in both the current  and previous Eval blocks (13 & 14).

15. Is the applicant requesting reenlistment approval to be eligible to request a star reenlistment?  (Y/N)

16. Is the applicant within 12 mos of PRD? (Y/N)

17. If in rate quota for reenlistment is unavailable, does applicant desire to convert to a new rate ?  (Y/N)

18. Does applicant desire conversion only to a new rate? (Y/N)

a) Applicants who select “Conversion Only” will not be considered for in-rate reenlistment.

19. Blocks 19-21 Conversion choices.  For those who desire to be considered for conversion or those sailors requesting conversion only, up to three conversion choices may be entered.

a)  Select only CREO 1 or 2 rates as listed in the most recent CREO/REGA message.  

b) Use the ASVAB test score waiver limits outlined in the MILPERSMAN Art. 1306-618 to determine ASVAB test score requirements for conversion. No waiver requests are required if test scores fall within the published waiverable limits.

c)  By submission, Commanding Officers verify that the applicant meets requirements for each conversion choice selected.  

20. Blocks 22-35. ASVAB test information and scores.  ASVAB information is only required for applications were conversion choices are submitted.  Enter ASVAB test scores from the most current ASVAB test in the applicant’s service record.

a) Block 22. Test Version Id. (###)

b) Block 23.  Test Date (YYYYMMDD) 

c) Block 24.  GS Line Score (GS##)

d) Block 25.  AR Line Score (AR##)

e) Block 26.  WK Line Score (WK##)

f) Block 27.  VE Line Score (VE##)

g) Block 28.  PC Line Score (PC##)

h) Block 29.  AS Line Score (AS##)

i) Block 30.  MK Line Score (MK##)

j) Block 31. EI Line Score (EI##)

k) Block 32. MC Line Score (MC##)

l) Block 33. AO Line Score (AO##)

m) Block 34. NO Line Score (NO##)

n) Block 35. CS Line Score (CS##)

(1) CS line score may not be present on all ASVAB tests administered.

III.   Application submission examples for E-mails and Naval Msg’s (Text Body):

A.   Sailor desires reenlistment in-rate only.   Indicate this by ensuring blocks 17 & 18 are marked “N” and no conversion choices are entered.

1. Example:  

123456789,JONES,ROBERT,E4,20030929,200310,Y,Y,Y,N,N,N,MP,P,N,N,N,N
B. Sailor desires reenlistment in-rate, but is willing to convert if in-rate reenlistment quota is unavailable. Ensure block 17 is marked “Y” and block 18 is marked “N” and provide conversion choices and ASVAB scores.

1. USN example:

123456789,JONES,ROBERT,E4,20030929,200310,Y,Y,Y,N,N,N,MP,P,N,N,Y,N,MA,IT,AO,17A,19981217,GS##,AR##,WK##,VE##,PC##,AS##,MK##,EI##,MC##,AO##,NO##,CS##

2. USNR(TAR) example:

123456789,JONES,ROBERT,E4,20030929,200310,Y,Y,Y,N,N,N,MP,P,N,N,Y,N,MA(TAR),IT(TAR),AO(TAR),17A,19981217,GS##,AR##,WK##,VE##,PC##,AS##,MK##,EI##,MC##,AO##,NO##,CS##

C. Sailor desires “Conversion Only” to a new rate.: Ensure block 17 is marked “N” and block 18 is marked “Y” and provides conversion choices and ASVAB scores.

1. USN example:

123456789,JONES,ROBERT,E4,20030929,200310,Y,Y,Y,N,N,N,MP,P,N,N,N,Y,MA,IT,AO,17A,19981217,GS##,AR##,WK##,VE##,PC##,AS##,MK##,EI##,MC##,AO##,NO##,CS##

2. USNR(TAR) example: 

123456789,JONES,ROBERT,E4,20030929,200310,Y,Y,Y,N,N,N,MP,P,N,N,Y,N,MA(TAR),IT(TAR),AO(TAR),17A,19981217,GS##,AR##,WK##,VE##,PC##,AS##,MK##,EI##,MC##,AO##,NO##,CS##

D. Sailor desires conversion from USN to USNR(TAR): Ensure block 17 is marked “N” and block 18 is marked “Y” and enter only USN(TAR) conversion choices.

123456789,JONES,ROBERT,E4,20030929,200310,Y,Y,Y,N,N,N,MP,P,N,N,N,Y,MA(TAR),IT(TAR),AO(TAR),17A,19981217,GS##,AR##,WK##,VE##,PC##,AS##,MK##,EI##,MC##,AO##,NO##,CS##

E. Sailor desires conversion from USN(TAR) to USN.  Ensure block 17 is marked “N” and block 18 is marked “Y” and entering only USN conversion choices.

123456789,JONES,ROBERT,E4,20030929,200310,Y,Y,Y,N,N,N,MP,P,N,N,N,Y,MA,IT,AO,17A,19981217,GS##,AR##,WK##,VE##,PC##,AS##,MK##,EI##,MC##,AO##,NO##,CS##

IV.   PTS Application Updates or Deletion.   Commands may cancel or update PTS requests via online web application, Naval msg, or E-mail as long as a PTS decision (In-rate, Convert, Separate) has not been received.  Cancellation of a PTS application after a decision has been made must be sent to the appropriate enlisted community manager for the applicant’s rate. 

A. Cancellation/updates via web are menu driven.

B. Cancellation by Naval msg. Submitt MSGs to:  COMNAVPERSCOM MILLINGTON TN/PERSCSC/.

1. Include in subj line: "PTS CANCELLATION FOR UICXXXXX, ICO, SNM, SSN".

C.   Cancellation by E-mail.  Submit E-mail to:  CSCMailbox@Navy.Mil 

1. Include in subj line: "PTS CANCELLATION FOR UICXXXXX, ICO, SNM, SSN".

D. Updates by naval msg/email.  Submit Msg or E-mail as indicated above. Include in subj line: "PTS APPLICATION UPDATE FOR UICXXXXX, ICO SNM, SSN".  

E. Commands are encouraged to update an individuals PTS request if any of the following change:

1. pay grade,

2. Evaluation Performance,

3. MBRS desires to convert or their conversion choices.  

V.  PTS Help.  Assistance with PTS applications or program policy can be obtained by contacting the PTS help desk at 1-866-U-ASK-NPC (DSN-882-5672).

