OFFICERS REQUESTING SUBSPECIALTY CODES

A.	MANAGING THE SUBSPECIALTY SYSTEM OVERVIEW

Officer subspecialty codes provide the Navy with a means to track specific skill sets beyond those described by an officer's designator.   Officers with subspecialty codes are eligible for an array of challenging assignments throughout the Navy.  The skill sets can be acquired through either advanced education or significant experience.

The subspecialties, which represent these skill sets, are categorized by subspecialty major area and are defined by the Core Skill Requirements (CSRs) and Educational Skill Requirements (ESRs) of the subspecialty field.

The current officer database will allow the Navy to track up to five (5) subspecialties for every officer. The code consists of 4 numbers (subspecialty code) followed by a letter (suffix). The suffix represents the educational/experience level of the subspecialty code defined by the 4 digits.


B. The Process (How do I get coded?)

1) If the billet is coded:  If the officers billet is coded with a subspecialty code they will receive a code when they detach from that billet.  For example:  The officer has no subspecialty code and the billet is coded 3210S.  When the officer detaches they will automatically receive a 3210S that means they have significant on the job training in Operations Research Analysis.  If the billet was coded 3210P and the officer did not have masters degree in that skill, they would receive a 3210S as you can not get credit for a masters degree without going to school.   If the officer held a 3210P and filled a 3210P billet, the 3210P will be changed to a 3210Q to reflect utilization of the masters degree.  Officers cannot get utilization credit for billets they filled before their education.  

2) If the billet does not have a subspecialty code: An officer who desires a subspecialty coding should review the CSRs and ESRs to determine which code best reflects the skills acquired.  
a.)	Education request must include:  
· Transcripts
- Include Course Descriptions (use your schools catalog)
- Include a return e-mail address and/or phone number
Note:
In addition, all official transcripts are to be forwarded to Pers312G for entry into the officer's record.

b.)	Experience request must include:
-  Include Fitness reports for experience periods (18 month minimum)
-  Include command endorsement letter
-  Include a return address, e-mail address and phone number
Notes:
- If an officer is requesting an experience subspecialty code based on their current tour, they will have had to be in that billet for at least 18 months.
- If the billet is not coded for the requested subspecialty, then the duties of the billet must be closely related to the core skill requirements for the requested subspecialty.
Further, these duties must be documented in the officer's fitness reports.


C. Submit a request for subspecialty coding to:

Department of the Navy
Naval Personnel Command
Pers-45E
5720 Integrity Drive
Millington, TN 38055-4400


D.  	Examples of coding requests are in Table 8-1and 8-2


TABLE 8-1
 
EXPERIENCE SUBSPECIALTY REQUEST

SAMPLE SUBSPECIALTY CODE REQUEST (EXPERIENCE)

From:  Lieutenant Ima Real Sailor, USN, 123-45-6789/1110
To:    Bureau of Naval Personnel (Pers 440)
Via:   Commanding Officer, USS Neversail

Subj:  REQUEST FOR SIGNIFICANT EXPEREIENCE SUBSPCIALTY CODE

Ref:   (a) NAVPERS 15560C, Section: MILPERSMAN 1214-010
       (b) NAVPERS 15839

Encl:  (1) Fitness Reports from USS Neversail and USS Drydock

1. In accordance with references (a) and (b), I request the subspecialty code ####S, Makeshift Engineering. I have been assigned to the USS NEVERSAIL for the past 26 months in a corresponding subspecialty coded billet and was assigned to the USS DRYDOCK for 36 months performing duties as a division officer in the Engineering Department. The Unit Identification Code (UIC) and Billet Sequence Code (BSC) of my present billet are 99999/00300. My duties have included:
· Engineering Officer in the USS NEVERSAIL, responsible for the ships’ engineering plant including its operation and maintenance. Required complete knowledge and understanding of all engineering plant systems and their interrelationships. 
· Responsible for all budgeting and spare parts supply. 
· Makeshift Division Officer in the USS DRYDOCK, responsible for all makeshift system operations and maintenance. Required complete knowledge and understanding of the makeshift system.

2. I feel I have gained significant experience in the area of Makeshift Engineering and request this coding designation.
 


I. R. SAILOR 


TABLE 8-2

EDUCATIONAL SUBSPECIALTY REQUEST

 SAMPLE SUBSPECIALTY CODE REQUEST (EDUCATION)

From:  Lieutenant Ima Real Sailor, USN, 123-45-6789/1110
To:    Bureau of Naval Personnel (Pers 440)
Via:   Naval Postgraduate School (NPS-031)

Subj:  REQUEST FOR SIGNIFICANT EDUCATION SUBSPCIALTY CODE

Ref:   (a) NAVPERS 15560C, Section: MILPERSMAN 1214-010
       (b) NAVPERS 15839

Encl:  (1) Transcript from Whatsmatta University
       (2) Course descriptions from Whatsmatta University 
           Catalog

1. In accordance with references (a) and (b), I request the subspecialty code ####P, Makeshift Engineering. I completed a Master’s of Science in Makeshift Engineering at Whatsmatta University in March of this year. Enclosures (1) and (2) are a certified copy of my transcript and catalog course descriptions. (Note both are required). 

2. I can be contacted at the USS NEVERSAIL, FPO AE 99999-0001 or DSN 555-1212. 

 

I. R. SAILOR 














HOW TO REQUEST AN AQD


· First, check your record and see if you qualify.  In general, 18 months in a billet coded for the AQD is needed to qualify or completion of the appropriate school.
· Next, mail a letter in the format of the example provided and all supporting documentation to BUPERS-317 at the following mail address:


BUPERS-317
Intelligence Officer Community Manager
5720 Integrity Drive
Millington, TN 38055

-----------------------SAMPLE LETTER----------------------------

30 Nov 12

From:  Joe Sailor, USN/1830
To:    Intelligence Community Manager, BUPERS-317

Subj:  ADDITIONAL QUALIFICATION DESIGNATIONS (AQD) ICO LCDR SAILOR
       , XXX-XX-XXXX/183X

Ref: (a) NAVPERS 15839I

1.  This letter is to certify that I, LCDR Joe Sailor, meet the requirements for both the 3M1 and 3M2 AQDs in accordance with reference (a).  

2.  In my capacity as ________.  

3.  While performing my duties as ______.

4.  Based on the above and in accordance with ref (a), I request the awarding of the xxx and xxx AQDs.

5.  Contact information: joseph.sailor@navy.mil, (comm.) 321-111-1111, DSN 123-1111.



J.. SAILOR





