LDO/CWO Commissioning Procedures Checklist
The following is a step by step process to assist you as a LDO/CWO selectee to become a commissioned officer.  It is imperative that you take the initiative to follow these procedures to ensure that your commissioning process runs smoothly.  Do not assume that actions are automatically occurring through the process.  You are highly encouraged to work closely with your Navy Reserve Activity (NRA) before, during and after their commissioning ceremony to ensure a smooth transition.  We also strongly advise you to maintain copies of all your commissioning documents.

Mobilization: 

· If you have received Mobilization orders or have been tagged for mobilization, you need to contact your NRA as soon as possible and notify them that you have been selected for LDO/CWO.  Your NRA will inturn contact CNRFC N35 for a determination on your mobilization status.  You will also need to contact the PERS-92 RC LDO/CWO Program Manager, PSC Catherine Kuntz, at 901-874-3209, catherine.kuntz@navy.mil immediately.

· If you are currently on mobilization orders there will not be a “field commissioning”.  You will be required to complete the mobilization and be demobilized before being commissioned.  Notify your deployed manpower representative (i.e. NAVCENT Det Iraq if deployed in Iraq) and let them know of your upcoming commission.  You will also need to contact PERS-92 RC LDO/CWO Program Manager, and notify them within 10 days that you are currently on a mobilization and provide your current contact information to them.
Required Items:
· You will be required to complete a report of the Medical Examination (DD 2807-1 and DD 2808) that must be signed and dated no more than 90 days from your expected commissioning date.  The original DD 2807-1 and DD 2808 should be retained in your medical record.  
· You will need to ensure that you have had an official PFA administered within six months of your commissioning date and an additional BCA within 30 days prior to commissioning.  

· You will also be required to complete a Ready Reserve Agreement NAVPERS 1200/1 (Rev 06/12).  You will be required to fill out blocks 1-12:
Block 2 -full SSN

Block 4 -Commissioning Pay Grade
Block 5 -Commissioning Designator
Block 6 -Date of commissioning physical

Block 8 -Current mailing address

Block 9 -Supporting NRA

Block 10 - RUIC -The RUIC of the Unit you will be assigned to once you are commissioned.  RBSC -Billet information or IAP.  Name of Unit – will be the name of the unit that you will be assigned to.  You will need to select DP vice NP.
Block 11 -You will need to sign, this signature cannot be a digital signature

Block 12 -The date in this block will need to be your date of grade once you are commissioned.  In almost all cases ENS will be 1 Oct and CWO will be 1 Nov.
 Mail, fax, or email completed DD 2807-1, DD 2808, PFA, BCA and Ready Reserve Agreement (NAVPERS   1200/1) (Rev 06/12) to: 
· Mailing address:  
Navy Personnel Command 

PERS 92  LDO/CWO Program Manager
5720 Integrity Drive

Millington, TN 38055-8540

· Fax:  Attention: PERS 92 LDO CWO  Program Manager at 901-874-2910

· Email:  PSC Kuntz at catherine.kuntz@navy.mil

· Phone:  (901) 874-3209
· Contact PSC Kuntz as a follow up to ensure PERS 92 is in receipt of all required documents once submitted.  Provide PERS-92 with your current mailing address for proper mailing of commissioning documents.
60 days prior to your commissioning date

· Begin planning the Commissioning Ceremony with your Unit or NRA.  A ceremony script is provided on NKO in the Reserve LDO CWO section under the Commissioning and Selectee Information section to assist in the planning.  Type in “Reserve LDO CWO Home” in the search function to access the information.
30 days prior to your commissioning date
· Order your new officer uniforms.  Refer to the NKO website and Type in “Reserve LDO CWO Home” in the search function and then select the Commissioning and Selectee Information.  In this section you will find a power point download titled “Commissioning Procedures/Saved Pay/Uniform Allowance PowerPoint Presentation.”  This presentation will provide you with the information on uniform allowances that you will be eligible for once commissioned. 
· Confirm that you have received your commissioning documents from the RC LDO/CWO Program Manager approximately 30 days prior to your commissioning date.  The documents should include but are not limited to:

· Officer Appointment Acceptance

· Oath of Office (NAVPERS 1000/4)

· The package will also contain specific instructions for acceptance or declination of the appointment.
· Finalize commissioning ceremony details.  Contact the Officer Training Command to obtain
a DCO class quota.  You have to attend the class AFTER your commissioning and within  

12 months after your commissioning date.   Be prepared to sign a Page 13 acknowledging this requirement.  Contact for Officer Training Command class quota is 401-841-3344.  Detailed course Information course information can be found at http://www.ocs.navy.mil/ldo.asp.
Commissioning day

· After the ceremony, fax or email a signed copy of the following documents to the RC LDO/CWO Program Manager, 
· Officer Appointment Acceptance

· Oath of Office (NAVPERS 1000/4)
A confirmation email will be sent from the RC LDO/CWO Program Manager once this information has been received and verified.  This may take up to 3 business days to complete once the documents have been received.

· As soon as possible following the commissioning, you or the activity that delivers the appointment are required to submit the below following documents to PERS 802 at the following address:
·                                 Navy Personnel Command 

PERS - 802 

5720 Integrity Drive

Millington, TN 38055-8540

                                “OFFICER APPOINTMENT – DO NOT OPEN IN MAIL ROOM”

Note:  The Officer Appointment Acceptance and Oath of Office document is a vital document that PERS 92 needs as soon as possible.  Immediately send the Officer Appointment Acceptance and Oath of Office document Oath of Office to PERS 92 LDO/CWO Program Manager via fax or email.  Send the remaining documents as a complete package once they are obtained.

Securely fasten documents in a single complete group with the Oath of Office - NAVPERS 1000/4 as the first or “top” document. Pay close attention to the documents that are required to be originals and those that can be copies:
· Officer Appointment Acceptance and Oath of Office (Original) NAVPERS 1000/4
· Ready Reserve Agreement (Original) NAVPERS 1200/1
· Satisfactory Participation Requirements (Original) NAVRES 1570/2
· College transcripts if any (Copy)
· Program Service Agreements (Original) Supply LDO/CWO only
· Privacy Act Statement – Copy of your original enlistment/reenlistment document (DD Form 4/1) privacy act statement will suffice

· Record of Emergency Data (Copy) NAVPERS 1070/602
· SGLI Election Form (Copy) SGLV 8286
· Classified Information Nondisclosure Agreement (Original) SF 312
· Officer’s Report of Home of Record (Original) NAVPERS 1070/74
· Report of Medical Examination (Copy) DD 2808
· Report of Medical History (Copy) DD 2807-1
· Forward the following documents to your NOSC:
· Officer Appointment Acceptance and Oath of Office (Copy)
· Ready Reserve Agreement (Copy) NAVPERS 1200/1
· Report of Medical Examination (Original) DD 2808
· Report of Medical History (Original) DD 2807-1
· Saved Pay and Allowance Memo (Original) see “Saved Pay Information and Example Letter” provided on NKO in the Reserve LDO CWO section under the Commissioning and Selectee Information section
· Enlisted close out Eval/Fitrep (Original)
· Annual Statement of Service History (Copy)
· Leave and Earnings Statement (Copy)
· Latest DD 214 (Copy)
On or after Commissioning Day 
IMPORTANT NRA / Current Activity Information 
· Do not process the NSIPS Conversion until the member receives a confirmation email from the RC LDO/CWO Program Manager with the Approved NAPVERS 1200/1(REV 06/12).  Doing this without the confirmation email will result in errors.  
· Once you have received the Approved NAVPERS 1200/1, process an Enlisted to Officer Conversion through NSIPS.  If you have any issues or questions contact the NSIPS Help Desk (877-589-5991 or DSN 312-647-5442)

· DO NOT DISCHARGE the member from enlisted status.  The member is not leaving the Navy, but is simply changing status from enlisted to officer.  If the member has been discharged, contact the NSIPS Help Desk (877-589-5591 or DSN 647-5510).  Do not proceed any further until the member’s discharge is undone. 
· DO NOT TRANSFER the member.  If the member has been transferred, contact the NSIPS Help Desk.  Do not proceed any further until the member’s transfer has been undone.

After Commissioning
· Obtain a new CAC card for you and your dependants.
· Within 90 days of commissioning, selectees are directed to apply for applicable officer billets via the Junior Officer Apply (JO APPLY) process.  More information can be found on CNRFC website: https://private.navyreserve.navy.mil/cnrfc/N-Codes/N1/CNRFC_N122/Pages/N122Home.aspx.  
· Uniform Clothing Allowance – A one-time initial uniform allowance in the amount of $400, regardless of source of commission or previous enlisted status, after completion of 14 days of AT/ADT or 14 IDT periods as an Officer.  The newly commissioned LDO/CWO must submit a request for this payment – it is NOT automatic.  Refer to the NKO website and go to the Reserve LDO CWO section and then select the Commissioning and Selectee Information.  In this section you will find a power point download titled “Commissioning Procedures/Saved Pay/Uniform Allowance PowerPoint Presentation.”  This presentation will provide you with the information on uniform allowances that you will be eligible for once commissioned.  Also reference DODFMR VOL 7A, CH 30.
· Create Officer’s personnel record to be personally kept/maintained by you.  Make copies of important enlisted documents from your “enlisted record” prior to its closing.
· Complete the LDO/CWO Course with 12 months from Commissioning Date.
· Become intimately familiar with the Reserve LDO CWO community through the NKO “Reserve LDO CWO Home” section.

