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Do It Yourself Guide to Updating Your Record 
  
To ensure the integrity of the Official Military Personnel File (OMPF), documents will not be accepted directly 
from the service member unless specifically authorized by regulation.  Service members who discover omissions in 
their OMPF should contact their personnel office for assistance.  Documents such as contracts (DD form 4), 
NAVPERS 1070/613, and NAVPERS 1070/604 need to be forwarded from the personnel office.  The below guide 
will assist you in reconciling your record.   

How to Reconcile Your Awards 

To reconcile your awards follow the steps below in order: 
  
Step 1:  Is the award listed in Navy Department Awards Web Service (NDAWS)? 
Yes.      Go To Step 3; Check Your Online Record (ESR, OSR, PSR) 
No.       Do the following: 
  
     -  Make a good quality black and white copy of your missing award certificate (the one with the embossed, 
color picture of the award).  (Note: Home printers/copiers do not copy well.  If the result is poor, letters are light or 
fuzzy you will need to use a professional copier  - see your Personnel Office/PSD). 
     - Write your SSN at the top left-hand corner of each copy you are sending. 
     - If your 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. 
     -  Send the copies of your certificates/citations to your NDAWS Authority.  See “Your NDAWS Authority” 
above. 
     -  NDAWS will update the other electronic systems (ESR, ETJ, OSR, PSR) in approximately 1-2 weeks. 

  

Step 2:  Is the “NDAWS Search Results Listing” correct? 
Yes.      Go To Step 3; Check Your Online Record (ESR, OSR, PSR) 
No.       Do The Following: 
 

brilliant On The Basics 
To develop our Navy Reserve Sailors to their fullest potential, we focus our efforts on six basic programs to 
ensure success:  Career development boards, sponsorship, mentorship, recognition, command indoctrination, 

and command ombudsmen support.  Being Brilliant on the Basics helps launch and advance successful careers. 
It's an investment in our future.   

  

https://private.navyreserve.navy.mil/3447B/n1/default.aspx
https://private.navyreserve.navy.mil/3447B/n1/default.aspx
https://awards.navy.mil/awards/webbas01.nsf/(vwWebPage)/home.htm?OpenDocument
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If you have duplicate entries, entries that do not belong, or questions about the NDAWS Search Results Listing, 
you must contact your NDAWS Authority; see “Your NDAWS Authority” above.  Steps for eliminating duplicate 
entries are below.  
   
Step 3:  Is the award listed in the Online Record (ESR, OSR, PSR)? 
Yes.       Next, check your OMPF (image) record (Step 4) 
No.        Do The Following: (This only applies if the award is in NDAWS but not in your PSR/OSR) 
  
     - Ensure your SSN is at the top left-hand corner and write “In NDAWS but not in OSR/PSR” at the top.  Also 
include a phone number/email address where you can be reached. 
     - Fax your missing award to PERS-312A at (901) 874-2001. 
     - See Important Notes below. 

Step 4:  Is the award listed in your OMPF record? 
Yes.       No Further Action 
No.        Do The Following: 
  
Mail a legible, clean copy of the signed citation with your SSN printed in the upper left hand corner, to PERS-313. 
No cover letter is required.   
Note, if the award was recently added into NDAWS (within the past 14 months) do not mail. 
  
Important Notes: 
     - NDAWS will update the other electronic systems (PSR, ESR, OSR, and Electronic Training Jacket (ETJ)) in 
approximately 1-2 weeks.  When submitting awards to the NDAWS authority or PERS-312 for updating your 
online record (only the award is already in your OMPF record), annotate in the upper left corner “For Data Entry 
Only (NDAWS/PSR)  - Do Not Scan to Record”.  Without this statement, the NDAWS authority or PERS-312 will 
submit the document to PERS-313 for filing and you will then have a duplicate award in your OMPF record.  
Award documents for filing to the OMPF record must be mailed in, as they do not scan well. 
      - If you are only correcting NDAWS or PSR/OSR, then you may fax the document(s) to the appropriate agency 
for action.  Ensure it is annotated “For Data Entry Only (NDAWS/PSR)  - Do Not Scan to Record”. 
     - Only personal awards such as Navy and Marine Corps Achievement Medal, Navy and Marine Corps 
Commendation Medal, or Lifesaving Medal are reflected on the PSR.  Navy Good Conduct Award, Naval Reserve 
Meritorious Service Medal, and unit awards are not reflected.  They should be reflected on your ESR and/or 
NAVPERS 1070/604 (Page 4). 
     - Your unit may have received awards after your departure. Check unit awards on the NDAWS website.    
They should be reflected on your ESR and/or NAVPERS 1070/604 (Page 4). 
  
  
How to Reconcile your Evaluations/CHIEFEVAL/FITREPS 

1.  How do I submit a missing report from my permanent record to the Performance Evaluation Division? 

Generally, performance evaluations should be submitted by the command who issued the report to the member.  
The command's administrative officer should be contacted to ensure proper and timely submission of performance 
evaluations.  When submitting missing performance evaluation(s) directly to PERS-32, mail a copy to the 
following address:

http://www.public.navy.mil/bupers-npc/career/recordsmanagement/militarypersonnelrecords/Pages/ContactUs.aspx
http://www.public.navy.mil/bupers-npc/career/recordsmanagement/militarypersonnelrecords/Pages/ContactUs.aspx
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            Commander  
Navy Personnel Command 
PERS 32 
5720 Integrity Drive 
Millington, TN  38055-3201 
   

The copy must display all required signatures, initials, dates, and social security numbers.  If member is part of a 
summary group, all reports in the summary group must be received in order to process the reports. 
The most common corrections to the image record (OMPF) are (if the correction pertains to Evals/FitRep  - see 
above): 
     - Removal of duplicate document(s)  
     - Removal of document(s) that were corrected by another document (both documents must already be in the 
OMPF Record)  
     - Removal of document(s) belonging to someone else  
     - Removal of document(s) that were erroneously filed to the record, (i.e., document filed in your record contrary 
to policy or regulation such as birth certificate; Letter of Appreciation/Letter of Commendation) 
   
2.  What if I see an erroneous document that does not belong to me filed on my OMPF.  How can I get it 
corrected? 
  
     - Submit an email to Pers-313 to request administrative corrections to your service record. 
     - Ensure you provide the document name and number, digital document number, field code number, and page 
number (the PDF page number) 
     - Provide a brief description of the problem.   
  

Example: 
Please remove the following document from my record: 
Enlisted qual Hist 1070/604, DigDoc 12345678, FC36, page 2 
This document belongs to another member. 

  
Note:  They do not need the other member's name or SSN that is on the document (or copy of the document).  They 
will see it after they bring up the document using the DigDoc number. 
  
3.  What if I see a duplicate document(s) filed on my OMPF.  How can I get it removed? 
  
     - Submit an email to Pers-313 to request administrative corrections to your service record. 
     - Ensure that you provide the document name and number, digital document number, field code number, and 
page number (the PDF page number).  State that it is a duplicate and provide the corresponding digital document 
number. 
  
Please note the following on the difference between “Duplicate” and “Corrected”: 
  
"Duplicate" is a mirror image (copy) of another document and is straight forward in correcting. (i.e. two award 
citations that have the same remarks, given on the same date but one has “First Award” and the other has “Second 
Award”.  This is not a duplicate.  One is a “Corrected” copy of the other.) 
  
"Corrected" document is a document that was created to supersede another document and is handled quite 
differently.  Corrected documents must be submitted by the member's command for replacing the document in the 
OMPF record. 
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N1 "CODE IN THE SPOTLIGHT" 
 

What does N1C4 do?   
The Data Integrity and Systems Department is responsible for being the key advisor in all matters related to the 
utilization, management, and functional representation of current personnel and manpower data systems to include: 
Navy Standard Integrated Personnel System (NSIPS), Defense Joint Military Pay System - Reserve Component 
(DJMS-RC), Reserve Headquarters Support (RHS); Serves as Chairman of the CCB, Inactive Manpower and 
Personnel Management Information System (IMAPMIS). They function as the Navy Reserve's manager and key 
advisor for engagement in the development of future personnel and manpower systems and programs and provide 
expert advice and guidance on all Reserve requirements and activity related to reserve personnel pay and manpower 
policy. Additionally, they are responsible for Force-wide accomplishment of all functional activities related to pay/
personnel/manpower data systems management and development.   
  
  

Visit the N1C4 Webpage on the Navy Reserve Homeport  
  

  
  
  
  
 

MANPOWER STATS
RESERVE FORCE: 
CEI COMPLIANCE - 94.82% 
ESR COMPLIANCE - 94.78%

RESERVE FORCE STRUCTURE: 
RC MAJOR COMMANDS -  6 
AVIATION WINGS -  2 
NAVY OPERATIONAL SUPPORT CENTERS - 125 (AT LEAST 1 NOSC IN EVERY U.S. STATE)

 N1C4 
 Data Integrity 

  
  

https://private.navyreserve.navy.mil/3447B/n1/CNRFC_N1C4/default.aspx
https://private.navyreserve.navy.mil/3447B/n1/CNRFC_N1C4/default.aspx


Example: 
Please remove the following duplicate document from my record: 
1070/604, Enlisted Qual Hist, FC36, DigDoc 12345678 page 2 
It is a duplicate of:  
1070/604, Enlisted Qual Hist, FC36, DigDoc 987654321 page 4. 

  
NOTE: The average turn-around time is 30 days for a request to be reviewed and acted upon.  It may exceed 30 
days due to the high volume of requests.  Please do not submit more than one request. 
  
  
  How to reconcile college degrees and courses 
  
Some of the most common documents that need to be forwarded to another office are official transcripts of degree 
or college credits.  Only submit official transcripts (diploma/certificates will not be accepted) in envelopes sealed 
by the university to:  

Officers: Navy Personnel Command 
  PERS-45E 
  5720 Integrity Drive 
  Millington TN 38055-4500 
  
Enlisted: Center for Personal and Professional Development 
  Attn: Virtual Education Center 
  1905 Regulus Avenue, Ste. 234 
  Virginia Beach VA 23461-2009 
  
  Phone: 1-877-838-1659 
  Comm: 757-492-4684 
  
Note:  Transcripts must be submitted to one of the offices listed above regardless of whether they are listed in 
SMART.  

  
How to Reconcile Navy Enlisted Classifications (NECs) 
  
1.  To request an NEC, enlisted personnel must meet the requirements of the NAVPERS 18068F, Chapter 4.  
Submit NAVPERS 1221/6 to NAVPERSCOM (PERS-4013C2).  

2.  Submission of Requests.  Requests can be submitted via mail, email, or fax.  If submitting request for multiple 
members for the same NEC, enter “see attached” on blocks 1 and 2.  Attach a list with the rate, name, and last 4 of 
the member's social security number to the NAVPERS 1221/6.  

     - Send fax to 901-874-2027.  Address the request to NAVPERSCOM (PERS-4013C2)  
     - Send email requests to MILL_NEC_REQUEST@navy.mil  
  
Mail requests to:   Navy Personnel Command 

PERS-4013C2 
5720 Integrity Drive 
Millington, TN 38055-3340  

 

4



3.  Click on the link provided to access a fillable electronic version of the NAVPERS 1221/6 form.  
  
  
How to Reconcile Navy Officer Billet Classifications (NOBCs) Active Duty Officers 
  
For active duty officers, the NOBC code appearing in the first NOBC column of an Officer Distribution Control 
Report (ODCR) transfers automatically to an officer's record upon assignment to a billet identified by that NOBC. 
The code is removed from the officer's record if the officer is in the billet for less than five months. An officer's 
automated record holds a maximum of 30 NOBCs reflecting the officer's most recent billet experience.  

For Inactive Duty Officers, analysis of information contained in the officer's qualifications records is maintained 
by the Navy Personnel Command (PERS-911) and is the basis for assigning NOBC codes.  Submit requests for 
new NOBC certification via the chain of command to Navy Personnel Command (Pers-911) using the format and 
criteria found in Chapter 9 of the BUPERSINST 1001.39. 

***The POC for correction of the NOBC on the Officer Data Card is: 
  
SPAWAR ITC NSIPS (CDM)  
NAS JRB FORT WORTH  
877-589-5991  
FAX: 817-782-6430  
NSIPSHELPDESK@NAVY.MIL 
  
  
What if your Warfare Designation is missing? 

Corrections: Contact your servicing PSD and have the Personnel Support Rep initiate a service request through 
the NSIPS helpdesk.  Proper documentation will be required.  Contact the NSIPS helpdesk @ DSN 647-5110, fax 
504-697-0342 or send an email to: NSIPShelpdesk@navy.mil  for additional help. 

What if your Master Training Specialist (MTS) certificate is missing? 

 Corrections: Mail certified copy of course completion certificates or Page 4 to the Virtual Education Center.   
  
Center for Personal and Professional Development 
Attn: Virtual Education Center 
1905 Regulus Avenue Suite 234  
Virginia Beach VA 23461-2009  
  
Sailors must provide their SSN, daytime phone number, and email address to Virtual Education Center to assist in 
validating the education information. Documents must be certified as true copy by current command or PSD. 
  
What if your Reserve Retirement Points are incorrect? 

1.  What do I do if I am missing AT/ADT on my Annual Retirement Point Record (ARPR)? 
If AT/ADT points were earned within the last 12 months, seek advice from your unit/NOSC. Once submitted 
through NSIPS, it takes approximately 60 days for the points to reflect online.  If 60 days have passed and the 
points are still not showing online, have your unit/NOSC contact the NSIPS Help Desk for assistance.  If the AT/
ADT is older than 12 months, forward supporting documentation to the address listed below for accreditation. 
Your next ARPR will reflect the updated information.  If you are an IRR member, submit supporting 
documentation for your AT/ADT to the address listed below.
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http://www.public.navy.mil/bupers-npc/reference/forms/NAVPERS/Documents/NAVPERS%201221-6.pdf
file:///mailto:NSIPSHELPDESK@NAVY.MIL


Supporting documents consist of the orders to include the pay voucher (if warranted) or the endorsed copy of the 
orders that indicates the REPORTING and DETACHING dates, a Page 5 (History of Assignments) from your 
service record, or an eval/fitrep that reports the dates performed.  Once the documents are received, please allow 30 
days for your point record to be updated.  If after 30 days the points have not posted online, call 1-866-827-5672 
and a customer service agent will check the status. 
  
2.  What do I do if I am missing Active Duty/ADSW on my ARPR?  
Effective 2006 active duty time electronically transmits to the participation record, but it takes approximately 60 
days from the release date for that time to post to the online point record. If 60 days have passed and the active 
duty time has not posted online, send a copy of the DD214 to Navy Personnel Command, PERS 912 for manual 
crediting. The address is listed below. The DD214 is preferred because many times the orders do not include the 
reporting and detaching dates. If you do not have a copy of the DD214, forward a copy of the endorsed Active 
Duty/ADSW orders that include the reporting/detaching dates to the address listed below for accreditation. 
  
3.  What do I do if I am missing Correspondence Courses on my ARPR?  
If the correspondence course is graded locally, the local reserve activity has the capability to enter the completion 
of courses via NSIPS if the completion date is within 12 months. Once the points are submitted through NSIPS, it 
takes approximately 60 days for them to show online.  If CNET Pensacola graded the course, the points will be 
electronically transmitted to the point record. You will see the points online approximately 60 days from the date 
of completion.  If after 60 days the points have not posted online, send a copy of the NETC completion certificate 
to Pers-912 for manual crediting.  Once sent, allow 60 days for the points to post online.  If the course was 
performed through Navy Knowledge Online E-Learning and you are a SELRES, there is no need to send the 
completion certificate to Pers-912 for manual crediting until 60 days after the completion date.   
  
NKO courses completed on or after 1 September 2009 by SELRES electronically post to the point record, but it 
may take approximately 60 days from the date of completion for the points to show online.  If after 60 days the 
points have not posted, send the completion certificate to the address listed below for manual crediting.  Do not 
scan the certificates for crediting.  Faxing or mailing is the preferred methods.  The information for mailing or 
faxing is listed below. If the course was completed prior to 1 September 2009, send to Pers-912 for manual 
crediting. 
  
If you are in the IRR and have completed NKO courses, fax or mail the certificate to Pers-912 for manual 
crediting.  At the present time, NKO courses completed by IRR members do not electronically post to the point 
record.  Once sent, allow 60 days for the points to post online.  If the correspondence courses completed are older 
than 12 months, forward supporting documentation to the address listed below for accreditation. Once sent, allow 
60 days for the points to post online. 
   
 4.  What do I do if I am missing funeral honor duty credit on my ARPR?  
If funeral honor duty point(s) are less than 12 months old, seek advice from your local reserve activity.  Funeral 
honor duty points are to be submitted through NSIPS for crediting. It will take approximately 60 days for the 
points to show online once submitted.  
  
If funeral honor duty point(s) are older than 12 months, documentation (funeral honor duty chit/muster report) 
must be submitted to Navy Personnel Command (Pers-912) for input. Supporting documentation can be submitted 
by fax, or mailed to the address listed below. 
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Address for retirement point related correspondence: Commander, Navy Personnel Command (Pers-912) 
        5720 Integrity Drive 
        Millington  TN 38055 
        Fax 901-874-7044 
        Or call Toll free  866-827-5672 
  

 You may access your point record via Bupers Online at https://www.bol.navy.mil/ 
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Visit N1's Webpage on the Navy 
Reserve Homeport
Do It Yourself Guide to Updating Your Record
 
To ensure the integrity of the Official Military Personnel File (OMPF), documents will not be accepted directly from the service member unless specifically authorized by regulation.  Service members who discover omissions in their OMPF should contact their personnel office for assistance.  Documents such as contracts (DD form 4), NAVPERS 1070/613, and NAVPERS 1070/604 need to be forwarded from the personnel office.  The below guide will assist you in reconciling your record.  
How to Reconcile Your Awards
To reconcile your awards follow the steps below in order:
 
Step 1:  Is the award listed in Navy Department Awards Web Service (NDAWS)?
Yes.      Go To Step 3; Check Your Online Record (ESR, OSR, PSR)
No.       Do the following:
 
     -  Make a good quality black and white copy of your missing award certificate (the one with the embossed, color picture of the award).  (Note: Home printers/copiers do not copy well.  If the result is poor, letters are light or fuzzy you will need to use a professional copier  - see your Personnel Office/PSD).     - Write your SSN at the top left-hand corner of each copy you are sending.     - If your 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.     -  Send the copies of your certificates/citations to your NDAWS Authority.  See “Your NDAWS Authority” above.     -  NDAWS will update the other electronic systems (ESR, ETJ, OSR, PSR) in approximately 1-2 weeks.
 
Step 2:  Is the “NDAWS Search Results Listing” correct?
Yes.      Go To Step 3; Check Your Online Record (ESR, OSR, PSR)No.       Do The Following:
 
brilliant On The Basics
To develop our Navy Reserve Sailors to their fullest potential, we focus our efforts on six basic programs to ensure success:  Career development boards, sponsorship, mentorship, recognition, command indoctrination, and command ombudsmen support.  Being Brilliant on the Basics helps launch and advance successful careers.  It's an investment in our future.  
 
 
2
If you have duplicate entries, entries that do not belong, or questions about the NDAWS Search Results Listing, you must contact your NDAWS Authority; see “Your NDAWS Authority” above.  Steps for eliminating duplicate entries are below. 
  
Step 3:  Is the award listed in the Online Record (ESR, OSR, PSR)?
Yes.       Next, check your OMPF (image) record (Step 4)
No.        Do The Following: (This only applies if the award is in NDAWS but not in your PSR/OSR)
 
     - Ensure your SSN is at the top left-hand corner and write “In NDAWS but not in OSR/PSR” at the top.  Also include a phone number/email address where you can be reached.     - Fax your missing award to PERS-312A at (901) 874-2001.     - See Important Notes below.
Step 4:  Is the award listed in your OMPF record?
Yes.       No Further ActionNo.        Do The Following:
 
Mail a legible, clean copy of the signed citation with your SSN printed in the upper left hand corner, to PERS-313.  No cover letter is required.  
Note, if the award was recently added into NDAWS (within the past 14 months) do not mail.
 
Important Notes:
     - NDAWS will update the other electronic systems (PSR, ESR, OSR, and Electronic Training Jacket (ETJ)) in approximately 1-2 weeks.  When submitting awards to the NDAWS authority or PERS-312 for updating your online record (only the award is already in your OMPF record), annotate in the upper left corner “For Data Entry Only (NDAWS/PSR)  - Do Not Scan to Record”.  Without this statement, the NDAWS authority or PERS-312 will submit the document to PERS-313 for filing and you will then have a duplicate award in your OMPF record.  Award documents for filing to the OMPF record must be mailed in, as they do not scan well.
      - If you are only correcting NDAWS or PSR/OSR, then you may fax the document(s) to the appropriate agency for action.  Ensure it is annotated “For Data Entry Only (NDAWS/PSR)  - Do Not Scan to Record”.
     - Only personal awards such as Navy and Marine Corps Achievement Medal, Navy and Marine Corps Commendation Medal, or Lifesaving Medal are reflected on the PSR.  Navy Good Conduct Award, Naval Reserve Meritorious Service Medal, and unit awards are not reflected.  They should be reflected on your ESR and/or NAVPERS 1070/604 (Page 4).
     - Your unit may have received awards after your departure. Check unit awards on the NDAWS website.   
They should be reflected on your ESR and/or NAVPERS 1070/604 (Page 4).
 
 
How to Reconcile your Evaluations/CHIEFEVAL/FITREPS
1.  How do I submit a missing report from my permanent record to the Performance Evaluation Division?
Generally, performance evaluations should be submitted by the command who issued the report to the member.  The command's administrative officer should be contacted to ensure proper and timely submission of performance evaluations.  When submitting missing performance evaluation(s) directly to PERS-32, mail a copy to the following address:
3
            Commander 
Navy Personnel Command
PERS 32
5720 Integrity Drive
Millington, TN  38055-3201
  
The copy must display all required signatures, initials, dates, and social security numbers.  If member is part of a summary group, all reports in the summary group must be received in order to process the reports.
The most common corrections to the image record (OMPF) are (if the correction pertains to Evals/FitRep  - see above):
     - Removal of duplicate document(s) 
     - Removal of document(s) that were corrected by another document (both documents must already be in the OMPF Record) 
     - Removal of document(s) belonging to someone else 
     - Removal of document(s) that were erroneously filed to the record, (i.e., document filed in your record contrary to policy or regulation such as birth certificate; Letter of Appreciation/Letter of Commendation)
  
2.  What if I see an erroneous document that does not belong to me filed on my OMPF.  How can I get it corrected?
 
     - Submit an email to Pers-313 to request administrative corrections to your service record.
     - Ensure you provide the document name and number, digital document number, field code number, and page number (the PDF page number)
     - Provide a brief description of the problem.  
 
Example:
Please remove the following document from my record:
Enlisted qual Hist 1070/604, DigDoc 12345678, FC36, page 2
This document belongs to another member.
 
Note:  They do not need the other member's name or SSN that is on the document (or copy of the document).  They will see it after they bring up the document using the DigDoc number.
 
3.  What if I see a duplicate document(s) filed on my OMPF.  How can I get it removed?
 
     - Submit an email to Pers-313 to request administrative corrections to your service record.
     - Ensure that you provide the document name and number, digital document number, field code number, and page number (the PDF page number).  State that it is a duplicate and provide the corresponding digital document number.
 
Please note the following on the difference between “Duplicate” and “Corrected”:
 
"Duplicate" is a mirror image (copy) of another document and is straight forward in correcting. (i.e. two award citations that have the same remarks, given on the same date but one has “First Award” and the other has “Second Award”.  This is not a duplicate.  One is a “Corrected” copy of the other.)
 
"Corrected" document is a document that was created to supersede another document and is handled quite differently.  Corrected documents must be submitted by the member's command for replacing the document in the OMPF record.
 
8
N1 "CODE IN THE SPOTLIGHT"
 
What does N1C4 do?  
The Data Integrity and Systems Department is responsible for being the key advisor in all matters related to the utilization, management, and functional representation of current personnel and manpower data systems to include: Navy Standard Integrated Personnel System (NSIPS), Defense Joint Military Pay System - Reserve Component (DJMS-RC), Reserve Headquarters Support (RHS); Serves as Chairman of the CCB, Inactive Manpower and Personnel Management Information System (IMAPMIS). They function as the Navy Reserve's manager and key advisor for engagement in the development of future personnel and manpower systems and programs and provide expert advice and guidance on all Reserve requirements and activity related to reserve personnel pay and manpower policy. Additionally, they are responsible for Force-wide accomplishment of all functional activities related to pay/personnel/manpower data systems management and development.  
 
 
Visit the N1C4 Webpage on the Navy Reserve Homeport 
 
 
 
 
 
 
MANPOWER STATS
RESERVE FORCE:
CEI COMPLIANCE - 94.82%
ESR COMPLIANCE - 94.78%
RESERVE FORCE STRUCTURE:
RC MAJOR COMMANDS -  6
AVIATION WINGS -  2
NAVY OPERATIONAL SUPPORT CENTERS - 125 (AT LEAST 1 NOSC IN EVERY U.S. STATE)
 N1C4
 Data Integrity
 
 
 
 
Example:
Please remove the following duplicate document from my record:
1070/604, Enlisted Qual Hist, FC36, DigDoc 12345678 page 2
It is a duplicate of: 
1070/604, Enlisted Qual Hist, FC36, DigDoc 987654321 page 4.
 
NOTE: The average turn-around time is 30 days for a request to be reviewed and acted upon.  It may exceed 30 days due to the high volume of requests.  Please do not submit more than one request.
 
 
  How to reconcile college degrees and courses
 
Some of the most common documents that need to be forwarded to another office are official transcripts of degree or college credits.  Only submit official transcripts (diploma/certificates will not be accepted) in envelopes sealed by the university to: 
Officers:         Navy Personnel Command
                  PERS-45E
                  5720 Integrity Drive
                  Millington TN 38055-4500
 
Enlisted:         Center for Personal and Professional Development
                  Attn: Virtual Education Center
                  1905 Regulus Avenue, Ste. 234
                  Virginia Beach VA 23461-2009
 
                  Phone: 1-877-838-1659
                  Comm: 757-492-4684
 
Note:  Transcripts must be submitted to one of the offices listed above regardless of whether they are listed in SMART. 
 
How to Reconcile Navy Enlisted Classifications (NECs)
 
1.  To request an NEC, enlisted personnel must meet the requirements of the NAVPERS 18068F, Chapter 4.  Submit NAVPERS 1221/6 to NAVPERSCOM (PERS-4013C2). 
2.  Submission of Requests.  Requests can be submitted via mail, email, or fax.  If submitting request for multiple members for the same NEC, enter “see attached” on blocks 1 and 2.  Attach a list with the rate, name, and last 4 of the member's social security number to the NAVPERS 1221/6. 
     - Send fax to 901-874-2027.  Address the request to NAVPERSCOM (PERS-4013C2) 
     - Send email requests to MILL_NEC_REQUEST@navy.mil 
 
Mail requests to:           Navy Personnel Command
PERS-4013C2
5720 Integrity Drive
Millington, TN 38055-3340 
 
4
3.  Click on the link provided to access a fillable electronic version of the NAVPERS 1221/6 form. 
 
 
How to Reconcile Navy Officer Billet Classifications (NOBCs) Active Duty Officers
 
For active duty officers, the NOBC code appearing in the first NOBC column of an Officer Distribution Control Report (ODCR) transfers automatically to an officer's record upon assignment to a billet identified by that NOBC. The code is removed from the officer's record if the officer is in the billet for less than five months. An officer's automated record holds a maximum of 30 NOBCs reflecting the officer's most recent billet experience. 
For Inactive Duty Officers, analysis of information contained in the officer's qualifications records is maintained by the Navy Personnel Command (PERS-911) and is the basis for assigning NOBC codes.  Submit requests for new NOBC certification via the chain of command to Navy Personnel Command (Pers-911) using the format and criteria found in Chapter 9 of the BUPERSINST 1001.39.
***The POC for correction of the NOBC on the Officer Data Card is:
 
SPAWAR ITC NSIPS (CDM) 
NAS JRB FORT WORTH 
877-589-5991 
FAX: 817-782-6430 
NSIPSHELPDESK@NAVY.MIL
 
 
What if your Warfare Designation is missing?
Corrections: Contact your servicing PSD and have the Personnel Support Rep initiate a service request through the NSIPS helpdesk.  Proper documentation will be required.  Contact the NSIPS helpdesk @ DSN 647-5110, fax 504-697-0342 or send an email to: NSIPShelpdesk@navy.mil  for additional help.
What if your Master Training Specialist (MTS) certificate is missing?
 Corrections: Mail certified copy of course completion certificates or Page 4 to the Virtual Education Center.  
 
Center for Personal and Professional Development
Attn: Virtual Education Center
1905 Regulus Avenue Suite 234 
Virginia Beach VA 23461-2009 
 
Sailors must provide their SSN, daytime phone number, and email address to Virtual Education Center to assist in validating the education information. Documents must be certified as true copy by current command or PSD.
 
What if your Reserve Retirement Points are incorrect?
1.  What do I do if I am missing AT/ADT on my Annual Retirement Point Record (ARPR)?
If AT/ADT points were earned within the last 12 months, seek advice from your unit/NOSC. Once submitted through NSIPS, it takes approximately 60 days for the points to reflect online.  If 60 days have passed and the points are still not showing online, have your unit/NOSC contact the NSIPS Help Desk for assistance.  If the AT/ADT is older than 12 months, forward supporting documentation to the address listed below for accreditation. Your next ARPR will reflect the updated information.  If you are an IRR member, submit supporting documentation for your AT/ADT to the address listed below.
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Supporting documents consist of the orders to include the pay voucher (if warranted) or the endorsed copy of the orders that indicates the REPORTING and DETACHING dates, a Page 5 (History of Assignments) from your service record, or an eval/fitrep that reports the dates performed.  Once the documents are received, please allow 30 days for your point record to be updated.  If after 30 days the points have not posted online, call 1-866-827-5672 and a customer service agent will check the status.
 
2.  What do I do if I am missing Active Duty/ADSW on my ARPR? 
Effective 2006 active duty time electronically transmits to the participation record, but it takes approximately 60 days from the release date for that time to post to the online point record. If 60 days have passed and the active duty time has not posted online, send a copy of the DD214 to Navy Personnel Command, PERS 912 for manual crediting. The address is listed below. The DD214 is preferred because many times the orders do not include the reporting and detaching dates. If you do not have a copy of the DD214, forward a copy of the endorsed Active Duty/ADSW orders that include the reporting/detaching dates to the address listed below for accreditation.
 
3.  What do I do if I am missing Correspondence Courses on my ARPR? 
If the correspondence course is graded locally, the local reserve activity has the capability to enter the completion of courses via NSIPS if the completion date is within 12 months. Once the points are submitted through NSIPS, it takes approximately 60 days for them to show online.  If CNET Pensacola graded the course, the points will be electronically transmitted to the point record. You will see the points online approximately 60 days from the date of completion.  If after 60 days the points have not posted online, send a copy of the NETC completion certificate to Pers-912 for manual crediting.  Once sent, allow 60 days for the points to post online.  If the course was performed through Navy Knowledge Online E-Learning and you are a SELRES, there is no need to send the completion certificate to Pers-912 for manual crediting until 60 days after the completion date.  
 
NKO courses completed on or after 1 September 2009 by SELRES electronically post to the point record, but it may take approximately 60 days from the date of completion for the points to show online.  If after 60 days the points have not posted, send the completion certificate to the address listed below for manual crediting.  Do not scan the certificates for crediting.  Faxing or mailing is the preferred methods.  The information for mailing or faxing is listed below. If the course was completed prior to 1 September 2009, send to Pers-912 for manual crediting.
 
If you are in the IRR and have completed NKO courses, fax or mail the certificate to Pers-912 for manual crediting.  At the present time, NKO courses completed by IRR members do not electronically post to the point record.  Once sent, allow 60 days for the points to post online.  If the correspondence courses completed are older than 12 months, forward supporting documentation to the address listed below for accreditation. Once sent, allow 60 days for the points to post online.
  
 4.  What do I do if I am missing funeral honor duty credit on my ARPR? 
If funeral honor duty point(s) are less than 12 months old, seek advice from your local reserve activity.  Funeral honor duty points are to be submitted through NSIPS for crediting. It will take approximately 60 days for the points to show online once submitted. 
 
If funeral honor duty point(s) are older than 12 months, documentation (funeral honor duty chit/muster report) must be submitted to Navy Personnel Command (Pers-912) for input. Supporting documentation can be submitted by fax, or mailed to the address listed below. 
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Address for retirement point related correspondence:         Commander, Navy Personnel Command (Pers-912)
                                                                        5720 Integrity Drive
                                                                        Millington  TN 38055
                                                                        Fax 901-874-7044
                                                                        Or call Toll free  866-827-5672
 
 You may access your point record via Bupers Online at https://www.bol.navy.mil/
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