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Homework: Recommended reading are required to be completed prior e the convening of the first class of the day. Check on lgarning quizzes will ke administered in the morning,
Course Grade Weighting:

Check on Learning (COL) Quizzes / Practicats | 20%
Exam | 80%
Naval Administration Links:
Naval Administration TGs: Student Training Guides

Naval Administration References: |References
Group 1: CORE

Module 1-3; NQVAL ADMINISTRATION

Lesson 1-3-0: Naval -Adrhlmsetwoﬂ ntro

] Time Req.

[Topic: Course mtroduction-« 1.0 haj
HomeworkIRead Ahead A55|gnments NIA
JRequired Readmg NA
Lesson 1-3-1: € Classrﬁcalmn Pmcedures L EEEE
Tapic; Classification Proced : ] 1.0 hrj

Homework/Read Ahead Assignmems

Required Reading: 1S00 2010 Marking Bocklet Revision 1 1.0 hr
SECNAV M-5510.36 DON Information Security Program 0.5 hr
Securily Classiication Guides (Aegis and SSDS) 0.5 hr

Lesson 1-3-2; Naval Correspontdence
Toplc!-Naval Cormdspondence
{Homework/Read Ahead Asmgnments-

|Required Reading: SECNAV M-5216.5 DON Correspondence Manual {Chaptlers 7, 9, 10 and 11) 1.0 hr

SECNAV M-5210.2 DON Standard Subject identification Code (SSIC} (Chaplers 1, 2 and 4) 1.0 hr

CPNAVNOTE 5400 Standard Navy Distribution List (SNDL} 1.0 hr
Lesson 1-3-3: Naval Directives t PR SRR R ) T n T L T e
Topic: Naval Directives | : S 1.5 hrs;

HomeworkiRead Ahead Ass) t:

Required Reading: OPNAV 521517 Navy Directives System (Chapters 2, 3, 4, S and 6) 0.5 hr

SECNAV 5215.1D SECNAV Directives Pcllcy 0.5 hr

SECNAV 5216.5 DON Correspondence Manual {Ghapters 7, 8, 10 and 11) 1.0 hr

OPNAVINST 3120.32C Ch-7 $Slandard Organization ang Regulaticns of the US Mavy (1-4, 2-2/6, review rest) 1.0 hr

US Navy Regulations {Chapfers B, 11 and 12) 1.0 hr
Less(m 1-3-4: UnltAmrds o R B gl T : B
Top]r, Unit-Awards: 1.5 hrs

HomewoﬂdRead Ahead Assig

Required Reading: CNSP/CNSL INAT 1650.3 Surface Forces Related Awards 0.5 hr

SECNAVINST 1850.1H Navy and Marine Corps Awards Manual (Chapter 3) 1.0 hr

OPNAVINST 5100 19E Safety and Qccupational Health (SOH) Program Manual (Vel 3 page G-4) 0.1hr

Navy Department Awards Web Services (NDAWS) Website (htlps:#fawards. navy.mil} 0.5 hr
Lesson 1-3-5; PemanalAwarda g Lot o R € L s N -

2.0 hrs

Topic: Persopal:Awards 7' (5

Humework.'Read Ahead Assignment 2
Required Reading; OPNAVINST 3591.1F Small Arms Training and Qualification, Enclosunes 3 and 4 0.5 hr
SECNAVINST 1650.1H Navy and Marine Corps Awards Manual (211, 220 and 230 and Dha_p‘lefﬂ 1.0 hr
ISIC Awards [nstruction {COMCARSTRKGRU SEVEN) 0.5 hr
Navy League Awards Manual 0.5 hr
Navy Daparlment Awards Web Serwces (NDAWS) Wabsite (https Hawards. navy mll) 0.5 hr

Lesson 1-3-6; Intro to Naval Massages <.« -
Toplc Intra to Naval Mossages 53 Sl W%‘ ¥
Homewer/Read Ahead Assignments:

{Required Reading: NTP-3 (K) Ch-1 Naval Telecommunications Manual (Chapter 3, 4, 5, 6 and 7) 1.0hr
APP-11 [ C) NATQ Massage Catalogua {Annex AVAppendix 1\Index, page A-1-14) 0.5hr
OPNAVINST F3100.8J Ch-2 Special incident Reporting (Sections 1-1, 2-1, 2-3, 3-1, 4-1 and 5- 1) 1.5 hr
NWP 1-03.1 Operational Reports Ch-1 (Chapters 4, 7.4, 9, and 11-34) 1.0hr
EXP 3(G) Ch-4 STW SUW C2W CCC Exercises 0.5 hr
Numbered Fleat OPORDERs (go online and find yours) 0.5 hr
Lesson 1-3-7: Naval Message Practical - - § S K o o T
Topic: Naval Message Practical ; 2.5 hirs
|Homework/Read Ahead Assugnmenls
| i [Required Reading: Review Required Readlng Tor 136 Intro to Noval Messages I
Lesson 1-3-8: Manpower and Personnal - L : . I
Topic: Manpower @nd Parsonnal. . B 2.0 hrs;
Homework/Read Ahead Assrgnments
|Required Reading: BUPERSINST 1080-53 EDVRMAN 1.0 hr
OPNAVINST 1000.16K Ch-1 Navy Total Force Manpower Palicies and Procedures (Appendix C) 0.5 hr
CINCPACFLT-CINCLANTFLT INST 1306 14A PERSMAR 0.5 hr
CNO 5310 Adjudication ef Final Ship Manpower Docurmnent (SMB) DDG 51 (Section |, Il and 11} (look at your SMD)) 0.5 hr
COMFLTFORCOM-COMNAVPERSCOM INST 1300, 1 Enlisted Manning Policy and Procedures 0.8 hr
MILSPERSMARN 1308-108 EMIR Ch-18 .25 hr
MILSPERSMAN 1301-222 Ch-4 SWO Aflcat Billets .25 hr
Lesson 1-3-9; FITREPS and EVALS S L s : L it LT
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Toplc: FITREPS and EVALS 5% B | 2.0 hrs
Homewark/Read Ahead Assignments:
|Required Reading:
[BUPERSINST 1610.10C Navy Performance Evaluation System (ENCL 1, Chapters 1, 2, and 3) [1.0hr
“|Recommended Reading:
JOPNAVINST &110.1J Physical Readiness Program (Encl 1)

l.esson 1-3-10; Time Management Seminar .- -
‘Topic: Timi:‘ﬁanagnmenlseminar B i 1.5 brs;
Homework/Read Ahead Assignments:
Recommended Reading:
The Seven Habits of Highty Effective Feople (Covey)
How to Win Friends and Influence People (Carnegie)
The One Minute Manager (Blanchard}
Lesson 1-3-11: Naval Discipline s o B N . ;
Tople: Naval Discipline . s, i 2.0 hrs;
Homework/Read Aheamsignmenls:
Required Reading: Manual for Cours Martial 2608 (201, 306, 501, 506, 804 and 908) 1.0 hr
UCMJ, Adicle 15 .25 hr
JAGINST 5600.7E Ch-2 Manual of the Judge Advocate General ([Chapter 1 (Part A and B)) 1.0 hr
Recommended Reading:
Quickman: USN Commander's Quick References Handbook
Lesson $-3-12; Legal Inveatigations. Con ¢ Ted . T S
stigations - : 2.0 hr|

Topic: Legal fnve

HomeworkiRead Ahead Assignmenis:
Required Reading: JAGINST 5800.7E Ch-2 Manua! of the Judge Advocate General {Chapter 1 (Part 3}) [1.0 hr
Manual for Courts Marlial 2008 (Same as above)
Recommended Reading:

Quickman: USN Commander's Quick References Handbook

Lesson 1-3-13; Career Counseling +*: & FUU G

Tople Career Counseling i B

| iHomework/Read Ahead Assignments:

[ [Required Readlng: BUPERSINST 1430.16F Navy Advancement Manual {Chapters 1, 2, 11 and.12) 0.5 hr
NAVADMINS 149113 and 150/13 0,5 hr
Bureau of Naval Personnel Career Counselors Handbook {Chapler 4, S and 7) 0.5 hr
OPNAVINST 1040.11C Navy Enlisted Retention and Career Development Program 0.5 hr
OPNAVINST 6110.1.4 Physicat Readiness Program 4.0 hr
www, Npe. navy mil 0.5 hr
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