
[image: ]      Records Management Guidance     [image: ]
(September 2025)

All EDO's should be reviewing and updating their records REGULARLY in preparation for administrative and statutory boards. The two primary sources of information that all Statutory Selection Boards review are the Official Military Personnel File (OMPF) and the Officer Summary Record/Performance Summary Report (OSR/PSR). These collectively make up the official “record” and are the repository for a variety of documents. Records are available online. To review a record online, log in to BUPERS Online at https://www.bol.navy.mil and click on the “Official Military Personnel File (OMPF) – My Record” link. When reviewing your record, ensure that it contains all of the following at a minimum:

(1) All FITREPs received in your career (No gaps over 30 days!) 
(2) All personal awards/decorations (NAMs, NCMs, MSMs, etc.)
(3) All qualifications and subspecialty codes
(4) All acquisition certifications to include Acquisition Professional Member (APM)
(5) All academic transcripts

The OSR and PSR provide information about an officer’s military service. The OSR is a single page document that provides a brief record of your service (e.g. formal education, which includes any sub-specialties (“P/Q/S & “M/N” Codes), personal awards, service schools attended, and special qualifications (APM, AA2, 2D1, etc.). The PSR provides a snapshot of FITREPs to include the title of current unit and billet, performance trait average, reporting senior's name and rank and his/her cumulative trait average for comparison against the performance trait average. It is recommended that both the OSR and PSR are reviewed to ensure there are no errors and no gaps in FITREP continuity. Service members can view and print their OSR/PSR on BUPERS Online by clicking on the “ODC, OSR, PSR, ESR” link in the middle of the page.

Some common issues with Officer records are:

A. Missing FITREPs.
Records should contain FITREPs that reflect complete continuity throughout your career, with no gaps or overlaps between regular reports. To check for FITREP continuity, go to BUPERS Online, click the “FITREP/Eval Reports” link in the middle of the page, and then click the “Performance Evaluation Continuity” link in the top center of the page. A chart will be displayed which lists all FITREPS and identifies any errors and/or missing periods. NPC generally considers a gap greater than 90 days to be significant, but it is advisable to review the entire record for any gaps or overlaps. Administrative errors can be corrected by following the procedures in the FITREP instruction (BUPERSINST 1610.10).

If there is a missing FITREP on your PSR and/or OMPF or there is an error on the PSR/OMPF regarding a FITREP, questions or concerns about a performance evaluation report(s) or related document(s), should be directed to the MyNavy Career Center (MNCC). MNCC can be contacted online at https://my.navy.mil/, by email at askmncc@navy.mil.  Sending duplicate reports compounds the processing problem, so it is best to call and check on the report first. If a FITREP is missing from your record, you may have to send a copy signed by the member and the reporting senior to: Navy Personnel Command (PERS-32), 5720 Integrity Drive, Millington, TN 38055‐3110. Of note: requests for administrative changes to FITREPs that have already been submitted can be requested by letter to PERS‐32 (address above); members can request corrections of obvious errors to blocks 1‐19 and blocks 21 to 27 by submitting a letter requesting the corrections to PERS‐32. Changes to other blocks on the FITREP must be requested by the reporting senior that signed the original report.

B. Missing Personal Decorations.
1) If an award is missing in the Navy Department Awards Web Service (NDAWS) system https://awards.navy.mil and in the OSR, please take the following steps: 
a) Make a copy of the missing award certificate (the one with the embossed, color picture of the award);
b) Write your SSN at the top right-hand corner of the copy;
c) If the award is a Meritorious Service Medal or higher (excluding the Purple Heart), then you must also submit the citation that came with the certificate. The citation usually has 18-22 lines of text. Write your SSN at the top right-hand corner of a copy of the citation;
d) Send the copies of the certificates/citations to the NDAWS Authority/Administrator in
your chain-of-command; and
e) After the NDAWS Authority/Administrator in your chain-of-command inputs the award into NDAWS, please follow the instructions in paragraph 2 below to have the award added to the OSR. Please note that PERS will not add awards to the OSR unless the award is first included in NDAWS.

2) If you run an NDAWS search for a personal award and find it in NDAWS but do not see the award in your OSR or OMPF, email missing award to askmncc@navy.mil. Ensure your SSN is at the top right-hand corner and write “IN NDAWS NOT IN OSR” at the top. Also include a phone number where you can be reached.

3) If the award shows on the OSR but a copy of the certificate/citation is missing from the OMPF, contact askmncc@navy.mil.

4) If an award is in the OSR, but it is not in NDAWS, follow the steps in paragraph 1 above.

C. Missing/Incomplete Academic Transcripts or Failure to get Credit for Subspecialties “P-Codes”.  
In the OSR, confirm that each academic degree awarded is listed in the EDUCATION block. If a degree is missing, send an official transcript to PERS‐45E: Navy Personnel Command, PERS‐45E, 5720 Integrity Dr., Millington, TN 38055‐ 4500. If transcripts are not available from the university, contact PERS‐45E for guidance at (901) 874‐4946/4992 or civins@us.navy.mil. After the degree is entered in the OSR, the official transcript will be sent from PERS‐45E to PERS‐312 for inclusion in the OMPF. 
Another category under the education section that is sometimes incomplete is subspecialty codes. Confirm that any subspecialties you have earned, through education and/or experience, are properly identified and documented in your record. For more information about being awarded a subspecialty code, please review MILPERSMAN 1214-010 and NAVPERS 15837. Requests for subspecialty codes should refer to https://www.mynavyhr.navy.mil/Career-Management/Education/Subspecialty/ and follow the procedures outlined for getting a subspecialty added.  

D. Missing Basic/Intermediate/Advanced Leadership Course Codes. 
“NAVPERS 15839I Vol II, Part C - Service Schools” lists the courses approved for entry into your record on page C-10, but there is not a listing for the Intermediate Leadership or Advanced Leadership Courses. However, our records show individuals who have completed the course having a code of “00E" for the Intermediate Leadership and "00C" for the Advance Leadership course. NSIPS can take the 3 digit service school codes and enter them into the record. To add a service school into the ODC, the three digit service school code, course abbreviation, completion date and duration (weeks, or “cc” if correspondence course) are required. The course completion certificate must be sent to NSIPS for the course to be entered on your ODC/OSR. Submit either by fax (504-697-0342, DSN 647-0342), or scan and email (WORD or PDF format) to NSIPSHELPDESK@navy.mil. NSIPS can also be reached through the 24-hour toll-free Help Line at 877-589-5991. As a last resort, you can send the documents via regular mail through the U.S. Postal Service to: NSIPS CUSTOMER SUPPORT CENTER, CDM SECTION, 2251
LAKESHORE DR., NEW ORLEANS, LA 70145.

Please note the following Service School codes which are most frequently used by EDOs:

504 EDO Basic
505 EDO Mid-Career (senior course)
00A CMD LEADERSHIP (Command Leadership Course)
00D ADV LDRSHP (XO Leadership Course)
00D SEN LDRSHP (Senior Leadership Course)
00E INT LDRSHP (Intermediate Leadership Course)
595 SR LDR LEGAL CR (Senior Leader Legal Course)
516 Damage Control

E. Missing Official Photograph.  
(NAVADMIN 247/20) The Secretary of Defense has prohibited the use of official photographs for all officer promotion selection boards and selection board processes pertaining to assignment, training, education and command. The requirement to maintain an officer photograph in the official service record will continue to exist in line with MILSPERMAN 1070-180. MILPERSMAN 1070-180 provides instructions for creation and submission of your officer photograph. The preferred method for Officer Photo submission is by using the Electronic Submission of Selection Board Documents (ESSBD), accessible through My Navy Portal (MNP) and BOL. 
For more information, visit the Officer Photo Submission Guide link below:
https://www.mynavyhr.navy.mil/Portals/55/Career/RecordsManagement/Officer%20Photo%20Submission%20Guide%202025.pdf?ver=waLNfYzTg4QQmt8EAci0nA%3d%3d

F. Missing Additional Qualification Designators (AQDs): 
There are a number of AQDs that EDOs may earn. Below is a list of the most frequent AQDs that EDOs attain. You should contact the detailer first, as many AQDs must first be reviewed by our office or approved through EDACM. If it is an acquisition AQD, then the detailer will refer you to the Acquisition Coordinator Ms. Brandy Theisen, brandy.theisen.ctr@navy.mil, 301-200-2496.  

· APM ACQ FULL QUAL 
· 2D1 CMD ELIGIBLE
· 2D2 CMD QUAL 
· 2D3 MAJ CMD QUAL
· 2D4 MAJ CMD SCRN
· AA2 PM LVL2 FAC
· AA4 PM LVL4 FAC
· KLO QUALDIVBASC
· KM1 SHPSLVDIVBS
· KV1 HL DOCK OBSER
· KJ1 DRYDCK GEN 03
· KJ2 DRYDOCK FLT03
· KV3 SFTWAR PRO OF
· KV4 SFTWAR PRO MG
· SU0 SS QUAL EDO13 (ED DOLPHIN)
· 800 PROENG

G. Letters to the Board: 
(NAVADMIN 220/19) Electronic Submission of Selection Board Documents (ESSBD) that is accessible through MyNavy Portal (MNP). ESSBD provides the capability for board eligible candidates to submit pre- formatted letters to the board (LTBs) online, directly to the president of the board for which they are under consideration. This application is a MyNavy HR transformation and Sailor 2025 initiative designed to improve personnel programs and give Sailors more control and ownership over their careers.

ESSBD improves the speed, transparency and confidence of receipt over current LTB submission methods, such as hard copy and e-mail submitted letters and related attachments.  ESSBD provides board candidates with the capability to electronically submit LTBs in a standard, consistent format, with or without attachments and will allow the candidate to see (for content and clarity) exactly what will be delivered and presented to the board.
Previous means of submitting LTBs (USPS, e-mail, FEDEX, etc.) will remain, but ESSBD will become the preferred method of submission.

SUBMIT YOUR PACKAGE EARLY!!! Correspondence for a statutory promotion selection board MUST arrive in the board spaces (NOT the base mail facility) not later than ten calendar days prior to the board convene date.

More info: https://www.mynavyhr.navy.mil/Career-Management/Boards/Active-Duty-Officer/
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