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NAVAL SUPPLY SYSTEMS COMMAND

OFFICE OF PERSONNEL

1. Administrative Change Request: To correct an
existing gap in your PSR or other administrative
blocks as outlined in BUPERSINST 1610.10C, you
will need to submit an Administrative Change
Request (sample to the right). Once completed,
send it to:

Naw Personnel Command
PERS-32

5720 Integrity Drive
Millington, TN  38055-3200

2. Supplemental Material: Original reporting senior
may submit a Supplemental Letter within two years
of the end date of original report. Unlike
Administrative Change Request, the Supplemental
Letter WILL NOT replace information in your OMPF
nor will it change information in your PSR. The
letters “SUPP” on your PSR will reference anyone
viewing your record to the Supplemental Letter.
Reference BUPERSINST 1610.10C for further
guidance and mail completed request to:

Naw Personnel Command
PERS-32

5720 Integrity Drive
Millington, TN  38055-3200

“How To” Guide ...

Find templatesin
“Sample Letters and
Packages” link on CC

page.

REX-KX-KEKXE {Member’s

S8N}

KA HHX XX (date}

From: {Member or Original Reporting Senior}
T Commander, Navy Personnel Command (PERS-32)
Subkij: FITNESS REPORT ADMINISTRATIVE CHANGE
1. Tdentification of Original Report

a. Member (Blocks 1-4): LAST, FIRST M, LT, 3100,

HHR=HN =W

. Period (Blocks 14=15): AEJULO] IENOVLE

Reporting Senior (Block 22): SENIOR, W. A.

2. Changes

a. Block 3: Change from 3107 to 3100

b. Block 14: Change to 96JUNOI]
3. Reason. Correct administrative errors in original report.
4. If there are any questions, I can be reached at {insert

email address and phone number}.




NAVSUP.

NAVAL SUPPLY SYSTEMS COMMAND

Important!

OFFICE OF PERSONNEL

1) Whensigning your FITREP, ensure CONTINUITY! (have your previous FITREP presentto compare it
against).

2) Ensure your SSN’'s and your R/S’s SSN are accurate ... many mistakes stemfromincorrect SSN's.
3) Ittakes 90-120 days forthe R/S’s average to postafter the report hits your PSR.
4) Ensure continuity on the front and back end of concurrent FITREPSs.

5) The PSR, along with your OSR and photo, are the three documents viewed by the selectionboard in the
voting tank.

6) Ifyou have any questions, email us at supplycorpscareercounselor@navy.mil.
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