
DISTRIBUTION OF ENLISTED DOCUMENTS
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Inactive and Active Duty Enlistments
	Additional Directions for Enlistments

	ALL:  

- Give member program and OCS/OIS information in an envelope at time of enlistment.

- Upon enlistment, make the appropriate PORT and  AAMS entries, ensuring date and code are correct.

Inactive Duty Enlistees:

- Maintain Service Record and Health Record until enlistee prepares to transfer to OCS.

- Annual Certificate of Physical Condition shall be completed annually until member transfers.

- Upon transfer, member hand-carries their original orders plus 5 copies to OCS.  The officer processor shall mail the officer candidate’s service record and health record to OCS NET 2 weeks and NLT 1 week prior to the candidate’s OCS report date.   

Active Duty Enlistees:

- Give member the Collegiate, BAH/BAS, Air Status letter signed by CO, Collegiate Management Instruction, Health Care Benefit Fact Sheet.

- Active duty collegiates' PRT results are to be maintained in the PRIMS system by the CFL.

- Hold service record until the active duty orders are received, forwarded to member for signature and returned record to PSD.

- Maintain member’s health record with the residual file until member transfers.

- Upon transfer, member hand-carries original orders plus 5 copies to OCS.  The officer processor shall mail the service and health records to OCS NET 2 weeks and NLT 1 week prior to OCS report date.    


LEFT SIDE – TOP TO BOTTOM

	DOCUMENT
	INACTIVE DUTY ENLISTMENT
	ACTIVE DUTY ENLISTMENT

	OPNAV 5211/9   

Privacy Act of 1974 
	ORIGINAL – SERVICE RECORD

COPY – RESIDUAL FILE
	ORIGINAL – SERVICE RECORD

COPY – RESIDUAL FILE

	OPNAV 5520/20  

Personnel Security Investigation & Access 
	ORIGINAL – SERVICE RECORD

CERTIFIED COPY – PERS 803

COPY – RESIDUAL FILE
	ORIGINAL – SERVICE RECORD

CERTIFIED COPY – PERS 803

COPY – RESIDUAL FILE

	NAVCRUIT 1320/1

Active Duty Orders to Officer Candidate
	ORIGINAL+7 – SERVICE MEMBER

COPY – SERVICE RECORD

COPY – RESIDUAL FILE
	N/A

	ACTIVE DUTY COLLEGIATE ORDERS

Issued by CNRC
	N/A
	ORIGINAL – PSD

COPY – SERVICE RECORD

COPY – RESIDUAL FILE

	ACTIVE DUTY ORDERS

Issued by BUPERS
	N/A
	ORIGINAL – PSD

COPY – SERVICE MEMBER

COPY – SERVICE RECORD

COPY – RESIDUAL FILE

	OPNAV 5350/1

Drug and Alcohol Abuse Statement of Understanding
	ORIGINAL – SERVICE RECORD

CERTIFIED COPY – PERS 803

COPY – RESIDUAL FILE
	ORIGINAL – SERVICE RECORD

CERTIFIED COPY – PERS 803

COPY – RESIDUAL FILE

	DD Form 2366

Montgomery GI Bill Act of 1984 (MGIB)
	ORIGINAL – SERVICE RECORD

CERTIFIED COPY – PERS 803

COPY – RESIDUAL FILE
	ORIGINAL – SERVICE RECORD

CERTIFIED COPY – PERS 803

COPY – RESIDUAL FILE

	EPSQ

Questionnaire for National Security Positions
	ORIGINAL – OPM

CERTIFIED COPY – SERVICE RECORD

CERTIFIED COPY – RESIDUAL FILE
	ORIGINAL – OPM

CERTIFIED COPY – SERVICE RECORD

CERTIFIED COPY – RESIDUAL FILE

	AUTHORIZATION FOR ACCESSION BONUS LETTER  

(If Applicable)
	N/A
	ORIGINAL – PSD

COPY – SERVICE RECORD

COPY – RESIDUAL FILE

	OFFICIAL CORRESPONDENCE

(e.g., awards, letters of appreciation & commendation)
	ORIGINAL – SERVICE MEMBER

COPY – SERVICE RECORD

COPY – RESIDUAL FILE
	ORIGINAL – SERVICE MEMBER

COPY – SERVICE RECORD

COPY – RESIDUAL FILE

	 DD 214

Certificate of Release or Discharge (If Applicable)
	CERTIFIED COPY – SERVICE RECORD

CERTIFIED COPY – RESIDUAL FILE
	CERTIFIED COPY – SERVICE RECORD

CERTIFIED COPY – RESIDUAL FILE

	NAVPERS 1070/605

History of Assignments
	ORIGINAL – SERVICE RECORD

CERTIFIED COPY – PERS 803

COPY – RESIDUAL FILE
	ORIGINAL – SERVICE RECORD

CERTIFIED COPY – PERS 803

COPY – RESIDUAL FILE

	BIRTH CERTIFICATE

OR DD FORM 372
	ORIGINAL – SERVICE RECORD

CERTIFIED COPY – RESIDUAL FILE
	ORIGINAL – SERVICE RECORD

CERTIFIED COPY – RESIDUAL FILE

	COLLEGE TRANSCRIPTS 

(2 Sets)         
	ORIGINAL – SERVICE RECORD

CERTIFIED COPY – RESIDUAL FILE
	ORIGINAL – SERVICE RECORD

CERTIFIED COPY – RESIDUAL FILE


	RIGHT SIDE – TOP TO BOTTOM



	DOCUMENT
	INACTIVE DUTY ENLISTMENT
	ACTIVE DUTY ENLISTMENT

	NAVPERS 1070/613

Administrative Remarks
	ORIGINAL – SERVICE RECORD

CERTIFIED COPY – PERS 803

COPY – RESIDUAL FILE
	ORIGINAL – SERVICE RECORD

CERTIFIED COPY – PERS 803

COPY – RESIDUAL FILE

	NAVPERS 1070/604

Enlisted Qualifications 
	ORIGINAL – SERVICE RECORD

COPY – RESIDUAL FILE
	ORIGINAL – SERVICE RECORD

COPY – RESIDUAL FILE

	NAVPERS 1070/602

Dependency Application/ Record of Emergency Data
	ORIGINAL – SERVICE RECORD

CERTIFIED COPY – PERS 803

COPY – RESIDUAL FILE
	ORIGINAL – SERVICE RECORD

CERTIFIED COPY – PERS 803

COPY – RESIDUAL FILE

	SGLV 8286

Service Member’s Group Life Insurance Election
	ORIGINAL – SERVICE RECORD

CERTIFIED COPY – PERS 803

COPY – RESIDUAL FILE
	ORIGINAL – SERVICE RECORD

CERTIFIED COPY – PERS 803

COPY – RESIDUAL FILE

	NAVPERS 1740/6

Navy Dependent Care Certificate (If Applicable)
	ORIGINAL – SERVICE RECORD

COPY – RESIDUAL FILE
	ORIGINAL – SERVICE RECORD

COPY – RESIDUAL FILE

	NAVPERS 1740/7

Family Care Plan Arrangements
	ORIGINAL – SERVICE RECORD

COPY – RESIDUAL FILE
	ORIGINAL – SERVICE RECORD

COPY – RESIDUAL FILE

	DD FORM 4

Enlistment Document – Armed Forces of the United States
	ORIGINAL – SERVICE RECORD

CERTIFIED COPY – PERS 803

COPY – CNRC – APPROPRIATE CODE

COPY – SERVICE MEMBER

COPY – RESIDUAL FILE
	ORIGINAL – SERVICE RECORD

CERTIFIED COPY – PERS 803

COPY – CNRC – APPROPRIATE CODE

COPY – SERVICE MEMBER

COPY – RESIDUAL FILE

	USMEPCOM Form 601-23-4-E

Restrictions on Personal Conduct in the Armed Forces
	ORIGINAL – SERVICE MEMBER

Copy – SERVICE RECORD

COPY – RESIDUAL FILE
	ORIGINAL – SERVICE MEMBER

Copy – SERVICE RECORD

COPY – RESIDUAL FILE

	PROGRAM SERVICE AGREEMENT

Appropriate Service Agreement in CRUITMAN-OFF Annex
	ORIGINAL – SERVICE RECORD

CERTIFIED COPY – PERS 803

COPY – CNRC – APPROPRIATE CODE

COPY – SERVICE MEMBER

COPY – RESIDUAL FILE
	ORIGINAL – SERVICE RECORD

CERTIFIED COPY – PERS 803

COPY – CNRC – APPROPRIATE CODE

COPY – SERVICE MEMBER

COPY – RESIDUAL FILE

	DD FORM 1172

Application for Uniformed Services Identification Card/DEERS Enrollment
	N/A
	ORIGINAL – SERVICE MEMBER

Copy – SERVICE RECORD

COPY – RESIDUAL FILE

	FORM W4

Employee’s Withholding Allowance Certificate
	N/A
	ORIGINAL – PSD

COPY – SERVICE MEMBER

	Standard Form 1199A

Direct Deposit Sign-up Form
	N/A
	ORIGINAL – PSD

COPY – SERVICE MEMBER

	DD FORM 2058

State of Legal Residence Certificate
	ORIGINAL – SERVICE RECORD

COPY – RESIDUAL FILE
	ORIGINAL – SERVICE RECORD

COPY – RESIDUAL FILE


HEALTH RECORD

TOP TO BOTTOM

	DOCUMENT
	INACTIVE DUTY ENLISTMENT
	ACTIVE DUTY ENLISTMENT

	DD FORM 2808 

REPORT OF MEDICAL EXAMINATION

(Include Attachments and Consults)
	ORIGINAL – HEALTH RECORD

CERTIFIED COPY – RESIDUAL FILE
	ORIGINAL – HEALTH RECORD

CERTIFIED COPY – RESIDUAL FILE

	DD FORM 2807-1

REPORT OF MEDICAL HISTORY
	ORIGINAL – HEALTH RECORD

CERTIFIED COPY – RESIDUAL FILE
	ORIGINAL – HEALTH RECORD

CERTIFIED COPY – RESIDUAL FILE

	NAVMED 6120/3

Annual Certificate of Physical Condition
	ORIGINAL – HEALTH RECORD

CERTIFIED COPY – RESIDUAL FILE
	ORIGINAL – HEALTH RECORD

CERTIFIED COPY – RESIDUAL FILE

	DD FORM 2005

Privacy Act Statement – Health Care Records
	ORIGINAL – HEALTH RECORD

CERTIFIED COPY – RESIDUAL FILE
	ORIGINAL – HEALTH RECORD

CERTIFIED COPY – RESIDUAL FILE
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