Ten Commandments for Fitness Report Writing


 
1.  Write “cause and effect” bullets.  Write what you did, what the positive outcome was, and clearly state what the benefit was/is to your command, your community, the Medical Corps, Navy Medicine or Big Navy.  Do not write a job description - that is what Block 29 is for. Well-written comments will likely be adopted verbatim by a busy reporting senior. 
 
2.  Bulletize your statements.  When feasible, start each bullet with a hard-hitting action word.  Examples - Completed, Initiated, Co-authored, Implemented, Developed, etc.  Bullets that start out "As Chair of the Committee for Protection of Human Subjects..." or "While serving as a Special Assistant to the Commanding Officer....." or "In her role as Department Head...." quickly lose their impact.  Don't expect or rely on a board member to try and figure out exactly what you did and why it is important.  Tell them! 
 
3.  Avoid use of techno-babble and scientific jargon.  Your promotion boards probably will not consist of specialists from your field.  Your narrative should be written for the “lowest common denominator” on the board (probably, but not always, the line officer).  Few will care what the title of a scientific article is or what journal it was published in.  It is the significance of the article and its impact on the Navy that counts! How have your efforts helped the Warfighter? 
 
4.  Work on your input year round.  Don't wait until a few days before your input is due to start working on your bullets.  This should be a year-round evolution.  Keep “Brag Files”, electronic and hard copy, and place potential items for fitness report input into these files throughout the year.  Don't rely on your memory.  If your chain of command tells you to write your own narrative, you should still provide input/background. It is helpful to your CO if your input is broken down by block numbers from the Fitness Report. 
 
5.  Pay attention to Block 40.  Promotion boards do and you should, too!  Recommended milestones should be aligned with your current rank and experience.  For example, a brand new 0-4 probably shouldn't be recommended for CO. 
 
6.  Demonstrate diversity of contributions in your narrative.  It's critical to be good at your specialty - that is why you were hired.  But you must also demonstrate initiative, broader interests and leadership skills.  Collateral duties and command-level issues/committees offer you the opportunity to do this.  Again, your narrative should clearly show what your contributions were not only to your specialty but also to your community, the Medical Corps, Navy Medicine and the Warfighters. 
 

7.  Emphasize the 4 Ps - Performance, Participation, Progression and Potential.  It's all about performance: being the best at what you do; being involved at different levels; demonstrating increased capability and leadership skills; and showing that you have the ability to be a leader in Navy Medicine.  Bullets for senior officers should show 
far-reaching impact and clearly demonstrate leadership qualities. 
 
8.  Break Out and Remove Doubt.  Your fitness reports should paint a clear picture for board members.  A diversity of contributions, along with demonstrated progression in job scope and responsibilities, will help your record 'break out' from the pack.  Each FITREP should build on the previous one, not just be more of the same.  Do NOT repeat the same accomplishments, even major ones, over and over in successive 
FITREPS in a single tour.  Each FITREP should present new or additional material. Remember that the board is reading these all at the same time, not spread out and separated over the length of your tour.  Your marks should match the narrative, and vice versa.  Board members may be puzzled by high marks and a “vanilla” narrative or a 
 strong narrative but average marks. 
 
 9.  Quantify, Quantify, Quantify.  Look for cost savings, cost avoidance, and other tangibles.  Board members need measuring sticks.  Reporting that you made 200 widgets means nothing by itself.  But if all your peers only make 150 widgets, it would help you break out to say something like "made 200 high quality widgets, 33% more than any other LT".  Or if your effort was three times the average and accounted for a savings of 10 million dollars, the board will understand that.  Emphasize outcome as well as effort and try to put it into a context that explains its significance. 
 
10.  Remember that white space in your narrative is not a bad thing.  Board members read lots of fitness reports in a short period of time.  Your block 41 layout should be easy to read, pleasing to the eye, and should convey your message clearly.  Also, put your most important contributions at the beginning of the narrative. 
 
____________________________________________________________________ 
 
This document was written by CDR Stanton E. Cope, MSC, USN, in consultation with several members of the Medical Service Corps.  CDR Cope is the Specialty Leader for Navy Entomology.  The document is intended solely to assist in preparation of Fitness Reports.  Following these recommendations does not guarantee promotion but should make your record more competitive.  Comments can be sent to CDR Cope at 
stanton.cope@ndri.med.navy.mil. 

