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SPAWAR | NSTRUCTI ON 1610. 9A

From Commander, Space and Naval Warfare Systens Conmand
Subj: ENLI STED PERFORVMANCE EVALUATI ON REPORTS
Ref : (a) BUPERI NST 1610. 10

Encl: (1) Delegated Signature Authority for Enlisted
Eval uati ons
(2) Evaluation Report/Md Term Counseling Due Dates
(3) Enlisted Fitness or Evaluation Report [ nput

1. Purpose. To provide internal procedures for the preparation
and tinely subm ssion of performance eval uation reports for
enl i sted personnel assigned to COVSPAWARSYSCOM headquarters and
headquarters detachnments. This instruction applies to
permanent|y assigned active duty personnel and to reserve
enlisted personnel on Active Duty for Training (ACDUTRA).

2. Cancellation. SPAWARI NST 1610.9

3. Background

a. Reference (a) is the basic authority and governi ng
directive for the preparation and subm ssion of performance
eval uations. It should be thoroughly reviewed by supervisors
and reporting seniors prior to preparing an enlisted eval uati on.

b. The accurate preparation and tinmely subm ssion of
enlisted performance evaluations are a matter of critical
i mportance. The enlisted performance eval uation report is the
nost significant personnel managenent tool in the enlisted
record. It is the key elenent to advancenent, assignnent
decisions, reenlistnent eligibility, character of service at
di scharge, and selections to a comr ssioned stat us.

c. The enlisted performance evaluation is the cul mnation
of an evaluation period and cannot stand al one as a counseling
tool. Regular, frequent perfornmance counseling nust take place
t hroughout the reporting period.
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4. Signature Authority

a. Signature authority is delegated to the foll ow ng:
(1) Vice Commander and Assi stant Conmanders.

(2) Program Directors, Program Managers, and Staff
Di rectors.

(3) Oficer in Charge of headquarters detachnents.

b. Although reference (a), authorizes delegation to
civilian (GS-11 and above), all enlisted evaluations for
personnel assigned to the headquarters shall be signed by a
Naval O ficer.

c. Delegated reporting seniors may re-del egate signature
authority in witing (enclosure (1)) to an officer who is
deternmined to be the nost famliar with the enlisted nmenber’s
performance. O ficer in Charge, Deputy and Assistant Comranders
and Program Directors (06 or higher) nust sign the follow ng,
for which authority nmay not be del egat ed:

(1) An evaluation submtted to support the w thdrawal of
a recomendation for advancenent to any pay grade after receipt
of advancenent authori zati on.

(2) Evaluation reports which contain a recomendati on
for advancenent to pay grade E8 or E9, pronotion to a conmm ssion
status, or any programleading to a conmssion. In practice,
all reports on Chief Petty Oficers will be signed at the Vice
Commander / Assi st ant Commander/ Program Di rector | evel

(3) Endorsenents or forwarding of statenents nade in
rebuttal to an enlisted performance eval uation report.

5. Preparation and Subm ssi on of Reports

a. Reports wll be prepared by the nenber’s immediate
supervi sor and forwarded via the chain of command to the
appropriate signature authority. Reporting seniors will ensure
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that individuals do not have periods in excess of 15 nonths
W t hout a substantive performance eval uati on and that day-to-day
continuity of performance eval uations is maintained.

(1) Report rnust maintain continuity fromthe day
subsequent to detachnent fromthe previous command to the day of
detachnment fromthis command. Cover periods of |eave, trave
and tenporary duty within appropriate remarks.

(2) Because of the inportance of substantive and tinely
reports to the enlisted advancenent process, reports will not be
ext ended past periodic due dates except in the cases of
individuals retiring or separating with 90 days of the periodic
due dates. Also, if a report was submtted wth 90 days
preceding a periodic due date, the periodic report may be added
to the next periodic report or to the transfer report.

(3) Personnel selected for advancenent will be eval uated
intheir current rate through the day prior to frocking or
advancenment. If this is acconplished within 90 days of a
periodic report, subm ssion of the periodic report is not
required and the tinme will be covered in the next periodic or
transfer report.

(4) “Not Qbserved” reports will be submtted only when
t he menber has been onboard | ess than 90 days.

(5) Enclosure (2), lists the dates for subm ssion of
regul ar eval uations reports and m d-term counsel i ng.

b. Enlisted nmenbers are required to provi de supervisors
with enclosure (3), giving personal background information.

c. After the reporting senior signs the evaluation, conduct
appropriate counseling and obtain the nenber’s signature, then
forward the service record copy and the BUPERS copy to the
Mlitary Personnel Ofice (SPAWAR 09-M. Periodic reports nust
be submtted within 14 days of the end of the reporting period.
Transfer and di scharge eval uati ons nust be submitted at |east 5
days before detachnent. The MIlitary Personnel Ofice wll
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forward the reports to the appropriate Personnel Support

Det achnment and to BUPERS. Activity copies of reports will be
retai ned by the reporting senior and passed to his/her
successor.

d. The MIlitary Personnel Ofice will maintain a tickler
system on enlisted performance eval uations, and will provide
reporting seniors with lists of reports due. Additionally, a
follow up will be done by the MIlitary Personnel Ofice on
overdue reports.

/ s/
K. D. SLAGHT

Di stri bution:
SPAWAR List 4

Copy to:

SNDL Part 11:
C81 ( SHORE BASED DETACHMENTS, SPAWARSYSCOM)
FKAL1B ( SPACE AND NAVAL WARFARE SYSTEMS COMVAND)
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DATE

From
To:

Subj: DELEGATI ON OF SI GNATURE AUTHORI TY FOR ENLI STED
EVALUATI ONS

Ref: (&) SPAWARI NST 1610. 9A
(b) BUPERI NST 1610. 10

1. In accordance with reference (a), authority is hereby

del egated for you to sign Enlisted Perfornmance Eval uations for
mlitary personnel within your functional area. You wll
famliarize yourself with reference (a) and (b) to ensure tinely
preparation and subm ssion of these reports.

SI GNATURE

Copy to:
SPAWAR 09- M

Encl osure (1)
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EVALUATI ON REPORT/ M D TERM COUNSELI NG DUE DATES

PAY GRADE REPORT END DATE M D TERM COUNSELI NG
E3 and bel ow 15 July January

E4 15 June Decenber

E5 15 March Sept enber

E6 15 Novenber May

E7/ 8 15 Sept enber Mar ch

E9 15 April Cct ober

Encl osure (2)
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ENLI STED FI TNESS OR EVALUATI ON REPORT | NPUT

1. Admnistrative Data

a. Full Nane (indicate if changed during period).

b. Rate and warfare/qualification designator(s). (Indicate
if frocked or selectee.)

c. SSN.

d. USN or USNR If USNR on active duty, indicate status:
i e extended active duty, TAR, ADSW OYR, CANREC, AT, or ADT.

e. Date reported to present conmand.
f. Ending date of |ast Regul ar report.
g. Date of Rate.

2. Duties Assigned. (List by duty title and nunber of nonths
assigned during this reporting period.)

a. Departnent/Code to which assigned.

b. Primary Duties.

c. Collateral Duties.

d. Watchstandi ng Duti es.

e. TEMADD/ TEMDU (Where, when, and why.)

f. Significant periods not available for duty, if any. (If
first report at this command, include any delay or TEVDU pri or

to reporting.) Do not include brief illness or normal |eave.

3. Job Information

a. Principal activities and responsibilities. |Include
equi pnment operated or qualified to operate, and “custoner”
served, if applicable.

Encl osure (3)
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b. Individual acconplishnments, including experience gained
and contributions to team achi evenent.
c. Responsibilities for classified material.

4. Supervision and Leadership

a. Personnel directly supervised (subdivide by mlitary,
civilian, reservist).

b. Personnel supervised through subordi nates (subdivide as
above) .

c. Equipnent and material for which responsible.

d. Size of budget managed.

e. Leadership activities and acconplishnments. Include team
and subordi nat es acconpli shnments which refl ected your
| eader shi p.

f. Performance as instructor (classroomor on-the-job).

g. Counseling given (formal or informal).

h. Retention efforts and results.

5. Special Achievenents

a. Qualification achieved during period (or during prior
period if not nentioned in previous report).

b. Educational courses conpleted and di pl onas or
certificates awarded.

C. Personal awards and |l etter of commendati ons or
appreci ation received.



6.
a.
b.
C.
d.
speci al
7.
8.

SPAWARI NST 1610. 9A
16 Sep 02

Of-duty Activities

Educati onal courses attended.
Civic activities.
Vol untary public relations on behalf of the Navy.

Reservist’s civilian enploynent. Note pronotions or
acconpl i shments during period.

Future Duti es/ School s Desired

O her Itens for Consideration




