
 

ADVANCEMENT GUIDE 



[Page Left Intentionally Blank] 



Requirements for Advancement in Rank   
All new cadets will hold the rank of Seaman Recruit, unless advanced by the SNSI/NSI  due to prior 
NJORTC experience.  
You may begin working toward advancements by completing the service-hour and time  requirements for 
each rank.  

Seaman Recruit to Seaman Apprentice                       Seaman Apprentice to Seaman   
-1 month enrolled in NJROTC                                   -2 months enrolled in NJROTC   
-5 service hours as a Seaman Recruit                         -5 service hours as a Seaman Apprentice 
-Basic Leadership Training                                        -1 month as a Seaman Apprentice 
Seaman to Petty Officer 3rd Class                              Petty Officer 3rd Class to Petty Officer 2nd 
Class 
-3 months enrolled in NJROTC                                -5 months enrolled in NJROTC   
-10 service hours as a Seaman                                  -10 service hours as a Petty Officer 3rd Class   
-2 months as a Seaman                                              -2 months as a Petty Officer 3rd Class   

Petty Officer 2nd Class to Petty Officer1st Class        Petty Officer 1st Class to Chief Petty Officer   
-7 months enrolled in NJROTC                                -1 year enrolled in NJROTC   
-15 service hours as a Petty Officer 2nd Class          -20 service hours as a Petty Officer 1st Class   
-3 months as a Petty Officer 2nd Class                      -4 months as a Petty Officer 1st Class   

Officer Rank Allowances:  
Ensign/Lieutenant Junior Grade   
-Training Officer                        -Color Guard Commander     
-Administration Officer             -Armed Drill Team Commander  
-Supply Officer                          -Unarmed Drill Team Commander  
-Honor Guard Commander        -1st Platoon Commander 
-Training Officer                        -2nd Platoon Commander   
Lieutenant (1)                             Lieutenant Commander (1)   
-Operations Officer                    -Executive Officer   
Commander (1)   
-Commanding Officer   
(All Officers must have reached the rank of Chief Petty Officer)  
(The Rank of Ensign is granted to eligible 11th Grade Officers or Assistant Commanders) 
(The Rank of Lieutenant Junior Grade is granted to eligible 12th Grade Officers) 

Page 1  
Last Edited By C/CDR Gavin Carlos SY 2025-2026  



General Knowledge 

 

UNIFORM MEASUREMENTS
Rank: 1 7/8 inch from the point of the right collar.
J-Bar: 1 7/8 inch from the point of the left collar
Ribbons/Awards: 1/4 inch from the left breast pocket.
Name Tags: 1/4 inch from the right breast pocket
NJROTC Patch: 1 inch from the seam on the left shoulder
Fouled Anchor: 2 inches from the right and 1/2 inch centered on the left side of the garrison.

TITLES
Commander of Troops = Commanding Officer
Adjutant = Executive Officer
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Orders to the Sentry 

1.To take charge of this post and all government property in view.

2. To walk my post in a military manner, keeping always on the alert, and observing
everything that takes place within sight or hearing.

3. To report all violations of orders I am instructed to enforce.

4. To repeat all calls from any post more distant from the guardhouse* (quarterdeck) than
my own. *Spoken as “...guardhouse or quarterdeck...”

5. To quit my post only when properly relieved.

6. To receive, obey, and pass on to the sentry who relieves me all orders from the
commanding officer, command duty officer, officer of the deck, and officers and petty
officers of the watch only.

7. To talk to no one except in the line of duty.

8. To give the alarm in case of fire or disorder.

9. To call the officer of the deck in any case not covered by instructions.

10. To salute all officers and all colors and standards not cased.

11. To be especially watchful at night and during the time for challenging, challenge all
persons on or near my post and allow no one to pass without proper authority.
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Seaman Apprentice Exam   
Written:   
- Chapter 1: Introduction to Drill of the 1st Edition of the NJROTC Cadet Drill Manual 
- Chapter 1: NJROTC Uniform Regulations of the 12th Edition of the NJROTC Cadet Field Manual 
- Page 3 of the FDMS NJROTC Advancement Instruction Guide 
Practical:  
-Individual Drill   

Civilian Time         Military Time          Written Spoken   
12 AM                    0000                        Zero Zero Zero Zero   
1 AM                      0100                        Oh One Hundred   
2 AM                      0200                        Oh Two Hundred   
3 AM                      0300                        Oh Three Hundred   
4 AM                      0400                        Oh Four Hundred   
5 AM                      0500                        Oh Five Hundred   
6 AM                      0600                        Oh Six Hundred   
7 AM                      0700                        Oh Seven Hundred   
8 AM                      0800                        Oh Eight Hundred   
9 AM                      0900                        Oh Nine Hundred   
10 AM                    1000                        Ten Hundred   
11 AM                    1100                        Eleven Hundred   
12 PM                    1200                        Twelve Hundred   
1 PM                      1300                        Thirteen Hundred   
2 PM                       1400                       Fourteen Hundred   
3 PM                       1500                       Fifteen Hundred   
4 PM                       1600                       Sixteen Hundred   
5 PM                       1700                       Seventeen Hundred   
6 PM                       1800                       Eighteen Hundred   
7 PM                       1900                       Nineteen Hundred   
8 PM                       2000                       Twenty Hundred   
9 PM                       2100                       Twenty-One Hundred   
10 PM                     2200                       Twenty-Two Hundred   
11 PM                     2300                       Twenty-Three Hundred   
12 AM                     2400                       Twenty-Four Hundred   
Note: While 0000 and 2400 are the same time, it is common to consider 0000 as the beginning of  the day 
and 2400 as the end of the day.   
Correct: 12:30 AM --- 0030   
Incorrect: 12:30 AM --- 2430  
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Seaman Exam   
Written:   
- Chapter 7: Squad Drill of the 1st Edition of the NJROTC Cadet Drill Manual 
- Chapter 8: Platoon Drill of the 1st Edition of the NJROTC Cadet Drill Manual 
- Study Page 4 of the Advancement Instruction Guide   
- Chapter 3: Manual of Arms with the NJROTC Drill Rifle of the 1st Edition of the NJROTC Cadet 
Drill Manual    
- Study Pages 29-34 of the 4th Edition Cadet Reference Manual for Navy Ranks 
Practical:  
-Squad Drill   
-Manual of Arms   

The Phoenix Company has two unique rules of marching a squad/platoon.   
1. While marching to the rear, no commands can be given EXCEPT “Change Step, March” and “To 
the  Rear, March”.   
2. An important rule to remember is to never turn your back from a squad/platoon.   

a. The commander/unit leader cannot do a normal Left Flank with the squad/platoon if 
commanded  (except if the command comes after a Right Flank).   

i. To command a Left Flank while marching, the commander must first perform a 
Left  Oblique and march further from the squad/platoon.   
ii. Once the commander has enough distance from the squad/platoon, the 
commander says  “By the Left Flank, March” and marches in half steps (The 
commander may smartly turn  his face to the squad/platoon).   
iii. Once the squad/platoon is closer to the commander, the commander says, “By 
the Right  Flank, March” and performs a Right Oblique to march in the same 
direction as the platoon.   

b. The commander/unit leader cannot do a normal To the Rear while marching from the 
rear. Instead,  the commander does a “Special” To the Rear to march in the same direction 
as the squad/platoon  after a To the Rear is given from the rear.   

i. To perform a “Special” To the Rear, the commander performs two left flanks, 
always facing the platoon.  (Note that all these steps must be done in cadence with 
the squad/platoon.)  
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Petty Officer Third Class Exam   
Written:   
- Chapter 2: Military Customs,  Courtesies, Etiquette and Ceremonies of the 12th Edition of the 
NJROTC Cadet Field Manual 
- Study Pages 38-41 of the 12th Edition of the NJROTC Cadet Field Manual 
- Study Pages 37-44 of the 2024 Edition of the NJROTC Cadet Reference Manual 
- General Orders to the Sentry Study Page 3 of the FDMS Advancement Instruction Guide 
Practical:  
-General Orders to The Sentry   

Rules for Displaying Carrying the FLAG of the United States  

The Pledge of Allegiance:”I pledge allegiance to the Flag of the United States of America, and 
to the Republic for which it stands, one nation, under God, indivisible, with liberty and justice 
for all.” When recited, everyone not in military uniform should stand at attention with their 
right hand over their hear. Men should remove their hats and hold it over their left shoulder with 
their hand over their hear. Military personnel stand fast at attention while facing the flag. 

If the flag is not flown during the playing of the National Anthem, all present stand and face the  
music. People in uniform salute at the first note, holding the salute until the last note. Others  
stand at attention; men should remove their hats and hold them at the left shoulder with the 
right  hand over the heart. If the flag is displayed, all in uniform should salute and others place 
their  right hand over their hearts.   

When flags of two or more nations are displayed, they should be approximately equal size and  
flown from separate staffs of the same height. International usage forbids the flag of one nation  
to fly above another in peacetime.  

When the flag is passing in a parade, being hoisted or lowered, all present should face the flag,  stand 
at attention and salute accordingly. People not in uniform and men not wearing hats place  their right 
hands over their hearts. Men wearing hats should remove them and hold them at the  left shoulder with 
the right hand over the heart. 

When displaying with another flag against a wall from crossed staff, the U.S. flag will be on its  own 
right with its staff crossing over the staff of the other flag.  

When flown from a staff in a church chancel or speaker’s platform, the flag should be placed on  the 
speaker’s right. Any other flag should be placed on the left of the speaker (the right of the  audience). 

If the flag is displayed on a speaker’s platform, it should be placed behind above the speaker  with the 
union to the audience’s left. When displayed either horizontally or vertically against a  wall the union 
should be uppermost and to the observer’s left.  
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When the flag covers a casket, the union should be at the head and over the left shoulder. During  the 
burial ceremony, the flag must not touch the ground nor be lowered into the grave. To fly at  half-staff, 
the flag should be hoisted to the peak, then lowered. The flag should again be raised  to the peak 
before it is lowered for the day.  

When shown in a row of flags, the national flag will be at the right of the line (the viewer’s left). 

If the flag is displayed from a staff projecting horizontally or at and angle from a building, the  union 
(filed of stars) should be at the peak, unless flown at half-staff. When flown from a halyard  over a 
sidewalk from a building pole, the flag should be hoisted union first from the building.  

Unless flown from a staff, the flag should be displayed flat or in such a manner that its fold fall  free. 
When suspended over a street, the flag should be hung vertically with the union to the north  in an 
east-west street or to the east in a north-south street.  

When carried in a procession with other flags, the national flag should be on the marching right.  If 
there is a line of other flags, it should be front of the center of that line. The U.S. flag should  always 
be staffed when carried on a float, unless it is displayed horizontally or vertically against  a wall or 
surface in which case the union should be uppermost and to the observer’s left. 

Although the flag should be a distinctive feature at an unveiling of a statue or monument, it  should 
never be used as the covering for the statue or monument. 

When displayed among a group of flags or pennants from a central staff, the national flag shall  be 
centered and highest.  

No flag or pennant will be flown above or to the right of the U.S. flag at the same level, except  the 
church pennant which may be flown above the flag during religious services aboard ship. 



Rules for Respecting the FLAG of the United States   

The flag of the United States should be flown daily from sunrise to sunset in good weather from  
public buildings, schools (on school days), permanent staffs, and in or near poling places on  
election days. The flag may be displayed 24 hours a day on special patriotic occasions or for a  
patriotic effect, if properly illuminated during the hours of darkness.   

The flag should not be displayed on days when the weather is bad, except when am all-weather  
flag is used.   

The flag should always be flown on national and state holidays and on those occasions  proclaimed 
by the President. On Memorial Day the flag should be half staffed until noon.   

The flag should be hoisted briskly and lowered ceremoniously. It should never be dipped to any  
person or thing nor should it ever by displayed with the union down except as a signal or dire  
distress.   

The flag should never touch anything beneath it, nor should it ever be carried flag or  horizontally
—always aloft and free.   

It should never be used as wearing apparel, bedding, drapery or decoration, for carrying or  holding 
anything, or stored in such a manner that it will be damaged or soiled.  

The flag should never by fastened, displayed, used, or store in such a manner as to be easily  torn, 
soiled, or damaged. It should never be used as a covering for a ceiling.  

The flag should not be used for advertising purposes in any manner whatsoever. Nor should any  
picture, drawing, insignia, or other decoration be placed upon or attached to the flag, its staff or  
halyard.   

The flag should not be embroidered on cushions, handkerchiefs or other personal items nor  printed 
on anything designed for temporary use and then discarded. However, flag patch may  be affixed to 
the uniform of military personnel, firemen, policemen and members of patriotic  organizations.   

When the is so worn or soiled that it is no longer suitable for display, it should be destroyed in  a 
dignified manner, preferably by burning.  
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Petty Officer Second Class Exam   
Written:   
- Chapter 5: Guidon Manual of the 1st Edition of the NJROTC Cadet Drill Manual 
- Chapter 6: Color Guardof the 1st Edition of the NJROTC Cadet Drill Manual 
- Chain of Command Study Pages 9-13 of the Advancement Instruction Guide   
- Listing the current  Chain of Command  
- Study Pages 9-12 of the Advancement Instruction Guide   
Practical:  
-Manual of the Guidon   

Military Chain of Command 
· The military chain of command comes under the Executive Branch of the U.S. government.  
Under the President, there is a Department of Defense (DOD) which is responsible for  directing the 
U.S. Armed Forces in carrying out the military policies of the United States.  The DOD is headed 
by a civilian Secretary of Defense (SECDEF) who is appointed by the  President with Senate 
approval. As shown blow, three service departments headed by  civilian secretaries come under 
SECDEF.   
· Under the civilians who head the DOD and Service Departments are the career military  officers 
who head their respective services: The Chief of Staff of the Army, the Chief of  Naval Operations 
(CNO), and the Chief of Staff of the Air Force. Together with the  Commandant of the Marine 
Corps they form the Joint Chiefs of Staff (JCS) headed by a  chairman who is selected by the 
President. Since the U.S. Marine Corps is an independent  organization under the Secretary of the 
Navy, the Commandant of the Marines Corps  attends JCS meetings, but is concerned only with 
matters that directly affect the Marine  Corps. The U.S. Coast Guard is not represented on the JCS, 
because it normally operates  in the Department of Transportation in peacetime. In time of war, 
however, it becomes part  of the U.S. Navy. The military chain of command down to the individual 
service level is  shown below.  

Responsibilities 
POTUS: Has the broad power to make decisions to affect the armed forces. 
SECDEF: Oversees national security and defense. 
SECNAV: Responsible for mobilizing, recruiting, equipping, training, and supplying sailors. 
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Platoon Commander



Petty Officer First Class Exam   
Written:   
- Inspection Grading: Page 13 of Advancement Instruction Guide 
- Personnel Inspection: Chapter 3 of the 12th Edition of the Cadet Field Manual 
-  U.S. Armed Forces Rates and Ranks: Page 14 of Advancement Instruction Guide 
Practical:  
- Platoon Drill   

Inspections are done weekly, normally on Wednesday. 
Showtime is normally 0715 for Staff and 0730 for all cadets. 
Location is normally in the Jungle or alternatively in front of the CDR White Building. 
Uniform of the Day is normally NSU or alternatively other uniforms (school uniform, SDB, etc.) if 
assigned by the SNSI/NSI. 
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The personal  flag of an officer of the line has a blue field with white stars and that of a staff corps 
officer, a  white field with blue stars. The number of stars on the flag indicates their rate/rank.   

(Rear Admiral Lower Half – 1 star)   
(Rear Admiral Upper Half – 2 stars)   
(Vice Admiral – 3 stars)   
(Admiral – 4 stars)  
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Chief  Petty Officer Exam   
Written:   
- SA, SN, PO3 Questions 
- PO2, PO1 Questions 
- Manual of the Sword: Chapter 4 of the 1st Edition of the Cadet Drill Manual 
Practical:  
- Individual Drill 
- Squad Drill 
- Manual of Arms 
- General Orders to the Sentry 
- Manual of the Guidon 
- Platoon Drill 
- Manual of the Sword 
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	Requirements for Advancement in Rank
	All new cadets will hold the rank of Seaman Recruit, unless advanced by the SNSI/NSI  due to prior NJORTC experience.
	You may begin working toward advancements by completing the service-hour and time  requirements for each rank.
	Seaman Recruit to Seaman Apprentice                       Seaman Apprentice to Seaman
	-1 month enrolled in NJROTC                                   -2 months enrolled in NJROTC
	-5 service hours as a Seaman Recruit                         -5 service hours as a Seaman Apprentice
	-Basic Leadership Training                                        -1 month as a Seaman Apprentice
	Seaman to Petty Officer 3rd Class                              Petty Officer 3rd Class to Petty Officer 2nd Class
	-3 months enrolled in NJROTC                                -5 months enrolled in NJROTC
	-10 service hours as a Seaman                                  -10 service hours as a Petty Officer 3rd Class
	-2 months as a Seaman                                              -2 months as a Petty Officer 3rd Class
	Petty Officer 2nd Class to Petty Officer1st Class        Petty Officer 1st Class to Chief Petty Officer
	-7 months enrolled in NJROTC                                -1 year enrolled in NJROTC
	-15 service hours as a Petty Officer 2nd Class          -20 service hours as a Petty Officer 1st Class
	-3 months as a Petty Officer 2nd Class                      -4 months as a Petty Officer 1st Class
	Officer Rank Allowances:
	Ensign/Lieutenant Junior Grade
	-Training Officer                        -Color Guard Commander
	-Administration Officer             -Armed Drill Team Commander
	-Supply Officer                          -Unarmed Drill Team Commander
	-Honor Guard Commander        -1st Platoon Commander
	-Training Officer                        -2nd Platoon Commander
	Lieutenant (1)                             Lieutenant Commander (1)
	-Operations Officer                    -Executive Officer
	Commander (1)
	-Commanding Officer
	(All Officers must have reached the rank of Chief Petty Officer)
	(The Rank of Ensign is granted to eligible 11th Grade Officers or Assistant Commanders)
	(The Rank of Lieutenant Junior Grade is granted to eligible 12th Grade Officers)
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