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References: 
Retention Team Manual



Correspondence Manual SECNAVINST 5216.5



CINCPACFLT/CINCLANTFLT INST 1040.1



Dictionary of Occupation Titles



Navy Telecommunications Publications (NTP-3) Annex C



NAVOP 001/99 (IDTC Workload reduction Update)

A. State the parts and purposes of the Career Information Program.


1. Career Information Team


2. Personnel Entry System


3. PDB


4. Interview System


5. Communication System


6. Loss tracking System


7. Program Evaluation System


8. Program Manager

B. State the parts and purposes of the Career Information Program Assessments.

C. State the parts and purposes of the Retention Recognition Program.

I. Career Information Program provides a means of strengthening policy and programs designed at improving the quality of sailors.


A. 


B. 


C. Provide continuing career guidance


D. Increase Navy image, goodwill and respect for the Navy


E. Provide method for encouraging Reserve affiliation.


F. Motivate sailors to seek career information from the Chain.

II. Assist command to setup CIPM and meet Chain objectives.


A. Decentralization



1. Client to Counselor Ratio




a. 30:1




b. Counseling Balance 70/30

1. Reduce work-man hours lost while waiting for career  counseling

2. Helps establish COC credibility




c. All numbers MUST be rounded up (obviously)



2. First step for solving issues is establishing the Retention Team


B. Program Development



1. Command assessment




a. Initially (upon check-in)




b. Annually



2. Use CATSYS to view past trends



3. Establish and train Retention Team


C. Chain Of Command Responsibilities



1. Deputy, CNO (Manpower, Personnel and Training)



2. Navy Retention Office



3. Deputy/Asst. CNO



4. Commander, Naval Reserve Force



5. CNET



6. Commander, Navy Recruiting Command



7. Commander, Naval Medical Command



8. Chief of Naval Information (N-09C)



9. Fleet CINC's and other Superior's in command



10. Fleet Career Information Offices



11. TyComs/Fleet 3rd Echelon



12. Commanding Officers




a. Support CIPM




b. Ensure team meetings are held




c. Use CCC as primary source




d. Ensure CCC has adequate computer support





1. CIPM program





2. Internet





3. CD-ROM





4. JASS





5. Zip-drive or CDR/W



13. Executive Officer




a. Ensure CO's policies are enforced




b. Monitor CIPM




c. Ensure training of CIPT




d. Monthly/Quarterly




e. Ensure CCC has appropriate telephone and computer support



14. Command Master Chief/ Chief Of Boat




a. Ensures overall effectiveness of ALL of CCC programs




b. Professional Development Board's




c. PO Indoctrination/ CPO Indoctrination



15. Command Career Counselor




a. Spec Asst to CO/XO/OIC/CMC




b. Train CIT




c. Conduct Retention Team meetings




d. Command Assessment




e. Keep CO/XO informed




f. Maintain Statistics




g. Monthly reports to the CO




h. Interviews/counseling



16. Personnel Support Functions




a. Admin/Disbursing Office




b. Medical




c. PAO




d. Legal Office

III. Training the Command Retention Team


A. Formal Training



1. 4-week CCCC, San Diego/Norfolk



2. 2-week CCCC (Reserve) New Orleans


B. Informal Training



1. CITC 1 day (NAVOP 001/99)



2. First Term Success Workshop - 6 hours


C. Information Team Meetings



1. Agenda (publish and planning)



2. Meetings and how to chair them



3. Size of meetings



4. Chair-persons job



5. Taking minutes


E. Personnel Entry System



1. Purpose 

a. Assure newly reporting member and dependent's needs are met.



2. Sponsor program

a. Provide assistance to relocating service members and their families.

b. MILPERSMAN 1740-010 (minimum requirements)



3. Check-In/Check-Out

a. Assure that a newly reporting member visits all the NECESSARY people.

b. Reduce the number of offices visited to the ABSOLUTE minimum.



4. Indoctrination Program

a. To acquaint newly reporting personnel with the role, policies and services of the new command.

b. Reduce anxiety

c. Enhance productivity of new members


F. Professional Development Boards



1. E1-E9 requirement



2. Assist members to reach their maximum potential




a. Professionally




b. Educationally




c. Financially



3. Composition




a. CMC - Chair




b. CCC - Co-Chair, recorder




c. Personnel Officer - Work specialty/location




d. Educational Services Officer - School/Advancement/Rating


G. Interview System



1. Purpose - provide continuing career guidance throughout one's career



2. Group presentations




a. Conducted by CCC




b. One month prior to scheduled interview




c. Must publish for widest dissemination



3. One-on-one Interview




a. Dept/Division CC




b. Required interview - during month scheduled



4. Types of interviews




a. Reporting (ALL) - within 30 days of reporting onboard




b. Retention (First Termers)





1. Group - ADSD + 17 months





2. Personal - ADSD +18 months





3. Have service record and training record during interview





4. Think about making this a Reporting +6 months





5. Push officer programs




c. Incentive Programs (ALL)





1. One-on-one by Dept/Div CC





2. 12 months before PRD/EAOS




c/5. 14-Year CSB/Redux possible interview 




d. 17-Year Monitor





1. Group - 16 years + 11 months





2. Personal - ADSD + 17 years




e. Pre-Separation (ALL)





1. Group - 180 days before separation





2. Personal - NLT 90 days prior to separation




3. Separate interviews for Retirees





4. DD Form 2648 (new format)



f. Situational interviews





1. Scheduled





2. Walk-in



5. Documentation




a. Career Counselor Record (1160/11)




b. DSN Call sheets




c. NAVPERS 1070/613




d. CIPM 99 (piece o' FOD) or CIPM 2000



6. Interview tickler system




a. Automated




b. Manual

IV. Communication System

A. Type of information



1. One-time information



2. Recurring information


B. Information Sources



1. Electronic sources




a. Internet/World Wide Web




b. JASS




c. Interactive Voice Response



2. Hardcopy Sources




a. Link Mag




b. NAVADMIN/NAVOPS




c. Transmittals (instructions/changes)




d. CHINFO Newsgrams




e. Navy periodicals




f. Counselors Call (possible re-imp)


C. Managing the communication system



1. Resources available




a. POD




b. Bulletin Boards




c. AFRT/Site TV




d. Base Newspaper




e. Billboards




f. Family Grams




g. GMT




h. LAN




i. Email

V. The Loss Tracking System

A.. Ensures all personnel approaching HYT, EAOS/PRD are aware of all the opportunities available to them.

VI. Program Evaluation/ System


A. Identify improvements


B. Assess strengths and weaknesses via



1. CATSYS



2. Unit assessment

VII. Assessments (CINCPACFLT/CINCLANTFLTINST 1040.1E)


A. Annual internal assessment


B. External assist visits


C. Departmental/Division assist visits


D. Retention recognition program

VIII. Program Manager


A. Image enhancement


B. Time management



1. Keep a to-do list



2. Take time out for yourself, every day



3. Be where you say you will, "ON-TIME"


C. Leadership



1. Force leadership position back DOWN the COC



2. Mentoring vs. babysitting


D. Managing the program

IX. Computing Statistics




# Re-enlistments   +  Eligible Ext.


A. Gross =

    #Elig + #Inel

1. Extensions are computed when they become operative, not when executed

2. Unconditional extensions only! 

3. Conditional extensions do not count.

4. Eligible re-enlistments = RE-R1, RE-1, RE-7, RE-2 (not HYT)

a. Defined by action on someone's contract -Sep, Reen, Ext

5. Ineligible for re-enlistment = RE-3, RE-4, RE-2 (at HYT)



6. Listed as Re-enlistment rate on ISIC report



# Re-enlistments   +  Eligible Ext


B. Net    =                           #Eligible


1. Listed as Retention rate on ISIC report


      ___     Ineligible ______

C. Attrites = 
       #Eligible  +  #Ineligible

X. Verification of Statistics


A. DMRS/SDS


B. EDVR/PC-EDVR


C. RSTARS/NSIPS

XI. Internal reports


A. Formal documentation of activities


B. Gives CO a "snapshot" of retention


C. Provides CMC a method for updating the CO/XO

XII. Navy Retention/Separation Questionnaire (OPNAV 1910/5)


A. Used to determine trends and influencing factors on member


decisions about service


B. OPNAVINST 1040.8 for guidance


C. ALL service members, officer and enlisted, leaving active duty

XIII. Career Information Program Manager Handbook


A. Instructions



1. No hard copies, they change to often




b. BUPERS CD-ROM or bookmarks on Internet


B. 12 Month EAOS/PRD listing (monthly report)


C. Projected Re-enlistment list


D. Re-enlistment check off list


E. EDVR


F. Interview Tickler file


G. Retention statistics

H. Roster of retention team


I. Unit assessment reports/IG (last two)


J. POA&M


K. Internal reports


L. Attrition/ineligible statistics

XIV. Communication and Correspondence


A. General Administrations



1. Directives



2. Publications



3. Standard Subject Identification Codes (SSIC)




a. Commonly used SSIC's





1. 1000





2. 1300





3. 1306/7 - Personnel Action Requests





4. 1040 - Retention





5. 5000





6. 1160 - SRB



4. Filing procedures




a. Pending files and requests




b. Status follow-up procedures



5. Tickler files


B. ABC's of Journalism



1. Who



2. What



3. When



4. Where



5. Why



6. How


C. Writing a newsletter



1. Follow up on any articles written FOR you, for editing



2. Be careful of Officers, sensationalism


D. Writing POD notices 

E. Standard letters

F. Writing standards


1. Size - 10 pt.


2. Font - Courier New

G. Correspondence


1. Standard Naval letters



a. Letterhead



b. Serialization



c. Originator's Code



d. Body



e. CO Signature (First Init, Middle Init, Last name)




1. CO - nothing more




2. XO - Acting




3. Everyone else - By direction (if authorized)


2. Memorandums



a. Date



b. From, To, Via



c. SUBJ - all caps


3. Business Letters



a. Watch headers



b. No abbreviations



c. Respectful verbage


3. Email



a. Careful of tact - hard to see over computer



b. Use buddy-system for QA'ing Email prior to sending


4. Point (talking) papers



a. Utilize format from Senior Enlisted Academy



b. Provide solutions for listed issues



c. No flowery verbage


5. Naval messages

