EVALUATION & COUNSELING RECORD (E7 – E9) QUICK REFERENCE GUIDE

	Create and save Evaluation
	Create and save Summary Letter

	This quick reference guide explains how to complete and save an evaluation using the CHIEFEVAL Adobe form.  This interactive form will assist you in accurately completing each block by performing validation and constraint checks listed in enclosure (1).  This form works with Adobe Professional version 7.0.5 or higher and Adobe Reader 8.1.2 or higher.
BUPERSINST 1610.10B is your primary reference on how to complete the form or answer any policy questions.  Go to the following link to view this instruction http://www.npc.navy.mil/CareerInfo/PerformanceEvaluation/
Create an evaluation:

1.  Open the form.

2.  Complete each block per BUPERSINST 1610.10B guidance and enclosure (1) constraints.

3.  Member Trait Average is auto calculated if blocks 33-39 are graded.
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4.  Handwrite Summary Group Average 
5. After saving evaluation, click on Clear Form to 
submit additional reports

The form underlines misspelled words in red similar to Microsoft Word. .  
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Move mouse over the underlined word and right click on mouse to see options.
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Save an evaluation:
1.  Click Save Form button.
2.  Select directory to store file.
3.  Name File and click the Save button.

Note:  Do not use the Save As menu option under File toolbar.
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Print an evaluation:
1.  Click the Abode print button 
2.  Top print double sided  (Printer must be capable of duplex printing)

     a. Select printer properties 
     b. Select Flip on long edge

     c.  Click OK

Note:  Make sure the Print to File button is unchecked. 

[image: image3.png]Frnt to hle




	This section explains how to complete and save a Summary Letter Adobe form.  This interactive form will assist you in accurately completing each block by performing constraint checks listed in enclosure (2).  

This version of the summary letter performs limited auto calculations.  The user must manually determine the Breakout distribution.  A sample Summary Letter is located on page 1-32 of BUPERSINST 1610.10B. 
Breakout Distribution:
1.  All blocks must have a value.  

2.  See BUPERSINST 1610.10B Table 1-3 (page 1-19) to determine maximum promotion recommendations. 

Summary Group Breakout 

See Table 1-5, page 1-22 of BUPERSINST 1610.10B for criteria used to determine summary groups.  It is recommended that commands create separate summary letters for each summary group.  The summary letter breakout (block 13) and the evaluation block 43 summary needs to match.  

Summary Group Average:
1.  Sum Individual Trait Averages and divide by number of individuals with graded reports.

2.  NOB reports are not included.
3.  Average is rounded up at two decimal places (i.e. 3.855 would round to 3.86).

Adobe version:  The NMCI gold disk now includes Adobe Acrobat Reader v8.1.2.  Users with a lower version may submit a MAC request to upgrade.  For non-NMCI users the Adobe website contains the latest free Abode Reader for download.
http://www.adobe.com/products/acrobat/readstep2.html
Adobe Auto-complete

Reader or Acrobat has an auto-complete feature that the user can turn on or off.  Open Reader or Acrobat and hit CTRL+K (or from the menu bar Edit->Preferences->General).  Look for "Forms" under the "Categories:" column.  Under the Auto-Complete section you can turn off or modify the previous entry behavior.




CHIEFEVAL Block Constraints 
	Block
	Block Name
	Constraint
	Remarks

	1
	Name
	Allows up to 27 alpha characters
	JOHNSON, ROBERT M

	
	
	Members last name separated with a comma
	Can validate that last name has a comma afterward.

	2
	Grade/Rate
	Limit of 5 alpha characters
	FORCM

	3
	Desig
	Allows up to 12 alpha and/or special characters
	AW/SW

	4
	SSN
	Allows 9 numeric characters with imbedded hyphens after the 3rd and 5th digits
	123-45-6789. The form will format the SSN to include the dashes.

	5
	ACT
	An ‘X’ shall be placed in the box if selected 
	Only 1 box can contain an ‘X’

	
	FTS
	An ‘X’ shall be placed in the box if selected 
	

	
	INACT
	An ‘X’ shall be placed in the box if selected 
	

	
	AT/ADSW/265
	An ‘X’ shall be placed in the box if selected 
	

	6
	UIC
	Allows up to 5 alpha-numeric characters
	1234A

	7
	Ship/Station
	Allows up to 18 alpha-numeric characters
	CG-47 TICONDEROGA

	8
	Promotion Status
	Dropdown containing: ‘REGULAR’, ‘FROCKED’, ‘SELECTED’, ‘SPOT’
	

	9
	Date Reported
	Use ‘YYMmmDD’ format (07Sep16).

	Select down arrow to see calendar [image: image4.png]




	10
	Periodic
	‘X’ appears on selected box
	Can not have an ‘X’ if block 13 selected

	11
	Detachment of Individual
	‘X’ appears on selected box
	Can not have an ‘X’ if block 13 selected

	12
	Detachment of Reporting Senior
	‘X’ appears on selected box
	Can not have an ‘X’ if block 13 selected

	13
	Special
	‘X’ appears on selected box
	

	14
	From
	Use ‘YYMmmDD’ format (07Sep16).
	Select down arrow to see calendar  [image: image5.png]




	15
	To
	Use ‘YYMmmDD’ format (07Sep16).
	Select down arrow to see calendar  [image: image6.png]




	16
	Not Observed Report
	‘X’ appears on selected box
	Block 42 defaults to NOB.  Three trait grades can be graded if desired.

	17
	Regular
	‘X’ appears on selected box
	If Ops Cdr selected box 18 is blank.

	18
	Concurrent
	‘X’ appears on selected box
	

	19
	Ops Cdr
	‘X’ appears on selected box
	

	20
	Physical Readiness
	Dropdown containing: ‘P/WS’, ‘P/NS’, ‘P/MW’, ‘P/XX’, ‘F/WS’, ‘F/NS’, ‘F/MW’, ‘F/XX’, ‘M/WS’, ‘M/NS’, ‘M/MW’, ‘M/XX’, ‘N/WS’, ‘N/NS’, ‘N/MW’, ‘N/XX’
	

	21
	Billet Subcategory
	Dropdown containing: ‘NA’, ‘BASIC’, ‘APPROVED’, ‘CO AFLOAT’, ‘CO ASHORE’, ‘OIC’, ‘SEA COMP’, ‘CRF’, ‘CANVASSER’, ‘RESIDENT’, ‘INTERN’, ‘INSTRUCTOR’, ‘STUDENT’, ‘RESAC1’, ‘RESAC 6’, ‘SPECIAL01 through‘SPECIAL50’ 
	SPECIAL01 through SPECIAL50 used only with prior written approval from PERS-311

	22
	Reporting Senior
	Allows up to 27 alpha characters
	

	
	
	Members last name separated with a comma
	Can validate that last name has a comma afterward

	23
	Grade
	Allows up to 5 alpha-numeric characters
	

	24
	Desig
	Allows up to 5 alpha-numeric characters
	

	25
	Title
	Allows up to 14 alpha-numeric characters
	

	26
	UIC
	Allows up to 5 alpha-numeric characters
	

	27
	SSN
	Allows 9 numeric characters with imbedded hyphens after the 3rd and 5th digits
	123-45-6789. The form will format the SSN to include the dashes.

	28
	Command employment and command achievements
	Allows up to 276 characters
	

	29
	Primary/Collateral/ Watchstanding duties
	Allows up to 14 alpha-numeric characters (small box)
	

	
	
	Allows up to 460 alpha number characters (large box)
	

	30
	Date Counseled  
	Use ‘YYMmmDD’ format (07Sep16).
	If counseling not performed put NOT PERF or NOT REQ

	31
	Counselor
	Free text field
	

	32
	Signature of Individual Counseled
	No constraints
	

	33
	Deckplate Leadership
	‘X’ appears on selected box. 
	Only one box contains an ‘X’.

	34
	Institutional and Technical Expertise
	‘X’ appears on selected box. 
	Only one box contains an ‘X’

	35
	Professionalism
	‘X’ appears on selected box.  
	Only one box contains an ‘X’.  Refer to OPNAVINST 6110.1H for guidance on documenting PFA failures.

	36
	Loyalty
	‘X’ appears on selected box.
	Only one box contains an ‘X’

	37
	Character
	‘X’ appears on selected box.
	Only one box contains an ‘X’

	38
	Active Communication
	‘X’ appears on selected box.
	Only one box contains an ‘X’

	39
	Sense of Heritage
	‘X’ appears on selected box.
	Only one box contains an ‘X’

	40
	Career Recommendations
	Free text field
	

	41
	Comments on Performance
	Free text field (can use 10 or 12 font)
	To change font size use dropdown  [image: image7.png]




	42
	Individual Promotion Recommendation
	‘X’ appears on selected box.
	

	43
	Summary Promotion Recommendation
	Allows numeric characters only.  User must manually determine summary group and force distribution. 
	See Table 1-5, page 1-22 of BUPERSINST 1610.10B for criteria used to determine summary groups.  Review Table 1-3 of the instruction for force distribution guidelines.  

	44
	Reporting Senior Address
	Free text field
	

	45
	Signature of Reporting Senior
	No constraints
	

	46
	Signature of Individual Evaluated
	No constraints
	

	47
	Regular Reporting Senior Signature on Concurrent Report
	No constraints
	


	Special Instructions (Form will enforce)

	If block 16, Not Observed Report is selected, only 3 or less Performance Traits may be graded, in order to be accepted as a partially graded NOB report.

	The maximum promotion recommendation allowed with "any" trait grade of 2.0 is Promotable.

	Member’s receiving a trait mark of 1.0 may not receive a Promotable promotion recommendation.  They must receive a Significant Problems or a Progressing promotion recommendation.

	The maximum promotion recommendation allowed with three or more trait grades of 2.0 is Significant Problems or Progressing.

	Receipt of a 2.0 or less in block 37, Character, the maximum promotion recommendation allowed is Significant Problems or Progressing.


Summary Letter Block Constraints

	Block
	Block Name
	Constraint
	Remarks

	N/A
	FILENAME
	N/A
	Leave this field blank

	1
	Name of Reporting Senior 
	Allows up to 18 alpha characters
	

	
	
	Members last name separated with a comma
	Can validate that last name has a comma afterward.

	2
	Grade
	Allows up to 5 alpha-numeric characters
	CAPT

	3
	SSN
	Allows 9 numeric characters with imbedded hyphens after the 3rd and 5th digits
	123-45-6789 The form will format the SSN to include the dashes.

	4
	UIC
	Allows up to 5 alpha-numeric characters
	12345

	5
	Paygrade
	Allows up to 2 alpha-numeric characters
	E7

	6
	Promotion Status
	Dropdown containing: ‘REGULAR’, ‘FROCKED’, ‘SELECTED’, ‘SPOT’
	

	7
	Desig (Off Only)
	Allows up to 12 alpha and/or special characters
	Leave Blank

	8
	Duty Status
	Dropdown containing: ‘ACT’, ‘FTS’, ‘INACT’, ‘AT/ADSW/265’
	

	9
	Billet Subcategory
	Dropdown containing: ‘NA’, ‘BASIC’, ‘APPROVED’, ‘CO AFLOAT’, ‘CO ASHORE’, ‘OIC’, ‘SEA COMP’, ‘CRF’, ‘CANVASSER’, ‘RESIDENT’, ‘INTERN’, ‘INSTRUCTOR’, ‘STUDENT’, ‘RESAC1’, ‘RESAC 6’, ‘SPECIAL01 through ‘SPECIAL50’ ‘
	SPECIAL01 through SPECIAL50 used only with prior written approval from PERS-311

	10
	Report Type 
	Enter ‘Regular’, ‘Concurrent’, ‘Ops Cdr’
	

	11
	MBR UIC (Enl Only)
	Allows up to 5 alpha-numeric characters
	12345

	12
	Rpt End Date
	Use ‘YYMmmDD’ format (07Sep16).
	Select down arrow to see calendar  [image: image8.png]




	13
	Breakout
	Allows numeric characters 
	Breakout must be identical to Block 43 on every report listed. The Total field is auto-calculated for you. 

	NA
	Last Name (ALPHA Order)
	Allows up to 50 alpha characters per name
	

	NA
	SSN (Last 4)
	Allows 4 numeric characters per SSN
	

	NA
	Trait Average
	Allows up to 14 numeric and/or special characters per trait average
	Leave blank for NOB reports.  For al others take from Individual Trait Average on CHIEFEVAL.

	NA
	Total
	Allows up to 14 numeric and/or special characters 
	Sum Individual Trait Average of all evaluations.  This field is auto-calculated for you.

	NA
	Number of Individuals
	Allows up to 14 numeric characters
	Number of evaluations.  This field is auto-calculated for you.

	NA
	Summary Group Average
	Shall allow up to 14 numeric and/or special characters 
	This field is auto-calculated for you. (Total/Number of Individuals).  Round up, i.e. 3.855 = 3.86

	NA
	Continuation Sheet
	‘X’ appears on selected box
	

	NA
	Report Submitted on Time
	‘X’ appears on selected box
	

	NA
	Signature of Reporting Senior (Sign and Date)
	No constraints
	

	NA
	ISIC Address
	No constraints
	

	NA
	Reporting Senior Address
	No constraints
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