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JAG | NSTRUCTI ON 1440. 1C

From Judge Advocate Genera
To: Al'l Ships and Stations (less Marine Corps field
addr essees not havi ng Navy personnel attached)

Subj: LEGALMAN (LN) RATI NG ACCESS|I ON/ CONVERSI ON PROCEDURES

Ref : (a) Enlisted Transfer Manual, NAVPERS 15909G
(b) BUPERSI NST 1430. 16E, Advancenent Manual
(c) NAVMED P-117
(d) M LPERSMVAN 1440- 040

Encl: (1) Legal man Conversi on Package, Report of Interview
1. Purpose. To revise information concerning policies,
eligibility requirenents, and application procedures for E3
t hrough E5 personnel to access or convert to the Legal man
rating.

2. Cancel l ation. JAG NST 1440. 1B

3. Background

a. The Legal man rating was established to provide
technically trained petty officers to assist professionals in
the field of law. Experienced Legal mnen may be assigned to
i ndependent duty (ashore and at sea) for naval conmands that do
not have judge advocates. Legal nen prepare records of hearings,
i nvestigations, adm nistrative di scharge boards, courts-martial,
and courts of inquiry; prepare reports of mast proceedi ngs;
process appeal s; assist personnel in preparing |egal fornmns,
|l etters and requests; conduct clainms investigations and assi st
personnel in filing clains; and assist personnel in other varied
| egal assistance matters.

b. Due to the unique functions and trust inherent in the
Legal man rating, the quality of personnel selected is of
paranmount inportance. Qutlined are strict eligibility criteria,
procedures, and policy for selection to the Legal man rating.

Ref erence (a) appli es.
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4. Legalman Rating Eligibility

a. Applicants nust be enlisted nenbers of the Regul ar Navy
or Naval Reserve on active duty with less than 12 years of
active service. (Note: Al applicants nust be within the
gui delines of the Navy's high year tenure policy including the
36-nonth required obligation fromconpletion of the Legal man
Accession Course or request a waiver thereof when submtting a
request for accession/conversion to the Legal man rating).

b. Conversion applicants nust be an E5, E4 or designated E3
fully eligible for E4. Accession applicants (non-designated E3
personnel) nust be fully eligible for E4.

c. Applicants should be eligible in all respects for
transfer. Mnimumactivity tour requirenents for type duty are
listed in reference (a).

d. Applicants nust have served a m ni numof 24 nonths in
present rating before eligible for conversion.

e. Applicants on an enlistnent or extension of enlistnent
for a Selective Reenlistnent Bonus, will not normally be
consi dered for conversion to the Legalman rating until within 9
nont hs of their end of active-obligated service.

f. Obligated service already incurred in return for an
enlistnment or reenlistnent incentive, training, or other program
nmust be served before conversion to the Legal man rating will be
aut hori zed. Exceptions wll be considered based on the needs of
the Legal man rating and the degree of over-manning in the
applicant's present rating.

g. Applicants nust be able to type 40 words per minute
accurately.

h. Applicants nust have the general adm nistrative
know edge and skills required of an E4 in an adm nistrative
rating either by virtue of comng fromthe Yeoman, Personnel man
or Journalist ratings, or by conpleting the Yeonan 3&2 rate
manual .

i. Applicants nmust be free of speech and hearing
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i npai rnments.

J. Applicants nmust not have a non-judicial punishnment,
courts-nmartial, or civilian conviction within 36 nonths of the
date of application.

k. Applicants nmust have no record of al cohol or drug abuse
within 36 nonths of the date of the application.

| . Applicants nust prepare a handwitten statenent
expl ai ni ng why they desire conversion to the Legal man rating.
The statenent will be no nore than one page in |ength.

m  Applicants nust be interviewed by a senior Legal man (E7
or above). |If a senior Legalnman is not available, then a Judge
Advocate General's Corps officer (O-4 or above), or a Limted
Duty Oficer (Law), may conduct the interview. Enclosure (1)
will be utilized to docunent the screening and interview of the
candidate. |If a senior Legalman is not the interviewer, a
statenent nust be included as to why a senior Legal man di d not
performthe screening or interview

n. Applicants nust be eligible for a SECRET security
cl ear ance.

0. Applicants nust have a VE + MK conbi ned score of 105 on
the ASVAB (m ni num VE of 48).

p. Applicants must successfully conplete the Legal nan
Accession Course at Naval Justice School. School wll be
assigned after conversion is authorized by Navy Personnel
Command (PERS 811E). Applicants that do not successfully
conpl ete the Legal man Accession Course wll be made avail abl e
for transfer and returned to their previous rating or designated
comunity, i.e., Seaman, Fireman or Airnman

g. Accession applicants (E3 personnel) nust be an
undesi gnat ed Seanman, Airman, or Fireman eligible and recommended
for advancenent to E4. Accession applicants nust conplete the
requi renents for advancenent to PO3/LN3 per reference (b),
i ncludi ng conpletion of the LN 3& Rate Training Manual. There
is no Legalman Third Class rating exam Al E3 selectees wll
be advanced to Legal man Third C ass upon successful conpletion
of the Legal man Accessi on Course.

3
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r. Conversion applicants (E4 and E5) and desi gnated E3
personnel eligible for E4, nust conplete the appropriate
Legal man rate training manual for their expected conversion
rate, i.e. LN 3& or LN 1&C

s. Al applicants nust have a m ni nrum 36- nont hs obl i gat ed
service remaining on current enlistnment fromdate of conpletion
of the Legal man Accessi on Course (see paragraph 5e).

5. Application and Desi gnati on Procedures

a. Applications will be accepted on a year round basis.

b. Al eligible personnel nust submt an Enlisted Personnel
Action Request (NAVPERS 1306/7) to Navy Personnel Command (PERS
811E) via, 1) their commandi ng officer; and 2), the Judge
Advocate General of the Navy (Code 004). All areas of the
application nust be conpleted. By virtue of the selection, a
reenlistment quota will be reserved for first-term personnel
provi ded they successfully conplete the Legal man Accessi on
Course. Upon successful conpletion of the Legal man Accessi on
Course applicants will change rating to Legal man Third C ass or
Legal man Second O ass, as applicable. The follow ng docunents
nmust be forwarded to PERS 811E, via the NAVPERS 1306/7, to
facilitate rate conversion:

(1) Copies of the last three performance eval uati ons.

(2) The Report of Interview by a senior Legal man.
The report of interview w |l include:

(a) Copy of Typing Perfornmance Test signed by the
person who administered it and indicating nunber of words-per-
m nute typed (typing tests adm ni stered through conputer
sof tware progranms, or typing prograns/tests accessed through the
Internet, will not be accepted);

(b) Candidate's handwitten statenent explaining why
they want to becone a Legal man;

(c) Certified copy of |atest ASVAB scores as
docunented in the service record; and
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(d) Hearing test docunentation from nmedica
i ndi cating candi date satisfactorily passed the test adm nistered
per reference (c).

c. PERS 811E will notify applicants selected to enter the
Legal man rating. They wll be designated a prospective Legal man
and assigned Navy Enlisted O assification (NEC) 3499 until they
have conpl eted the Legal nan Accession Course and their rating
changes to Legal man.

d. Following notification of selection, selectees shal
contact the Legal man detailer to negotiate orders for duty in a
Legal man billet.

e. Al selectees will execute an Adm nistrative Remarks
Page 13 (NAVPERS 1070/613) entry stating they understand that
failure to successfully conplete the Legal man Accessi on Course
W ll result in cancellation of their orders and preclude
accession/ conversion into the Legalman rating. Al applicants
must have a m ni mum 36 nont hs obligated service remai ning on
their current enlistnment fromdate of conpletion of the Legal man
Accession Course. Careerists nust follow obligated service
requi renents contained in reference (a) before transfer to Naval
Justice School for attendance at the Legal man Accessi on Course.
First-term personnel will extend to their Legal man Accessi on
Course graduation date and agree to reenlist upon graduation.

f. Follow ng successful conpletion of the Legal man
Accessi on Course, Commanding O ficer, Naval Justice School, is
authorized to change the rating to Legal man of those personnel
whose change in rating request has been approved by Conmander,
Navy Personnel Command (PERS 811E). First-term personnel wll
then be required to reenlist.

g. E3 selectees will be advanced to Legal man Third C ass
upon successful conpletion of the Legal man Accessi on Course. E3
sel ectees advanced to LN3 will sign NAVPERS 1070/ 613,
acknow edgi ng they nust conplete the Petty Oficer
I ndoctrination Course, in accordance with reference (b). This
course nmust be conpleted i medi ately upon reporting to their
ultimate duty station and before recommendation to the next
hi gher paygr ade.

h. Current projected rotation dates of individuals selected
may be adj usted by Navy Personnel Conmand.

5
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i. Al requests for an eligibility waiver should be
addressed in the commandi ng officer's endorsenent.

6. Reversion. \en appropriate, nenbers should be recomrended
for "no-fault" reversion per reference (d). For menbers who
sustain mlitary or civilian convictions due to m sconduct at
any tinme prior to reporting to Naval Justice School, commands
wWill submt a letter detailing the circunstances with a
statenent by the nenber to Navy Personnel Command (PERS 811E)

7. Point of Contact. For questions pertaining to application
procedures, the selection process, or career opportunities in
the Legal man rating, contact the Legal man Enlisted Community
Manager (CNO N132D14), comrercial (703) 614-0805 (DSN 224), or
t he Judge Advocate General’s Corps, Command Master Chief, Code
004, commercial (202) 685-5194 (DSN 325).

8. Forns. The follow ng forns may be obtai ned through normal
supply channels followi ng CD ROM NAVSUP PUB- 600 (NLL), Navy
Stock List of Publications and Forns:

a. NAVPERS 1070/613 (Rev. 10-81), Admi nistrative Renmarks,
S/'N 0106- LF- 010- 6991.

b. NAVPERS 1306/7 (Rev. 4-86), Enlisted Personnel Action

Request, S/ N 0106-LF-013-0637.

D. J. GQUTER

Di stribution:

SNDL Parts 1 and 2
PERS 811E

PERS 405CG
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LEGALMAN CONVERSI ON PACKAGE

REPORT OF | NTERVI EW

Candi date’s rate and nane:
Candi date's duty station, phone nunber, and email address:
Interviewer's rate and nane:
Interviewer's duty station, phone nunber, and e-nmil address:
Encl: (1) Service Record, Page 4 (or Page 3) (ASVAB scores)
(2) Candidate's Handwitten Statenent
(3) Hearing Test Results (NAVMED P-117)

(4) Typing Performance Test (the graded performance test)

1. Candidate enlisted in the Navy on for a period
of years. He/ She holds a cl earance.

2. History of assignnments and dates:

3. Mlitary experience and training in admnistrative and/or
clerical duties (include dates):

4. CGvilian experience and training in admnistrative and/or
clerical duties (include dates):

5. Correspondence courses conpl et ed:
a. LN 3& and LN 1&C (indicate grade & date conpl eted):
b. Oher correspondence courses:

6. Oher mlitary education conpleted (wWth dates):

7. CGuvilian education (wth dates):

8. ASVAB scores: (Attach the service record, page 4 (or page
3) as enclosure (1).)

Encl osure (1)
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9. Can the candidate convey clear ideas orally and in witing?

The candi date should wite a one page statenent, in the presence
of the interviewer, discussing why he/she would |like to convert

to Legal man. (Attach the statenment as enclosure (2).)

10. Does the candi date have a speech or hearing defect?
(Attach hearing test results as enclosure (3).)

11. Typing test given on by ;
results: words per mnute , verified by
(Attach typing test results as enclosure (4).)

12. Does the candi date have the general adm nistrative
know edge and skills required of an E-4 in an adm nistrative
rating?

13. Does the service record or input from nenber's Conmand
Mast er Chi ef indicate:

a. Any problens in nmeeting financial obligations within the
past 36 nont hs?

b. Any al cohol or drug abuse in the past 36 nonths?

c. Any civilian convictions, courts-martial, or non-
judicial punishnents in the past 36 nonths?

14. Are there any marital or dependent problens that coul d
detract from conpletion of Naval Justice School or limt future
duty assi gnnments?

15. Interviewer should exam ne entire service record and
comment on pertinent information. (A statenent that the
candidate's entire service record has been revi ewed shoul d be
provi ded.)

16. Is the candidate receiving (or did the candidate recently
receive) any legal on-the-job training? |If so, describe.

17. Describe/list the candidate’s conmputer skills (hardware and
software applications): (Please note that Mcrosoft Wndows and
M crosoft Wrd prograns are essential.)

18. Did the candidate present a sharp mlitary appearance?

Encl osure (1) 2
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19. Describe the candidate's denmeanor during the interview
including their notivation, attitude, and initiative.

20. Petty Oficer is/is not qualified for
conversion. (Provide the reasons.)

21. | do/do not recommend Petty Oficer for
conversion to Legal man (explain why/why not).

22. If a senior Legal man did not conduct the interview, a
statenent as to why shoul d be provided here.

Interviewer’'s nane, rate, and
dat e

Copy to: (w o encls)

Command Master Chief (004)

Ofice of the Judge Advocate General
1322 Patterson Avenue, SE, Suite 3000
Washi ngt on Navy Yard, DC 20374-5066

3 Encl osure (1)



