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Subj: CAREER DEVELOPMENT BOARD GUI DELI NES
Ref:  (a) OPNAVINST 1040. 11

Encl: (1) Sanple Professional Devel opnent Board
(PDB) Profile Sheet (R041) form 1040/ 4 (6/97)
(2) Sanple Letter of Career Devel opnent Board
Reconmendati on and Revi ew

1. Purpose. The Career Devel opnent Board, fornmerly known as

t he Professional Devel opnment Board, provides career guidance to
enlisted personnel in all paygrades. The CDB reviews
applications and requests fromenlisted personnel and nakes
recommendations to the CO for rating entry, rating conversion,
comm ssi oning, and other career related prograns and issues.

2. Cancellation. LANTFLTHEDSUPPACTI NST 1402. 1D

3. Background. Career devel opnent is defined as the grow h of
an individual toward particul ar career goals, regardless of tine
in service or previous background. Opportunities for education
and training in the Navy are significant factors in the
retention of quality personnel. The CDB provi des experienced
and i n-depth counseling, guidance, and facts about opportunities
for advancenent and professional growh in the U S. Navy. The
CDB serves as an internmediate quality control screening review
in areas relating to career devel opnent by providing qualified
and notivated enlisted personnel the opportunity to obtain
rating identification, change of apprenticeship, and the

know edge needed to choose a proper path for advancenent.

4. (bjectives. The objectives of the CDB include, but are not
limted to:

a. Interviewall newy reported personnel within two weeks
of reporting to assess their career situation.
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b. Assist any individual seeking career guidance fromthe

Cc. Assist non-designated personnel in choosing a rating.

d. Screen individual s requesting special progranms, advanced
training, or officer prograns.

e. Interview all non-designated personnel who have 12
nmont hs onboard the command and are not progressing toward a
career path

f. Interview all personnel approaching high year tenure.

g. Provide advice and assi stance to personnel having
difficulty in being selected for advancenent.

5. Candidate Requirenents to appear before the CDB

a. Al candidate requirenents to appear before the CDB are
listed in reference (a).

6. Responsibilities. The CDB is conposed of the
Depart ment al / Program Car eer Counsel or, Departnental /Program
LCPO, and Storefront LCPO s and Storefront Career Counsel ors.

a. The Departnent/Prograni Storefront LCPOw || serve as
Chai rman and ensure:

(1) The CDB neets as required.

(2) The required nenbers are present for each neeting of
t he board.

(3) The CDB' s recommendati on, enclosure (2), is
forwarded to the CO for review via the CMC and CCC

b. The Departnent/Progranl Storefront Career Counselor wll:

(1) Maintain a tickler system ensuring all personnel
are reviewed on tine.

(2) Be the CDB s advisor and ensure the foll ow ng:

(a) Enclosure (1) is prepared for the CDB Chairnman
prior to the CDB convening for review by the board nenbers.
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(b) Enclosure (2) is prepared for the CDB Chairman’s
signature and is routed through the chain of comrand for the
CO s signature within five working days after conpletion of the
CDB.

(3) Prepare a board screeni ng package for all board
menbers, highlighting pertinent facts about the individual
appeari ng before the board.

(4) Maintain mnutes of all Departnent/Program
Storefront CDBs.

c. The CCCwill be the principal advisor to
Regi onal / St orefront Career Counsel ors and ensure:

(1) All newWy reporting personnel are indoctrinated on
the provisions and requirenents of the CDB

(2) Al personnel experiencing advancenent difficulties
or needing assistance in rating selection are identified.

(3) Departnental/Program Storefront Career Counsel ors
are provided wth the informati on necessary to effectively
conduct a CDB

(4) Al CDB recommendations requiring Commander, Navy
Per sonnel Command approval are submtted at the earliest date
possi bl e.

d. CDB Menbers. The CDB is charged to provide each
i ndi vidual with the best possible guidance and advi ce regardi ng
their future. In performng this task, the CDB should use every
avail able tool to determ ne not only an individual’s basic
qualifications, but also their desires, notivation, and the
basis for these factors. Each recommendation, provided by the
CDB, nust be well founded and based on true conviction that the
best interests of the individual and U. S. Navy are being net.

GEORGE E. SLAVEN, JR

Distribution: (NAVSUPPACTNORVAI NST 5216. 1N)
List Il
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Encl (1)
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SAMPLE LETTER OF CAREER DEVELOPMENT BOARD RECOMVENDATI ON

(Dat e)
From Chai rman, Career Devel opnent Board
To: Commandi ng O ficer, Naval Support Activity, Norfolk
Vi a: (1) Command Master Chief

(2) Command Career Counsel or
Subj : CAREER DEVELOPMENT BQOARD RECOMVENDATI ON AND REVI EW

1. On 15 April 2001 at 0900, the CDB net to consider the
request of SN Joe M Sailor, USN, 000-00-0000 for entry into the
Operations Specialist rating via the Navy-w de Advancenent

Exam nati on.

2. The CDB was conposed of the foll ow ng nmenbers:

BMCM SW Sanpl es, LCPO

MSC(SW Anchor, Storefront CPO
MS1(SW Ski ppy, Career Counsel or
MB1(SW Single, LPO

3. SN Sailor was found eligible for the OS rating. Advancenent
requi renents were explained. Once requirenents are conpl et ed,

t he Departnent/Program Storefront Career Counselor wll assist
SN Sailor in submtting a formal request to Commander, Navy

Per sonnel Conmand.

4. The Board recomrends approval / di sapproval .

(Chai rman of CDB' s signature)

Encl (2)
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CAREER DEVELOPMENT BQOARD (CDB) REVI EW PAGE

Division Oficer:

Depart nent Head:

Conmmand Car eer Counsel or

Conmmand Master Chief:

Executive Oficer:

Commandi ng O ficer:

Si gnat ure date
Si gnat ure date
Si gnat ure date
Si gnhat ure date
Si gnat ure date
Si gnhat ure date
Encl (2)



