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 “Finding one’s Bliss is doing what you love, and loving what you do.”  ...Wayne Dyer

  HANDBOOK STEP-BY-STEP USE
WHAT IS MENTORING
The word "mentor" reaches back to Greek mythology.  When Odysseus went to war, he entrusted Mentor with his son's education and development.  Mentor's wise counsel, teaching, parental concern and protection are evident in current interpretations of the mentoring process.  A system of mentorship is perhaps the best method for effectively learning the skills and socialization needed for career advancement.  Mentoring is used in many organizations as a way of developing a new members knowledge, values, and practices, thus implanting the organizational culture.  This logically translates into more productive, efficient, and effective personnel.  It also contributes to successful retention, career satisfaction, better decision making, and promotes a more unified organization.

A useful working definition of mentoring is:

“A deliberate pairing of a more skilled

and experienced person with a less 

skilled one, with the agreed-upon goal

of having the lesser skilled person

grow and develop specific competencies.”

Research indicates that too often we are asked to take on a leadership role with little or no training.  Although we devote time to fine tuning our management skills, we rarely spend time developing our leadership skills.  An effective mentoring program can in many ways be considered a training program for leadership.    

TYPES OF MENTORING       

Mentoring can occur in several settings either informally or formally.  Informal mentoring is the most common form and may be undertaken by a supervisor, a family member or by any member of the community.  By comparison, formal mentoring is accomplished by a deliberate pairing with a mentor to develop specific skills and competencies.  The following table depicts the characteristics of informal and formal mentoring:

	MENTORING

	INFORMAL
	FORMAL

	Spontaneous
	Planned

	Comprehensive Impact
	Intentional Impact

	Relationship Evolves
	Matched Pairing

	“Special Chemistry”
	Signed Contract

	No Training
	Program Assisted

	Retrospective Appraisal
	Monitored/Refined

	No Defined End
	Designated End

	Exclusive
	Inclusive

	Perpetual Norm
	Enriches / Empowers


Informal mentoring is generally recognized as the stronger personal mentoring of the two approaches.  Spontaneity, longevity, comprehensiveness and the "special chemistry" are characteristics that highlight the fact that the roles assumed by the informal mentor may be many, e.g., promotion and career planning, duty station determination, personal reference, assistance with a specific situation.  Formal mentoring may elicit fewer roles.

Formal mentoring is more inclusive, encompassing all who wish to participate, whereas, informal mentoring may overlook large segments of the community.  Additionally, formal mentoring can be planned to meet specific command requirements that coincide with key decision points in the mentee’s journey in the Navy.  Given that informal mentoring will occur regardless of other initiatives, formal mentoring has distinct advantages that best meet the needs of the command.  Formal mentoring may be "assisted" by implementing a program that:

· is planned.

· is tailored to meet specific mentee-driven goals.

· can also be tailored to meet specific command-driven goals.

· can be monitored and refined.

ASSISTED MENTORING
When combining the best features from each type of mentoring process, we end up with “Assisted Mentoring” (an assisted formal mentoring system).  Assisted mentoring is a variation on the formal approach, but does not rely on a perfect match of personalities and chemistries as with informal mentoring.  Formal mentoring that is "program assisted" makes it possible to manage change by empowering junior and senior participants and encouraging them to be involved as never before.

Assisted mentoring is selected as the best approach to provide a program that will reach across all levels.  This type of mentoring takes full advantage of the benefits of formality while maintaining the flexibility derived by tailoring mentoring objectives to meet the specific needs and goals of the mentee, based upon an inventory of desired skills and competencies.

STAGES OF A MENTORING RELATIONSHIP
A properly developed assisted mentoring relationship has three clear and well defined stages:  Initiation, Cultivation and Dissolution.  Despite having a natural and programmed conclusion, these active interpersonal relationships have the potential of developing into close personal friendships that have life long impact.

	STAGES OF A MENTORING RELATIONSHIP

	Initiation (Pairing of mentor/mentee)

	· introductions

· goal setting

· utilitarian contract

· commitment to the relationship

	Cultivation (Regular interaction)

	· accountability

· challenges

· assistance      

· goal refinement

· increased growth

	Dissolution 

	Reasons for separation:

· goals are realized

· participants PCS

· relationship becomes stagnant

· unproductive match

· lack of commitment of participants


ROLES AND RESPONSIBILITIES 
Mentor
The mentor and mentee must understand their roles and agree to perform them.  Invariably, the relationship will be sustained by the energy and commitment that each party gives to it.  This is especially true of "assisted" formal mentoring pairs because the relationship, although command guided, is entirely voluntary.

It is important to define mentoring roles to appreciate the significance of the commitments a mentor may be making.  For clarity, a list of key roles and their meaning is provided:

Wise and Trusted Counselor - Someone to go to for advice.  The counselor listens and reflects the mentee's ideas and plans and shares his or her insights, practical experience and may 

recommend specific steps for problem solving.  The mentor cultivates an atmosphere that engenders honest communication.

Teacher or Tutor - The mentor instructs or guides the menteeé to learn specific skills, knowledge, or concepts.  The mentor may provide specific information or some "how to" guidance (i.e. sample of completed work).  Mentors empower mentees by helping them plan and focus on long and short term goals, thus directing their future by establishing clear paths to follow.

Coach - The mentor evaluates the mentee’s experience, training and skill level.  Where deficiencies are identified, he teaches these skills to the mentee.  The mentor then encourages the protégé to utilize these new skills and provides feedback as necessary.  

Motivator - The mentor is persistent in encouraging and challenging the mentee to assume additional responsibilities and challenging projects.  Urges the protégé to stretch his capabilities.  

Sponsor - A mentor is an appropriate advocate and supporter of the mentee within the organization.  He may back the mentee’s request to receive additional training, or more challenging assignments. 

Role Model - Role models are individuals whose behavior, personal styles and specific attitude are emulated by others.  Mentors demonstrate, by example, the traits, performance and contributions to the Navy that spell success.  The mentee should want to emulate the mentor.

Referral Agent - The mentor directs and acquaints the mentee with appropriate sources that will help with goal achievement.

This list of mentor roles is not all inclusive but it demonstrates that considerable thought and effort must be given to ensure success.  Mentoring need not be a burden since it is already one of the roles senior leaders play.

Mentors may experience positive changes in their own personal growth and development.  When mentees ask questions the mentor is unable to answer, the mentor can use these opportunities to share and learn by discovering the solutions together.

The criteria for being a mentor include the following:

· Volunteer.

· Generally senior in pay-grade to the protégé.

· Competitive for promotion/advancement.

· Mature and professional in demeanor.

· Committed to the Mentoring Program.

MENTEE
The mentee must assume the role of one who is committed to learning, who will take responsibility for his or her career development, and who will enter into an agreement to work with a mentor.

The mentee’s roles include:

· Making the best estimate of current skills and competencies.

· Work with the prospective mentor to achieve a utilitarian contract to reach agreed-upon goals.

· Commitment to follow through on action plans including redressing things that do not appear to be working well.

MENTORING STYLES
Mentors and mentees should strive for flexibility in the relationship to the extent that they leave room to try a variety of approaches to achieve the agreed-upon objectives.  Mentors and protégés who are inflexible can defeat the relationship.  For example, a mentor who is too domineering, "knows it all", or insists on only doing things their way, probably won't receive an enthusiastic and receptive response from the mentee. 

At the other extreme, the mentor should avoid being too passive and non-directive.  Giving no direction or avoiding any structure almost defines a non-existent relationship.  There are times when firm direction may be appropriate to steer a mentee in a given direction and at times, it may be appropriate to give a mentee freedom to pursue a course of action they appear capable of completing.

The key is to stay involved, listen, assess, observe and adopt the style that fits the situation.  Inflexibility stifles growth and may cause the mentor/mentee team to dissolve.  The following chart illustrates extremes of mentoring styles:

	EXTREME MENTORING STYLE

	Autocratic Dominate
	Laissez-faire

	Over-powering
	No clear direction

	Smothering
	No structure

	Too much direction
	Minimal initiation

	Poor listener

	Indifferent

	Extreme Protégé Style

	Dependent
	Independent

	Overly cautious
	Refuses help

	No drive
	Independent spirit

	Avoids challenge and risks
	Inattentive

	Little initiative
	“Know it all” attitude


Mentors and mentees need to assist each other and arrive at a flexible, appropriate style that meets their needs in the relationship.  A mentee who is generally self-motivated, reliable and eager to learn, may respond better to a mentoring style that gives ample room for the mentee to try new ideas and concepts independently (a less-directive style).  Conversely, another mentee may want more direction and in fact may require it to get started.  Assistance is readily available to help pairs develop a suitable relationship.  When  the mentor and mentee understand their preferred styles they can communicate their expectations, concerns and goals and negotiate a workable plan of action. 

PROGRAM INITIATION
The following model depicts the process.

	Components of a Mentoring Program 

	DEP/DIRs/CMC/SELs/LCPOs

Publicize Program

	
	+
	

	Identify Motivated Senior Participants

to Serve as Mentors

	
	+
	

	Identify Potential Mentees

	
	+
	

	Match Mentors & Mentees

	
	+
	

	Mentors & Mentees

Develop Utilitarian Contract

Develop Action Plan 

	
	+
	

	Monitor and Sustain Process 

Assist as Necessary


MATCHING MENTORS WITH MENTEES
Thoughtful matching of mentors and mentees is a critical component to the program.  Once willing participants are identified the matching process can be initiated.  Ideally, mentors should be senior to mentees in rank, not be in the mentee’s immediate supervisory chain, and be easily accessible.  Although face-to-face communications are always best, electronic communication can also provide support to the mentoring process.  The senior elements of the Command Mentoring Program (DEP, DIRs, CMC, SELs, LCPOs) will assist personnel in finding a suitable mentor.  Both parties should agree to the match.  A mentor may be matched with multiple mentees.  Mentors or mentees may voluntarily withdraw from the match if, after a committed effort, either party determines it to be in their best interest.  As soon as possible, mentees will be afforded the opportunity to be paired with a new mentor.

All first term enlisted will automatically be assigned a mentor upon arrival.  The mentor continues and expands on the sponsor’s role.  One of the key elements of the sponsorship program will become the introduction of new arrivals to their mentor.  Goals, expectations, concerns and interests can be discussed.  Initial mentoring relationships can be for 4-6 months and then reassessed for effectiveness and mutual desirability.  In some cases, a sponsor can become the mentor.  This same pattern can be repeated and refined throughout all levels of the command.  The key is to remain dynamic and flexible enough to best meet the needs of our people.
MENTORING GUIDELINES
As helpful hints, here are some suggestions on desired results the mentor may want to strive for:

· Learn to develop confidence in others.

· Develop leadership skills to bring out the best in others.

· Learn to be a good teacher; be approachable.

· Strengthen communication skills.

· Keep a record of what information you have discussed with mentor.

MENTEE GUIDELINES
As helpful hints, here are some suggestions the mentees may want to use to achieve the desired results:

· Know that it is OK to ask for assistance and feel comfortable asking questions.

· Support co-workers; be a team player.

· Exercise initiative in completing tasks.

· Learn to anticipate what needs to be done.

· Develop interpersonal skills; learn to work and communicate with others.

· Know the difference between Responsibility and Accountability.

· Understand the Command’s Mission, Vision, and Goals.

· Other items defined in “Recommended Elements”.

UTILITARIAN CONTRACT

	Using the following set of questions, the team should develop a plan of action and Utilitarian Contract between themselves.  Answering these questions should assist the pairs in developing a relationship and formalizing their goals.  

	
	What expectations does the command have for us regarding our partnership?



	
	When and where will we meet?



	
	How often do we want to meet?  How much time should we spend at the meeting?



	
	How will we initiate meetings?

Who will call meetings?



	
	What are your expectations from this relationship?



	
	Are we agreed that our discussions are confidential?  (State specifically).




	
	What will we do if either of us feels that we are mismatched?



	
	How do we want to handle time management and scheduling problems?



	
	Do we foresee problems in building a mentoring relationship?  (If not, state why not; if so, state resolution plan.)



	
	How might we handle conflicts?



	
	What will we do if mentee doesn't ask for needed help?  If mentor cannot/does not provide needed help?



	
	Mentee’s Major Goals:



	
	Mentor's Major Goals: 



	
	We, the undersigned, agree to abide by the decisions made today as indicated above:

	
	Mentee Signature/Date
	Mentor Signature/Date


ACTION PLANS 
The first area I want to work on is:

Recognize the reality (where I am now).

Recognize the ideal (where I want to be).

Identify the need for change, (list benefits of changing/growing in this area).

Make a commitment to change, (written and public statement).

Set goals for change.

Develop and implement a “Plan of Action”.

Follow up/accountability.

	ACTION
	TARGET DATE

	
	

	
	

	
	


1.  Make an appointment with the protégé for an uninterrupted session.  Explain that the purpose of the meeting is to discuss a professional development plan.  Ask the protégé to bring any personal records relating to their career to the session.  

2.  Do your homework. Know about your protégé.

3.  Inform the protégé that the information discussed during the interview will be documented in the handbook and provided to them at the end of the session.

4.  Ask each question in front of each chapter.  Cover one chapter at a time.

5.  Ask for commitments, which can be accomplished within the quarter.

6.  Document goals on the professional development plan.  Print the completed plan on the back of the feedback form 

7.  Give the protégé the handbook and a copy of the professional development plan.  

8.  Set a tentative date for the next quarterly interview.  Suspense yourself to check on the status of the protégé's progress.

Note:  This booklet is a working document!

PLEASE FEEL FREE TO ADD, EDIT, UPDATE OR DELETE AREAS OF CONCERN.   Your input is appreciated to POC:  LCDR Eddie G. Oestreicher at EGOestreicher@us.med.navy.mil or DSN:  762-3413 or Comm: 202-762-3413
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  PROFESSIONAL
PROMOTION KEY QUESTIONS:

 FORMCHECKBOX 
  Are you eligible for promotion? 

 FORMCHECKBOX 
  Have you completed the appropriate skill level and Professional Military Education (PME) and On-the-Job Training (Civilian Interns)?

FITNESS REPORTS/APPRAISALS KEY QUESTIONS:

 FORMCHECKBOX 
  Do you know when your next fitness report/appraisal is due? 

 FORMCHECKBOX 
  Are you keeping a list of your job accomplishments to assist your rater in completing your fitness report or appraisal?

 FORMCHECKBOX 
  Have you informed your supervisor of additional duty responsibilities/accomplishments?

 FORMCHECKBOX 
  Have you told your supervisor about off-duty activities, such as volunteer work, clubs, etc.? 

PROFESSIONAL MILITARY EDUCATION KEY QUESTIONS:

 FORMCHECKBOX 
  Are you eligible for PME, and if so, are you enrolled?

 FORMCHECKBOX 
  Are you aware of the different methods to take PME: residence, correspondence, and seminar?

 FORMCHECKBOX 
  Do you understand PME enrollment process and requirements?

 FORMCHECKBOX 
  Would you like to make a commitment to enroll in/complete PME as a career development goal?

 FORMCHECKBOX 
  Do you complete a record’s check annually to ensure you have credit for all PME completed?

 FORMCHECKBOX 
  Would you like to make a commitment to check your records to make sure your PME is up-to-date? 

PROFESSIONAL DEVELOPMENT PROGRAMS KEY QUESTIONS:

 FORMCHECKBOX 
  Do you have a college degree?

 FORMCHECKBOX 
  Do you know how or where to receive counseling on educational opportunities?

 FORMCHECKBOX 
  Do you know how to enroll in correspondence courses?

PERFORMANCE FEEDBACK/ PERFORMANCE PLAN KEY QUESTIONS:

 FORMCHECKBOX 
  Do you know what your responsibilities are?

 FORMCHECKBOX 
  Do you know what standards are expected in the completion of your job?

 FORMCHECKBOX 
  Do you know whom to ask for information or assistance in the performance of your job?

ON-THE-JOB TRAINING KEY QUESTIONS:
 FORMCHECKBOX 
  Do you know what specific tasks you are responsible for completing?

 FORMCHECKBOX 
  Do you know how long you will receive on-the-job training?
TOOLS TO DO YOUR JOB KEY QUESTIONS:
 FORMCHECKBOX 
  Do you have the proper tools or equipment to complete your job?

 FORMCHECKBOX 
  Do you need additional resources or training courses to effectively accomplish your job?

AWARDS AND DECORATIONS KEY QUESTIONS:

 FORMCHECKBOX 
  Have your ever been presented any awards or decorations?

 FORMCHECKBOX 
  Do you know what awards and decorations for which you qualify?

PAY AND ALLOWANCES KEY QUESTIONS:
 FORMCHECKBOX 
  Have you reviewed your pay statement to ensure you are receiving your full pay and allowances?

 FORMCHECKBOX 
  Do you know what your pay entitlements are?

 FORMCHECKBOX 
  Do you have any allotments taken out of your pay?

PROMOTION TOOLBOX
The Navy and Naval Reserve philosophy is promotions are not given as a reward for past performance. Promotions are given because the individual exhibits the potential to assume higher levels of responsibility.   The key is to maximize your promotion potential through job performance, PME, civilian education, and commitment.  

To reach your performance goals you must first understand your supervisor’s expectations.  These expectations will be discussed and documented on your performance plan.  The performance plan will come into play again when it is time to write your performance report or appraisal. 

Instant Expert
Officer Promotions:

RESERVE OFFICER PROMOTION ACT (ROPMA)

	FOR PROMOTION TO
CAPT O-6                    CDR O-5                    LCDR O-4                    LT O-3                    LTJG 0-2 

	

	PROMOTION RATE                  50%                           60%
                           70%
                  N/A
                 N/A

	

	PROMOTION SERVICE

 DATE (DOR )

   6YRS      
    6YRS                             6YRS
               24MOS
               24MOS


· A drilling officer passed over twice will be moved to the VTU or IRR. 
· Officers found qualified will be notified upon public release.
Selection Board Promotions:
The Navy Reserve Promotion Selection Board considers the DIGITAL service record, the PERFORMANCE SUMMARY RECORD (PSR), and the officer’s communications with the board.  No other material is permitted.  Make sure your record is complete when going up for promotion by a selection board. As an officer, it is your job to properly maintain your record. The person who is most concerned with your career is YOU. That cannot be stressed enough. 

Your PSR:

· Review FOUR MONTHS before the board.

· Available on the web at http://www.bol.navy.mil
· Ensure the FITREPS on the PSR and the microfiche match.  If there are errors, contact PERS-311 at (901) 874-3316, DSN: 882-3316, FAX: xxx-2761 or refer to BUPERSINST 1610.10 Annex S

· If the PSR TOP SHEET is not correct contact:

· Most corrections for education and service schools can be made through BUPERS ONLINE by updating the Officer Data Card (ODC)

· Updates to Additional Qualification Codes (AQDs) and Subspecialty Codes can be made through your detailer with appropriate documentation

· PERS-802 for updates to date of rank at (901) 874-4937

· Review again at least TWO WEEKS before the board to see if correction have been completed – if not, send information in letter to the board

When you receive the PSR, recommend you audit it to ensure all FITREP trait grades were correctly scanned into the PSR database.  Also, verify that ALL of the FITREPs are shown and carefully check the TOP SHEET administrative information.

Other Necessary Documents:

1) Official Navy Photograph- Full length, summer khaki, submit on NAVPERS 1070/10 to Pers-313C

2) Personal awards (NAM or higher- if missing, send copy to Board of Decorations & Medals 

Reserve Officer Promotion ACT (ROPMA):

ROPMA is not simply a new promotion system.  It ties accessions, assignments, promotions, and separations together into an interlocking whole.  As a result, it is very complex with many features.  ROPMA gives the service broad latitude to set promotion time-in-grade standards, giving them the flexibility to better manage the force. 

Civil Service Employees:

For civil service employees, promotions can result from position reclassification; however, most often promotions are obtained through the competitive fill process.  When a vacancy occurs, an announcement is generated in accordance with the Merit Placement Plan.  Supervisors will make selections based on job-related criteria by reviewing employees applications and conducting candidate interviews.

PERFORMANCE FEEDBACK/PERFORMANCE PLAN TOOLBOX
Instant Expert:

Now that you know when everyone is eligible for promotion it is time to prepare.  Officers are evaluated annually with a Fitness Report.  During mid cycle, officers receive counseling in order improve performance, address problems, or maintain course of action.  Civil Service employees use the Performance Appraisal Review System (PARS) in accordance with SECNAVINST 12430.4, dated 11 August 1997.  The feedback session should be conducted one-on-one, and discussion should center on duties and job requirements in addition to performance expectations.  

Make it Happen Information

Performance Feedback/Annual Counseling for Naval Reserve Members:
Performance feedback is formal written communication between the protege and the supervisor / mentor about the protégés responsibilities and performance. The feedback program requires the supervisor / mentor to:

· Discuss objectives, standards, behavior, and performance with the protégé.
· Provide a written progress report before an official evaluation is due.
· Conducted sessions face-to-face if at all possible.
· Combines feedback with other professional development advice if desired.
· Record only the part of the discussion dealing with performance factors on the feedback worksheet
The Performance Feedback represents a private discussion between the supervisor / mentor and protégé. While it is not an official record of performance, it helps supervisors / mentors provide helpful comments so that protégé can improve as needed. The protégé may use the Performance Feedback as desired. The supervisor / mentor may keep a copy for personal use to help prepare the next report or for future feedback sessions.

Performance Standards Civil Service Employees:

Performance feedback is formal written communication between the associate and the mentor/supervisor about the associates responsibilities and performance. The feedback program requires the supervisor to:

· Discuss objectives, standards, behavior, and performance with the associate. Provide a written progress report before an official evaluation is due.
· Conducted sessions face-to-face if at all possible.
· Combines feedback with other professional development advice if desired.
· Record only the part of the discussion dealing with performance factors on the feedback worksheet
Each performance standard is a joint effort between associate and supervisor / mentor. The standard includes several performance elements and their performance standard along with mandatory elements Supervisors / Mentors will make the final decisions on which performance elements and standards to include in the plan.

· Performance elements describe in detail the duties and responsibilities required of the position.  These may also be found in the official position description (PD).  Additional tasks or projects may be included as elements.

· Performance standards clarify performance expectations of the employee and allow the supervisor to accurately evaluate job performance and describe the employee’s contributions.

· Mandatory elements and standards deal with those duties and responsibilities that are automatically associated with the position.  For example, a supervisors / mentor position description would automatically include the task of developing performance plans for all their associates.

Required Performance Standard:

· Completed at the beginning of each appraisal cycle (normally, within 30 calendar days).

· Within 30 days of being newly assigned.

Supervisors / Mentors are required to give feedback to Civil Service associates at least semi-annually during the year. It is a private discussion to provide helpful comments so that the associate can improve, as needed, before a final evaluation is written. Some areas for discussion:

· Objectives, standards, behavior, and performance.

· Professional development

Location:  


Hours: 

Phone:  

DSN:  
PERFORMANCE REPORTS/APPRAISALS TOOLBOX
Instant Expert:  

How well do we evaluate what the protégé accomplished? Are we providing performance feed sessions?  To document performance on officers, use Form NAVPERS 1610/2, the Fitness Report.  To document performance on civil service employees, use the Performance Appraisal Review System (PARS) in accordance with SECNAVINST 12430.4, dated 11 August 1997.   The performance report should not come as a surprise if all performance feedback has been accomplished.  
Officer Performance Reports:

Performance reports should describe the protégés actual performance. Supervisors / Mentors should evaluate on the “whole person concept” and include the protégés behavior, achievement, and efficiency. Key areas to consider:

· The results of the protégés work, get meaningful information from the protégé and as many sources as possible (including those who previously supervised / mentored the protégé during the report period), especially when you can’t observe the protégé personally.
· Evaluate the protégés performance against specific performance factors.
· Consider the significance and frequency of incidents (including isolated instances of poor or outstanding performance) when assessing total performance.
· Provide scheduled, requested or as needed feedback to help protégés improve their performance.
· Record the protégés performance and make a recommendation for promotion (for Officers, recommend increased responsibilities).  
Performance reports are normally due annually, when protégé change jobs, or change supervisors / mentors. Reports can also be requested for separation or retirement.  For more information on performance reports:


Location:  


Hours:  


Phone:

Civilian Employees Performance Appraisals:

The performance appraisal system is based on measuring objective performance against a set of individual and unit goals.  The performance appraisal process makes the individual accountable for meeting those goals established on the performance Standard while providing the supervisor a means to evaluate the individual and unit accomplishments.  These performance appraisals then serve as a basis for pay adjustments, performance awards, training opportunities, promotions, and performance-based adverse actions.  Key questions to consider:

· Did the employee meet or not meet the performance standard for each element?

· If the employee exceeded the performance standard, does the performance merit nomination for a performance award?

· Has the employee demonstrated the highest quality performance above that normally found in that particular position and merit nomination for a Quality Step Increase (GS Grades) or Sustained Superior Performance Award (WG Grades)?

Performance appraisals are due annually at the end of the fiscal year. For more information on performance appraisals:


Location:  


Hours:  



Phone:
	OFFICER PROFESSIONAL MILITARY EDUCATION TOOLBOX


· It is critical when promotion time rolls around that you have completed the appropriate level of PME and it is documented in your records.  The coursework each officer pursues will be dependent on his/her field of expertise and interest. Currently, there is no official requirement for an officer to attain an advanced degree for the sole purposes of promotion (it may be critical for your specialty); however, Navy leadership would like officers to continue their education and achieve Masters degrees training.  Future promotion prerequisites for O-5 and above may include advanced degrees. The following matrix offers choices for officers in the medical-related staff corps. These courses range from a few days or weeks to years to complete.  Some of the service schools, such as the Naval War College, may result in an advanced degree.  For more information about specific courses, visit BUMED Reserve Affairs, Marketing and Training (M10-6) at:

http://navymedicine.med.navy.mil/med07/M10-6/Naval%20ldrsh.xls
Instant Expert
	Rank
	Schools

	Junior Officer 
	Officer Indoctrination School, Newport, RI 

Basic Officer Short Courses/Correspondence Basic/Advanced Division Officer Course

 CME/CEUs

Short Courses related to specialty interest

    - Medical Management of Chemical, Biological Casualties

    - Medical Regulating

    - Patient Administration Course

    - Plans Operation and Medical Intelligence

 - Financial and Material Management

Begin preparation for advanced degree

Management Development Course (MANDEV)

Graduate Medical Education (medical corps)

FHOTC Introduction/ FHOTC Course

Corp specific Training (Program 5,7,9, 32,46)

    - Cold Weather Medicine

    - Combat Casualty Care Course

    - Tropical Medicine

	Mid-Grade Officer 
	Continue specialty and Leadership Courses

Intermediate Leader Development Course 

Involvement in professional organizations

Intermediate Service College (CASQ, Staff Course) 

Marine Corps Command and Staff College

Amphibious Warfare School

Naval Postgraduate School

	Senior Grade Officer
	Continue educational courses & professional associations

Senior Leadership Development Course 

Strategic Medical Readiness Contingency Course (SMRCC)

Interagency Institute Course for Federal health Care Executives

PCO/PXO Course for those enroute to Commanding Officer/OX

Command Leadership Development Course

Industrial College of the Armed Forces

Naval War College

Senior Service College 

Executive Training Programs

	Executive Phase
	Executive Training Program


In order to attend any PME in residence, you must meet existing physical standards set in OPNAVINST 6110.1(series).
PROFESSIONAL DEVELOPMENT PROGRAMS TOOLBOX

Instant Expert

	Source
	Eligibility
	Restrictions

	Degree Programs
	All
	Offered during non-duty hours

	Correspondence Courses
	All
	None

	Seminar & Workshops
	All
	Offered during non-duty hours or permissive TDY

	Professional Organizations
	All
	Depend on organization

	Certification Training
	All
	Depends on type of training


Make It Happen Information

It is important, for promotion consideration, to have all your developmental activities entered into your records. Self-development indicates initiative and willingness to learn.

Now that you have an overview of what professional development activities are available, it is time to look into the processes and procedures as well as sources of information concerning professional development activities.  Refer to the toolbox for the activity you are interested in. 

DEGREE PROGRAMS 
Depending on your specialty, obtaining an advanced degree may be essential, as well as career enhancing.  Supervisors can help set goals, create degree plans, and offer support.

The Montgomery GI Bill, Selected Reserve (MGIB, SR) provides up to 36 months of educational assistance for Reservists who enlist for six years and maintain satisfactory drill participation. Rates are paid according to individual Reservist status (full-time, part-time, etc.) and educational program (college, vocational tech, apprenticeship, etc.). The current maximum assistance amount is approximately $250 per month, and increases with cost-of-living raises each year. Educational benefits cover undergraduate and post-graduate studies.

 CORRESPONDENCE COURSES
Extension Courses/Government Sponsored Courses/Correspondence Courses:

Various opportunities exist within the Navy to take correspondence courses for retirement credit, drill pay, or CMEs/CEUs. Navy-sponsored courses offer free enrollment. For more information, visit the following web sites:

Nonresident Training Course (NRTC) Program: https://www.courses.cnet.navy.mil/
Navy E-Learning: http://www.navylearning.com/
SWANK On-Line: http://navymedicine.med.navy.mil/med07/M10-6/SWANK%20Information_page.htm
Medical Correspondence Courses: https://www-nshspts.med.navy.mil/Courses/courses.htm
Various agencies have correspondence courses available for nominal fees, and academic credit is recommended for many of these courses. US Army Graduate school offers courses with academic credit recommendations, the Marine Corps Institute offers trades/craftsman courses, and the Air Force offers courses through the Extension Course Institute. These courses provide career-broadening opportunities to people throughout the DOD and to civil service employees in all federal agencies.   Contact your TO or Educational Services Officer for more information.

SEMINARS, WORKSHOPS, AND PROFESSIONAL ORGANIZATIONS
Government sponsored seminars and workshops

Government sponsored seminars and workshops are through the Civilian Personnel Office, and on circulated flyers. They can help an employee to gain skills in an area that needs improvement or to brush up on new techniques.  To enroll, contact your Training Coordinator.

Non-government sponsored seminars and workshops
These seminars and workshops are advertised in the newspaper, on the radio, and on the community TV network and are good for developing new skills or interests or for keeping informed of changes in our community and the world.  Most charge a fee, but there are free ones available.  To enroll, contact the person indicated in the ad.

Professional Organizations
Professional Organizations provide the most current information on all aspects of a profession.  Members are usually provided discounts to seminars and workshops and most organizations provide other benefits as well.  Some organizations lobby congress for legislation in favor of their profession.  To become a member, check for ads in professional magazines.

Examples of military professional organizations that are recommended but not mandatory for officers to join are Reserve Officers Association and Naval Reserve Association.  Becoming members of these organizations can enhance your career.

AWARDS AND DECORATIONS TOOLBOX

Instant Expert

Proper recognition of outstanding performance is vital in maintaining morale, encouraging improved performance, and contributing to the promotion of the individual.  Numerous awards programs are available to provide a means of recognizing each individual or unit’s contribution.  Pay particular attention to the civilian awards and recognition program, which includes many awards that are comparable to military medals and can be awarded for the same type of achievements.  

Make it Happen Information

The Reserve Center support staff monitors awards and Decorations.  There are many award programs to include military/civilian awards (annual and quarterly), quality (annual and quarterly), and functional awards (annual) to name a few.  Decorations are initiated by the supervisor and can be given for a Permanent Change of Assignment, outstanding achievement, extended tour (military), superior performance (civilian), and separation or retirement (civilian and military).  Some civilian awards even result in a monetary award.  If you have any question as to the type of awards available and eligibility contact:


Military







Civilian


Location:  






Location:

Hours: 







Hours: 

Phone:







Phone:

DSN: 









DSN:
PAY AND ALLOWANCES TOOLBOX
Instant Expert

Review your pay and leave statement by-weekly/monthly.  All discrepancies should be brought to the attention of the Accounting and Finance office as soon as possible.   If you don’t already have a budget, it is a good idea to establish one right away.  The base finance office can set up special allotments to make it easier to pay bills or make recurring fund transfers.

Make it Happen Information

Understanding your pay and allowances is the first step to establishing a budget.  Both military members and civil service employees receive pay by direct deposit.  The DOD Finance and Accounting Service also offers allotment service which allows you to take portions of your pay and electronically transfer it to another account for saving, personal or private debts, etc. For military members, there are several types of pay and allowances that result in your monthly wage.  Knowing whether or not you are eligible for each of these can make a big difference in your wallet on payday.  

The leave and earning statement reflects your pay for the two weeks or month preceding, depending on how you established receipt of your pay.  For civilian employees, the pay statement reflects your pay for the two preceding weeks.  Review your pay statements as you receive them and ensure you are receiving all of your entitlements.

If you have any questions regarding pay, allowances, allotments, or your pay statement, contact the appropriate agency:

Military




 
Civilian
Location: 




 Location:  
Hours: 




 
 Hours:

Phone:     




 Phone:

DSN:    




 
 DSN: 
ON-THE-JOB LEGAL REPRESENTATION TOOLBOX
Instant Expert

If you need legal assistance or have questions, please contact:

OPR:  Staff Judge Advocate General/JAG

Location: 
Hours:       

Phone: 
DSN:      
Off Base Location:  



Hours: 



Phone: 



DSN: 
EMPLOYER SUPPORT TOOLBOX

Instant Expert:

ESGR:  Employer support of the Guard and Reserve 

Uniformed Services Employment and Re-employment Rights Act (USERRA) Title 38 U.S.C. Chapter 43, enacted October 1994 and significantly updated in 1996 and 1998 provides job protection and rights of reinstatement to employees who participate in the National Guard and Reserve.

The National Committee for Employer Support of the Guard and Reserve (ESGR), an agency within the Office of the Assistant Secretary of Defense for Reserve Affairs, operates programs directed toward U.S. employers, employees, and communities to ensure understanding of the role of Reserve Component members.  ESGR encourages development of employer policies and practices to facilitate employee participation in the Reserve components through a network of 4,500 volunteers in 54 local ESGR Committees. 

The ESGR Ombudsman program provides “third party assistance” and informal mediation services to employers and members of the National Guard and Reserve.  It works in conjunction with the Veterans’ Employment and Training Service (VETS), U.S. Department of Labor.  Volunteer members are trained by ESGR and VETS to provide assistance in the resolution of employment conflicts that can result from military membership, training, or other service requirements protected under USERRA.  

Make It Happen Information:

To reach your local ESGR Committee for information or assistance, contact:



The ESGR website at: www.esgr.org


Call ESGR toll-free at 1-800-336-4590 

NCESGR

1555 Wilson Boulevard, Suite 200

Arlington, Virginia  22209-2405

1-800-336-4590

DSN:  426-1400

(703)-696-1400

esgr@ra.osd.mil

  PERSONAL

PHYSCIAL AND DENTAL EXAMS KEY QUESTIONS:

 FORMCHECKBOX 
  Are you aware of the TRICARE program? (Military only)

 FORMCHECKBOX 
  Are you aware of the benefits under the Federal Employees Health Benefits Program?  (Civilians only)

PHYSICAL FITNESS KEY QUESTIONS:

 FORMCHECKBOX 
  Do you have an exercise program/personal fitness program?

WEIGHT AND DIET KEY QUESTIONS:

 FORMCHECKBOX 
  Do you know how many calories a day you consume?

 FORMCHECKBOX 
  Do you know what your ideal weight is for your height?

DISCRIMINATION AND SEXUAL HARASSMENT KEY QUESTIONS:

 FORMCHECKBOX 
  Do you know the Navy’s policy on discrimination and sexual harassment?

 FORMCHECKBOX 
  Do you know whom to report discrimination and sexual harassment complaints?

CASUALTY SERVICES KEY QUESTIONS:

 FORMCHECKBOX 
  Do you know who notifies your next-of-kin if you are injured or killed? 

 FORMCHECKBOX 
  Does your supervisor know whom to inform if you become seriously ill or injured on the job?

SEPARATION AND RETIREMENT KEY QUESTIONS:

 FORMCHECKBOX 
  Are you eligible for separation/retirement?

 FORMCHECKBOX 
  Do you know what benefits your dependents will have when you die?

PHYSICAL AND DENTAL EXAMS TOOLBOX
Having periodic physical and dental exams is critical to detecting health problems early.  

Instant Expert

Physical Exams
	Status
	Options

	Active Duty Military
	Military Treatment Facilities

	Reserve Military
	Civilian Treatment Facilities

On AT- Military Treatment Facilities for emergency

	Retirees 
	Military Treatment Facilities

Civilian Treatment Facilities

	Civil Service Employees
	Civilian Treatment Facilities


Dental Exams

	Status
	Options

	Active Duty Military
	Military Treatment Facilities

	Reserve Military
	Civilian Treatment Facilities

	Retirees 
	Military Treatment Facilities

Civilian Treatment Facilities

	Civil Service Employees
	Civilian Treatment Facilities


Make It Happen Information

Active Duty Military 

Free physical and dental exams are a benefit for active duty service members, but the service member must initiate a request for an exam.  Contact your military treatment facility for an appointment.  
Reserve Military 

Currently, TRICARE medical coverage for reservists is only available if recalled to active duty. You must be responsible for your own healthcare and insurance. Many employers offer health coverage. If you are on AT and have a medical emergency, then treatment at the MTF ER is available.  

TRICARE offers dental insurance through United Concordia for a minimal monthly fee. For enrollment information, visit http://www.ucci.com/was/ucciweb/home.jsp
Retirees

Retirees can receive physical exams through military medical treatment facilities at no cost.  They can also seek medical treatment from local civilian medical facilities through a number of health benefit plans with cost dependent on the type of plan.  Dental exams are provided on a space available basis at no cost.  Several dental plans, to include the TRICARE Dental Plan, also offer dental exams.  Again, costs vary depending on the type of plan.

Civil Service Employees

Civil service employees can find medical treatment and physical exams under the Federal Employees Health Benefits Program.  To enroll in an employee organization plan, the eligible employee must be or become a member of the organization offering the plan.  Through these various plans employees are offered an opportunity to acquire for themselves and their families protection against the cost of health care services, including those involved in prolonged illnesses or serious accidents.  The government contributes to the cost of the plans with employees paying their share through payroll deductions.  Services vary according to the type of health benefits plan in which you are enrolled.

PHYSICAL FITNESS TOOLBOX
Regular aerobic exercise is a key factor in maintaining good health. It also ensures readiness for mission requirements.  In order to be of benefit, aerobic exercise must be performed on a regular basis.

Instant Expert

	Facility
	Services
	Location

	Fitness Area
	Free Weights/ Machines and Aerobic Equipment
	Building 

Phone: 


Make It Happen Information

Personal Fitness Program

A personal fitness program should meet your fitness goals.  Whether you have an established program or not, it is a good idea to meet with a professional fitness trainer to review your goals and discuss the type of program that will lead to your success.  Professional trainers can often spice up your program while suggesting means to reduce injury risks.  A good first step in developing a program is to go fitness centers (or any local civilian fitness center) and have your ratio of fat to muscle determined.  This will also help your trainer develop a program to fit your unique needs.

Maintaining a Personal Fitness Program
The base fitness area is open to all base personnel and is fully equipped with fitness equipment for fitness programs.  Many Reserve Centers also offer a fitness room that is open to assigned personnel.

WEIGHT AND DIET TOOLBOX
Good health is also dependent on maintaining the proper weight and diet.  For each of us there is an ideal weight based on our height and frame size.  It is important for each person to know their ideal weight and try to maintain it.  Being overweight causes multiple health problems and can also threaten continued military service.  Diet is important for both weight control and nutritional reasons.  Our diet needs to be balanced in the areas of fat content, nutritional content, and caloric intake.

Instant Expert

	Function
	Services
	Phone
	Location
	Hours

	Health Promotions 
	Promote health and wellness
	DSN: 
	Bldg. 
	


Make It Happen Information

Health Programs Section
Information on such topics as cholesterol, blood pressure, weight, stress management, and nutrition, in addition to health tips if/when you decide to travel outside the United States.  “Information” includes prevention and maintenance pamphlets in addition to knowledge all of resources available on base ready to support your health needs.  Must be on orders or Active duty.

SMOKING CESSATION TOOLBOX
Make It Happen Information
Use of tobacco products represents the single most damaging threat to a person’s health.  Tobacco temporarily elevates your blood pressure, makes your heart work harder and is a risk factor for heart disease along with other serious health problems.  Recognize the damage that tobacco does and make a personal commitment to "kick the habit".

DRUG AND ALCOHOL ABUSE TOOLBOX
Instant Expert

The Navy Alcohol and Drug Abuse Prevention Program (NADAP) web site (http://navdweb.spawar.navy.mil/) offers information and assistance to support individual and command alcohol abuse and drug use prevention efforts.
Make It Happen Information
The Navy has a counseling and rehabilitation program to help military members, civilian employees, and dependents deal with alcohol and or drug abuse problems.

Drug and Alcohol Abuse Programs

The Drug and Alcohol Program Advisor (DAPA) at your command has several different levels of treatment that are available depending on the severity of the situation.   

DISCRIMINATION AND SEXUAL HARASSMENT TOOLBOX
Instant Expert

	Function
	Phone
	Location
	Hours

	Command Managed Equal Opportunity

Military
	DSN: 
	Bldg. 


	

	Equal Employment Opportunity

Civilian
	DSN: 
	Bldg. 


	


Make It Happen Information
Every Naval Reserve member deserves the opportunity to achieve his or her own potential, and to work and live in an environment that values human dignity and is free of discrimination.  Each one of us, whether military or civilian, plays a key role in creating and maintaining this kind of working and living climate.

See SECNAVINST 5300.26B, OPNAVINST 5354.1E for guidance.  If you feel you have a problem and need assistance, contact the offices listed above.

CASUALTY SERVICES TOOLBOX
  Instant Expert 

	Service(s)
	Servicing Office
	Phone

	Casualty Services
	Military:  Casualty Assistance Calls Officer (CACO)

Civilian:  Civilian Personnel Office
	DSN:


Make It Happen Information

The objective of casualty services is to provide the most compassionate and accurate reporting and notification of service members’ status to the next-of-kin (NOK) and higher headquarters.  Understand a casualty does not always mean a death as we are often called upon to deal with family members of personnel who are seriously ill or injured.

The CO will appoint a CACO to notify the NOK within 24 hours and be available to provide any assistance requested by the NOK.  The CACO will assist the family in obtaining services available, entitlements, benefits, and burial arrangements that are provided by the Navy and the Veterans Administration.

For civilian employees, supervisors are responsible for notifying the Civilian Personnel Office of serious illness or death of the employee.  The applicable specialist at the CPO will work with supervisor to do letters of condolences and ensure insurance and benefits of the survivors are worked.  

SEPARATION AND RETIREMENT TOOLBOX
Instant Expert

	Service(s)
	Servicing Office
	Phone

	Separation/Retirement Application
	Military:  PSD/Reserve Center

Civilian:  Civilian Personnel
	DSN 

DSN 

	Reserve Component Survivor Benefits Plan
	Military:  PSD/Reserve Center
	


Make It Happen Information

Retiring or separating from military and civil service is something that comes only once in one’s life.  Being prepared to meet the challenges of separating or retiring can be a difficult task, but with assistance it can be made easy.  As supervisors and co-workers it is our duty to aid those who have served their country with honor.
Separation/Retirement Application
To complete the requirements associated with these actions, got to your local PSD or Reserve Center for preparation instructions, information, and counseling.

Reserve Component Survivor Benefits Plan 
The Reserve Component Survivor Benefit Plan (RCSBP) enhances the military estate program by providing the surviving dependents of military personnel a portion of the member’s retired pay to maintain a reasonable level of income.  It is as a government-subsidized means of providing a lifetime cost-of-living adjusted income for surviving dependents.

	FAMILY


LIFE INSURANCE KEY QUESTIONS:

 FORMCHECKBOX 
  Is your beneficiary information current?

 FORMCHECKBOX 
  Does your life insurance meet your family’s needs?

DEERS ENROLLMENT KEY QUESTION:

 FORMCHECKBOX 
  Have you updated the DEERS within the last year?

EMERGENCY DATA KEY QUESTION:

 FORMCHECKBOX 
  When was the last time you updated your emergency data card?

LEGAL KEY QUESTIONS:

 FORMCHECKBOX 
  Have you established a will and or a power of attorney and are they up-to-date?

 FORMCHECKBOX 
  Do you know where to get notary services?

FINANCIAL PLANNING KEY QUESTIONS:

 FORMCHECKBOX 
  Do you have a budget? Would you like to talk with a counselor for aid in setting up a budget?

 FORMCHECKBOX 
  Do you have a savings bond or savings account?

MEDICAL KEY QUESTION:

 FORMCHECKBOX 
  (TAR Only) Do you know the three TRICARE coverage options? Is you family registered for one of the coverage plans?

 FORMCHECKBOX 
  (Civilian Only) Are you enrolled in one of the Federal Health Benefit Programs? 

INFORMATION AND REFERRAL SERVICES QUESTION:

 FORMCHECKBOX 
  Do you know where to get assistance for various family life situations?

KEY POINTS:

To be ready to meet mission requirements, we must plan for and take care of our responsibilities at home.  A variety of services are available to assist you in planning for your personal and family needs.  The data applies to everyone whether you are single, married, active duty military member, or civilian employee.  

· Prepare for your personal and family needs today.

· Know what benefits you are entitled to and make the most of them.

· Build a financial foundation to support personal and family goals.

· Plan for periods of separation and deployment.

LIFE INSURANCE TOOLBOX
Instant Expert

	Service
	Servicing Office
	Phone
	Items to bring with you

	Life Insurance
	Military: (SGLI), Personnel Support Detachment or Reserve Center

Civilian Employees: (FEGLI), Civilian Personnel Office 
	
	Valid military ID

Call for appointment


Make It Happen Information

Having the right amount of insurance ensures your family will be taken care of in your absence.  Take the time to establish and review you policy annually.

Serviceman’s Group Life Insurance (SGLI) 

Each reserve member is entitled to SGLI.  This is inexpensive life insurance offered to you without a physical exam or any other pre-qualification.  The cost of this coverage is about one fifth of what it would cost you in the civilian market.  Payments are an automatic payroll deduction.  Members can enroll in SGLI at the Personnel Support Detachment or Reserve Center at any time with only a valid military ID card.  Prior to signing up, the member should decide what amount of coverage to enroll for and who the beneficiaries will be.  Maximum coverage under SGLI is $250,000.00.


Location: 

Hours:  

Phone:  

DSN:
Federal Employee’s Group Life Insurance (FEGLI) (Civilian Employees only)

The Federal Employee’s Group Life Insurance is a life insurance option open to civilian employees.  Enrollment in FEGLI can be taken care of at the Civilian Personnel Office.  Enrollment must be done within 30 days from the date of permanent appointment or conversion to permanent appointment.  Thereafter, changes in coverage can only be elected during designated open sessions or after application, full medical evaluation, and final approval by the Office of Personnel Management. 

Location:  
Hours: 
Phone: 
DSN: 
DEERS ENROLLMENT TOOLBOX (Military/Retirees only)
Instant Expert

	Service
	Servicing Office
	Phone
	Items to bring with you

	DEERS Enrollment
	Military/Retirees: PSD Customer Service /Reserve Center
	DSN: 
	Valid military ID

New Spouse: photo ID and marriage license, SSN

Children:  Birth Certificate, SSN


Make It Happen Information
Enrollment in the DEERS program allows your dependents access to many privileges.  If a family is not enrolled in DEERS, they are not authorized to receive medical or dental treatment through the military, authorized an ID card, or use of base facilities.  Military members can enroll their family members in DEERS at the PSD Customer Service Counter.  The military member will need to be present with the family member to be enrolled.  The military member will need a valid military ID card.  For new spouses, a picture ID and marriage license are required.  For children, a certified copy of the birth certificate is required.  Identification cards can be issued at the Customer Service Counter after DEERS enrollment.

Location: 

Hours:  

Phone:  

DSN: 

EMERGENCY DATA TOOLBOX
Instant Expert

	Service
	Servicing Office
	Phone
	Items to bring with you

	Record of Emergency Data 
	PSD Customer Service /Reserve Center
	
	Valid military ID


Make It Happen Information

Emergency Data Card/DD Form 93 (Military only)

The DD Form 93 (Page 2) provides current emergency information on each military member.  The form serves as an official document and is required by law for designation of beneficiaries for death gratuity pay and allowances.  Military members should review this form annually and before all deployments at the PSD Customer Support Counter.  Report any changes such as addresses, family changes (marriage, divorce, births, deaths, etc.).


Location: 

Hours:  

Phone: 

DSN:   
LEGAL TOOLBOX
Instant Expert

	Service(s)
	Servicing Office
	Phone
	Items to bring with you

	Will
	Naval Legal Support Office (NLSO)


	
	Valid military ID              Call for appointment

Will Worksheet (can be picked up prior to appointment)

	Power of Attorney
	Naval Legal Support Office (NLSO)


	
	Valid military ID

	Notary Service
	Naval Legal Support Office (NLSO)
	
	Valid military ID

Items to be notarized and originals


Make It Happen Information

Wills and power of attorneys are not mandatory, but it is critical to your family members to have your affairs in order at all times.  Having a current will ensures your wishes are adhered to if something unfortunate happens to you.  A power of attorney allows someone to take care of your business in your absence.  Notary services are also available free of charge.
Wills and powers of attorney are available free of charge from the base legal office.  Prior to arriving, members should decide what they want in their will or power of attorney.  A will worksheet should be completed before meeting with a lawyer and can be picked up at any time.  The legal office will go over general items that should be covered in a will and a power of attorney.   Call to schedule an appointment.  Notary services can be taken care of on a walk-in basis.


Location:  

Hours:

Phone:  


DSN: 
FINANCIAL PLANNING AND DEBT MANAGEMENT TOOLBOX
Instant Expert

	Service(s)
	Servicing Office
	Phone
	Items to bring with you

	Financial Planning

Debt Management
	 Family Support Center
	
	Call for appointment

	Military Pay
	DFAS
	Email: https://mypay.dfas.mil/mypay.asp

	

	Savings Bond
	PSD
	
	

	Retirement and Thrift Savings Plan 
	Civilian Employees:  Civilian Personnel
	
	


Make It Happen Information

The Personal Financial Management Program offered by the Family Support Center provides financial information, education, and individual counseling to enhance personal financial management.  Financial planning is a way to ensure your present needs and your security for the future.  Stress caused by poor money management practices has ended many careers and has contributed to many family separations.  

Remember, you are responsible for your finances and your dependents’ finances.  A great tool to help you is a budget.  A budget allows you to keep your debts to a minimum and affords you the opportunities to save money.  Saving even a small portion of your monthly salary can amount to a significant sum over time!  

Free counseling and help with financial planning and debt management is available.  Specific counseling topics include: analysis of personal financial status, budgeting, checkbook maintenance, debt liquidation and credit management, establishing credit, and consumer protection.  Call in advance for an appointment.  


Location:  

Hours:  

Phone:  


DSN: 

Retirement and Thrift Savings Plan
Civilian employees participate in one of the federal retirement systems: Federal Employee Retirement System (FERS) or Civil Service Retirement System (CSRS).  Employees may participate in the Thrift Savings Plan (TSP) by deduction from their pay.  As of January 2002, military members may also participate in the TSP.  Federal retirement programs are a combination of wage replacement strategies and salary insurance protections.  For any explanation of each program’s benefits, contact: 


Location:  

Hours:   

Phone:   


DSN:     
MEDICAL TOOLBOX 
Instant Expert

	Service(s)
	Servicing Office
	Phone
	Items to bring with you

	TRICARE
	Military/Retirees:  TRICARE Facts

www.tricare.osd.mil 

https://www.tricare.osd.mil/DEERSAddress/   

http://www.triwest.com
http://www.tricare.osd.mil/pharmacy/retailnetwork.cfm
www.tricare.osd.mil/claims/ 

http://www.ucci.com/ 

TAR or Active duty
	
	Valid ID Card

	Federal Employees’ Health Benefits Plan (Medical and Dental)
	Civilian Personnel 
	
	

	TRICARE Family Dental Plan
	Military: TRICARE Facts or your TRICARE Health Benefits Advisor


	
	Dental Care printout (Finance)

DD Form 2494 or 2491-1

	 Dental Care Information


	Military/Retirees: Dental Clinic


	
	Valid military ID

Dental Records


Make It Happen Information

The area of greatest concern to most people is in the area of medical/dental benefits for their dependents.  To avoid the possibility of receiving unforeseen medical/dental bills, you should be aware of the following programs.

TRICARE (Military and Retirees)
Questions regarding TRICARE the TRICARE Center, Benefits Service Center can answer option plans, TRICARE benefits, and how to enroll.  Concerns about the availability or quality of care for members or dependents can be addressed to the Medical exams and standards Representative.



TRICARE FACTS




Location: 



Hours:   

Phone:  

DSN: 
Federal Employees’ Health Benefits Program (Civilian Employees only)

Civilian employees have 30 days from date of permanent appointment or conversion to permanent appointment to enroll in Federal Employees’ Health Benefits program (FEHB).  Several different coverage options are available and most plans contain dental care options.  Temporary employees are eligible to enroll in FEHB after serving for one continuous year (premiums are slightly higher).  Changes can be accomplished during open season (Nov-Dec time frame) to include changes in family status.  



Location: 


Hours: 


Phone:  
DSN:     
Base Dental Services (Military/Retirees only)

Military member’s dependents and retirees can go to the Dental Clinics for treatment.  Routine and emergency dental care is available to dependents on a space available basis. Military members need only bring a military ID and dental records.  If you are a retiree or dependent, bring your dental records with you if they are not maintained at the clinic, in addition to your military ID.  All patient affairs issues should be addressed to the reception desk first.

Location:       

Hours:    


Phone:  

DSN:     

TRICARE Family Member Dental Plan (Military and Retiree only)

TRICARE offers dental insurance through United Concordia for a minimal monthly fee. For enrollment information, visit http://www.ucci.com/was/ucciweb/home.jsp or contact your TRICARE Health Benefits Advisor. Family members must be enrolled in DEERS for eligibility.



TRICARE Dental Facts




Location:  

Hours:




Phone:    

DSN:       

USEFUL WEB SITES TOOLBOX

The web sites contained in this toolbox will provide you with an excellent source of general and detailed information about many topics in the Navy and Naval Reserve.

· The U.S. Navy 

http://www.navy.mil   

· Commander Naval Reserve Force 

http://reserves.navy.mil/
· Interim guidance concerning CME/Us, drill points, and pay

http://navymedicine.med.navy.mil/med07/M10-1_page.htm
· Reserve Affairs Enlisted Matters

http://navymedicine.med.navy.mil/med07/M10E_page.htm
· E-Magazine (produced by M10-Reserve Affairs)

http://navymedicine.med.navy.mil/med07/M10%20E-Zine%20-Summer%202003.pdf
· MEDRUP Homepage

http://navymedicine.med.navy.mil/medrup/
· Marketing and Training Information (Reserve Affairs)

http://navymedicine.med.navy.mil/med07/M10-6_page.htm
· Naval Medicine Online

http://nmo.med.navy.mil   

· Naval Knowledge Online

https://wwwa.nko.navy.mil/portal/index.jhtml  

· Manage MentorPlus

https://wwwa.nko.navy.mil/portal/jhtml/hmmplus/menu_cat.htm
· Defense News

http://www.defenselink.mil/news/defense.html
· Today in DOD

http://www.defenselink.mil/today  

· Life Insurance Program

http://www.insurance.va.gov/sgliSite/FSGLI/sglifam.htm
12
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