DIVISION OFFICER'S PERSONNEL RECORD FORM

Authority to request the information in this form is derived from 5 U.S.C. 301, Departmental Regulations. Purpose of this form
is to provide the Division Officer with readily accessible data concerning personnel in his/her division. The information is used
by the Division Officer to manage and administer his/her personnel; to determine training needed; to record training completed;
to maintain readily accessible data concerning performance, work assignment, and other personnel data to enable the Division
Officer to guide and counsel those assigned to him/;her. Disclosure of the following items of information on this form is
mandatory; name, rate, SSN, local address and phone number (if applicable), work center/berthing/bunk number (if applicable).
Disclosure of the following itmes of information is voluntary; reenlistment intentions, rate desired, special qualifications, name
of spouse, names and ages of children. Other items of information may be obtained from member's service record. Failure to
provide those required items of information listed above may result in administrative action being taken; no action will be taken
if the individual refuses to disclose those voluntary items of information
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