
RESIDUAL FILE CHECKLIST

	NAME:      
	SSN:     
	DATE OF FINAL DISPOSITION:       

	NAVCRUITDIST PROC:      
	NAVCRUITDIST:      

	The following actions will be completed and the following documents will be kept in a residual file as indicated in the CRUITMAN-OFF after an application is withdrawn, rejected, records are transferred, or when a applicant declines to accept selection, transfers (another NRD, OCS/OIS, etc.), or supercedes to an active duty appointment (whichever occurs latest).   Destruction of files shall be by burning or shredding.



	Action Taken                                                             ACTION REQUIRED

	
	Enlistment/Commissioning and superceding paperwork, including copies of orders 


	
	Final PORT/CIRIMS entry completed and copy of final SEEREC 

	
	Final CIRIMSW entry completed

	
	OTOOLS entries completed 

	
	Application Control and Processing Record (NAVCRUIT 1131/1) 

	
	CC of Report of Physical Exam (DD 2808), Report of Medical History (DD 2807-1) and Privacy Act Stmt for Health Care Records (DD 2005) (Original physical paperwork kept in a separate file until expiration of physical) and Hold Harmless Agreement if applicable.

	
	Application for Commission (NAVCRUIT 1100/11) or application for recall

	
	CC of EPSQ

	
	CC of birth certificate/Verification of Birth  

	
	CC of Evidence of Citizenship (if applicable)

	
	CC of all transcripts 

	
	Any pertinent documents, such as licenses, etc.,  as required by program

	
	Privacy Act Statement for SSN

	
	Pertinent correspondence with applicant 
	

	
	Summary Sheets, Fitness Reports, Evaluations and Interviews 

	
	Third party information (employment, character and peer reference, Police Record Checks, etc.,) pulled from record and destroyed by burning or shredding.

	
	Documents of value to applicant  (originals of transcripts, birth certificates, diplomas, licenses, discharge certificates, etc., returned to applicant when possible.

	REMARKS
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