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ESTABLISH, REVISE OR DELETE A SUBSPECIALTY CODE

A.
REQUEST TO ESTABLISH, REVISE OR DELETE SUBSPECIALTIES?


Requests recommending subspecialty additions (new codes or suffix) or deletions are to be sent via the appropriate chain of command to Commanding Officer, Navy Manpower Analysis Center, via N131E.  The procedures for preparing these requests are in the Navy Officer Manpower and Classification Instruction (NAVPERSINST 15839 series, Vol I) and listed in this chapter.   

B.
REQUESTING TO ESTABLISH A NEW SUBSPECIALTY CODE

1.
Requirements 

A Sponsor and Subject Matter Expert must be established when new codes are being designed.  The Subject Matter Expert along with the Sponsor will determine if the Navy has a need for this new requirement.  Some things must be done to determine if the Navy has a need for this requirement.

a) Establish your Core Skill Requirements and Education Skill Requirements.  Samples are provided in Tables 2-1 and 2-2.

b) Contact N131E, N00T and NOOCS Secretary to establish your requirements.   

c) Correspond with the Major Manpower Claimants to determine if they have a need and if they would be able to code any billets.  

d) Determine if the NPS or Civilian Institutions have a curriculum that already exists or can be established to meet your Education Skill Requirements.  

e) Determine which designators would be applicable and establish contact with Officer Community Managers.

Table 2-3 lists requirements that must be in your request to the NOOCS Secretary.  A sample letter with attachments is provided at Table 2-4.

2.
REQUEST TO REVISE SUBSPECIALTY CODE

A Sponsor and Subject Matter Expert are the only one that can formally request a change to their own codes.  Listed below are some steps to be taken.  A formal request must be sent to the NOOCS Secretary via N131E.  Table 2-5 list requirements that must be in your request.

a) Contact N131E, N00T and NOOCS Secretary for guidance on how to make the changes.   

b) Corresponded with the Major Manpower Claimants to determine if they are in agreement with these changes.  

c) Determine if Officer Community Managers are able to support your changes.

3.
REQEUST TO DELETE SUBSPECIALTY CODE

A Sponsor and Subject Matter Expert are the only one that can formally delete their own codes.  Listed below are some steps to be taken, a formal request must be sent to the NOOCS Secretary via N131E.  Table 2-6 list requirements that must be in your request.

a) Contact N131E, N00T and NOOCS Secretary for guidance on how to make the changes.   

b) Corresponded with the Major Manpower Claimants to determine if they are in agreement with this deletion.  

c) Determine if Officer Community Managers support your deletion.

Table 2-1

SAMPLE FORMATS

______[FIELD NAME]___

EDUCATIONAL SKILL REQUIREMENTS (ESR)

1.  The officer must understand the fundamental concepts and be familiar with the basic functional areas of [field.....] within the Department of the Navy (DON) and the Department of Defense (DOD) including:

    a.

    b.

    c.

2.  The officer must have the ability to apply [...............] principles as well as knowledge from the relevant sciences such as [....................] to the development and implementation of effective [field.....] policies throughout DON and DOD.

3.  The officer must be able to analyze the strengths and weaknesses of new [field.....] policy proposals and suggest alternatives that recognize the potential impact on DOD/DON programs and objectives.

4.  The officer must understand and be able to apply a range of quantitative techniques (e.g., [....................]) to the analysis and study of DON/DOD [field.....] issues.

5.  The officer must have the ability to use and understand [................] systems in problem solving and analysis efforts specifically as they relate to existing and proposed DON/DOD [...........................] systems.

6.  The officer must be capable of understanding and evaluating the utility of the [field.....] currently employed by DON/DOD.

7.  The officer must understand the [....................] system from its inception as fiscally unconstrained defense guidance to constrained implementation resulting from congressional authorization and appropriation and analyze the impact on DON/DOD programs and policies.

APPROVED:    ___________________________

             ___________________________          __________

             [SPONSORS NAME/SIGNATURE]


[DATE]

Table 2-2

SAMPLE FORMATS

[CODE]

CORE SKILLS REQUIREMENTS

_____________[FIELD NAME]______________

  Billet subspecialty coding is to be based on the minimum education/training/experience level required for optimum performance.  [Field] subspecialty coding is justified when, in addition to the general criteria stated in NAVPERS 15839G (Manual of Navy Officer Manpower and Personnel Classification) Part B, the following specific criteria are satisfied:

I.  Subspecialty Coding Restrictions and Applicable Designator:
    1.  

    2.

    3.

II.  Significant Experience Criteria
    1.  T-coded billet is justified when:

        a.

        b.

        c.

    2.  S-coded billet is justified when:

        a.

        b.

        c.

    3.  R-coded billet is justified when:

        a.

        b.

        c.

III.  Functional Education Criteria
    1.  G-coded billet is justified when:

        a.

        b.

        c.

    2.  F-coded billet is justified when:

        a.

        b.


c.

IV.  Masters Criteria
    1.  P-coded billet is justified when:

        a.

        b.

        c.

2.  Q-coded billet is justified when:

        a.

        b.

V.  Post-Masters
    1.  N-coded billet is justified when:

        a.

        b.

    2.  M-coded billet is justified when:

        a.

        b.

VI.  Doctorate Criteria
    1.  D-coded billet is justified when:

        a.

        b.

    2.  C-coded billet is justified when:

        a.

        b.

NOTE:

The Chief of Naval Personnel defines General and Level criteria for subspecialty code assignment.  Based upon applicable General and Level criteria (published in NAVPERS 15839 series, Vol I, Part B), Sponsor and Subject Matter Experts develop and maintain Specific (education, training and/or experience) Criteria for assign​ing subspecialty codes to billets.  Core Skills Requirements is published by N131E1 to all Sponsor and Subject Matter Experts/Officer Community Manager representatives and Manpower Claimant personnel who exercise management of assigned officer manpower during the biennial subspecialty requirements review.  Specific, General and Level criteria are cited in determining and reviewing subspecialty requirements.

Table 2-3

REQEUST TO ESTABLISH A NEW SUBSPCIALTY CODE

REQUESTS TO ESTABLISH SUBSPECIALTIES
Recommendations to establish a Subspecialty code must include the following:

1.
Recommended education/training/experience field code, title(s).

2.
Any corresponding special requirements to be included in the NAVPERS 15839 series or the OPNAVINST 1000.16 series.

3.
Designator(s) that can hold the Subspecialty Code including minimum and maximum pay grades applicable to officers and billets.  Must have Officer Community Managers’ chops for all Designators that apply.

4.
Funding implications including curriculum development, education skill requirements (ESR), instructor workload, military construction (MILCON), OPN cost, and student/training billets needed to maintain curriculum.  Recommend command consult with Officer Policy and Programs Section (N7) for guidance on ESRs.

5.
Number and location of billets by activity name, activity unit identification code (UIC), Billet Identification Number (BIN), Billet Sequence Code (BSC), billet title, designator and grade, proposed subspecialty, and any coding on the billet at this time.  Identify minimum number of officers required at Naval Postgraduate School (NPS) to support a curriculum.  Recommend command consult with the Naval Postgraduate School and the Officer Subspecialty and Graduate Education Management Section (N131E).  Must attach justification sheets for each billet and they must have Major Manpower Claimant approval letters.  

6.
Information on how the qualifications are presently identified.

7.
For education/training/experience field code only -- education curriculum or training programs that will support requirements.  This includes Education Skill Requirements and Core Skill Requirements.  

8.
Problem areas (current and future).

9.
Justification:  a statement as to why existing expressions (i.e. NOBC, AQD, SSP, grade, or designator) or current method of identifying the requirements are insufficient without the proposed subspecialty code; other historical or amplifying information.

10.
Any Reserve implications.

11.
Point of contact for this new subspecialty.

12.
Sponsor and Subject Matter Experts and other consultants.

Table 2-4

SAMPLE ESTABLISH LETTER
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28 March 2010

From:  Director of My Command

To:      Commanding Officer, Navy Manpower Analysis Center

Via:     Chief of Naval Operations (CNO-N131E)

Subj:  REQUEST ESTABLISHMENT OF NEW SUBSPECIALTY - MAKESHIFT 

ENGINEERS

Encl:  (1) Detail justification of for establishment of subspecialty code

          (2) Education Skill Requirements

          (3) Core Skill Requirements 

          (4) Summary of Makeshift Engineers Billets

          (5) Subspecialty request forms

1.  Makeshift Engineers is critical in teaching how to process new Subspecialty Code Request.  Increasing the supply of trained and tested systems this process will enable people with little hardship to process a package through the many different chops and endorsements.  Working with N131E, NPS, N00T as you work through all of the enclosures will assist in not having the package returned, or in excess re-work.  All your work should be approved the Sponsor before going out.  This new code under the Sponsor should not be something new to them when this package comes across their desk.
2.  Enclosure (1) is a detailed justification for establishing new subspecialty codes in accordance with the NAVPERS 15839 series Vol 1.    Enclosure (1)  is the beginning along with enclosures (2) and (3), which are written by the sponsor or subject matter experts.  After writing enclosure (1), (2), and (3) a needs assessment should be done by several of the major claimants to see if the need is out in the fleet.  Will the fleet be willing to code billets with this new requirement and how interested are they in this new code.   

3.  After you find out that the Fleet really does want this code and will code billets, you go to NPS, N00T and finalize the money, end strength and curriculum.  They should have a plan on how to implement.  Do not implement until an assessment is done as to if the Major Manpower Claimants need and want this code.  We should not be educating anyone before approval of code through the NOOCS system.

  4.  The paragraph should tell us what the benefits of this new code and how it will help the Navy.  Enclosure (4) list the billets that will be coded and also which the Major Manpower Claimants have agreed to code.  Major Manpower Claimants will fill out Enclosure (5) and send them to you to place in this package.  This is their agreement that they want the codes on the billets.

5.  The Subject Matter Expert will be:  Cdr I. Know All,  DSN 224-1212, commercial phone: 703-555-1212, email: i.know.all@navy.mil.

I. KNOW IT ALL








HEAD EDUCATOR

(SAMPLE- Enclosure (1))


####


MAKESHIFT ENGINEERING


EDUCATIONAL SKILL REQUIREMENTS (ESR)


1. KNOWLEDGE OF BASIC MANAGEMENT PRINCIPLES (DOD-ORIENTED) INCLUDING RESOURCE MANAGEMENT SYSTEM.  The officer should be conversant with fundamental management theories and the strengths and weaknesses of each theory.  Officers should be completely familiar with those basic elements that are common to all management systems.  The officer should understand the management systems and techniques employed within DOD, particularly Navy, and the Resource Management System, i.e., how resources are acquired, allocated, and accounted for.


2. POSSESS THOROUGH KNOWLEDGE OF NAVAL EDUCATION/TRAINING ORGANIZATION AND OPERATION.



a. The officer should be thoroughly knowledgeable in naval education and training organizational structure and operation.  This includes all levels from the CNO to the activity conducting the education or training or providing training support.  The officer should understand operations from the time of determination of the education and the training requirements to acquisition of resources and the establishment of the required program.  The officer should also understand aspects of the maintenance of ongoing education and training.



b. The officer should understand how requirements are originated and validated and therefore needs a working knowledge of the education and training roles of activities such as OPNAV, BUPERS, and the FLEET CINCS.


3. UNDERSTAND THE PLANNING, PROGRAMMING AND BUDGETING SYSTEM (PPBS).  The officer should possess sufficient understanding of the PPBS to perform duties in education and training management as these duties relate to the Planning, Programming, and Budgeting System.  This implies a solid working budget, etc.  The officer should understand the mechanisms entailed in the translation of a validated requirements into the acquisition of required resources.  


4. UNDERSTAND THE PRINCIPLES AND APPLICATIONS OF INSTRUCTIONAL SYSTEMS DEVELOPMENT.  The officer should possess an in-depth knowledge of the basic tenants and underlying theories of instructional technology, and specifically the Instructional Systems Development (ISD) Model approved for use in the Navy.  The officer should understand the major advantages inherent in the ISD system as compared with conventional and traditional designs, including knowledge of the crucial instructor role.  The officer should also be aware of the economic factors associated with ISD introduction and ongoing ISD.


5. KNOWLEDGE OF PERSONNEL/MANPOWER MANAGEMENT (NAVY, MILITARY, AND CIVILIAN) POLICIES AND PROCEDURES.  The officer should possess an understanding of the basic tenants and underlying theories in the broad category of manpower management.  Included within this broad category are manpower requirements, definition, personnel acquisition, professional development, promotion and advancement, and personnel placement.  The officer should also possess a working knowledge of the Navy policies and practices in personnel management, officer and enlisted, including an understanding of the organizational structure and operation of COMNAVCRUITCOM, BUPERS, and CNO (N1).  The officer should also possess a working knowledge of Navy civilian manpower policies and procedures.


6. BASIC KNOWLEDGE OF THE THEORY OF TRAINING/EDUCATION PSYCHOLOGY.  The officer should possess an awareness of the various elements of education/training psychology, including the learning process and the factors affecting learning, and how these elements function in the Navy education and training environment.  These elements must be approached in terms of both the general theory and the specific application within the military.


7. POSSESS A BASIC KNOWLEDGE OF THE TRAINING RESEARCH AND DEVELOPMENT PROCESS, POLICIES, AND PROCEDURES.  New approaches and improvements to existing technology rely on new knowledge, which comes primarily from scientific research.  Officers responsible for Navy education and training must be able to discuss and use the R&D process to improve the education and training system.  Officers should be able to list the various means through which new and existing R&D information can be obtained, as well as how R&D can be initiated.  Officers should possess an adequate knowledge of Navy instructions to be able to find specific R&D guidance as required.


8. POSSESS A BASIC UNDERSTANDING OF THE APPLICATIONS OF COMPUTER TECHNOLOGY TO EDUCATION AND TRAINING MANAGEMENT.



a. The officer must be well versed in education and training applications of automatic data processing.  Knowledge of computer theory and systems analysis is implied insofar as it is essential to understanding and managing computer applications.  This definition implies understanding computer capability and limitation.



b. Specific attention should be paid to the instructional (computer managed instruction, computer assisted instruction) and the management (budget, manpower, reporting, etc.) use, and the impact of developing technology upon such use.  DOD and NAVY ADP control policies should also be understood.


9. POSSESS A BASIC KNOWLEDGE OF CONTRACT ADMINISTRATION.  The intent here is to permit the individual to function as the technical manager in Navy procurement.  The individual must have sufficient knowledge of the Navy Procurement System and procurement regulations to work with the contracting officer in ensuring that the Navy receives full-intended value for monies expended for goods and services.

    10. KNOWLEDGE OF EXISTING AND CONCEPTUAL TRAINING SYSTEMS.  Because ISD is not applicable to all education and training situations, officers must be familiar with the theory of other existing systems, their operational methodology, and their assets and limitations.  Similarly, some cognizance of conceptual/potential systems for education and training is required so that applications of new ideas may be incorporated into existing systems.

APPROVED:                                
              [SPONSORS NAME/SIGNATURE]           [DATE]

Points of Contact:  Chief Naval Personnel (PERS 440), DSN 224-3321, can answer questions regarding the MSE subspecialty code.  


(SAMPLE – Enclosure (2))

####@


CORE SKILL REQUIREMENTS


MAKESHIFT ENGINEERING

  Billet subspecialty coding is to be based on the minimum education/training/experience level required for optimum performance.  Makeshift Engineering subspecialty coding is justified when, in addition to the general criteria stated in NAVPERS 15839G (Manual of Navy Officer Manpower and Personnel Classification) Part B, the following specific criteria are satisfied:

I.  Subspecialty Coding Restrictions and Applicable Designator:

    1.  Billets assigned to shore based Unrestricted Line Officers, afloat Electronic Material Officers, and Restricted Line Officers with 14XX, 15XX, and 161X designator may qualify for XX## subspecialty coding.

II.  Significant Experience Criteria
    1.  T-coded billets are justified when the general and level criteria are satisfied and the billet provides the incumbent with:

        a. initial experience and familiarity with the general principles, techniques, and skills of Makeshift Engineering;

        b. initial experience or familiarity in one of the following skill areas: mathematical modeling, quantifying uncertain and random phenomenon, resource allocation, probability, statistics, optimization techniques, game theory, or war-gaming techniques.

    2.  S-coded billets are justified when the billet requires two of the following:

        a. routine supervision of tasks such as computer programming, data processing, technician supervising, or technical writing;

        b. significant experience in supervising or performing maintenance of electronic equipment and/or systems;

        c. on a regular or frequent basis, detailed technical liaison in electronics and other related fields with other services or external agencies;

        d. frequent presentation of comprehensive briefings on electronic warfare, ASW, radar, telecommunications, or


SAMPLE (cont.)

####@


CORE SKILL REQUIREMENTS


MAKESHIFT ENGINEERING

other electronic related subjects;

        e. participation in the prosecution of research, development, test and evaluation projects;

        f. experience or familiarity in one of the following skill areas: mathematical modeling, quantifying uncertain and random phenomenon, resource allocation, probability, statistics, optimization techniques, game theory, or war-gaming techniques.

    3.  R-coded billets are justified when the billet requires:

        a. the same as an S-coded billet and

        b. a board-selected officer with two tours in a related billet.

III.  Functional Education Criteria
    1.  F- and G-coded billets are not applicable for Makeshift Engineering.

IV.  Baccalaureate Criteria

    1.  E-coded billets are justified when, in addition to the general baccalaureate requirements, the billet requires both a and b below and one of c through f below:

        a. involvement primarily with naval systems engineering;

        b. baccalaureate facility in one of the following areas: Naval Architecture, Nuclear Engineering, Naval/Mechanical Engineering, Electronics Engineering, or Underwater Acoustics;

        c. supervised performance of technical and analytical tasks related to naval systems engineering;

        d. the ability to translate the fundamental concepts of engineering into practical applications of shipboard systems;

        e. conduct of routine tests, operation and repair of shipboard systems;

        f. and that the incumbent of a fleet operational or staff billet have a basic technical and theoretical knowledge of mechanical/electrical engineering in order to direct the operational employment and maintenance of shipboard systems.


SAMPLE (cont.)


####@


CORE SKILL REQUIREMENTS


MAKESHIFT ENGINEERING

V.  Elective Level Criteria
    1.  H-coded billets are justified only for afloat billets for either a or b below:

        a. afloat engineering billets requiring expertise in the operation and maintenance of ship underwater acoustics systems where a masters level of knowledge is desirable but not essential for optimum performance;

        b. fleet staff billets requiring knowledge of the operation and maintenance of ship underwater acoustics systems where a masters level of knowledge is desirable but not essential for optimum performance.

VI.  Masters Criteria
    1.  P-coded billets are justified when the billet requires all of the following:

        a. application of electronics engineering principles of communications, computer systems, electronics, or power transmission;

        b. understanding of data processing, probability and statistics, electronic devices and circuits, signal processing, communication theory, digital processing, antenna principles, control theory, or the engineering characteristics of representative electronic systems;

        c. understanding of the development, acquisition, installation, and maintenance phases of electronic equipment and systems;

        d. the design, specification, evaluation or installation of electronic systems for the fleet;

        e. and one of the following:

           (1) interfacing with other services, agencies and/or industry on Makeshift Engineering matters at the masters degree level;

           (2) presenting detailed technical and operational briefings, Project Plans and Project Reports on Electronic related subjects.


SAMPLE (cont.)


####@


CORE SKILL REQUIREMENTS


MAKESHIFT ENGINEERING

    2.  Q-coded billets are justified when the billet requires:

        a. proven experience in application of electronics engineering principles of communications, computer systems, electronics, or power transmission;

        b. proven understanding of data processing, probability and statistics, electronic devices and circuits, signal processing, communication theory, digital processing, antenna principles, control theory, or the engineering characteristics of representative electronic systems;

        c. proven understanding of the development, acquisition, installation, and maintenance phases of electronic equipment and systems;

        d. proven understanding of the design, specification, evaluation or installation of electronic systems for the fleet;

        e. and one of the following:

           (1) interfacing with other services, agencies and/or industry on Makeshift Engineering matters at the proven masters degree level;

           (2) is the technical expert in presenting detailed technical and operational briefings, Project Plans and Project Reports on Electronic related subjects.


SAMPLE (cont.)


####@


CORE SKILL REQUIREMENTS


MAKESHIFT ENGINEERING

VII.  Post-Masters
    1.  N-coded billets are justified when the billet requires all of the following:

        a. performance as technical advisor on development, acquisition, installation, maintenance and/or evaluation of technical capabilities and adequacy of electronic equipment and systems;

        b. effective, advanced application of engineering knowledge of data processing and transmission, communications, optimal control, signal processing, or systems analysis; 

        c. technical performance in projects involving the design, specification or evaluation of electronic systems, including communications, command and control, weapons control, ship control, navigation, missile guidance, electronic warfare, ASW, AAW, ASUW, STW, or computer/data display systems;

        d. post masters level facility in probability and statistics, electronic devices and circuits, control theory, signal processing, communication theory, digital processes, or representative electronic systems;

        e. and one of the following:

            (1) coordinated planning processes in developing electronic systems and detailed technical management review of engineering plans for technical completeness;

            (2) a Department/Division Head technical management position that is concerned with development, acquisition, and/or evaluation of electronic systems;

            (3) liaison or consultation with scientists, engineers, or technicians in the Makeshift Engineering field in other services, agencies and/or industry at the post masters degree level.

    2.  M-coded billets are justified when the billet requires:

        a. proven experience needed to perform as the  technical advisor on development, acquisition, installation, maintenance and/or evaluation of technical capabilities and adequacy of electronic equipment and systems;


SAMPLE (cont.)


####@


CORE SKILL REQUIREMENTS


MAKESHIFT ENGINEERING

        b. proven experience needed to perform as the effective, advanced application of engineering knowledge of data processing and transmission, communications, optimal control, signal processing, or systems analysis; 

        c. proven experience needed to perform as the technical performance in projects involving the design, specification or evaluation of electronic systems, including communications, command and control, weapons control, ship control, navigation, missile guidance, electronic warfare, ASW, AAW, ASUW, STW, or computer/data display systems;

        d. proven experience needed to perform as the post masters level facility in probability and statistics, electronic devices and circuits, control theory, signal processing, communication theory, digital processes, or representative electronic systems;

        e. and one of the following:

            (1) plans processes in developing electronic systems and detailed technical management review of engineering plans for technical completeness;

            (2) a Department/Division Head technical management position that is concerned with development, acquisition, and/or evaluation of electronic systems;

            (3) liaison or consultation with scientists, engineers, or technicians in the Makeshift Engineering field in other services, agencies and/or industry at the proven post masters degree level.

VIII.  Doctorate Criteria
    1.  D-coded billets are justified when the billet requires all of the following:

        a. performance as principle technical advisor on development, acquisition, and/or evaluation of technical capabilities and adequacy/completeness of electronic systems;

        b. formulation of effective engineering methods for data processing and transmission, communications, optimal control, signal processing, and systems analysis;


SAMPLE (cont.)


####@


CORE SKILL REQUIREMENTS


MAKESHIFT ENGINEERING

        c. performance in projects involving the design, specification, or evaluation of electronic systems, including communications, command and control, weapons control, ship control, navigation, missile guidance, electronic warfare, ASW, AAW, ASUW, STW, or computer/data display systems;

        d. doctoral level facility in probability and statistics, electronics devices and circuits, control theory, signal processing, communication theory, digital processes, or representative electronic systems;

        e. and one of the following:

           (1) personal involvement in the design of state-of-the-art electronic equipment/systems (including computer programming of advanced applications) or formulation of projects involving new applications of modern electronic, communications, and/or computer systems;

           (2) liaison or consultation with scientists, engineers, or technicians in the Makeshift Engineering field in other services, agencies and/or industry at the doctoral degree level.

    2.  C-coded billets are justified when the billet requires:

        a. principle technical advisor on development, acquisition, and/or evaluation of technical capabilities and adequacy/completeness of electronic systems;

        b. formulation of effective engineering methods for data processing and transmission, communications, optimal control, signal processing, and systems analysis;

        c. technical advisor in projects involving the design, specification, or evaluation of electronic systems, including communications, command and control, weapons control, ship control, navigation, missile guidance, electronic warfare, ASW, AAW, ASUW, STW, or computer/data display systems;

        d. proven doctoral level facility in probability and statistics, electronics devices and circuits, control theory, signal processing, communication theory, digital processes, or representative electronic systems;


SAMPLE (cont.)


####@


CORE SKILL REQUIREMENTS


MAKESHIFT ENGINEERING

        e. and one of the following:

           (1) personal involvement in the design of state-of-the-art electronic equipment/systems (including computer programming of advanced applications) or formulation of projects involving new applications of modern electronic, communications, and/or computer systems;

           (2) liaison or consultation with scientists, engineers, or technicians in the Makeshift Engineering field in other services, agencies and/or industry at the proven doctoral degree level.

SAMPLE (Enclosure (4))

Summary of Makeshift Engineers Billets- Sample.  Need to list all billets being coded.

	MMC
	ACTY
	BIN
	10 CODE
	UIC
	BSC
	BILLET DESIG
	ASSN P SSC
	ASSN S SSC
	REQUEST

P SSC
	REQUEST S SSC
	REMARKS

	02
	ME
	0000001
	1234567890
	12345
	12345
	1000I
	3212P
	
	0000X
	3212S
	MMC FORMS ATTACHED

	11
	YOU
	0000002
	1234567890
	12345
	12345
	1050G
	3121P
	
	0000X
	3121S
	MMC FORMS ATTACHED

	19
	THEM
	0000003
	1234567890
	12345
	12345
	1300H
	5403P
	
	0000X
	
	MMC FORMS ATTACHED

	22
	US
	0000004
	1234567890
	12345
	12345
	1300I
	5403P
	
	0000X
	
	MMC FORMS ATTACHED

	25
	WE
	0000005
	1234567890
	12345
	12345
	6410J
	
	
	0000X
	
	MMC FORMS ATTACHED

	24
	ALL
	0000006
	1234567890
	12345
	12345
	1440H
	5601P
	
	0000X
	
	MMC FORMS ATTACHED

	36
	TWO
	0000007
	1234567890
	12345
	12345
	1610G
	
	
	0000X
	
	MMC FORMS ATTACHED

	48
	ONE
	0000008
	1234567890
	12345
	12345
	1200G
	3510P
	
	0000X
	3510S
	MMC FORMS ATTACHED

	48
	THREE
	0000009
	1234567890
	12345
	12345
	1020I
	6201P
	
	0000X
	
	MMC FORMS ATTACHED

	48
	FOUR
	0000010
	1234567890
	12345
	12345
	1120H
	5201P
	
	0000X
	
	MMC FORMS ATTACHED

	60
	FIVE
	0000011
	1234567890
	12345
	12345
	1130H
	2500P
	
	0000X
	
	MMC FORMS ATTACHED


SAMPLE (Enclosure (5))

Subspecialty request forms- ONE SAMPLE.  One needed for each billet being coded.

Screen for the Activities, MMC – Out Of Cycle Request

Activity Title:__all

10 Digit Code____1234567890 

AUIC___12345                BSC_12345

Billet Identification Number (BIN):___0000006

Billet Designator _____1440___Rank:___H- CDR

Current Subspecialty Requirements:         Current Subspecialty Authorizations:

PSUB_____5601_____ Suffix _P______          PSUB___*_______ Suffix____*___

SSUB______*____ Suffix__*____               SSUB____*______ Suffix ___*____

Requesting Subspecialty Requirements:         Requesting Subspecialty Authorizations:

PSUB____0000______ Suffix ___x____             PSUB__________ Suffix_______   
SSUB__________ Suffix______               SSUB__________ Suffix _______   
Justification for subspecialty code:  (required field by User and/or MMC)

        Incumbent works on application of electronics engineering principles of communications, computer systems, electronics, or power transmission, like X and Y and Z.  Needs full understanding of data processing, probability and statistics, electronic devices and circuits, signal processing, to be able to implement communication theory, digital processing, antenna principles, control theory, or the engineering characteristics of representative electronic systems to develop acquisition, installation, and maintenance phases of electronic equipment and systems.  Incumbent must design, specification, evaluation or installation of electronic systems for the fleet and must b able to presenting detailed technical and operational briefings, Project Plans and Project Reports on Electronic related subjects.  Incumbent is responsible for coordinated planning processes in developing electronic systems and detailed technical management review of engineering plans for technical completeness.

Subspecialty Compensation:   AUIC__________  BSC__________ Billet Identification Number (BIN):________________  Billet Designator ___________Rank:_____________

Claimant Information:

MMC #___24___ POC:_I know it all_____ Phone: _###-###-####___(automatic from file)

TABLE 2-5

REQUEST TO REVISE SUBSPECIALTY CODE
Recommendations to revise a Subspecialty code must include the following:

1.
Code number and title of subspecialty to be revised.

2.
Background, reason for revision.

3.
Recommended changes to education/training/experience field code, title(s).

4.
Any corresponding special requirements to be included in the NAVPERS 15839 series or the OPNAVINST 1000.16 series.

5.
List of designators that can hold the Subspecialty Code including minimum and maximum pay grades applicable to officers and billets. 

6.
Funding implications including curriculum development, education skill requirements (ESR), instructor workload, MILCON, OPN cost, and student/training billets needed to maintain curriculum.  Recommend command consult with Officer Policy and Programs Section (N7) for guidance on ESRs.

7.
Number and location of billets by activity name, activity UIC (UIC), Billet Identification Number (BIN), Billet Sequence Code (BSC), billet title, designator and grade, proposed subspecialty, and any coding on the billet at this time.  Minimum numbers of officers required too support a curriculum of training or education at Naval Post Graduate School (NPS), or a path to significant experience.  Recommend command consult with the Naval Postgraduate School and the Officer Subspecialty and Graduate Education Management Section (N131E).

8.
Information on how the qualifications are presently identified, (officer and billets) and what to do with them.

9.
For education/training/experience field code only - education curriculum or training programs that will support requirements.

10.  Problem areas (current and future).

11.
Justification:  a statement as to why existing descriptors (i.e. NOBC, AQD, SSP, grade, or designator) or current method of identifying the requirements are insufficient without the proposed subspecialty code change; other historical or amplifying information.

12.
Any Reserve implications.

13.
Point of contact for this revised subspecialty.

14.
Sponsor and Subject Matter Experts and other consultants.

15.
Information on how to recode billets and personnel presently coded with this subspecialty.  


a.
Billets



Recoding of billets should be done during the biennial review process if possible.  Include a Data Processing Services Request (DPSR) for recoding of billets if not done during the revalidation.   


b.
Personnel



Personnel with this subspecialty will either be phased out through attrition or will transfer to another subspecialty.  Include in letter how you want the personnel with this subspecialty to be handled; pre-staff through Pers 440.

16.
Indicate who you have staffed this through (Officer Community Managers, Claimants, etc.).  

17.
Point of Contact.

TABLE 2-6

REQUEST TO DELETE A SUBSPECIALTY CODE

Recommendations to delete a Subspecialty code must include the following:

1.
Code number and title of subspecialty to be deleted.

2.
Background, reason for deletion.

3.
Information on how to recode billets and personnel presently coded with this subspecialty.  


a.
Billets



Recoding of billets should be done prior to the biennial revalidation process if possible.  


b.
Personnel



Personnel with this subspecialty will either be phased out through attrition or will transfer to another subspecialty.  Include in letter how you want the personnel with this subspecialty to be handled, this should be pre-staffed through PERS 440.  

4.
Indicate Reserve implications.

5.
Indicate who you have staffed this through, (ex. Sponsor and Subject Matter Experts, Officer Community Managers, Claimants).  Recommend command consult with the Naval Postgraduate School and the Officer Subspecialty and Graduate Education Management Section (N131E).

6.
Point of contact.
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