CRF BOARD PACKAGE PROCEDURAL LESSONS LEARNED

 

 

Lesson learned for processing CRF Boards:

 

1. Package format: should be Courier New, 12 pitch.  Most packages are not submitted in the correct administrative format.  Chief Administrators need to be the QA prior to forwarding to the Commanding Officer for signature.

2. Package Routing: packages MUST be routed through all “VIA”s listed in the instruction prior to the “TO”. Failure to properly route packages results in applications missing the deadline and not being before the board. 

3. Required documentation: documents such as evaluations, awards, etc., are not required. The board has access to the members official service record. 

4. Commanding Officer’s endorsement: needs to be on command letter head, not on the 1306, and include at a minimum:

 

a. a.  Certification the member meets Physical Readiness standards IAW BUPERSINST 6110 instruction.  In order for applicants to be competitive, must have passed most recent PRT.

b. b.  Emphasis on demonstrated leadership and the ability to assume positions of greater responsibility.

5.  PQS earned from recruiting duty (recruiter, RinC, ect.): PQS entries should be listed on NAVPERS 1070/604.  Most commands are submitting a copy of the finalized PQS vice the NAVPERS 1070/604. This would indicate the entry is not being made on the NAVPERS 1070/604. ALL PQS should be completed and listed on the NAVPERS 1070/604. If the PQS module is going to be sent, the signature page indicating the member is qualified is the only page needed.

6. Service record preparation: Service records should be ordered from the servicing PSD to ensure all information has been updated.  At a minimum, one person (Chief Administrator) should be designated with “By direction” to complete the entries if this cannot be done in a timely manner at the PSD.  

7. Applicant preparation: Personnel submitting a package should order their microfiche Enlisted Service Record. A careful review for missing awards, evaluations and page4s not on the EMF (Enlisted Master File). Missing documents should be forwarded for inclusion in the EMF.

8. Package requirements: Here is a list of what is required for the each package:

a.   NAVPERS 1306/7 requesting conversion to CRF – this needs to be signed by the member and Commanding Officer.  Commanding Officer’s endorsement should be on a cover letter. 

b. Recruiting Duty Screening with all sections (A, B, C and D) completed and signed. This is located in the Enlisted Transfer Manual Chapter 9 Figure 9A.

c.  NAVPERS 1070/613 signed and witnessed stating that the member will obligate for required 36 months if selected for conversion to CRF.

d. Proof of PQS – should be on NAVPERS 1070/604, not the PQS book itself.  This is a required service record entry.

 

9.          Helpful hints in determining eligibility:

 

a. If an applicant is a Second Class, they must be eligible for First Class; i.e., time-in-rate. An EP on an evaluation that allows a member to take the advancement examination DOES NOT make them time-in-rate eligible for conversion to CRF.

b. If an applicant is nuclear qualified the member is not eligible for CRF.

c. If an applicant is outside of the 18 month PRD window and attached to a NRD, the member is eligible.

d. If an applicant is within 36 months of High Year Tenure the member is not eligible.

e. If an applicant is approved for Fleet Reserve the member not eligible.

f. If an applicant is under orders the member is not eligible.

 

10.     Careful screening of the applicant prior to submission of CRF packages saves both the member, command and CNRC time and effort in processing.  

