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ELECTRONIC MILITARY PERSONNEL RECORD SYSTEM (EMPRS) HELPFUL HINTS WHEN SUBMITTING SERVICE RECORD DOCUMENTS TO PERS-313C

1. INCLUDE SOCIAL SECURITY NUMBERS ON ALL DOCUMENTS.

Each document sent to PERS-313C should have the member’s correct name and social security number printed on the document.  This will ensure that the document is placed in the correct member’s permanent personnel record in the Electronic Military Personnel Record System (EMPRS).

2. SEND ONLY ORIGINAL OR FIRST COPY QUALITY DOCUMENTS FOR THE PERMANENT MILITARY PERSONNEL RECORD.  

Documents are digitally scanned into the Electronic Military Personnel Record System (EMPRS) and need to be either the original or a first copy quality.  Faxed documents will not be accepted because they do not scan well and are often received unreadable.  For example, we receive numerous Dependency Application/Record of Emergency Data forms (NAVPERS 1070/602) and SGLI Election and Certificate forms (SGLV 8286) in very poor condition.  THESE ARE IMPORTANT to the sailor.  The original should be sent to us.  Make sure you have a good ribbon in the printer, and take care that they are readable.  A copy is kept in the field service record.  For Officers’ file a copy of the NAVPERS 1070/602 and SGLV 8286 in the command administrative file.

IF THE DOCUMENTS ARE UNREADABLE AND POOR QUALITY JUST KEEP THEM.

3. DOCUMENTS REQUIRING SIGNATURE OF MEMBER AND WITNESS

PERS-313C have received more Dependency Application/Record of Emergency Data forms and Servicemembers' Group Life Insurance Election and Certificate forms over the past 5-6 months with errors, than we received in 1999 and 2000 combined.  We are trying to return these to the unit for correction and resubmission, but in some cases they have to be thrown away because we could not identify the member.  75% of those being returned were not witnessed and received; about 15% contained pen and ink changes; and the other 10% did not contain the member name, rank, SSN, branch of service, and currently duty location.  There needs to be more attention given to these forms, they effect entitlements, and must be completed correctly.

4. MAIL ALL CONSOLIDATED MAIL TO THE PROPER ADDRESS…NOT TO PERS-313C.

PERS-313C is not the consolidated mailroom.  We should receive only those documents submitted for filing in the Permanent Personnel Record.  Documents for personnel records are properly addressed to PERS-313C or PERS-313D for record corrections. The consolidated mail address for NPC is:







NAVY PERSONNEL COMMAND







5720 INTEGRITY DRIVE







MILLINGTON TN 38055-0000

Mail service record update documents to PERS-313C at:







NAVY PERSONNEL COMMAND






PERS-313C







5720 INTEGRITY DRIVE







MILLINGTON TN  38955-3130

5. SEND ORIGINAL COPIES OF PAGE 4’s and PAGE 5’s WITH REENLISTMENT PACKAGE AND NOT CERTIFIED COPIES BETWEEN RE-ENLISTMENTS.

To eliminate duplication, page 4’s and 5’s are only updated when the service member re-enlists. If a member is going before a board prior to re-enlisting, they can mail a copy of those Page 4’s and 5’s not on their microfiche in a package to the board.  Blank pages are of no use to update member’s records.

6. FOR EVENTS THAT LIST MULTIPLE NAMES SEND A DOCUMENT FOR EACH MEMBER AND INCLUDE THEIR SSN.

It is the responsibility of the command sending in documents to make sure that if multiple names are on a document that sufficient copies are sent to cover each member’s record.  Each name should have an arrow pointing to it to insure that the document is placed in the proper member’s record.  Highlighting information on documents should be avoided because it can cause blackout of highlighted areas when scanned onto EMPRS.

7. COURSE CERTIFICATES ARE NOT REQUIRED WHEN COURSES ARE ENTERED ON THE MEMBER’S NAVPERS 1070/604 (Page 4).

To avoid duplication of information being placed in member’s permanent military personnel record, do not submit course completion certificates.  Make appropriate Page 4 entry and return the certificate to member.
8. WHEN MAILING SERVICE RECORD DOCUMENTS TAKE CARE NOT TO OVERSTUFF

   ENVELOPES.

PERS-313C frequently receive envelopes that are damaged, open, or in poor condition due to over stuffing.  These documents can become lost in the mail or damaged.  Take care to bundle documents securely to ensure that they are received in good conditions IAW MILPERSMAN. 

9. PERS-313C IS NOT THE CLEARING-HOUSE FOR MAILING MISCELLANEOUS

   DOCUMENTS WHEN CLEARING OFF YOUR DESK. 

While this may clean off your desk, it can make it difficult for documents to be put into the personnel record in an efficient manner.  Make sure all documents are retainable in accordance with BUPERSINST 1070.27A.  For example, we should not receive personal letters, notes, fax cover sheets, leave chits, marriage certificates, divorce papers, birth certificates, etc. If possible, put like documents together.  Try not to mix officer photos and court memos in with a large amount of other documents.
10. SEND CLOSED RECORDS TO THE NAVAL RESERVE CENTER. *

Per MILPERSMAN 1070-130, transfer a closed field service record to:



NAVAL RESERVE PERSONNEL CENTER (N31)



4400 DAUPHINE STREET



NEW ORLEANS LA  70149-7800

These records should have a service copy 7 of the member’s DD 214, a NAVPERS 1070/615 Record of Discharge U.S. Naval Reserve or other appropriate document to show that this member has been discharged from the Navy or Naval Reserve.

*Transfer a closed field service record to PERS-313C only if the member has been discharged from recruit training or Navy veteran/other service veteran indoctrination.

REMINDER: Medical records of discharged service members should be sent to:



DEPARTMENT OF VETERANS AFFAIRS



RECORDS MANAGEMENT CENTER



PO BOX 4020



ST LOUIS MO  63115-8950

PERS-313C does not maintain servicemen’s medical records.

11. DO REFER TO BUPERSINST 1070.27A – DOCUMENT SUBMISSION GUIDELINES

    FOR THE ELECTRONIC MILITARY PERSONNEL RECORD SYSTEM (EMPRS).                      

Ensure that a copy of the above instruction is available for all personnel who are responsible for submitting service record documents to PERS-313C.   The BUPERSINST 1070.27A is easily accessible on the Internet at: http://www.bupers.navy.mil.  Many errors can be avoided simply by following the established guidelines.  

12. DOCUMENTS SUBMITED BY EMAIL OR EMAIL ATTACHMENTS FOR EMPRS

    RECORD UPDATE IS NOT APPROVED AND WILL BE DELETED.

PERS-313C can not accept email attachments as record updates for the permanent personnel record.  

Please refer to the BUPERSINST 1070.27A Document Submission Guidelines and MILPERSMAN 1070 series.

The enlisted permanent record is not routinely updated for all personnel actions concerning a member during an enlistment, but is completely updated upon completion of the enlistment.  Service record documents that are filed only at the end of the enlistment are:



*  NAVPERS 1070/604, Enlisted Qualification History

· NAVPERS 1070/605, History of Assignments

· NAVPERS 1070/609, Enlisted Performance Record (current for periods through December 1995), if present in FSR.

· NAVPERS 1070/613, Administrative Remarks

· NAVPERS 1616/26, Evaluation Report and Counseling Record (E1-E6) (E1-E4 only)

Exception:  NAVPERS 1070/613 entries that require immediate submission to the Chief of Naval Personnel are to be submitted per MILPERSMAN 1070-320

Updates to the permanent record come in from a number of sources and as a result of an event.  Some examples of these events are; DISCIPLINARY ACTIONS; FITNESS/EVALUATION; PERSONAL AWARDS; other events are upon REENLISTMENT; DISCHARGE/SEPARATION, and RETIREMENT etc,

Routine updates are normally placed in the permanent record within 15-30 working days of receipt.

Guidance is provided in BUPERSINST 1070.27A Document Submission Guidelines for the Military Personnel Records System and the MILPERSMAN Articles 1000-010, 1070-080, 1070-100, 1070-320 are just a few. All of the 1070 series deal with officer and enlisted service records.

For access to review the above instruction and manuals visit the WEB at: http://www.bupers.navy.mil. 

13. EMPRS RECORD UPDATE FOR SELECTION BOARD PURPOSE.

If you recently verified documents in your EMPRS permanent record (microfiche copy) that do not include your current enlistment other than those specific events listed above, this is normal. 

If you want to provide your current enlistment information other than the normal updated documents to a particular upcoming Board, the correct procedure would be to send a package to the particular Board President at:


 PRESIDENT (BOARD NUMBER/NAME/YEAR/E.T.C,)


 NAVY PERSONNEL COMMAND


 5720 INTEGRITY DRIVE


 MILLINGTON, TN 38055-3200

Personal Awards are submitted to:


 CNO


 Awards and Special Projects


 N09B13


 2000 Navy Pentagon


 Washington, DC 20350-2000 

For updating your Performance Summary Record and to include in the Electronic Military Personnel System (EMPRS).

The following Selection Board Preparation page is helpful for Microfiche & PSR Awards corrections: http://www.persnet.navy.mil/selectbd/sbprep.html 
14. REQUEST FOR COPIES OF EMPRS PERMANENT PERSONNEL RECORDS

    FOR FAILED TO REPORT, LOST OR DESTROYED FIELD SERVICE RECORDS.

Commands requesting a complete copy of EMPRS permanent military personnel records will receive a “Microfiche” copy.  When a specific document is needed by an agency, which is not authorized to review the entire record, a paper copy of the document will be provided. Please refer to MILPERSMAN 1070-150.  Requests must be an official naval letter or message signed by the commanding officer, officer in charge, or person granted “By direction” authority. 

You may fax a letter request per the above directions to DSN 882-2664 or COMM (901) 874-2664.

Telephone or E-mail requests are not authorized. 

Individual members are encouraged to request their record online via BUPERS ACCESS: https://www.bupersaccess.navy.mil.  When utilizing the online record request, a microfiche copy is mailed to the members official command address. 

There is currently a 10 to 14 working day delay in production of microfiche copies due to system down time and high volume of microfiche requests.

Contact Military Personnel Record Services: 1-800-951-NAVY (1-800-951-6289) to inquire on status if you do not receive your request within the time stated above.

All other requests must be forwarded by mail or fax and must be signed by the individual member.

15. CREATING UNAPPROVED ELECTRONIC FORMS.

PERS-313C receives unauthorized reproductions of various forms most notably the Record of Emergency Data form NAVPERS 1070/602.  The Department of the Navy Forms Management Program (SECNAVINST 5213.10D) prohibits duplication of an existing form by automated process to meet individual needs with out written permission from the sponsor of the form.  Electronic reproduction of the NAVPERS 1070/602 is currently approved in the Source Data System (SDS) and the Navy Standard Integrated Personnel System (NSIPS) only.  Other electronic versions will be returned for resubmission on the correct form.

Approved forms can be ordered online at: http://forms.daps.mil.order. 
16. UPDATING OFFICER PERMANENT MILITARY PERSONNEL RECORD.

The MILPERSMAN contains articles (1070 SERIES) that govern maintenance of the Officer Permanent Service Record.  Eliminating the Officer Field Service Record (OFSR) created some confusion regarding records maintenance processes and procedures. 

The confusion may be from the fact that copies of a few documents (DD93, NAVPERS 1070/602, SGLV-8286 and SGLV-8285) continued to be maintained by commands that previously maintained the OFSR.  

With the elimination of the OFSR, maintaining a record at the PSD or Ships Office is no longer required, however, the processes and procedures for completing individual forms/documents/record entries were not eliminated because those process and procedures support the update maintenance of the Officer Permanent Personnel Record.

All appropriate MILPERSMAN Articles in the 1070 series related to the Officer Record under revision are on hold awaiting approval/release of another NAVADMIN to eliminate the Reserve Officer Field Service Record.

NAVADMIN 229/00 paragraph #2 states that "Naval Officers have always been charged with the responsibility of keeping their Permanent Personnel Records up-to-date."  This is accomplished by:


1.) Ensuring timely (upon completion) submission of supporting documentation related to career accomplishment, achievements, awards and/or training to the appropriate local support office (Admin or PSD) that previously maintained the OFSR for them to prepare appropriate documents and submit them to Navy Personnel Command.


2.) Ensuring that Admin/PSD as appropriate, processes and submits the completed documentation to the appropriate Navy office code for updating the Permanent Personnel Record. 


3.) Perform an annual review of your Permanent Personnel Record by requesting a microfiche copy of the Permanent Personnel Record.  If documents are missing ensure (local support office) submits them IAW BUPERSINST 1070.27.  Online request are available at https://www.bupersaccess.navy.mil

4.) If there are duplicate documents or documents that were erroneously placed in your record notify the Head, Quality Control Section, PERS-313D1 for necessary corrective action.  p313d1@persnet.navy.mil

 
5.) Perform an annual review of the Performance Summary Record (PSR) and the Officer Data Card (ODC) and submit changes to the appropriate office IAW Manual of Navy Officer Manpower and Personnel Classifications NAVPERS 15839 series. Online review/corrections of ODC/PSR at:  http://www.staynavy.navy.mil
Finally in PARA #3 of NAVADMIN 229/00 the requirements were clarified to insure that although the OFSR was eliminated, however the NAVADMIN does not eliminate requirements to prepare and forward documents that were previously filed in the OFSR, but redefines the distribution requirements for those documents.

17. CAREER STATUS BONUS UPDATE.

Here is your link to CSB information: http://www.staynavy.navy.mil  click on Career Status Bonus Processing or any of the other CSB links.
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