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Fitness Report Responsibility Matrix

Fitness report grading will follow the Chain of Command as delineated below:

	Billet
	Primary Grader
	Secondary Grader

	Member-in-Rank
	Squad Leader
	Platoon Commander

	Company Guide
	Company Senior Chief/First Sergeant
	Company XO

	Squad Leader
	Platoon Chief/ Gunnery Sergeant
	Platoon Commander

	Platoon Chief/ Gunnery Sergeant
	Company Senior Chief/ First Sergeant
	Platoon Commander

	Platoon Commander
	Company XO
	Company Commander

	Company Senior Chief/ First Sergeant
	Company XO
	Company Commander

	Company XO
	Company Commander
	Company Advisor 

	Company Commander
	Battalion Commander
	Company Advisor

	Asst Division Officer
	Division Officer
	Asst Department Head

	Division Officer
	Asst Department Head
	Department Head

	Asst Department Head
	Department Head
	Battalion XO

	Department Head
	Battalion XO
	Battalion Commander

	Battalion XO
	Battalion Commander
	Marine Officer Instructor

	Battalion Commander
	Marine Officer Instructor
	Professor of Naval Science


Fitness Report Block-by-Block Instructions

BLOCK 1

NAME

Member's last name, first name, middle initial, and suffix, if any, separated by spaces. Place a comma after the last name. Omit spaces and punctuation within a name. If the member has no middle name or initial, enter NMN(Full middle name is acceptable but not required).

DENNEY, JOHN A

STJOHN, MELVIN J II

WALTERS, J ARTHUR

OBRIEN, MARY S

MARTIN, PAUL T JR

SMYTHEJONES, ANN NMN

BLOCK 2

GRADE/RATE

Grade or rate that the member is actually wearing on the ending date of the report. To determine class, use the following:

Graduation less than 1 year: MIDN1 OC1

Graduation less than 2 years: MIDN2 OC2

Graduation less than 3 years: MIDN3 OC3

Graduation less than 4 years: MIDN4

BLOCK 3

DESIG

This block will be used to record the member’s parent company.

ALPHA

BRAVO

CHARLIE

DELTA

ECHO

FOXTROT
BLOCK 4

SSN

EVERY FITREP WILL HAVE THE SAME SSN

000-00-0000

BLOCK 5

DUTY/COMPETITIVE STATUS

Place an X in one and only one box as follows:

	

	  


ACT Active Duty (All OC’s)

INACT Inactive Duty (All MIDN)

BLOCK 6

UIC

Unit Identification Code (UIC) of member's ship/station.

68699

BLOCK 7

SHIP/STATION

Abbreviated name of the activity to which the member is assigned for the duty reported on.

NROTCU HAMPTON RDS

BLOCK 8

PROMOTION STATUS

Enter the member’s promotion status on the ending date of the report period.

REGULAR

BLOCK 9

DATE REPORTED

In “yyMONdd” format, enter date the member reported to the command named in block 7.

Example: 02OCT17

BLOCKS 10-13

OCCASION FOR REPORT

	

	

	

	X


Periodic

Detachment of individual

Detachment of reporting senior

Special


BLOCKS 14-15

PERIOD OF REPORT

In “yyMONdd” format, enter the beginning (FROM) and ending (TO) dates of the report period.

Spring Semester: 06DEC09 to 07APR27

Fall Semester: 07APR28 to 07DEC08
(The following are incorrect: 17OCT96, 961017, and 101796.)

BLOCK 16

NOT OBSERVED REPORT

BLANK

BLOCKS 17-19

TYPE OF REPORT

	X

	

	


Regular

Concurrent

Ops Cdr

BLOCK 20

PHYSICAL READINESS

Enter the code letter for the most recent physical fitness assessment (PFA) result, a slash, and the two- letter code for the height/weight or body fat measurement. Example: P/WS. Use the PFA score from the most recent official PFA, even if recorded during a prior report period or at another command.  Use the height/weight or body fat measurement taken in conjunction with that PFA, or a more recent special measurement as necessary to ensure currency of the entry. See chart below for codes. See OPNAVINST 6110.1D for testing and record-keeping requirements.

CHART FOR BLOCK 20

	PRT CODE
	HEIGHT/WEIGHT OR BODYFAT CODE

	P
	Passed
	WS
	Within Standards

	*F
	Failed, or failed to participate when required

* Blk 35/41 reflection
	*NS
	Not within standards or failed to be weighed or measured when required.  Explain in block 41 and treat as adverse matter.  

*Blk 35/41 reflection

	E
	Exempt (Age 50 and up)
	MW
	Medically waived from BC

	M
	Medically waived from entire PFA
	
	


BLOCK 21

BILLET SUBCATEGORY (IF ANY)

STUDENT

BLOCK 22

REPORTING SENIOR


Enter last name and initials of the reporting senior. Place a comma after the last name. Omit punctuation or spaces within last name. Do not use any suffixes like JR and III. Be sure the name and signature match.

BARAGAR, K B

BLOCK 23

GRADE

Enter reporting senior's grade.

CAPT

BLOCK 24

DESIGNATOR

Enter reporting senior's four-digit officer designator.

1320

BLOCK 25

TITLE

Reporting senior title. May be up to 14 characters and spaces.

CO

BLOCK 26

UIC

UIC of reporting senior's command. All reports from the same command must use the same reporting senior UIC.

68699

BLOCK 27

SSN

Reporting senior's social security number (SSN). Use hyphens after the third and fifth digits. For training purposes, all reports will use:

000-00-0000

BLOCK 28

COMMAND EMPLOYMENT AND COMMAND ACHIEVEMENTS

Enter a brief statement of command employment and significant command awards or achievements during the period of the report.

PROGRAM FOR MIDSHIPMEN AND OFFICER CANDIDATES; ACADEMIC AND PROFESSIONAL COUNSELING; SUPPORT OF ENLISTED COMMISSIONING EDUCATION PROGRAMS.

BLOCK 29

PRIMARY/COLLATERAL/WATCHSTANDING DUTIES

In the small box to the right of the caption, enter an abbreviation of 14 or fewer characters and spaces for the most significant primary duty for the period reported on.

BATTALION CO

BATTALION XO

MCPO

OPS DH

ASST SUPPLY DH

TRAINING

ADMIN DIVO

ASST ADMIN (without DH for LTJG’s)

COMPANY CO

COMPANY XO

COMPANY SCPO

GUIDE

PLT OIC

PLT CDR

PLT CPO (Navy)

PLT GUIDE

SQD LDR

MIR

The remainder of block 29 consists of one to three elements, as follows:

Duty Titles, Majors, Minors and Clusters: Beginning to the right of the abbreviation box, enter duty titles and number of months each duty was assigned during this report period. Enter duty titles in the following order: most significant primary duty (corresponds to the abbreviation inside box); other primary duties; collateral duties; watch standing duties. Then add the member’s major. Below is an Example of Blk 29.

	OPS DH




OPERATIONS DEPT HD-5; HU COLOR GUARD-5; DINING IN COOR-3; ACDO-5; DUTY DRIVER-5. MAJOR- ELECTRONICS ENGINEERING TECHNOLOGY. MINOR-SPANISH.

BLOCK 30

DATE OF MID-TERM COUNSELING

Enter the date counseled from the counseling worksheet. Use “yyMONdd” format.

Example: 04OCT15

Counseling Not Performed During Report Period: A mid-term counseling session should be documented only once, on the report for the period in which it occurred. If counseling was not performed because the counseling date did not fall within the report period, enter NOT REQ in block 30. If counseling was not performed for any other reason (scholarship student that joined after mid-term counseling deadline), enter NOT PERF, and provide a brief explanation in block 31.

BLOCK 31

COUNSELOR

This block is signed on the counseling worksheet only. On the fitness report, type the name of the counselor from the counseling worksheet (WILSON, B L or JOHNSON, M). If the entry in block 30 is NOT PERF, enter a brief explanation in block 31, e.g., TEMADD or ILLNESS. If a longer explanation is needed, enter SEE COMMENT and provide an explanation in the Comments block (41).

BLOCK 32

SIGNATURE OF INDIVIDUAL COUNSELED

The member will sign this block on both the counseling worksheet and the fitness report. Use black ink. The signature verifies that blocks 30 and 31 are accurate, and counseling was conducted. An individual who believes that the counseling was inadequate may submit a statement to the record.

BLOCKS 33-39

PERFORMANCE TRAITS

For each trait, place an X in one and only one box. The meanings of the Trait grades are printed on the form, along with representative performance standards. The 3.0 grade represents performance to full Navy standards. The 5.0 grade is reserved for performance that is far above standards, and is notable for its exemplary or leadership quality. The 1.0 grade means generally poor performance, which is not improving, or unsatisfactory performance with respect to a single standard. For the majority of Navy people, most of the trait grades should be in the 2.0 to 4.0 range. Grade Not Observed (NOB) if there has not been enough observation to grade with confidence. Grade block 39 NOB if it is not applicable to the member.

FITREP BLOCK 40

CAREER RECOMMENDATIONS

Enter two company/battalion billet recommendations, one per block. Each entry can have a maximum of 20 characters and spaces. If necessary, use two lines for the entry. Do not leave blank. If no recommendation is appropriate, enter NA or NONE in the first block. Be realistic. Do not recommend billets for which the member is not or cannot become qualified. Be specific. State the billet name you believe the member is ready for.

COMPANY          OPERATIONS  

XO


DEPT HEAD

FITREP BLOCK 41

COMMENTS ON PERFORMANCE

These are minimal instructions only. Refer to the NROTC FITREP Bullet Guide for specific bullet information.

The grader will use between 5 – 10 lines to comment on the performance of each member.

Typography. Use only 10 point. Use upper-and lower-case. Do not underline, boldface, italicize, ** center **, or otherwise highlight passages. Use clear, readable typefaces (Courier New). Proportional typefaces are allowed (1st, 5th, etc.). Handwritten comments or additions to comments are only allowed by Company Advisors.

Substantiation of 1.0 Grades, Physical Readiness Failure, and Negative Recommendations. Specifically discuss all 1.0 grades and physical readiness marks of F or NS. Identify by block number the performance trait being discussed. You may discuss more than one trait in a single bullet or paragraph.
Example:

*Blk 35 – OC Sailor has not proven to be a leader of physical readiness, which has been demonstrated by failing his most recent physical fitness assessment. Uniform is substandard; failed most recent personnel uniform inspection.

Term GPA:                   PFA Input:

Cumulative GPA:             Overall Aptitude:

Prohibited Comments. Do not comment on any of the following, except as noted in Annex N of BUPERSINST 1610.10 in NAVFIT 98A:

- Previous Failure of Selection

- Submission or Withdrawal of Resignation Under Honorable Circumstances

- Judicial or NJP Proceedings Which Have Not Been Concluded

- Non-punitive Letter of Censure

- Investigations not Concluded, and Material from Privileged Investigative Reports

- Marital Status, Spouse, or Family Members

- Medical Reports and Summaries

- Performance on Court-Martial as Member, Counsel, or Military Judge

- Awards or Decorations Recommended but Not Received

FITREP BLOCK 42

PROMOTION RECOMMENDATION

NOB

FITREP BLOCK 43

SUMMARY

BLANK

FITREP BLOCK 44

REPORTING SENIOR ADDRESS

COMMANDING OFFICER

NROTCU HAMPTON ROADS

5215 HAMPTON BLVD

NORFOLK VA 23529

FITREP BLOCK 45

SIGNATURE OF REPORTING SENIOR AND MEMBER TRAIT AVERAGE

Reporting senior sign and date. The date must be the actual signature date of the report. The reporting senior whose name appears in block 22 must sign all reports.

Fitness Report Personal Input Example

MIDN Ralph Shmuckatelly

Delta Company

Coordinates with chain of command and completes all tasks correctly in timely manner. Effective leader, needs little/no instruction attaining objectives. Concerned with well-being of others, maintains an active role in TAPS community project for families of deceased military members. Draws on abilities and strengths of subordinates. A student of human nature with superior ability to inspire cooperation from subordinates. Remarkable ability to adapt to requirements of superiors.

Fitness Report Bullet Guide

The following excerpts have been have been adapted from the Enlisted Eval & Officer FITREP Writing Guide, 1994. This is not an all inclusive list.

FAVORABLE EXAMPLES:

Personal Traits:

· Fully capable of meeting new situations head-on and applying himself in a highly resourceful manner.

· Physically fit, possesses stamina to carry on in demanding situations.

· A continuing source of innovative ideas and positive contributions.

· Contributes full measure to any task, willingly accepts added responsibility

· Takes exceptional pride in image he projects, wears immaculate, inspection-ready uniform on a daily basis.

· Possessed with an unending urge—and ability—to achieve.

· Calm and affable nature is a valuable asset in daily activities.

· Enjoys Navy lifestyle and is quick to offer positive advice to subordinates on ways to increase their worth and contribution to a team effort.

· A self starter, who can plan ahead, usually has most of a project laid out before formal tasking.

· Deep concern for well being of others, total dedication and support to the Navy and the command he serves highlight daily activities.

· Excellent in attitude and capability

· Unique ability to perform under pressure.

· Ready wit and pleasing personality enhances morale.

· Alert, dynamic, highly intelligent with a creative mind.

· Can be relied upon to take the initiative in implementing changes in policy or procedure.

· Cultivates understanding, harmony, and esprit de corps.

· Deep sense of pride and respect for Navy regulations and traditions.

· Team player, places high emphasis on cooperation and teamwork.

· Demonstrates unsurpassed professionalism

· Uncompromisingly committed to the principles of equal opportunity and fair treatment to all service members.

· Honest, sincere, and unquestionable integrity

· Remarkable ability to adapt to requirements of superiors

· Exhibits personal and professional qualities that are

· prerequisite for personnel seeking greater responsibility

· Dedicated, with an obvious willingness to serve with pride in

· any endeavor

Management and Leadership:

· Possesses professional competence to know what to do, fortitude to decide how to do it, and dynamic leadership to inspire others to accomplish it.

· Draws on abilities and strengths of subordinates

· A student of human nature with superior ability to inspire cooperation from subordinates

· Made himself/herself the “man/woman to see” when subordinates need guidance of either personal or professional manner

· Displays firm grasp and use of effective leadership principles

· Executes excellent management practices by blending concern for others with job accomplishment

· Possesses the spark of leadership, creative ability, and self-confidence to excel in any assignment

· Genial, cooperative, with the courage of conviction

· Personified leadership by example

· Fair, impartial leader; respects the rights of others

· Every goal and objective met timely and correctly the first time around

· Rare ability to apply corrective counseling and have it accepted in a positive manner

· Quick to take the lead in coordinating activity and providing guidance and supervision

· A master at achieving maximum use of limited resources

· Positive Navy attitude and personal application of distinctive leadership consistently inspired higher achievements from peers and subordinates

· Intense individual whose paramount interest is in efficiency of his organization

· Great foresight, prepared for any eventuality

· Observes chain of command principles, effectively delegates administrative and managerial responsibilities

· Radiates confidence, composure, and competence

· Skillful manager; proven ability to attain high standards of performance

· Strong leader; instills in subordinates the same desire to excel that he/she has

· Original thinker; offers new and innovative ideas

Self Expression:

· Excellent speaker; can discuss a wide variety of subjects with confidence and conviction

· Commands large vocabulary which is used very skillfully and effectively in oral and written communication

· Authoritative manner of speaking commands complete attention

· Meticulous and methodical in staff work

· An excellent communicator with a ready and pleasing wit

· Interesting conversationalist, with ability to clearly and logically state views

· Expresses himself/herself clearly and concisely. Speaks easily and straight-forwardly without undue repetition

· Can develop and give good presentation to familiar or unfamiliar audience. Thinks on his/her feet.

UNFAVORABLE EXAMPLES:

· Lacking in cooperativeness and teamwork

· Inclined toward stubbornness

· Reluctant to accept responsibility

· Preoccupation with minor details frequently impairs soundness of judgment

1

