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NAVAIR INSTRUCTION1611.1H

From: Commander,Naval Air SystemsCommand

Subj: SUBMISSIONOF PERFORMANCEEVALUATION REPORTS

Ref: (a)BUPERSINST1610.10
(b) MCO P1610.7D
(c) AR 623-105
(d) AFI 36-2404
(e) CoastGuard PersonnelManual
(f) BUPERS ltr 1611 Pers 322/EJB of 26 Aug 96
(g) OperatingAgreementBetweenTheCommander,NavalAir SystemsCommandAnd

TheNavalAviation ProgramExecutiveOfficers,of 16 Aug 90

End: (1) Instructionsfor thePreparationandSubmissionofPerformanceEvaluationReportsfor U.S.
Military Personnel

(2) ReportingSeniorsfor NavalMembersReportingto NavalAir SystemsCommand
(3) Instructionsfor ReportsofProgramExecutiveOffice Personnel
(4) Instructionsfor thePreparationandSubmissionofFitnessReportsfor MarineCorps

Personnel
(5) Instructionsfor thePreparationandSubmissionofFitnessReportsfor Army Personnel
(6) Instructionsfor thePreparationandSubmissionofOfficer PerformanceReportsfor Air

ForcePersonnel
(7) Instructionsfor thePreparationandSubmissionofPerformanceEvaluationReportsfor

CoastGuardPersonnel
(8) GeneralPerformanceReportingProceduresfor OtherServicesMilitary Personnel

1. Purpose.This instructionsupplementsreferences(a) through(g), definesthesignatureauthority,
andpromulgatesproceduresfor thepreparationandsubmissionofperformanceevaluationreportsfor
military personnelfrom all servicesassignedto theNavalAir SystemsCommand(NAVAIR).

2. Cancellation. NAVAIRINST 1611.1G. This instructionis acompleterevisionandshouldbe read
in its entirety.

3. Policy. Reportingseniorsin NAVAIR shall famihanzethemselvesandcomplywith references(a)
through(e) whereapplicable. Reference(f) authorizesdelegationofreportingseniorresponsibilitiesto
programmanagers,deputydirectors,anddepartmentheads.departmentheads. Reference(g)
establishesthe relationshipunderwhich performancereportingwill behandledbetweenNAVAJR and
relatedProgramExecutiveOffices. Field activitiesshouldestablishquality reviewproceduresfor
performancereportsto ensureaccuracyandtimelinessofsubmission.Fieldactivitiesshouldestablish
quality reviewproceduresfor performancereportsto ensureaccuracyandtimelinessofsubmission.
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4. Information

a. PreparationofPerformanceEvaluationReports. Enclosure(1) providesinformationon the
preparationandsubmissionof fitnessreportsfor U.S. militaiy personnel.Enclosure(3) provides
instructionfor reportson personnelassignedto ProgramExecutiveOffices.

b. ReportingSeniors. Enclosure(2) providesspecificationsfor NAVAIR reportingseniorsby
title.

c. OtherU.S. Military Personnel.Enclosures(4) through(7) provideprocedureson evaluatingthe
performanceofpersonnelfrom theU.S. MarineCorps,U.S. Army, U.S. Air Force,andU.S. Coast
Guardwho areassignedduty within NAVAIR. Enclosure(8) providesgeneralinformationon
reportingon otherU.S. servicemembersassignedto NAVAIR.

d. Supplementsto this instructionto speci1~i’ delegationofauthorityin detail,within each
competency/team,arepermissible.

5. EachAssistantCommanderandtheNavalAir WarfareCenter(NAWC) Commandersoperatewith
theirseparateanddistinct unit identificationcodes(ULC’s), by definition theyareseparateanddistinct
chainsofcommand. Forthepurposesofconcurrentandconcurrent/regularfitnessreportingeach
commandermay therefore,submitconcurrentfitness reportson officersassignedfrom competenciesat
thediscretionandagreementofthe regularreportingseniorconcerned.

6. Forms. All requiredNavy formsareavailableelectronicallyvia DelrinaFormFlow.

7. Review. The Head,Military Personnel(AIR-09P)will reviewthis instructionannuallyandmake
correctionsasnecessaly.Any questionsregardingthis instructionmay be directedto NAVAIR
Military Personnel,Building 1489,Room 108, commercial(301)342-8246orDSN342-8246.

BydT~~ion

Distribution: FKA1A (establishedquantity)
SNDL: FKA1A (DeputyCommanders,AssistantCommanders,Comptroller,CommandSpecial
Assistants,ProgramDirectors,DesignatedProgramManagers,CompetencyTeamLeaders,and
DepartmentHeadsandDivision Heads)FKR

Copy to: (2 copiesunlessotherwiseindicated)
SNDL: C21 (1 copy); FKA1A, AJiR-7.5 (1 copy), AIR-7.2.5 (5 copies),AIR-09 (5 copies);
PEOASWASM;PEOTACAIR; PEOCMIPANDUAV

Stocked: DefenseDistributionDepotSusquehannaPennsylvania,Bldg 05, 5450,CarlislePike,
Mechanicsburg,Pa. 17055-7089
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INSTRUCTIONSFORTHE PREPARATIONAND SUBMISSIONOFPERFORMANCE
EVALUATION REPORTSFOR U.S. M[L~~ARY PERSONNEL

1. Reciuirement.Theseinstructionsapplyto all U.S. militaxy personnelwho reportto theCommander,
NavalAir SystemsCommand(COMNAVAIRSYSCOM) for permanent,temporaxy,oradditional
duty undercompetentwritten orders.

2. SinnatureAuthority. Enclosure(3) designatesdelegatedreportingseniorsby billet within NAVAJIR
and definesthescopeoftheir authority. Delegatedreportingseniorsfor officer reportsmustbe in the
gradeofCaptain(0-6)andabove,or amemberoftheSeniorExecutiveService(SES).

3. FiTNESSREPORT(FITREPVEVALUATION (EVAL)/COUNSEL1NGPlannin~Calendar

.

Performanceevaluationreportsandmid-termcounselingshall be executedper reference(a), enclosure
(1), table 1:

a. Office oftheCommander(AIR-OOS)or ShoreStationManagement(AIR-8.0), asappropriate,
shallmaintainachronologicalfile of all performancereportactionsinvolving reportssignedby the
CommanderandVice Commander,NAVAIRSYSCOM. In addition,eachofficeconcernedwith the
preparation,review,signature,andmailing ofperformancereportsshall maintainappropriatefiles
indicatingthedispositionofeachperformancereportprocessed.

b. The reportingseniormustretaincopiesofperformancereportsfor 5 years. Counseling
worksheetsmustbe heldin aPrivacy Act recordssystemuntil thememberdetaches,thendestroyed.

7. Submissionto COMINAVAIRSYSCOM. All performancereportsto be signedby theCommander
shall be forwardedvia theVice Commander.All reportsto Commander,Vice Commander,andto
otherdelegatedreportingseniorsshall be accompaniedby amemorandumcontainingasummaryofthe
member’sduties,responsibilities,andaccomplishments.

Enclosure(1)
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REPORTINGSENIORSFORNAVAL MEMBERSREPORTINGTONAVAL AIR SYSThMS
COMMAND

1 TheCommander,NavalAir SystemsCommand(COMNAVAIRSYSCOM) will retainauthority to
sign performancereportsfor thefollowing personnel

a. TheVice Commander,DeputyCommanders,Division Commanders,AssistantCommanders,
andtheComptroller.

b Military personnelon theCommander’simmediatestaff.

c. Thosemilitary personnelassignedwho do nothaveaseniormilitary officer with delegated
reportingseniorauthority.

2. Followingreference(a) andasfurtherauthorizedby reference(c), reportingseniorauthorityis
delegatedaccordingto the following:

a. TheVice Commanderwill signfitnessreportsfor all officers underhis organizationcodeandall
officersasdirectedby theCommander.

b. DeputyCommanders,Division Commanders,andAssistantCommanderswill signfitness
reportsfor their immediatestaffs andthosemilitary personnelassignedto competenciesorprograms
undertheir respectiveorganizationsnotvestedwith aseniormilitary officer with delegatedreporting
seniorauthority.

c. DepartmentHeadsandProgramManagerswho arein thegradeof0-6or membersoftheSES
will signfitnessreportsfor thosemilitary personnelassignedto theirrespectivecompetencyor
program.

3. Generalpolicy concerningdelegatedauthority to sign asreportingsenior:

a. Membersmustbe directly subordinateandjunior to thedelegatedreportingsenior.

b. Delegatedreportingseniorauthorityshall includeCOMNAVAIRSYSCOM’s authorityto
recommendpromotionandadvancement.

c. COMINAVAIRSYSCOM maynot sign selectedreportsin adelegatedgroup,exceptfor special
situations,which aredelineatedin reference(a) pageB-3.

d. A delegatedreportingsenior’sauthorityshall includeall officers in a competencyregardlessof
location. A PerformanceInputMemorandum(PIM) (NAVAIR 1610/1 (8/98)) will be submittedto
thereportingseniorusingtheformatin AppendixA. ThePIM formatis availableelectronicallyon
DelrinaFormFlow.

Enclosure(2)



NAVAIR1NST 1611.111
03 Dec 98

PERFORMANCEINPUT MEMORANDUM

1610
(Orig. Code)
(Date)

PERFORMANCEINFORMATION MEMORANDUM

From: ConcurrentReportingSenior

To: Member’s Regular Reporting Senior

Subj: PERFORMANCEINFORMATION MEMORANDUM

ICO (RANKIRATE, NAME, SSN)

Ref: (a) BIJPERS1NST1610.10

1. Periodof duty: to

2. Type ofduty: (TEMADD/ADDU etc)
(statementaswould appearin block28,
Commandemploymentand achievements.)

3. Duties assigned:(statementaswould appearin block29,
Primary/CollaterallWatchstandingDuties.)

4. Comments: (astheywould appearin block41)

Signature

AppendixA
Enclosure(2)



NAVAIRINST 1611.111
03 Dec 98

INSTRUCTIONSFORREPORTSOF PROGRAMEXECUTiVE OFFICEPERSONNEL

1. Policy. NAVAIR, as cognizantechelonII activity, will serveashostsystemscommandfor the
naval aviation PEO’s and applicable PM’s as provided for in reference (g).

2. Requirement.Theseinstructionsapply to theProgramExecutiveOffices (PEO’s)asdefinedin
reference (g) and serves in lieu of TEMADorders where NAVAIIR competencypersonnelareplaced
into the PEOstaffs/PMA’s for duty.

3. Coordination. NAVAIR, via theappropriateAssistantCommander,will designatetheir respective
B-Codeto be thecoordinatorfor fitnessreportmatterswithin theirrespectivecompetency.

4. SinnatureAuthority. Fitnessreportsfor thecompetencypersonnelassignedto PEO’s/PM’swill be
signedby their regularreportingsenior,with substantialPIM inputfrom thePEO’sandcognizant
PM’s. By prior agreementwith thecompetency,PMA’s maysubmitconcurrentlregularfitnessreports
in lieu ofthe reportingseniorsubmittingaregularreport. ThePEO’smaysubmitconcurrentfitness
reportson officersassignedfrom competenciesat thediscretionofthe regularreportingseniorandby
prior agreementbetweenthe respectivePEOorPMA, andthe regularreportingsenior.

Enclosure(3)
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INSTRUCTIONSFORTHE PREPARATIONAN]) SUBMISSIONOFFITNESSREPORTSFOR
MARINE CORPSPERSONNEL

1. Requirement.TheMarineCorpsPerformanceEvaluationSystem(PES)is designedto providea
continuouschainofperformancereportsthatcumulativelycoverseveiyday aMarineofficerhas
served. Fitnessreportsmay be submittedonly asspecificallyrequiredby reference(b) andonly by
individuals in aMarine’sproperreportingchain.

2. SignatureAuthority. Fitnessreportswill be signedby theAesignatedreportingseniorfor all
Marines,LieutenantColonelsandbelow, to includeenlistedMarines,andwill be reviewedonly by the
CommandingOfficer, MarineAviation Detachment.Colonelswill bereportedon by their respective
Program Executive Officers or flag level competencyleaderswith their signedreportsforwarded
directlyto DeputyChiefofStaff for Air Operationsfor reviewandprocessingthroughHeadquarters,
Manne Corps (HQMC).

3. Fitness Reporting Schedule. Fitness reports will be submitted on all Marines per reference (b),
AppendixA. Fitnessreportsaredue attheMarine Aviation Detachment 20 days after the end of the
reportingperiod. Fitnessreportsfor ColonelsshouldreachHQMC 20 daysafter theendofthe
reportingperiod.

4. TypesofReports. For servicemembersthroughthegradeofColonel, thereare11 occasionsthat
require submission of a fitness report. These occasions are described in detail in reference (b), Chapter
3.

5. Record Keeping. AIR-QOS or AJR-8.0, as appropriate, shall maintain a chronological file of all
fitness report actions involving reports signed by the Commander and Vice Commander,
NAVAIRSYSCOM In addition,eachoffice concernedwith thepreparation,review,signature,and
mailing ofofficer fitnessreportsshall maintainappropriatefiles indicating thedispositionofeach
fitness reportprocessed.

Enclosure(4)
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(OfficeSymbol) (SerialNumber) (Date)

MEMORANDUM FORRatedOfficer’s nameandgrade. Ratedofficer’s SSN. Periodofreport

SUBJECT: SupplementaryOERReviewas Requiredby AR 623-105,paragraph2-16

I. As requiredby AR 623-105,an additionalreviewofthe referencedOERwasmadeby meusing
paragraph2-19astheprincipal sourceofguidance.

2. The OER is completeandcorrectas written andrequiresno furthercommentfrom me.

Or

2. As aresultofmy review,I amsubmittingthefollowing comments:

(signatureblock)

AppendixA
Enclosure(5)
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INSTRUCTIONSFORTHE PREPARATIONAND SUBMISSIONOFOFHCER
PERFORMANCEREPORTSFOR MR FORCEPERSONNEL

1. Requirement.The Air ForceOfficer PerformanceReport(OPR)is designedto providea
permanentrecordofan officer’s performanceover aspecificperiodas requir ci by reference(d). It is
notusedfor promotionrecommendation.TheAir ForcePromotionRecommendationForm is used
whenmembersareeligible for promotionconsiderationand is notpartoftheperformancerating
process.

2 SignatureAuthority

(a) TheseniorAir Forceofficerassignedto NAVAIR will be appointedastheAir Force
advisorandmustreviewall performancereportson Air Forcepersonnel.Seereference(d), Chapter
3.8 for additionalguidanceon theAir Forceadvisorprogram.

(b) The raterwill be the first official in the ratingchainservingin agradeequalto orhigher
thanthe ratee. Do not considerdateofrank.

(c) The additionalraterwill be thesecondofficial in the ratingchain,after the rater,servingin a
gradehigherthanthe ratee. NOTE: An 0-6canbe theadditionalraterfor an 0-6.

(d) The revieweron areportfor membersin thegradeof0-4 andbelowmustbe atleastan0-
6 or equivalent. The reviewersfor 0-5 and0-6will bethe first generalofficer, flag officer, or
equivalentin the rating chain. The revieweris theseniorraterasidentifiedbytheseniorraterID on the
reportrequestfor the individual. (The servicingMiPF canidentify theseniorraterfromthe seniorrater
ID)

3. Officer PerformanceReportingSchedule.Performancereportswill normally besubmittedannually
on all Air Forcepersonnelper reference(d), Chapter3.6. Theymayalsobe submittedfor achangein
reportingofficial, whendirectedby HQ USAF, andseveralotherreasons.The reportsaredue to the
MIPF, (89M55/DPMLPE, 1535 CommandDrive, AndrewsA.F.B., MD 20762),notlaterthan30 days
afterthecloseout date. For guidanceon submittingthesereportsconsultreference(d), Table3.1.

4. TypesofReports. Reference(d), Chapter3 andTable3.1.

(a) Annual
(b) Changeofreportingofficial
(c) Directedby (MAJCOM, wing, group,squadron,etc.)commander
(d) Directedby HQ USAF

5. RecordKeepmnn. AJR-00SorAJR-8.0,asappropriate,shall maintainachronologicalfile ofall
performancereportactionsinvolving reportssignedby theCommanderandVice Commander,
NAVAIRSYSCOM. In addition,eachofficer concernedwith thepreparation,review,signature,and
mailing ofofficer performancereportsshall maintainappropriatefiles indicatingthedispositionofeach
performancereportprocessed.

Enclosure(6)
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INSTRUCTIONSFORTHE PREPARATIONAND SUBMISSIONOFCOAST GUARD
OFFICEREVALUATION REPORTS(OER)

1. Requirement.The CoastGuardOfficer EvaluationSystem(OES)is designedto provide
informationfor importantpersonnelmanagementdecisions.Especiallysignificantamongthese
decisionsarepromotions,assignments,andcareerdevelopment.It setsperformanceandcharacter
standardsto whicheachofficer is to be evaluated.Prescribesorganizationalvaluesby which each
CoastGuardofficer canbe describedandprovidesameansof feedbackto determinehowwell an
officer is measuringup to thestandards.

2. TheRatin2 Chain. Therating chainprovidestheassessmentofanofficer’s performanceandvalue
to theCoastGuardthroughasystemofmultiple evaluatorsandreviewerswhopresentindependent
views and ensure accuracy and timeliness of reporting. The rating chain consists of the following
members:

(a) TheReported-onOfficer
(b) TheSupervisor
(c) TheReportingOfficer
(d) TheReviewer- TheresponsibleCoastGuardHeadquartersprogrammanager,normally (G-

OCA) will serveasReviewer.

3. Officer EvaluationReport(OER)Schedule.Annual orsemiannualsubmissionsaredueperthe
scheduleatreference(e). Reportsfor Lieutenants(JuniorGrade),Ensigns,andChiefWarrantOfficers
(W2) are duesemiannually.All othersaredueannually The original OERis dueto Commander
(OPM-3),USCGPersonnelCommand,2100 SecondStreet,SW, Washington,D.C. 20593-0001,not
laterthan45 daysafter theendofthe reportingperiod.

4. RecordKeeping. AJR-00Sor AJR-8.0,asappropriate,shall maintainachronologicalfile ofall
OER actionsinvolving reportssignedby theCommanderandVice Commander,NAVAIRSYSCOM.
In addition,eachoffice concernedwith thepreparation,review,signature,andmailingofOERreports
shall maintainappropriatefiles indicating thedispositionofeachOERprocessed.

Enclosure(7)



NAVAIRINST 1611.111
03 Dec 98

GENERALPERFORMANCEREPORTINGPROCEDURESFOROTHERU.S. MILITARY
PERSONNEL

1. Purpose.To establishproceduresto prepareandsubmitperformancereportson membersofthe
U.S. Army, U.S. Air Force,orU.S. CoastGuardwho areassignedto duty with NAVAIR.

2. Background

a. NAVAII( hasanumberofmilitary personnelassignedwho aremembersofother armed
services.

b. In aneffort to monitor theprogressoftheseindividual servicemembersandto ensurethat full
benefitis derivedfrom duty with NAVAJR, proceduresarerequiredfor thepreparationand
submissionofperformanceeffectivenessreportsandlettersofevaluation.

c. As ageneralrule, eachperson’sperformanceshouldbe evaluatedby his/hersupervisor.Injoint
programs,this rule canbe followedfor mostpersonnel.The commonexceptionis for military
personnelassignedby a participatingserviceto ajointly staffedprogramoffice. It is normally
consideredimportantto a servicemember’scareerfor his orher performanceto beevaluatedby a
seniormemberofthesameservice. Therefore,in ajointly staffedprogramoffice, thesenior
representativeofeachserviceparticipatingshouldberesponsiblefor reviewingtheperformance
evaluationof servicemembersfrom their services.However,theprogrammanagershouldalways
evaluatetheperformanceof theotherservices’seniorrepresentatives,evenif they areevaluatedalso
by theirown service.

3. Procedures

.

a. On reportingto duty, all otherarmedforcesmembersshall reportby memorandumto
COMNAVAIRSYSCOM,with acopyto AJR-09P.

b. The seniorofficer from eachserviceassigneddutieswithin Naval Air SystemsCommand
Headquarters(NAVAJRHQ) will be designatedas reviewer. Theseofficersshall be designatedby
letterandservein this function in additionto their primaryassignments.

c. Performancereportsor letterswhichareadversein natureshallbe submittedto theCommander
via theVice Commanderfor reviewandsignature,asappropriate.Thesereportsshall includedetailed
specific informationsubstantiatingtheadverseaspectsofthereport.

d. It is essentialthatperformanceevaluationreportandlettersofevaluationbe completedand
submittednot later thantheprescribedsuspensedate.

e. Eachoffice concernedwith thepreparation,review,signature,andmailing ofofficer
performancereportsshall maintainappropriatefiles indicatingthedispositionof eachreportprocessed
by that office.

Enclosure(8)


