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M LPERSMAN 1236- 030

SAFEGUARDI NG ENLI STED CLASSI FI CATI ON TEST NATERI AL

Responsi bl e | CNO (N13) Phone: DSN 225-4449
Ofice COM| (703) 695-4449
FAX 227- 7751

Gover ni ng BUPERSI NST 1001. 39D
Directives | COWNAVRESFORI NST 1001.5C
COWNAVCRUI TCOM NST 1130. 8F
COWMNAVCRUI TCOM NST 5400. 2D

1. Policy. Enlisted classification test materials, including
exam nation questions and answers, are official information and
warrant protection under statutory requirenments or in the public
interest. This article sets forth m nimum protection and
control and applies specifically to all enlisted classification
test materials such as the foll ow ng:

Armed Forces C assification Test (AFCT)

Armed Services Vocational Aptitude Battery (ASVAB)

Def ense Language Aptitude Battery (DLAB)

Navy Advanced Prograns Test (NAPT)

®e0 o

Radi o0 Code Aptitude Battery (RCAT)

2. Labeling and Handl i ng

a. Al tests (including exam ner’s copy) and scoring keys
are designated “For Oficial Use Only” and nust be so | abel ed.

b. Test answer sheets nust be handled as “For O ficial Use
O]I y. ”

c. Handling of unw apped tests, scoring keys, copies of

tests, and conpl eted answer sheets after test adm nistration
must be limted as foll ows:
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ACTIVITY TEST CONTROL TEST ADM NI STRATOR ENLI STED
OFFI CER (TCO CLASSI FI CA-
TI ON TESTS
(aut hori zed by (by witten (testing and
Chi ef of Naval order of the gr adi ng)
Operations (CNO commandi ng
(N13) to hold officer or
enlisted r eadi ness
classification commander)
tests)
Personnel Support |Officer in Assi gned Enlisted AFCT
Activity Char ge Classifier (PN 2612) ASVAB
Det achnent s (exception - DLAB
designated in witing RCAT
by TCO
NOTE: Al so determ nes
retesting eligibility
Navy Recruiting A commi ssioned |Any E-7 or above NAPT
Districts (NRD) of ficer designated in witing
by the NRD Conmmandi ng
Oficer
Naval Reserve The assigned Enlisted |ASVAB
Readi ness Command Cassifier (PN2612) DLAB
( NAVRESREDCOM) RCAT

NOTE: Al so over sees
activity Enlisted
Classifiers

Naval Air Station

(NAS)

Naval Air

Facility (NAF)

Naval Air Reserve

( NAVAI RES)

Naval Reserve Classification |Classification

Cent er Coor di nat or Coordi nat or Reserve

( NAVRESCEN) Activity assets who
nmeet the requirenents
of BUPERSI NST 1001. 39D
or COWAVRESFORI NST
1001. 5C

Naval and Mari ne

Cor ps Reserve
Cent er
( NMCRC)

Naval Air
Cent er
( NAVAI RESCEN)

Reserve
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3. Accounting for Materials. Enlisted classification test
mat erials nmust be carefully accounted for and stored as
specified in this article when not in use.

a. A log nust be kept on access to classification test
materials with the bel ow m ni muminformation entered:

(1) |Time and date safe opened and cl osed.
(2) | Wio had access.

(3) |Test materials renoved and returned.
(4) Reason renoved and returned.

(5) |A positive indication that all materials are
accounted for.

(6) Daily entries as to whether or not the safe
was opened.

b. Inventory shall be by

(1) serial number.
(2) nunber of each item on board.

c. Oher inventories will be according to
COWNAVCRUI TCOM NSTS 1130. 8F and 5400. 2D.

d. After testing, but prior to the departure of the
exam nee(s), all test materials will be collected (i.e., test
bookl et, answer sheet, scratch paper, pencils, etc.) and handl ed
as foll ows:

(1) The test booklet will be given a page- by-
page check.

(2) |AIl pencil marks wll be erased fromthe
test booklet before it is used again.

(3) Copi es that are too narked-up or
deteriorated beyond use will be destroyed
as prescribed in this article and reported
as destroyed on the next sem -annua

Cl assification Report. (Exception: NAPT
test materials held by Navy Recruiting
Districts shall be returned to CNO
(N133D) .
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4. Travel

a. Enlisted classification test materials nust not be taken
t o geographical |ocations other than the one designated an
enlisted classification site by CNO or Commander, Naval Reserve
Force (COVWNAVRESFOR) (i.e., enlisted classification test
materials shall not be taken on road trips w thout proper
aut hori zation).

b. Requests to performtravel with enlisted classification
test materials nust be forwarded to CNO (N13) via the chain of
command and nust state

(1) the specific reason and justification for
travel

(2) |that test materials will remain in personal
cust ody of those persons authorized to
handl e such materi al s;

(3) that the travel can be conpleted in | ess
than 1 day;

(4) that a safe is available at the testing
site to which travel is desired;

(5) that no one except the TCO Enlisted
Classifier, or Enlisted Coordinator (for
Naval Reserve activities) has access to the
saf e;

(6) that | ocal funding of the travel is
avai | abl e; and

(7) that no other reasonable neans exists to
acconplish the desired testing.

5. Transfer

a. Enlisted classification test materials nust not be
transferred between activities unless specifically authorized by
CNO (N13).

b. For Naval Reserve activities, enlisted classification
test material custody nmust not be transferred between activities
unl ess specifically authorized by

(1) COVNAVRESFOR (Code 22A6) for air activities.

(2) COWNAVRESREDCOM for surface activities,
with a copy to COWAVRESFOR (Code 22A6).

Jan 2003 CD



1236- 030
22 Aug 2002
Page 5 of 7

6. Repl acenent

a. Replacenent test materials nmust be requested by letter
stating the reason for the test materials requested.

(1) |For Navy Recruiting Districts a |letter of
request must go to CNO (N13) via Conmander,
Navy Recruiting Command, M IIlington, TN
(2) |For Naval Reserve activities a letter of
request nmust go to COVWNAVRESFCOR ( Code 22A6)
via the proper chain of command (i.e.
NAVRESREDCOM NAS/ NAF/ NAVAI RES) .

b. Od test materials nust be destroyed per this article
upon recei pt of replacenents (except NAPT test materials held by
Navy Recruiting Districts).

7. Transmttal

a. Transmttal of test materials (except blank answer
sheets) nust be as follows:

(1) By registered mail

(2) Packages of classification test materials nust be
 doubl e wapped,
» tape sealed, and

 acconpanied by a delivery receipt for all test
mat eri al s.

(3) The inner and outer envel opes nust reflect the
address of both the sending and receiving
conmands.

(4) The i nner wrapper must be plainly narked
e on the tape seal, and
* on both sides at the top and bottom and

e at both ends,
“TO BE OPENED ONLY BY PERSONNEL AUTHORI ZED TO
HANDLE NAVAL M LI TARY PERSONNEL TEST MATERI AL.”

b. Upon receipt and determ nation by the receiving activity
that the package contains test materials and prior to renoval of
t he marked wapping, it nust be delivered only to the designated
Enlisted Classification Test Control Oficer to preclude the
possibility of conprom se.
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8. Storage. M ninumstorage requirenents for test materials
are as follows:

a. |Metal file cabinets with |ocking bar or safes
that have a 3-tunbl er conbination security |ock
nmust be used (portable cabinets and safes are not
accept abl e) .

b. | The | ock conbination shall be periodically
changed as prescribed for classified materi al
cont ai ners.

9. Destruction

a. Destruction of test materials nust be by burning or
shreddi ng and nust be acconplished under the supervision of
personnel designated to handle test materials, who nust certify

(1) |date of destruction,

(2) |title of material,

(3) | NAVPERS nunber,

(4) |serial nunber, and

(5) | nunmber of copies destroyed.

b. The certification shall be retained by the responsible
custodian of test materials until 2 years after the test series
i s cancel ed.

c. For Naval Reserve activities, test material destruction
must be reported to NAVRESREDCOM (for surface) and COVNAVRESFOR
(Code 22A6) (for air) on the next sem -annual C assification
Report .
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10. Conpromni se or Loss

a. Conprom se or loss of any enlisted classification test
nmust be reported by both nessage and letter as foll ows:

mat eri al

(1) Brief nmessage to CNO (N13) (with information
addressee as appropriate) within 24 hours of
di scovery.

(2) Letter to CNO (N13) reporting mssing, |ost,

or stolen Governnent property (via the
appropriate chain of command) providing

e pertinent information about the | oss or
conprom se

e specific corrective action taken to
precl ude recurrence,

e findings of fact, and

e reconmendations of the investigator.

b. An investigation is required in all cases of conprom se,
probabl e conpromi se, or loss of enlisted classification

mat eri al .
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