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NAVCRUITDIST PORTLAND INSTRUCTION 1131.4L

Subj: HANDLING, STOWAGE AND ADMINISTRATICON OF THE NAVY ADVANCED
PLACEMENT TEST (NAPT)

Ref: {(a) COMNAVCRUITCOMINST 1130.8J (Volume 4)
(b} OPNAVINST 5510.60M

Encl: (1} NRD Portland NAPT Test Inventory Checklist
(2) NAPT Test Control Log

(3) NAPT Container Status Log

{(4) NAPT Roster of Examinees

(5) Sample Quarterly NAPT Program Audit Report

1. Purpose. To promulgate procedures with references (a) and
(b) for:

a. Requisitioning, storing, issuing, safeguarding and
accounting for Navy Advanced Placement Test (NAPT) materials.

b. Test administration of NAPT materials.
C. Destruction of NAPT materials.

2. Cancellation. NAVCRUITDISTPORTLANDINST 1131.4K.

3. Responsibility

a. All testing responsibilities will be as set forth in
reference (a}, Section 1 paragraph 040101. Additional
responsibilities are as fcllows:

(1) Commanding Officer (CO), is responsible for the
custody of all NAPT Testing Materials and for the overall
administration of the NAPT program. The CO may transfer primary
custody of NAPT materials to the Test Control Officer {TCO). 1In
addition, the CO shall perform a quarterly review of the NRD’s
NAPT program.

{2) TCO is responsible for supervising all aspects of
Administration Storage and Accounting for the NAPT Testing
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Program. The TCO shall conduct monthly reviews of the NAPT
Program and provide to the CO a Quarterly Audit for review. The
TCO may grant sub-custody of NAPT Materials to designated
Assistant Test Control Officers (ATCOs) or NAPT test
Administrators.

(2) ATCCs 1is responsible for NAPT test administration
procedures as directed by the TCO.

(3) The Enlisted Processing Division Supervisor (EPDS)
or Senior Enlisted Classifier (2612 or 9586), at each Military
Entrance Processing Station (MEPS) or Navy Recruiting Processing
Station (NRP3S) is responsible for the actual administration,
including testing, grading, and logging of test results, when
the NAPT is administered at their respective MEPS or NRPS.

{4) Education Specialists (EDSPEC) is responsible for
actual test administration, including testing, grading and
logging of test results, when they administer the NAPT as
requested by the TCO, R-0OP3, NRPS EPDS,

4. Prcocedures. The following govern the NAPT program:

a. Security. All NAPT test materials shall be provided
security as classified materials as set forth in reference {(a),
paragraph 040104 and reference (b).

b. Administration of the NAPT. The NAPT will be
administered in accordance with reference (a), paragraph 040108.

c. NAPT Retest Policy. The retest policy for the NAPT will
be in accordance with reference (a), paragraph 040108 k.

d. Transmittal of NAPT Materials. Mailing and handiing of
NAPT materials will be in accordance with reference (a),
paragraph 04010C3.

e. Loss or Compromise of NAPT Material. Upon discovery of
a2 loss or compromise of NAPT material, as defined by reference
{a) paragraph 040106, proceed in accordance with reference (a),
paragraph 040107.
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f. Monitoring. On the first working day of each month,
completed copies of the NRD Portland NAPT Test Inventory
Checklist, enclosure {1}, NAPT Test Control Log, enclosure {2),
NAPT Container Status Log, enclosure (3), and NAPT Roster of
Examinees, enclosure (4) for the previous month shall be
submitted to the TCO for review, and shall be retained in the
NRD NAPT Program master log book

g. Quarterly Audit. By the 25% gate in the months of
Januvary, April, July and October, the Senior Classifier, EPDS,
or ATCO at designated testing locations, shall complete the
Quarterly Audit Letter, enclosure (5) and submit it and all
original NAPT Test Answer Sheets and Scratch Papers; in
accordance to the Transmittal of NAPT Materials, to the TCO.

The TCO shall then compare NAPT answer sheets with each NAPT
Roster of Examinees entry for correct and complete accounting of
all materials., The TCO shall then conduct an Audit of the NRD’s
NAPT Testing Program and complete the enclosure (5), and submit
it to the CO for review and signature. Once complete, the
signed Audit Letter is submitted to NRC Region EPO no later than
the 50% gate for the aforementioned months.

h. Procurement of Materials. Procurement of NAPT materials
will be in accordance with reference (a), paragraph 040102,

i. Destruction of Materials. Destruction of all NAPT
material will be in accordance with reference (a), paragraph
040105.

5. Forms. Enclosures (1) through (5) can be obtained via the

o

R. M. CANDILORO

Distribution:
NAVCRUITDISTPORTLANDINST 5216.10
Lists A (5, 6, 7, 9 and 13 only), B, and C



NAVCRUITDISTPORTLANDINST 1131.4L

11 aApr 12

ONIY SHON L¥ G3NIVLY
ONIY¥ SYON LY JINIVLIEY
ON3IY SHON 1¥ d3NIvL3y
ONIY SYON LY Q3NIvL3Y

'SLNFNINOD/SHUVINTY

EO0LET [ d ASH

E00LEZ / O AN

£00LET / d 1531
CE0DLEZ /O 1S3L

HIGWNN TVIYIS

ONIY SHON AQOLSND-9NS

109 SdAW LV G3INIVLIY
108 SdaIN Lv JINIV1IIY
1089 Sd3 1V Q3INIVLIY
109 Sd1N LY Q3INIV.LIY

ISANIWWOI/SHUVIANTY

"ZOOLEZ [ d ASY
TOOLEZ /O AT
T00LET/ d 1S3l
700L€T/ O1S3L
HIGWNN VIS

45108 Sd4W AQOLSNI-9NS

OH 1v QINIVLIY

DH 1V A3INIVL3Y

DH L1V QINIY1IY

DH 1V QINIVLIY

OH LV QINIVLIY

DH 1¥ QINIVEIY

DH 1v QINIVL3Y

DH 1¥ QINIvL3y

Adop Bupjiopp
Adody Bupjiopn

(¥ 33vd) DH 1¥ GINIVLIY
(v %2¥d) BH Lv aaNIvi3y
{¥ ¥2vd) DH LV QaNIv13y
{V Dvd) DH LV JINIVL3Y
(¥ 0vd) DH LY U3NIVLIY
(¥ 32%d) DH LY a3NIvLaY
(¥ %0vd) DH Lv Q3NIVL3Y
{vOvd) DH 1Y G3INIv13d
(¥ YIvd) OH L¥ QINIVLIY
{v2vd) OH 1¥ ganIvLay
'SLNIWINOD/SHUVINTY

TO0LEZ / d AT
T00LET /0 A
00D/ EE / d A3
SDOLET / d AT
FORLEE / d ATN
9004 ET / O A
S00/€7 / O AT
PO0LET / O AN
100267 / d 4531
100LET /O L1531
RO ET / d 1531
LDOLET [ d 1511
90087 /d 1531
S00/€T /d 1531
FDOLEE fd 1531
R00LET / 01531
LODLET /D UsA,
900LE¢ / O 1S3l
nn/sz /01831
v00/ €7 / O 1531

YIGINNN TYIY3S

LSITDAHD AYOLNIANI L53L LdVYN ONYILYOd AYN

O

h

Enclosure (1)
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NAFT CONTAINER STATUS LOG MRDc TEST STE:
MONTH/YEAR;, J.
DAY STATUS/COMMERTS - 8OTE: AN ENTAY 15 REQUIRED FOR EVERY WORKDAY OF THE MONTH EVEH IF THE CONTAINER |5 NOT QPENED MAME, RATE | PRIKT] SIGHATURE

Enclosure {3)
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NAPT ROSTER OF EXAMINEES NRD: TEST SITE:
START DATE: END DATE;
: - : " 1966/4 AND
TEST DATE : _ EXAM EXAM TEST ADMINISTRATOR TEST ADMINISTRATOR PRIDE ENTRY
{mm/ddfyyyy) |EXAMINEE NAME {LAST, FIRST) |VERSION  |SERIAL#  [GRADE  |NAME (RATE, LAST, FIRST) [sIGNATURE MADE

Enclosure {4)
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COMNAVCRUITCOMINST 1130.8J) — VOLUME |V

EXHIBIT 040104. SAMPLE QUARTERLY NAPT PROGRAM AUDIT REPORT

From: Commanding Officer, Navy Recruiting District Xxx
To. COMNAVCRUITREGXXXX

Subj: 1ST QUARTER 2012 NAPT PROGRAM AUDIT REPORT, NRD Xxx
Ref. (a) COMNAVCRUITCOMINST 1130.8 series, Volume [V, Chapter 4
(b) MILPERSMAN Article 1236-030
(c) COMNAVCRUITCOMINST 1136.2 series

IAW ref (a), an audit of NRD Xxx's NAPT program was conducted by the Operations
Officer, LT J. J. Jones with the following results:

1. NAPT Materials Inventory:

NAPT Exams: NAPT Answer Keys:
a. NRD Headquarters, OPS Officer's safe, 4th deck room 165:

M150001 N150001 M150001

M150002 N150002 N150001

and no others and no others

b. MEPS Buckland, Senior Classifier's safe, 2nd deck NRPS room 25:

M150005 N150005 M150002
M150006 N150006 N150002
and no others and no others

2. NAPT Test Control Logs at both test storage locations were inspected and found to
be in compliance with ref (a), Articie 040104,

3. The following is a list of all the NRD’s NAPT administrators and their initial
designation dates. All are qualified per ref (c). Each is designated in writing. The
military members have a 1070/613 on file per ref (a), Article 040101:

LT J. J. Jones 3/2010 EM1 8. 8. Smith 9/2009 Mr. R. R. Roberts 2/1998
PS1 T.T. Thomas 8/2010 PSCS F. F. Fox 5/2010  Mr. L. L. Lincoln 6/ 2006

All of the above received periodic NAPT training during the 10/21/2010 DCO.

4. All NAPT security containers meet the requirements of paragraph section 040108.a.

(NAVCRUITDIST CO Signature)

Chapter 4 Section 1 20
Enclosure (5}



