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M LPERSMAN 1306- 108
ENLI STED MANNI NG | NQUI RY REPORT ( EM R)
Responsi bl e | NAVPERSCOM Phone: COM| (901) 874-4360
Ofice ( PERS- 4013) FAX 874- 4360

1. Purpose. This article establishes a Navy-w de Enli sted
Manning I nquiry Report (EMR) for personnel shortages having a
significant effect on unit readi ness.

2. Policy

a. Al activities, except submarines and submari ne support
staffs, will submt an EM R nessage report to Navy Personne
Command ( NAVPERSCOM), Enlisted Personnel Readi ness and Support
Branch (PERS-4013) in the format of Exhibit 1 on the occasion of
an enlisted personnel manning concern neeting the criteria
outlined in this article.

b. NAVPERSCOM ( PERS-4013) serves as the manning contro
authority (MCA) agent for the foll ow ng:

(1) Commander, U.S. Fleet Force Command ( COMUSFLTFORCOV)
(2) Commander, Navy Personnel Command ( COMNAVPERSCOM

c. NAVPERSCOM ( PERS-4013) eval uates the manni ng status and
generates appropriate enlisted personnel requisitions to neet
manpower requirenents of all Navy activities, per policies
established by the two MCAs, using personnel information
available in the Enlisted Distribution Verification Report
(EDVR), the Navy manning plan (NWP), Navy Personnel Command
(NAVPERSCOV) personnel projection, and various other enlisted
manni ng reports.

d. NAVPERSCOM ( PERS-4013) is cogni zant of the projected
enl i sted personnel gains and | osses to an activity through use
of the foregoing reports, and this information is conpared to
each activity's billet authorization and NVP to determ ne the
appropriate enlisted personnel requisitions to be submtted to
t he assignnent control authority (ACA).
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3. Applicability

a. The EMR is applicable to all Navy activities with
enlisted billets authorized, except submarines and submari ne
support staffs.

b. Submarines and submarine support staffs, sea and shore,
wi |l report personnel deficiencies per fleet and force
commanders' directives.

4. EMR Procedures. The follow ng procedures are applicable to
the EM R

a. Shortage Notification and Criteria. The EMR notifies
NAVPERSCOM ( PERS- 4013) of a unit's concern regarding significant
enli sted personnel shortages. To qualify for subm ssion of an
EM R, the personnel shortage should neet one of the follow ng
criteria:

(1) Manning. Current on board (COB) manni ng or
proj ected on board (POB) manning in the applicable rating or
closed loop/transitory Navy Enlisted O assification (NEC) code
is below NWP or billets authorized (BA), whichever is |ess.

(2) Category. Shortage is in one of the follow ng
cat egori es:

(a) Careerist not reenlisting.

(b) Personnel being adm nistratively separat ed.

(c) Death.

(d) Humanitarian reassi gnnent.

(e) Non-volunteers renoved fromduty involved with
flying, diving, explosive ordnance disposal (EOD), disquals,
pregnancy, HV, etc. (Imed Avails)

(3) Readiness. In the opinion of the commandi ng officer
(CO, the personnel shortage has a significant effect on unit

r eadi ness.

b. EMRLimtation. The EMRis not to be used to report
general manning problens in the activity, or for reporting
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unpl anned | oss of personnel who do not have a significant effect
on unit readi ness.

C. EM R Submi ssi on

(1) Do not submt an EMR until the nenber is a
permanent |oss fromthe activity. The appropriate |oss entry
nmust be submtted via the

e Diary Message Reporting System (DVRS),
e Source Data System (SDS), or
e Navy Standard Integrated Personnel System (NSIPS)

to initiate appropriate personnel requisition action.

(2) During mnimze submt reports by nessage (mnim ze
considered) utilizing format outlined in Exhibit 1.

d. NAVPERSCOM ( PERS-4013) Acknow edgenent. Receipt of
all manning inquiries will be acknow edged by NAVPERSCOM
(PERS-4013). Such acknow edgenent will contain a statenent of
the requisition status including a requisition fill date
projected 5 nonths out (POB5) and wll be based on the best
information avail able at that tine.

e. Assignnent of Replacenent. The actual assignnent of a
repl acenent is subject to the availability of personnel assets
and wi Il be consistent with established MCA manning priorities.



1306- 108
CH 18, 19 Mar 2007
Page 4 of 7

EXH BIT 1
(Page 1 of 4)
ENLI STED MANNI NG | NQUI RY REPORT (EM R) MESSAGE FORNVAT

Action Addressee: COVNAVPERSCOM M LLI NGTON TN/ /*//

* (Enter the placenent coordinator code listed fromthe EDVR
cover page of the command submtting the EM R, or use codes from
the list provided bel ow.)

Code for

PERS4013B1 Surface Units

PERS4013B2 Tender /| ndi vi dual Mbilization Augnentee (I MA) Commands

PERS4013B3 Aircraft Carriers (CV/ CYNs) and Sea Duty Aviation

Squadr ons
PERS4013B4 Medi cal / Dental , Fleet Marine Force (FMF) Personnel
PERS4013B4 Seabees
PERS4013B4 Expl osi ve Ordnance Di sposal (ECD), Divers, Special
Warfare
PERS4013B4 MA Rating, Physical Security, Navy Brigs, Corrections

PERS4013B5 Al'l Shore Conmands

| nf o Addressee: COWNAVPERSCOM M LLI NGTON TN/ / PERS- 40/ *//
* (Select fromthe follow ng desk codes.)

Desk Code f or

PERS22 Appropriate Enlisted Community Manager (NOTE: PERS-22 is
still carried in EMR system)

PERS401 Seabee/ SEAL/ EQDY Fl eet Di vers

PERS402A Engi neering/ Hul I Ratings

PERS402B Adm n/ Deck/ Supply Support Ratings

PERS402C Techni cal Ratings

PERS402D Sea Special Prograns Assignnment, i.e.

New Constructi on, Decommi ssioning, Honmeport Changes,
Wonen in Ships

PERS403 Sur f ace/ Nucl ear Rati ngs

PERS404 Avi ation Ratings/Aviation Transition

PERS407 Medi cal / Dent al Ratings

PERS408 CT, 1S Ratings

PERS453 COWNAVPERSCOM Manni ng Control Authority (as appropriate)
PERS4010 Shore Special Progranms Assignment

COMUSFLTFORCOM Manni ng Control Authority (as appropriate)

COWNAVSURFOR OR COWNAVSURFPAC (as appropri ate)

COWNAVAI RFOR or COWNAVAI RPAC (as appropri ate)
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EXHBIT 1
(Page 2 of 4)
ENLI STED MANNI NG | NQUI RY REPORT (EM R) MESSAGE FORMAT

Classification: Normally UNCLAS unless classification is
dictated by report content.

Report Control Synbol: BUPERS 1306- 2.

Subj ect:  ENLI STED MANNI NG | NQUIRY REPORT (EMR) UC __
(The activity unit identification code (UC) is displayed in
bl ock 2 of the EDVR)

Message |tens:

ltem Definition
ALPHA Rat e of manni ng concern, i.e., SM manning.
BRAVO This itemis to reflect the rate or closed | oop/

transitory NEC manni ng requirenents as shown in the
command's | atest EDVR (columms 1 through 4) and actual
current on board (ACOB) as conputed | ocally

(colum 5); and projected on board (known gai ns and

| osses to the command) at POB4 and POB9 (columms 6
and 7) shown in the conmand’ s EDVR.

CHARLI E A brief explanation of each difference occurring
between the figures in colums (4) and (5)

(COB conpared to ACOB) of itemBRAVO. If this EMR s
subm tted because of a recent personnel |oss, include
the nmenber's nane, last 4 digits of SSN and

Diary Message Reporting System (DVRS), Source Data
System (SDS), or Navy Standard | ntegrated Personnel
System (NSIPS) | oss entry or other references (i.e.,
desertion reports, casualty reports, inmmedi ate
availabilities, etc.).

DELTA Comments the CO considers pertinent regarding the
manni ng of this rating. (Optional)
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EXH BIT 1
(Page 3 of 4)
ENLI STED MANNI NG | NQUI RY REPORT (EM R) MESSAGE FORMAT

d ossary of Terns:

| tem

Term

Expl anati on

(1)

"RATI NG' or cl osed
| oop/transitory "NEC
desi gnation

In the case of an NEC, the NEC
designation will be foll owed
by the paygrade, i.e.,

9518( E-6).

(2) "P9BA" (Billets Projected 9 nonths in the
Aut hori zed). future.

(3) "PONMP" ( Navy Manni ng Projected 9 nonths in the
Pl an). future.

(4) "COB" (Current on Board) or |As appropriate.

"POB" (Projected on Board).

(5) "ACOB" (Actual Current on As cal cul ated | ocal ly.
Board) .

(6) "POB4" (Projected on Board |Projected on board figures at
4 nmonths from current P-4 includes all prospective
nont h) . gai ns and | osses through the

next 4 nonths.

(7) "POB9" (Projected on Board |Projected on board figures at

9 nonths from current
nont h) .

P-9 includes all prospective
gai ns and | osses through the
next 9 nonths.
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EXH BIT 1
(Page 4 of 4)
SAMPLE ENLI STED MANNI NG | NQUI RY REPORT
(Use the proper nessage format containing the follow ng.)

FROM USS JONES
TO COVWNAVPERSCOM M LLI NGTON TN / PERS- 4013XX/ ( APPROPRI ATE CODE PER | NFO
ADDRESSEE TABLE)//
I NFO COMUSFLTFORCOM NORFOLK VA/ /
COVWNAVPERSCOM M LLI NGTON TN / PERSXXXX ( APPROPRI ATE DETAI LER)//
COMCRUDESGRU /1
COVDESRON /1
COWNAVSURFLANT NORFOLK VA// N1/ N13/ N141/ N141A1)// (LANTSURFSH PS ONLY)
COVPACFLT PEARL HARBOR HI// N1// (PAC ONLY)
COWNAVSURFPAC SAN DI EGO CA/ / N1/ / ( PACSURFSHI PS ONLY)
UNCLAS // N01306//

M5G DY GENADM N ( COMVAND PLAD) / /
SUBJ/ ENLI STED MANNI NG | NQUI RY REPCORT (EM R) RCS BUPERS 1306-2 (57024)//

POC/ (LAST NANME, FIRST AND LAST I NI TIALS)/ (RANK) / (TI TLE) / COMWAND NAME/
TEL: DSN /[ TEL: COM / EMAI L: )1

RWKS/ 1. ALPHA:  SM MANNI NG

BRAVO RATE ~ BA  NW oe:} ACCB POBA POBY
SMC 1 1 1 1 1 1
SML 1 1 1 0 0 0
S\WP 2 1 1 1 1 0
SMVB 3 2 0 1 1 1
SNVEN 0 0 1 1 1 1
SM TOTAL 7 5 4 4 4 3

CHARLIE: SML: SML SM TH TRF' D TEMDU NAVHOSP PORTSMOUTH FOR TREATMENT ( DVRS
02135, 121600Z AUG 02)

SMB:  SMB RILEY PG JUL 02 - REPORTED 29 JUL 02 (DWVRS 02133, 301600Z
JUL 02)

DELTA: THE LACK OF AN SML FILL WLL SI GNI FI CANTLY | MPACT VI SUAL
COVMUNI CATI ONS CAPABI LI TY DURI NG FORTHCOM NG DEPLOYMENT. //
BT
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