
The document you are trying to load requires Adobe Reader 8 or higher. You may not have the 
Adobe Reader installed or your viewing environment may not be properly configured to use 
Adobe Reader. 
  
For information on how to install Adobe Reader and configure your viewing environment please 
see  http://www.adobe.com/go/pdf_forms_configure.


MILPERSMAN Interactive Guide
Revised XXXXXXX XX, 2023
 Instructional Copy of NAVPERS 5602/7 
MILPERSMAN Review and Change Request  
E
X
A
M
P
L
E
 
O
N
L
Y
 
 
 
E
X
A
M
P
L
E
 
O
N
L
Y
E
X
A
M
P
L
E
 
O
N
L
Y
 
 
 
E
X
A
M
P
L
E
 
O
N
L
Y
Tasking System Instructions
BUPERS-00T4 will create MILPERSMAN article taskers.  The Responsible Office (RO), located at the top of each article,  is responsible for the tasker after creation and until completion.  If the current RO is transferring responsibility to a new RO, the current RO will manage the tasker until the NAVPERS 5602/7 MILPERSMAN Review and Change Request is approved by the Deputy Chief of Naval Personnel.
Tasker System Step 1 - RO adds all stakeholders/interested parties as “Office of Coordination Responsible (OCR)” in the “Manage Assignments” feature of the ETMS2 System.  Assign all stakeholders/interested parties the same deadline date, generally 2 weeks.  If additional time is required, the RO or stakeholder may request an extension in the tasker system.
Note 1:  OCRs will upload attachments as “Supporting Documents.” 
Note 2:  Once all stakeholders/interested parties have responded and signed the NAVPERS 5602/7 MILPERSMAN Review and Change Request, the RO will combine all inputs into one document with tracked changes shown and upload that attachment as a “Supporting Documents.” 
Note 3:  Do not add any documents in the “Final Document” section; this section is for NPC and BUPERS-00T4 use only.
Tasker System Step 2  - RO opens the tasker and “Submit for Approval” to applicable division/department codes, Directives, Legal, and final approval office sequential routing.
Sequential Routing Example: Branch, Division, Department (e.g., PERS-451, PERS-45, and PERS-4), OPNAV (N13), BUPERS-00T4, BUPERS-00J, PERS-00B, and NPC Front Office.  Give each code 2 weeks to complete.
Note 1: Ensure all documents are added to the tasker in “Supporting Documents.”
Note 2:  Do not add any documents in the “Final Documents” section; this is for NPC and BUPERS-00T4 use only. 
Note 3:  Once DCNP approves the NAVPERS 5602/7 MILPERSMAN Review and Change Request, BUPERS-00T4 will publish the article to the MyNavy HR Web site References on the applicable MILPERSMAN Web page and notify the ROs identified in block 5 of the completion of NAVPERS 5602/7 MILPERSMAN Review and Change Request.  The initiating code will then close the tasker.
For MILPERSMAN routing questions, e-mail mill_milpersmanmgr@navy.mil 
Who Are You? 
 (Select One)
  
Routing Basics
(Select One)
MILPERSMAN Terminology & Definitions
Routing (Generalized)
BUPERS-00T4 will create the tasker and the responsible office will manage assignments and all routing. 
Coordination Routing
1 - All stakeholders/interested parties also known as Offices of Coordination Responsibility (OCR)  
Creation Phase Routing
1 - Unit/Section/Branch Head (Chop)
2 - Division Director (Chop)
3 - Department Head (Chop)
Responsible Office
Listed at the top of every MILPERSMAN article with contact telephone number.  Responsible for article annual reviews, update, and routing.  Responsible for answering questions and concerns regarding article content. 
Joint Responsible Office
More than one office listed at the top of the article with contact telephone numbers.  Articles with joint responsible offices should be coordinated and chopped by both offices and their respective chain(s) of authority.
Interested Parties
Generally, organizations having a valid interest, as their operation may be impacted by a change to the article, or who may need to provide input concerning a change.  Any office or outside agency mentioned in an article is considered an interested party and should chop all changes to the article.
  
Examples of Interested Parties:
PERS-313 when "Service Records" are mentioned; MyNavy Career Center (MNCC) when "TSC," "disbursing," etc. are mentioned; and BUPERS-07 when "PII," "Last 4 SSN," "Social Security number," "Date of Birth," etc. are mentioned 
Policy or Procedures  Change
Amends portion(s) of an article that affects a change to policy or procedures.
Administrative  Change
Amends non-substantive portions of an article (e.g., update of references and forms, grammatical corrections, minor wording changes for clarity, correction of telephone numbers and organization codes).
New Article
New material added to the MILPERSMAN. Request blank MILPERSMAN Article Template   and article number from BUPERS-00T4.
Canceled Article
Article removed from the MILPERSMAN.
Responsible Office Change
Change of ownership and functional responsibility requires chops from both current and proposed responsible offices and their chain(s) of authority.  Articles with joint responsible offices should be coordinated and chopped by all responsible offices, and their chain(s) of authority.
Final Approval Routing
BUPERS-00T4 will create the tasker and the responsible office will manage assignments and all routing. 
Final Approval Routing
1 - OPNAV (N13) (Policy Oversight)
2 - BUPERS-00T4 (Directives Review)
3 - BUPERS-00J (Legal Review)
4 - BUPERS-00BB (ADCNP Review) ("PERS 00B" in Tasking System (ETMS2))
5 - BUPERS-00B (DCNP Review/Approval) ("NPC Front Office" in Tasking System     (ETMS2))
Coordination of Stakeholders and Interested Parties
  Generally, organizations having a valid interest, as their operation may be impacted by a change to the article, or who may need to provide input concerning a change.  Any office or outside agency mentioned in an article is considered an interested party and should chop all changes to the article.
  
Examples of Interested Parties:
PERS-313 when "Service Records" are mentioned; MyNavy Career Center (MNCC) when  "TSC," "disbursing," etc. are mentioned; and BUPERS-07 when "PII," "Last 4 SSN," "Social Security number," "Date of Birth," etc. are mentioned.
  Chops should be from all interested parties mentioned in the body of the article, or anyone the responsible office (RO) feels needs to review or update a portion of the article.  
   Once routing through the interested parties is complete, route through the RO's chain of command.
Division/Department Approval
  Responsible Office (RO) must obtain the following division/department approval:
                  - Unit/Section/Branch Head 
                  - Division Director 
                  - Department, Staff Office, or Special Assistant Director
Once all Division/Department Approvals have been received the 
package is routed to OPNAV N13. 
  NOTE 1: Commander/Commanding Officer approval is required if the RO is an activity other than CNO, BUPERS, or NAVPERSCOM. 
  NOTE 2: Change of ownership and functional responsibility requires chops from both current and proposed ROs and their chain(s) of authority.  Articles with joint ROs should be coordinated and chopped by all offices and their chain(s) of authority.
Final Approval
Final Approval Routing
1 - OPNAV (N13) (Policy Oversight)
2 - BUPERS-00T4 (Directives Review)
3 - BUPERS-00J (Legal Review)
4 - BUPERS-00BB (ADCNP Review) ("PERS 00B" in Tasking System (ETMS2))
5 - BUPERS-00B (DCNP Review/Approval) ("NPC Front Office" in Tasking System(ETMS2))
For questions or concerns regarding final routing contact
the MILPERSMAN Manager at (901) 874-3050/3053 (DSN: 882)or
e-mail to MILL_MILPERSMANMGR@NAVY.MIL
Consolidate Articles
  Responsible Offices should consolidate articles whenever possible.  All related tasker packages will be grouped and routed together and must be submitted to BUPERS-00T4 and OPNAV N13 once all have received interested party(ies) chop.  
  
  Examples:
  Canceling one article and incorporating its information into an existing article.
  Canceling two articles and creating a new article with combined content.
Priority Article Routing
A Priority Article is an article that needs to be expedited through the Final Approval codes within 5 weeks. Valid e-mail justification explaining reason for priority routing must be provided.
Contact BUPERS-00T4 at 874-3050/3053 or e-mail MILL_MILPERSMANMGR@NAVY.MIL
URGENT Article Routing
An Urgent Article is an article that needs to be expedited through the Final Approval codes within 1 week. Valid e-mail justification explaining reason for urgent routing must be provided.
Contact BUPERS-00T4 at 874-3050/3053 or e-mail MILL_MILPERSMANMGR@NAVY.MIL
Responsible and Joint Responsible Office(s)
The responsible office(s)(RO) is listed at the top of every MILPERSMAN article.  When an article has more than one office listed, it is considered to be jointly owned by all offices listed.  All responsible and joint responsible offices should coordinate reviews and updates together.   
Responsible and Joint Responsible Offices Responsibilities
 1. Accuracy and currency of policy and or procedures;  2. Currency of forms, publications, and directives cited within the articles;  3. Consolidation of articles whenever possible;  4. Cancellation recommendation of articles that are no longer applicable and have served their purpose;  5. Identifying a new RO due to reorganization, change of office code area of responsibility, etc., and change of ownership; and,  6. Writing articles in direct, simple language so that personnel at all levels can thoroughly understand the information. 
How to Update an Existing MILPERSMAN Article
1.  Request article(s) in MS Word format from BUPERS-00T4 at: MILL_MILPERSMANMGR@navy.mil.
2.  Make necessary changes to the article using track changes.
3.  Fill out NAVPERS 5602/7 MILPERSMAN Review and Change Request and sign as a RO.
4.  Coordinate with BUPERS-00T4 for tasker creation via the tasking system.
5.  Send to all interested parties.  
Note:  Make sure all interested parties use tracked changes and sign NAVPERS 5602/7 MILPERSMAN Review and Change Request.
6.  Review all changes made to the article and resolve any issues.
7.  Consolidate all interested parties changes into one document.
8.  Send up through chain of command for department head approval.
9.  Consolidate all chain of command changes into one document. 
10.  Verify all references, forms, codes, and telephone numbers are current.
11.  Ensure all documents are added to the tasker in "Supporting Documents."
12.  Route through the Final Approval process in the tasking system (ETMS2).  
Note:  BUPERS-00T4 will notify the POC listed on NAVPERS 5602/7 MILPERSMAN Review and Change Request once the article is DCNP approved.
How to Create a New MILPERSMAN Article
1.  Request article template in MS Word format and new MILPERSMAN article number from BUPERS-00T4 at: MILL_MILPERSMANMGR@navy.mil.
2.  Write article.
3.  Fill out NAVPERS 5602/7 MILPERSMAN Review and Change Request and sign as a RO.  Coordinate with MILPERSMAN Manager for new article number.
4.  Coordinate with BUPERS-00T4 for tasker creation via the tasking system (ETMS2).
5.  Send to all interested parties.  
Note:  Make sure all interested parties sign NAVPERS 5602/7 MILPERSMAN Review and Change Request.
6.  Review all changes made to the article and resolve any issues.
7.  Consolidate all interested parties changes into one document.
8.  Send up through chain of command for department head approval.
9.  Consolidate all chain of command changes into one document. 
10.  Verify all references, forms, codes, and telephone numbers are current.
11.  Ensure all documents are added to the tasker in "Supporting Documents".
12.  Route through the Final Approval process in tasking system (ETMS2). 
Note:  BUPERS-00T4 will notify the POC listed on NAVPERS 5602/7 MILPERSMAN Review and Change Request once the article is DCNP approved.
How to Cancel a MILPERSMAN Article
1.  Request article(s) in MS Word format from BUPERS-00T4 at: MILL_MILPERSMANMGR@navy.mil.
2.  Place a "Canceled" watermark across the MS Word document.
3.  Fill out NAVPERS 5602/7 MILPERSMAN Review and Change Request and sign as a responsible office.
4.  Coordinate with BUPERS-00T4 for tasker creation via the tasker system (ETMS2).
5.  Send to all interested parties.  
Note:  Make sure all interested parties sign NAVPERS 5602/7 MILPERSMAN Review and Change Request.
6.  Resolve any issues with the cancellation.
7.  Route through chain of command for department head approval.
8.  Ensure all documents are added to the tasker in "Supporting Documents."
9.  Route through the Final Approval process in the tasking system.  
Note:  BUPERS-00T4 will notify the POC listed on NAVPERS 5602/7 MILPERSMAN Review and Change Request once the article is DCNP approved for cancellation.
Stakeholder/Interested Party
Generally, orginizations having a valid interest, as their operation may be impacted by a change to the article, or who may need to provide input concerning a change.  Any office or outside agency mentioned in an article is considered an interested party and should chop all changes to the article.
Stakeholder/Interested Party Responsibilities
    1. Review and chop all content in the article where there is a a valid interest;
    2. Sign the NAVPERS 5602/7 MILPERSMAN Review and Change Request in the designated area for interested parties; and
    3. Submit article(s) and signed NAVPERS 5602/7 Review and Change Request to responsible office (RO).
Note 1: Changes to policy or process affecting other articles when the interested party is the RO, may require updates to those articles.
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