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 Comprehensive review of regular, concurrent, letter-extension

reports, not observed, and the differences between them.

 Required signatures for reports and guidance on who can sign them.

 Incarceration, Unauthorized Absence, and Deserter Status.

 Inactive (INACT) Duty Reports on Navy Reservists.

 Midterm counseling and report due dates.

 Flag Officer reports and schedule.
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Report Types 

There are three types of reports.

Regular reports - Must be submitted periodically and must cover, day-for-day all naval 

service on active duty or inactive drilling reserve duty, except for enlisted initial entry 

training and other limited circumstances.

Concurrent reports - Provide a record of significant performance for ACDU and FTS 

members fulfilling ADDU or TEMADD orders; and for reservists supporting the ACDU 

and/or their designated cross-assigned billet assignment. They are optional unless 

directed by higher authority, and may not be submitted by anyone in the regular reporting 

senior's direct chain of command.

Operational Commander - Reports are optional, and may only be submitted on COs or 

OICs as observed by their operational commanders who are not also their regular 

reporting seniors.
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Guidance on Trait Grades

Superstar Performance – 5.0. Could be promoted two pay grades, and still be a standout 

in this trait.

Advanced Performance – 4.0. Far more than promotion-ready in this trait right now.

Dependable, “Fully-Qualified,” Journeyman Performance – 3.0. Can handle this aspect of 

the next higher pay grade.

Useful, Promising Performance – 2.0. Needs development in this trait, but is promotable 

if overall performance warrants. Exception:  2.0 trait grade cannot be assigned in 

Command or Organizational Climate/Equal Opportunity on reports in pay grades E1-E6 

and W2-O6 and maintain a promotion recommendation of “Promotable” or higher. For 

pay grades E7-E9, a 2.0 trait grade cannot be assigned in Character and maintain a 

promotion recommendation of “Promotable” or higher.

Disappointing Performance – 1.0. Until deficiencies are remedied in this trait, should not 

be promoted, regardless of performance in other traits.
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PERIODIC REPORT CALENDAR
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Blocks 1-29 of NAVPERS 1616/26
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Signature Breakdown 
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Letter-Extension of Reports
 Commands may extend previously 

submitted reports by letter for up to 3 

months in place of another report 

occasion (e.g. Periodic, Detachment of 

Reporting Senior, or a Promotion/Frocking 

report).

 Exception: Commands may not extend a 

previously submitted Promotion/Frocking 

or Detachment of Individual report in place 

of another report occasion.

 Letter-Extensions may not change or add 

to the performance traits or grade/rate, 

comments, or promotion recommendation 

on the original report, but may add to the 

duties performed and qualifications 

attained (block 29). 

 More than one extension may be 

submitted, but a report may not be 

extended for a cumulative period of more 

than 3 months (including terminal leave), 

or if it will result in a total report period 

exceeding 15 months.
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Incarceration, Unauthorized Absence, and 

Deserter Status

 Maintain Regular report continuity while the member remains on board the command 

or until the member is moved from the command’s UIC and transferred to the deserter 

UIC. 

 Submit a Detachment of Individual report on transfer to a place of confinement or 

when a member who is declared a deserter has been transferred from the command 

to the deserter UIC. 

 Reports are not required while at a place of confinement, on release, or during 

appellate leave following confinement. (Note: Block 15, report end date, on deserter 

reports should be the date the member is moved from the command’s UIC to Navy 

Absentee Collection and Information Center.
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CONCURRENT REPORTS

 Concurrent reports provide a 

record of significant performance 

that was not directly observable 

by the regular reporting senior 

for Active Duty and FTS 

members who serve on 

Additional Duty or Temporary 

Additional Duty orders; and for 

INACT Duty Reservists with 

Cross assignment billets, no 

billet, or who are serving on 

Temporary Active Duty.

 All concurrent Reporting Seniors 

must transmit concurrent reports 

back to the regular reporting 

senior for countersignature.

 Regular Reporting Seniors 

cumulative average is not 

affected by concurrent or 

concurrent/regular reports.
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NOT OBSERVED (NOB) REPORTS

 No more than three months in total.

 NOB reports are suitable for periods over 10 days whereas periods under 10 days may be 

assessed by a Performance Information Memorandum.

 Exception. Under unique circumstances, a reporting senior can submit a NOB report for any 

period if the reporting senior does not feel that there has been enough observation to grade 

with confidence, i.e., member has been onboard for 6 months but member was TEMADD 

for a majority of the reporting period, etc. Justification and explanation must be provided in 

the Comments field.

 When circumstances warrant, it is allowable to evaluate a maximum of three traits without 

making a promotion recommendation.
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REPORTS ON MEMBERS ASSIGNED TO

CIVILIAN OR FOREIGN ACTIVITIES

 Blocks 6-7 - UIC and name of civilian 

or foreign activity. Begin with program 

abbreviation if applicable. 

 Block 20 - Assigned Reporting Senior 

must conduct or arrange for tests.

 Blocks 22-27 - Enter data for assigned 

Reporting Senior. 

 Block 24 - enter LTR if letter report is 

attached; otherwise enter designator. 

 Block 25 - enter ASSIGNED.

 Letter Reports from Civilian and 

Foreign Officials. When a member 

performs regular duties (e.g., 

Personnel Exchange Program (PEP), 

Federal Executive Fellow, etc.); the 

assigned reporting senior will obtain a 

letter report from the member's civilian 

or foreign activity. The assigned 

reporting senior will attach any letter 

reports to the regular FITREP, 

CHIEFEVAL, and EVAL. A letter report 

is optional for students under 

instruction.
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REPORTS ON DUTY UNDER INSTRUCTION 

(DUINS)

 Applies to all types of duty or TEMDUINS at education and training activities.

 DUINS or TEMDUINS Lasting 3 Months or Less - Either submit a Detachment of Individual 

Regular report, or provide a PIM for submission to the next reporting senior. PIMs are now 

authorized for active duty officers, as well as enlisted.

 DUINS or TEMDUINS Lasting More than 3 Months but Less than 1 Year - Submit a 

Detachment of Individual Regular report, even if the member is detaching to enter another phase 

of the same training at a different command. Submit Promotion/Frocking reports on enlisted 

members (E6 only) when due. Periodic and Detachment of Reporting Senior reports are not 

required, except in the case of medical department officers, but may be submitted if the member 

will be considered by any selection board before a Detachment of Individual report will be due.

 DUINS for 1 Year or More - Submit Periodic and Detachment of Individual reports. Detachment of 

Reporting Senior reports are optional. The normal extension rules apply to Periodic reports. For 

DUINS only, a report may be delayed up to 3 months to the end of an academic period, provided it 

is submitted in time for any selection board for which the member may be eligible. This is an 

exception to the general rule against delay of Periodic reports. If a report is delayed, make the 

report a Detachment report not Periodic.
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FLAG OFFICER FITNESS REPORTS AND 

COUNSELING REPORT

 Completed using Flag FITREP Program on BOL.

 Electronically routed to reporting senior and signed.

 Blocks 1, 3-5, 8, & 21-24 are automatically filled in.
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Thank you/Questions?


