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1. Purpose. Per reference (a), this Training and Readiness (T&R) Manual
establishes training standards, regulations and policies regarding the
training of Marines in the Personnel and Administration occupational field.

2. Cancellation. NAVMC 3500.3B

3. Scope

a. Per reference (b), commanders will conduct an internal assessment of
the unit’s ability to execute its mission and develop long, mid and short-
range training plans to sustain proficiency and correct deficiencies.
Training plans will incorporate these events to standardize training and
provide objective assessment of progress toward attaining combat readiness.
Commanders will keep records at the unit and individual levels to record
training achievements, identify training gaps and document objective
assessments of readiness associated with training Marines. Commanders will
use reference (c) to incorporate nuclear, bioclogical and chemical defense
training into training plans and reference (d) to integrate operational risk
management. References (e) and (f) provide amplifying information for
effective planning and management of training within the unit.

b. Formal gchool and training detachment commanders will use references
(a) and (g) to ensure programs of instruction meet skill training
requirements established in this Manual and provides career-progression
training in the events designated for initial training in the formal school
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4. Information. The Commanding General (CG), Training and Education Command
(TECOM) will update this T&R Manual as necessary to provide current and
relevant training standards to commanders. All questions pertaining to the
Marine Corps Ground T&R Program and Unit Training Management should be
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ADMIN T&R MANUAL

CHAPTER 1

OVERVIEW

1000. INTRODUCTION

1. The T&R Program is the Corps’ primary tool for planning, conducting and
evaluating training and assessing training readiness. Subject matter experts
{SMEs) from the operating forces developed core capability Mission Essential
Task Lists (METLs) for ground communities derived from the Marine Corps Task
List (MCTL). This T&R Manual is built around these METLs and other related
Marine Corps Tasks (MCT). BAll events contained in the manual relate directly
to these METLs and MCTs. This comprehensive T&R Program will help to ensure
the Marine Corps continues to improve its combat readiness by training more
efficiently and effectively. Ultimately, this will enhance the Marine Corps’
ability to accomplish real-world missions.

2. The T&R Manual contains the individual and cellective training
requirements to prepare units to accomplish their combat missicn. The T&R
Manual is not intended to be an encyclopedia that contains every minute
detail of how to accomplish training. Instead, it identifies the minimum
standards that Marines rmust be able to perform in combat. The T&R Manual is
a fundamental toocl for commanders to build and maintain unit combat
readiness. Using this tocl, leaders can construct and execute an effective
training plan that supports the unit's METL. More detailed information on
the Marine Corps Ground T&R Program is found in reference {a).

3. The T&R Manual is designed for use by unit commanders to determine pre-
deployment training requirements in preparation for training and for Formal
Learning Centers and Training Detachments to create courses of instruction.
This directive focuses on individual and collective tasks performed by
operating forces (OPFOR) units and supervised by personnel in the performance
of unit Mission Essential Tasks (METs}.

1001. UNIT TRAINING

1. The training of Marines to perform as an integrated unit in combat lies
at the heart of the T&R program. Unit and individual readiness are directly
related. Individual training and the mastery of individual core skills serve
as the building blocks for unit combat readiness. A Marine's ability to
perform critical skills required in combat is essentizl. However, it 1s not
necessary to have all individuals within a unit fully trained in order for
that organization to accomplish its assigned tasks. Manpower shortfalls,
temporary assignments, leave, or other factors outside the commander’s
control, often affect the ability to conduct individual training. During
these periods, unit readiness is enhanced if emphasis is placed on the
individual training of Marines cn-hand. Subsequently, these Marines will ke
missicn ready and capable of executing as part of a team when the full
complement of personnel is available.

2. Commanders will ensure that all tactical training is focused on their
combat mission. The T&R Manual is a tool to help develop the unit’s training
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plan. In most cases, unit training should focus on achieving unit
proficiency in the core METL. However, commanders will adjust their training
focus to support METLs asscciated with a major OPLAN/CONPLAN or named
operation as designated by their higher commander and reported accordingly in
the Defense Readiness Reporting System (DRRS). Tactical training will
support the METL in use by the commander and be tailored to meet T&R
standards. Commanders at all levels are responsible for effective combat
training. The conduct of training in a professional manner consistent with
Marine Corps standards cannot be over emphasized.

3. Commanders will provide personnel the opportunity to attend formal and
operational level courses of instruction as required by this manual.
Attendance at all formal courses must enhance the warfighting capabilities of
the unit as determined by the unit commander.

1002. UNIT TRAINING MANAGEMENT

1. Unit Training Management (UTM)} is the application of the Systems Approach
to Training (SAT) and the Marine Corps Training Principles. This is
accomplished in a manner that maximizes training results and focuses the
training priorities of the unit in preparation for the conduct of its wartime
mission.

2. UTM techniques, described in references (b) and (e}, provide commanders
with the requisite tools and technigques to analyze, design, develop,
implement, and evaluate the training of their unit. The Marine Corps
Training Principles, explained in reference (b}, provide sound and proven
direction and are flexible enough to accommodate the demands of local
conditions., These principles are not inclusive, nor do they guarantee
success. They are guides that commanders can use to manage unit-training
programs. The Marine Corps training principles are:

- Train as you fight

- Make commanders responsible for training

— Use standards-based training

- Use performance-oriented training

- Use mission-oriented training

- Train the MAGTF to fight as a combined arms team
- Train to sustain proficiency

- Train fo challenge

3. To maintain an efficient and effective training program, leaders at every
level must understand and implement UTM. Guidance for UTM and the process
for establishing effective programs are contained in references (b), (e} and
(f£).

1003. SUSTATNMENT AND EVALUATION OF TRAINING

1. The evaluation of training is necessary to properly prepare Marines for
combat. Evaluations are either formal or informal, and performed by members
of the unit (internal evaluation) or from an external command {external

evaluation).

2. Marines are expected to maintain preficiency in the training events for
their MCS at the appropriate grade or billet to which assigned. ZLeaders are
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responsible for recording the training achievements of their Marines.

Whether it involves individual or collective training events, they must
ensure proficiency is sustained by requiring retraining of each event at or
before expiration of the designated sustainment interval. Performance of the
training event, however, is not sufficient tc ensure combat readiness.
Leaders at all levels must evaluate the performance of their Marines and the
unit as they complete training events, and only record successful
accomplishment of training based upon the evaluation. The goal ¢f evaluation
is to ensure that correct methods are employed to achieve the desired
standard, or the Marines understand how they need to improve in order to
attaln the standard. Leaders must determine whether credit for completing a
training event i1s recorded if the standard was not achieved. While
successful accomplishment is desired, debriefing of errors can result in
successful learning that will allow ethical recording of training event
completion. Evaluation 1s a continucus process that is integral to training
management and is conducted by leaders at every level and during all phases
of planning and the conduct of training. To ensure training is efficient and
effective, evaluation is an integral part of the training plan. Ultimately,
leaders remain responsible for determining if the training was effective.

3. The purpose of formal and informal evaluation is to provide commanders
with a process to determine a unit’s/Marine’s proficiency in the tasks that
must be performed in combat. Informal evaluations are conducted during every
training evolution. Formal evaluations are cften scenario-based, focused on
the unit’s METs, based on collective training standards, and usually
conducted during higher-level collective events. References (a) and (f)
provide further guidance on the conduct of informal and formal evaluations
using the Marine Corps Ground T&R Program.

1004. ORGANIZATION. The Admin T&R Menual is comprised of 11 chapters. As
there are no personnel and administration units which directly report
readiness in the Defense Readiness Reporting System {(DRRS), Chapter 2 is only
a placeholder. Chapter 3 contains a Section (4000-level) collective training
event for the Postal community and Chapters 4 through 11 contain individual
training events for the entire Personnel and Administration/0l occupaticnal
field.

1005. T&R EVENT CODING

1. T&R events are coded for ease of reference. Each event has a 4-4-4-digit
identifier. The first four digits are referred tc as a “community” and
represent the MOS. The second four digits represent the functional or duty
area (PLAN, CPER, PROT, etc.)}. The last four digits represent the level,
duty area and sequence of the event.

2. The TgR levels are illustrated in Figure 1. BAn example of the T&R coding
uged in this manual is shown in Figure 2.
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Individual Individual Training & Collective Training Collective Training
Formali School Career Progression
ini MOJT, Career-level or
E:tral{]lig\?el Advanced-level Not Used SECTION
o "VSk.“ School (Core Plus
(Core Skills) Skills)
1000-Level 2000-Level 3000-Level 4000-Level

Collective Training

Collective Training

Collective Training

Collective Training

Not Used Not Used Not Used Not Used
5000-Level 6000-Level 7000-Level 8000-Level
Figure 1: T&R Event Levels
Security

Administrative ——»0111-SCTY-1001 4—— 1st Event

Specialist T
Core S8kill
Figure Z: T&R Event Coding

1006. EVALUATION-CODED (E~-CODED) EVENTS

1. T&R Manuals can contain numerous unit events, some for the whole unit and
others for integral parts that serve as building blocks for training. To
simplify training management and readiness assessment, only collective events
that are critical components of a Mission Essential Task (MET), or key
indicators of a unit’s readiness, are used to generate CRP for a MET. These
critical or key events are designated in the T&R Manual as Evaluation-Coded
(E-Coded) events because they directly support a MET cn the METL. Formal
evaluation of unit performance in these events is recommended because of
their value in assessing combat readiness. Only E-Coded events are used to
calculate CRP for each MET.

2. The use of a MBETL-based training program allows the commander discretion
in training. This makes the T&R Manual a training tocl rather than a
prescriptive checklist.

1007. COMBAT READINESS PERCENTAGE

1. The Marine Corps Ground T&R Program includes processes to assess

readiness of units and individueal Marines. Every unit in the Marine Corps
maintains a basic level of readiness based on the training and experience of
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the Marines in the unit. Ewven units that never trained together are capable
of accomplishing some portion of theilr missions. Combat readiness assessment
does not associate a guantitative value for this baseline of readiness, but
uses a “Ccmbat Readiness Percentage”, as a method to provide a concise
descripter of the recent training accomplishments ¢f units and Marines.

2. Combat Readiness Percentage {(CRP} is the percentage of required training
events that a unit or Marine accomplishes within specified sustainment
intervals.

3. Unit combat readiness is zssessed as a percentage of the successfully
completed and current (within sustainment interval)} key training events
called “Evaluation-Coded” (E-Coded) Events. E-Coded Events and unit CRP
calculation are described in follow-on paragraphs. CRP achieved through the
completion of E-Coded Events is directly relevant to readiness assessment in
DRRS.

4. 1Individual combat readiness 1s assessed as the percentage ¢f required
individual events in which a Marine is current. This translates as the
percentage of training events for his/her MOS and grade that the Marine
successfully completes within the directed sustainment interval. Individual
skills are developed through a combination of 1000-level training {entry-
level formal school courses), individual on-the~job training in 2000-Lewvel
events, and follow-on formal school training. Skill proficiency is
maintained by retraining in each event per the specified sustainment
interval.

1008. CRP CALCULATION

1. Collective training begins at the 3000-Level (Team, crew or equivalent).
Unit training plans are designed to accomplish the events that support the
unit METL while simultaneously sustaining proficiency in individual core
skills. E-Coded collective events are the only events that contribute to
unit CRP. This is done to assist commanders in prioritizing the training
toward the METL, taking into account resource, tTime, and personnel
constraints.

2. Unit CRP increases after the completion of E-Coded events. The number of
E-Coded events for the MET determines the value cf each E-Coded event. For
example, 1f there are 4 E-Coded events for a MET, each is worth 25% of MET
CRP. MET CRP is calculated by adding the percentage of esach completed and
current (within sustainment interval) E-Coded training event. The percentage
for each MET is calculated the same way and all are added together and
divided by the number of METS to determine unit CRP. For ease of
calculation, we will say that each MET has four E-Coded events, each
contributing 25% towards the completicon of the MET. If the unit has
completed and is current on three of the four E-Coded events for a given MET,
then they have completed 75% of the MET. The CRP for each MET is added
together and divided by the number of METS te get unit CRP; unit CRP 1s the
average of MET CRP.

For Example:
MET 1: 75% complete (3 of 4 E-Coded events trained)

MET 2: 100% complete (6 of 6 E-Coded events trained)
MET 3: 25% complete (1 of 4 E~Coded events trained)
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MET 4: 50% complete (2 of 4 E-Coded events trained)
MET 5: 75% complete (3 of 4 E-Coded events trained)

To get unit CRP, simply add the CRP for each MET and divide by the number of
METS:

MET CRP: 75 + 100 + 25 + 50 + 75 = 325

Unit CRP: 325 (total MET CRP) /5 (total number of METS) = 65%

1009. T&R EVENT COMPOSITION

1. This section explains each cf the components of a T&R event. Some of the
components listed below are not included in the events within this T&R
manual. :

a. FEvent Code (see Sect 1005). The event code is an up to 4-4-4
character set. For individual training events, the first four characters-
indicate the occupational function. The second up to four characters
indicate the functional area. The third four characters are simply a
numerical designator/sequence for the event.

b. Event Title. The event title is the name of the event (behaviorx).

c. E-Coded. This is a “yes/no” category %to indicate whether the event
is E-Coded. If yes, the event contributes toward the CRP of the associated
MET. The value of each E-Coded event is based on number of E-Coded events
for that MET. Refer to paragraph 1007 for detailed explanation of E-Coded
events.

d. Supported MET(s}. ©List all METs that are supported by the training
event. -

e. Sustainment Interval. This is the period, expressed in number of
menths, between evaluation or retraining reguirements. Skills and
capabilities acguired through the accomplishment of training events are
refreshed at pre—-determined intervals. It 1s essential that these intervals
are adhered to in order to ensure Marines maintain proficiency.

£. Billet. Individual training events may contain a list of billets
within the community that zre responsible for performing that event. This
ensures that the billets expected tasks are clearly articulated and a
Marine’s readiness to perform in that billet is measured.

g. Grade. FEach individual training event will list the rank(s) at which
Marines are reguired to learn and sustain the training ewvent.

h. Initial Training Setting. Specifies the location for initial
instruction of the training event in one of three categories [(formal school,
managed on-the-job training, distance learning). Regardless of the specified
Initial Training Setting, any T&R event may be introduced and evaluated
during managed on-the-job training.

(1} “Formal” - When the Initial Training Setting of an event is
identified as “FORMAL” (formal school), the appropriate formal school or
training detachment is required to provide initizl training in the event.
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Conversely, formal schools and Training detachments are not authorized to
provide training in events designated as Initial Training Setting “MOJT” or
“DL.” Since the duration of formal schocl training must be constrained to
optimize Operating Forces’ manning, this element provides the mechanism for
Operating Forces’ prioritization of training requirements. For formal
schools and training detachments, this element defines the reguirements for
content of courses.

{(2) “DL” - Identifies the training event as a candidate for initial
training via a Distance Learning product (correspondence course or MarineNet
course) .

(3} “MOJT” - Events specified for Managed On~the-Job Training are to
be introduced to Marines as part of fraining within a unit by supervisory
personnel.

i. Event Description. Provide a descripticon of the event purpose,
objectives, goals, and requirements. It is a general description of an
action requiring learned skills and knowledge (e.g. Camouflage the MIAl
Tank) .

j. Condition. Describe the condition(s), under which tasks are
performed. Conditions are based on a “real world” operational environment.
They indicate what is provided (equipment, materials, manuals, aids, etc.},
envirconmental constraints, conditions under which the task is performed, and
any specific cues or indicators to which the performer must respond. When
resources cor safety requirements limit the conditions, this is stated.

k. Standard. The standard indicates the basis for judging effectiveness
of the performance. Tt cconsists of a carefully worded statement that
identifies the proficiency level expected when the task is performed. The
standard provides the minimum acceptable performance parameters and is
strictly adhered to. The standard for collective events is general,
describing the desired end-state or purpose of the event. While the standard
for individual events specifically describe to what proficiency lewvel in
terms of accuracy, speed, sequencing, gquality of performance, adherence to
procedural guidelines, etc., the event is accomplished.

1. Event Components. Describe the actions composing the event and help
the user determine what must be accomplished to properly plan for the event.

m. Prerequisite Events. Prerequisites are academic training or other
T&R ‘events that must be completed prior to attempting the task. They are
lower-level events or tasks that give the individual/unit the skills required
to accomplish the event. They can also be planning steps, administrative
reguirements, or specific parameters that build toward mission
accomplishment.

n. Chained Events. Collective T&R events are supported by lower-level
collective and individual T&R events. This enables unit leaders to
effectively identify subordinate T&R events that ultimately support specific
mission essential tasks. When the accomplishment of any upper-level events,
by their nature, result in the performance of certain subordinate and related
events, the events are “chained.” The completion of chained events will
update sustainment interval credit (and CRP for E-Coded events) for the
related subordinate level events.

1-8 Enclosure (1)}



NAVMC 3500.3C
15 Jun 2012

¢. Related Events. Provide a list of all Individual Training Standards
that support the event.

. References. The training references are utilized te determine task
performance steps, grading criteria, and ensure standardization of training
procedures. They assist the trainee in satisfying the performance standards,
or the trainer in evaluating the effectiveness of task completion.
References are also important to the development of detailed training plans.

g. Distance Learning Products (IMI, CBT, MCI, etc.). Include this
component when the event can be taught via one of these media methods vice
attending a formal course of instruction or receiving MOJT.

r. Support Requirements. This is a list of the external and internal
support the unit and Marines will need to complete the event. The list
includes, but is not limited to:

* Range(s)/Training Area

* QOrdnance

+ Equipment

* Materials

« COther Units/Personnel

* Other Support Reguirements

s. Miscellaneous. Provide any additional information that assists in
the planning and execution of the event. Miscellaneous information may
include, but is not limited to:

+ Admin Instructions ‘

» Special Personnel Certifications
* Equipment Operating Hours

* Road Miles

1010. CBRN TRAINING

1. BAll perscnnel assigned to the operating force must be trained in
chemical, biclogical, radiolcgical, and nuclear defense (CBRN}, in order to
survive and continue their mission in this environment. Individual
proficiency standards are defined as survival and basic operating standards.
Survival standards are those that the individuoal must master in order to
survive CBRN attacks. Basic operating standards are those that the
individual, and collectively the unit, must perform to continue coperations in
a CBRN environment.

2. In order to develop and maintain the ability to operate in a CBRN
environment, CBRN training is an integral part of the training plan and
events in this T&R Manual. Units should trein under CBRN conditions whenever
possible. Per reference (c), all units must be capable of accomplishing
their assigned mission in a contaminated environment.

1011. NIGHT TRAINING
1. While it is understood that all personnel and units of the operating

force are capable of performing their assigned mission in “every climate and
place,” current doctrine emphasizes the requirement to perform assigned

1-9 Enclosure {1}



NAVMC 3500.3C
15 Jun 2012

missions at night and during pericds of limited visibility. Basic skills are
significently more difficult when visibility is limited.

2. To ensure units are capable of accomplishing their mission they mus:
train under the conditions of limited wvisikility. Units should strive o
conduct all events in this T&R Manual during both day and night/limited
visibility conditions. When there is limited training time available, night
training should take precedence cover daylight training, contingent on the
availability of equipment and personnel.

1012. OPERATIONAL RISK MANAGEMENT (ORM)

1. ORM is a process that enables commanders to plan for and minimize risk
while still accomplishing the mission. It is a decision making tool used by
Marines at all levels to increase operational effectiveness by anticipeating
hazards and reducing the potential for loss, thereby increasing the
probability of a successful mission. ORM minimizes risks to acceptable
levels, commensurate with mission accomplishment.

2. Commanders, leaders, maintainers, planners, and schedulers will integrate
risk assessment in the decision-making process and implement hazard controls
to reduce risk fo acceptable levels. BApplying the ORM process will reduce
mishaps, lower costs, and provide for more efficient use of resocurces. ORM
assists the commander in conserving lives and resources and avoiding
unnecessary risk, making an informed decision to implement a Course of Action
{Coa), identifying feasible and effective control measures where specific
measures do not exist, and providing reasonable zlternatives for mission
accomplishment. Most importantly, ORM assists the commander in determining
the balance between training realism and unnecessary risks in training, the
impact of training operaticns on the envircnment, and the adjustment of
training plans to fit the level of proficiency and experience of
Sailors/Marines and leaders. Further guidance for ORM is found in references
(b)Y and (d).

1013. APPLICATION OF SIMULATION

1. Simvlations/Simulators and other training devices shall be used when they
are capable of effectively and economically supplementing training on the
identified training task. Particular emphasis shall be placed on simulators
that previde training that might be limited by safety consideraticns or
constraints on training space, time, or other resources. When deciding on
simulation issues, the primary consideration shall be improving the quality
of training and consequently the state of readiness. Potential savings in
operating and support costs normally shall be an important secondary
consideration.

2. PBach training event contains information relating to the applicability of
simnlation. If simulator training applies to the event, then the applicable
simulator(s) is/are listed in the “Simulation” section and the CRP for
simulation training is given. This simulation training can either be used in
place of live training, at the reduced CRP indicated; or can be nused as a
precurseor training for the live event, i.e., weapons simulators, convoy
trainers, cbserved fire trainers, etc. It is recommended that tasks be
performed by simulation prior to being performed in a live~fire environment.
However, in the case where simulation is used as a precurscor for the live
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event, then the unit will Féddive credit—fer—the-live- event CRE only. _If a

tactical situation develops that precludes performing the live event, ‘the
unit would then receive credit for the simulation CRP.

1014. MARINE CORPS GROUND T&R PROGRAM

1. The Marine Corps Ground T&R Program continues to evolve. The visicn for
Ground T&R Program is to publish a T&R Manual for every readiness-reporting
unit so that core capability METs are clearly defined with supporting
collective training standards, and to publish community-based T&R Manuals for
all occupational fields whose personnel augment other units to increase their
combat and/or logistic capabilities. The vision for this program includes
plans to provide a Marine Corps training management information system tThat
enables tracking of unit and individual training accomplishments by unit
commanders and small unit leaders, automatically computing CRP for both units
and individual Marines based upon MOS and rank (eor billet). Linkage of T&R
Events to the Marine Corps Task List {(MCTL), through the core capability
METs, has enabled objective assessment of training readiness in the DRRS.

2. DRRS measures and reports on the readiness of military forces and the
supporting infrastructure to meet missions and goals assigned by the
Secretary of Defense. With unit CRP based on the unit’s training toward its
METs, the CRP will provide a more accurate picture of a unit’s readiness.
This will give fidelity to future funding reguests and factor into the
allocation of resources. Additionally, the Ground T&R Program will help to
ensure training remains focused on mission accomplishment and that training
readiness reporting is tied teo units’ METLs.
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- ADMIN T&R MANUAL

CHAPTER 2

MISSION ESSENTIAL TASKS MATRIX

The Admin T&R Manual does not contain a Mission Essential Task Matrix as
there are no personnel and administration units which report readiness in the
Defense Readiness Reporting System (DRRS). Although the collective and
individual events contained in this manual are not directly linked to Mission
Essential Tasks, they support the Marine Corps’ ability to meet the
capabilities identified in the Marine Corps Task List (MCO 3500.26 ).
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ADMIN T&R MANUAL

CHAPTER 3

COLLECTIVE EVENTS
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ADMIN T&R MANOUAL

CHAPTER 3

COLLECTIVE EVENTS

3000. PURPOSE. Chapter 3 contains collective training events foxr the
Personnel and Administration Community.

3001. EVENT CODING. BEvents in this T&R Manual are depicted with an up to
12-character, 3-field alphanumeric system, i.e. XXXX-XXXX-XXXX. This chapter

utilizes the feollowing methodology:

a. Field one. This field represents the community. This chapter
contains the following community codes:

Code Description
PERS Personnel and Administration

b. Field two. This field represents the functional/duty area. This
chapter contains the following functicnal/duty area:

Code Description
POST Postal Operations

c. TField three. This field provides the level at which the event is
accomplished and numerical sequencing of events. This chapler contains the
following event levels:

Code Description
4000 Section Level

Every collective event has a numerical identifier from 001 to 999.

3002. INDEX OF COLLECTIVE EVENTS

E—
EVENT CODE CODED EVENT PAGE

4000-LEVEL
PERS-POST-4001 j A[Establish an Expeditionary Post Office ‘]3-2

3003. 4000~LEVEL EVENTS

PERS-POST-4001: Establish an Expeditionary Post Office

EVALUATION-CODED: NO SUSTATNMENT INTERVAL: 12 menths

DESCRIPTION: A Postal Detachment attached to a deploved unit will be capable
of standing up and maintaining a fully operational post office.
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CONDITION: Given a mission, a detachment of Postal personnel, standard
United States Postal Service (USPS) supplies and egquipment, appropriate
administrative supplies, appropriate logistical supplies and equipment, and
with the aid of references.

STANDARD: Ensuring that a fully operatiocnal expeditionary post office can be
set up in the Area of Responsibility {ACR) within 24 hours of recelpt of
embarked equipment and supplies.

EVENT COMPONENTS:

1. 1Inform the S-4 prior to embarkation of postal requirements.
2. Establish expeditionary post office in designated location.
3. Perform mail acceptance/dispatch operations.

4. Perform reguired postal finance services.

5. Coordinate transportation of mail.

REFERENCES:
1. DMM Domestic Mail Manual

2. DOD 4525.32-R Military Standard Transportation and Movement Procedures

3. DOD 4525.6-M Department of Defense Postal Manual

4. DOD 4525.8-M DOD Official Mail Manual

5. IMM International Mail Manual

6. MCO P5110.4 The Marine Corps Official Mail Program

7. MCO P5110.6 Marine Corps Unit Mailrooms and distribution Centers Standard
Operating Procedures (MARCORUMRSOP}

8. POM Postal Operations Manual

9.

USPES F-1 Handbook United States Postal Service {USPS) Post Office
Accounting Procedures

SUPPORT REQUIREMENTS:

ATRCRAFT: Rotor Wing Assets

ROCMS/BUILDINGS: Permanent Facility

EQUIPMENT: Standard USPS Equipment, Tentage
MATERIAL: Standard USPS Supplies
UNITS/PERSONNEL: Detachment of Postal personnel, Unit Mailroom personnel

augmentation, Heavy BEquipment support, Engineer Support Battalion,
Maintenance Battalion
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ADMIN T&R MANUAL

CHAPTER 4

MOS 0111 INDIVIDUAL EVENTS

4000. PURPOSE. This chapter details the individual events that pertain to
Administrative Specialist. Each individual event provides an event title,
the conditions events will be performed, and the standard to which the event
must be performed.

4001. ADMINISTRATIVE NOTES. T&R events are coded for ease of reference.
Events in the T&R Manual are depicted with a 12 field alphanumeric system,
i.e. 01l11-CCRP-1001. This chapter utilizes the following methodology:

a. The first four digits represent the occupational field or military
occupational field (e.g.,” Occupational Field 01 or Administrative Specialist
0111). This chapter contains 0111 events.

b. The second four alpha characters represent the functional or duty
area (e.g., CORP - Correspondence}. TIunctional areas for Administrative
Specialists are:

CORP — Correspondence

CTMN - Casualty Management
FIDR - Files and Directives
GENZA — General Administration
LGAD ~- Legal Administration
MPMN - Manpower Management
MPSP - Manpower Support

MPSY - Manpower Systems

OFMN - Office Management

OPAD — Operational Administration
PYAL - Pay and Allowances
RESA - Reserve Administration
SCTY - Security

SEPS - Separations

SERR - Service Records

UNDR - Unit Diary

c. The last four digits represent the task level and numerical
sequencing. The Admin individual training events are separated into three
task levels:

1000 — Core Skills (initial MOS training conducted at formal schools)
2000 - Core Plus Skills (follow-on formal schooling, MOJT, or Distance
~ Learning)
2500 - Staff Non-Commissioned Officer (SNCO) Core Plus S5kills (fcellow-—
on formal schooling, MOJT, or Distance Learning) )

Every individual event has a numerical identifier from 001 to 899.
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d. The individual task condition statement sets forth the real-world
circumstances in which the task 1s to¢ be performed. Conditlion statements
describe the equipment, tools, materials, environmental or safety
considerations, and resources needed to perform the task and the assistance,
location, etc. that relates to performance of the task. In a garrison or
field environment and with the aid of references are common conditions for
all 0111 tasks. If the individual training event cannot be performed in both
environments (garrison and in the field) or references are not to be
utilized, the condition statement will indicate which environment and
references are not te be utilized.

e. Additionally close attention should also be given to a specific
event’s description and/or Administrative Note parzgraph, as these paragraphs
contain vital event related information for the administrator performing that
event.

f. The mobillization or activation, or demcobilization or deactivation, of
a Reserve member to active duty changes their status in the Marine Corps and
administrators must recognize the unique pay and allowances associated with
the reservist’s change in status. Pay and allowances are contingency-based
and thus will vary based on the contingency and crders issued. If guestions
arise as to Reserve specilfic entitlements, administrators may contact the
Marine Corps Administrative Analysis Team. The Team can be reached at (703)
432-9813/DSN 278-9809; email: MCAAT@usmc.mil; or website
hitps://eis.usmc.mil/sites/missa/default.aspx. The MARFCRRES Administrative
Assistance Unit (AAU) may alsoc assist. The MARFCRRES BAU can be contacted at
phone {504) 697-7269/7273; emaill: MFRAAURusmc.mil; or check the MARFORRES AAU
website: htip://www.marforres.marines.mil/GeneralSpecialStaff/Cl.aspx for
information.

4002, INDEX OF INDIVIDUAL EVENTS

1000-1LEVEL
EVENT DESCRIPTION PAGE
' CORRESPONDENCE
0111-CORP-1001 Prepare Permanent Change of Assignment (PCA) orders 47
endorsement
0111-CORP-1002 | Frepare Permanent Change of Station (PCS) orders 4-7
endorsement
0111-CORP-i003 | Prepare naval correspondence 4-8
0111-CORP-1004 Prepare Command Special Orders 4-9
FILES AND DIRECTIVES
0111-FIDR-1001 | Maintain correspondence files 4-9
LEGAT, ADMINISTRATION
0111-LGAD-1001 Prepare Unit Punishment Book (UPB) (NAVMC 10132) .| 4-10
MANPOWER MANAGEMENT
0111-MPMN-1001 Navigate Marine Online {MOL) 4-10
PAY AND ALLOWANCES
0111-PYAL-1001 Determine Total Force pay and allowances 4-11
Prepare Miscellaneous Military Pay Order/Special
0111-PYAL-1002 Payment Authorization (NAVMC 111186) 4-11

4-3 : Enclosure (1)



NAVMC 3500.3C Ch 1
15 Apr 2013~
SECURITY
0111-8CTY-1001 Safeguard Personally Identifiable Information (FII) 4-12
SEPARATIONS
0111-SEP5-1001 Prepare separations documents 4-13
0111-SEPS-1002 | Frepare Separation/Travel Pay Certificate (NAVMC 413
11060)
SERVICE RECORDS
01L11-SERR-1001 Prepare Family Service Member's Group Life Insurance 4-14
0111-SERR-1002 Prepare service record entries 4-15
0111-SERR-1003 Conduct service records audit 4-15
UNIT DIARY
0111-UNDR-1001 Extract Marine Corps Total Force System (MCTFS) data 4-1¢6
0111-UNDR-1002 | Prepare Unit Diary entries 4-16
C111-UNDR-1003 Process Electronic Diary Feedback Report (EDFR} 4-17
2000-LEVEL
CORRE SPONDENCE
6111-CORP-2001 | Frocess Permanent Change of Assignment (PCA} orders 4-18
endorsement.
0111-CORP-2002 | Frocess Permanent Change ¢of Station (PCS) orders 4-18
endorsement
0111-CORP-2003 | Process Command Special Qrders 4-19
0111-CORP-2004 | Process naval correspondence 4-20
0111-CORP-2005 | Process naval messages 4-20
CASUALTY MANAGEMENT
0111-CTMN-2001 | Process Personnel Casualty Report (PCR) 4=-21
FILES AND DIRECTIVES
0111-FIDR-2001 | Maintain Directives Control Point (DCP) 4=21
0111-FIDR~2002 | Edit command issued directives . 4-22
GENERAT, ADMINISTRATION
0111-GENA-2001 | Process award recommendations 4-22
LEGAYT, ADMINISTRATION .
0111-LGAD-2001 | Process Unit Punishment Book (UPB) (WAVMC 10132) 4-23
0111-LGAD-2002 | Process Courts-Martial packages 4-24
0111-LGAD-2003 | Process Competency Review Board {CRB) packages 4-24
MANPOWER SYSTEMS
0111-MPSY-2001 | Prepare Joint Personnel Status (JPERSTAT) reports 4-25
0111-MPSY-2002 | Generate database reports 4-26
PAY AND ALLOWANCES
0111-PYARL-2001 | Process travel claim 4-26
Process Miscellaneous Military Pay Order/Special
OL11-PYAL-2002 | o & ent Authorization (NAVMC 11116) £-27
0111-PYAL-2003 | Review Total Force pay and allowances 4-27
Compute Armed Forces Active Duty Base Date _
0111-PYAL-2004 | 4 rapED) /Pay Entry Base Date (PEBD) 4-29
0111-PYAL-2005 | Process travel entitlements 4-29
0111-PYAL-2006 | Research special leave accrual 4-30
RESERVE ADMINISTRATION
01L11-RESA-2001 | Process reserve medical requests 4-31
0111-RESA~2002 | Adjust Career Retirement Credit Reports (CRCR) 4-31
Process personnel administrative actions for Reserve
0111-RESA-2003 | active duty operational support (ADCS) or 4-32
‘| mobilization of a Reserve member/unit
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0111-RESA-2004 | Process Selected Marine Corps Reserve (SMCR) joins 4-33
0111-RESA-2005 | Process education assistance documentation 4-34
0111-RESA-2006 [ Utilize Marine Reserve Order Writing System (MROWS) 4-34
0111~RESA-2007 | Determine Reserve components 4-35
0111-RESA-2008 | Process Reserve transfer orders 4-36
SECURITY
Implement program for safeguarding Personall
0111-SCTY-2001 Idzntifiabﬁe %nformation (PII) ’ Y 4-37
SEPARATIONS
0111-SEPS-2001 | Process separations documents 4-37
0111-SEP5-2002 | Process humanitarian request 4-38
0111-8SEPS-2003 | Process administrative separation 4-39
SERVICE RECORDS B
0111-SERR-2001 | Process Total Force enlisted promotions 4-40
Process Service members’ Group Life Insurance (SGLI)
011i-SERR-2002 | and Family Service members’ Group Life Insurance 4-40
(FSGLI} forms
0111-SERR-2003 [ Review service record audit process 4-41
0111-3ERR-2004 | Process Service awards 4-42
0111-SERR-2005 | Process Proficiency and Conduct (Pro/Con) marks 4-42
UNIT DIARY
0111-UNDR-2001 | Process Electronic Diary Feedback Report (EDFR) 4-43
Process Unit Diary/Marine Integrated Personnel
0111-UNDR-2002 Systems {UD/MIPS) transactions 4-44
2500-LEVEL
CORRESPONDENCE
0111~-CORP-2501 | Manage naval correspondence 4-44
0111-CORP-2502 | Manage naval messages 4-45
0111-CORP-2503 | Manage Individual Augments (IA) 445
0111-CORP-2504 [ Manage Command Special Orders 4-46
' CASUALTY MANAGEMENT
0111-CTMN-2501 | Manage Personnel Casualty Report {PCR} 4-46
FILES AND DIRECTIVES
0111-FIDR-2501 | Manage correspondence files £-47
0111-FIDR-2502 | Manage Directives Control Pcint (DCP) 4-47
0111-FIDR-2503 | Review command issued directives 4-48
GENERATL, ADMINISTRATION
0111-GENA-2501 | Manage the Career Status Bonus (CSB) Program 4-49
0111~GENA-2502 | Perform mailroom operations 4-49
0111-GENA-2503 | Manage Personnel Sponsorship Program 4-50
0111-GENA-2504 | Manage Permanent Change of Assignment (PCA) orders 4-50
endcrsement
0111-GENA-2505 | Manage award recommendations . 4-51
0111-GENA-2506 Manage Pgrmanent Change of Station (PCS) orders 4-52
endorsement
LEGAT. ADMINISTRATION
0111-LGAD-2501 | Review appellate leave orders 4-52
0111-LGAD-2502 Manage Deserter/Absentee Wanted by the Armed Forces 4-53
process
0111-LGAD-2503 | Review straggler orders 4-54
0111-LGAD-2504 | Manage Unit Punishment Book {UPB) (NAVMC 10132) 4-55
0111-LGAD-2505 Manage the Court-Martial process 4-55

4-5 Enclosure (1)




NAVMC 3500.3C Ch 1

15 Apr 2013
0111-LGAD-2506 | Manage the Unauthorized Absence/Deserter processes 4-56
0111-LCAD-2507 | Manage the Return’ of Absentee/Deserter tc Military 4-57
Control process
MANPOWER MANAGEMENT
0111-MPMN-2501 | Manage Fleet Assistance Program (FAP) 4-58
0111-MPMN-2502 | Manage Deployment Status Report {DSR) 4-58
0111-MPMN-2503 | Manage internal staffing targets 4-589
0111-MPMN-2504 | Manage Unit Management Status Report (UMSR) 4-60
MANPOWER SUPPORT
0111-MPSP-2501 | Manage Individual Augments (IA) 4-60
MANPOWER SYSTEMS
0111-MPSY-2501 | Manage Joint Personnel Status (JPERSTAT) reports 4-61
0111-MPSY-2502 | Generate complex database reports 4-561
01l11-MPSY-2503 | Manage permissions for Marine Online {MOL) 4-62
OPERATIONAL, ADMINISTRATION
Develop Annex E to Operation Plans (OPLAN) and
O111-0PRD=2301 | o ational Orders (OPORD 4-63
PAY AND ATLOWANCES
0111-PYAL~2501 | Manage waiver of indebtedness packages 4-63
0111-PYAL—2502 Coor@inate Total Force enlisted promoticns d-g4
reguirements
0111-PYAL-2503 [ Manage Document Tracking Management System {(DTMS) 4-65
0111-PYAL-2504 | Verify service dates 4-65
0111-PYAL-2505 | Validate Total Force pay and allowances 1-66
0111-PYAL-2506 | Manage meal cards program 4-67
0111-PYAL-2507 | Manage travel entitlements 4-68
RESERVE ADMINISTRATION
Manage Marine Corps Medical Evaluation Disability
0111-RESA-2501 System (MCMEDS) case files 4-63
0111-RESA-2502 | Manage reserve medical requests 4-69
0711-RESA-2503 Manggg ac?ive duty operatignal support (ADOS) ox 470
mobilization of reserve units/members
0111-RESA-2504 | Supervise Selected Marine Corps Reserve (SMCR) joins 4-71
: process
C111-RESA-2505 | Supervise education assistance process 4-72
0111-RESA-2506 Supervise Marine Reserve Orders Writing System 4-72
{(MROWS) request
0111-RESA-2507 | Advise commander on Reserve categories 4-73
0111-RESA-2508 | Manage Reserve transfer orders process 4-74
SECURITY
0111-SCTY-2501 | Safeguard Personally Identifiable Informatiocn (PII) 4-75
SEPARATIONS
0111-SEPS-2501 | Manage separations package 4-75
0111-SEP5-2502 | Manage humanitarian procedures 4-76
SERVICE RECORDS
0111-SERR-2Z501 | Supervise reenlistments and extensions 4-77
Cl11-SERR-2502 | Manage service record audit process 4-178
0111-SERR-2503 | Review Service awards process 4-79
UNIT DIARY
_ _ Manage Unit Diary/Marine Integrated Personnel _
C111-UNDR-2501 Systems {UD/MIPS) transactions 4-79
0111-UNDR-2502 | Manage Electronic Diary Feedback Report (EDFR) 4-83
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4003. 1000-LEVEL EVENTS

0111-CORP-1001: Prepare Permanent Change of Assignment (PCA) orders
endorsement

EVATLUATION-CODED: WO SUSTAINMENT INTERVAL: 12 months

GRADES: PVT, PFC, LCPL

INTTIAT, TRAINTNG SETTING: FORMAL

CONDITION: Given access to web-based and database systems, source documents,
service record, and the web order authorization from Headguarters Marine
Corps (HQMC}.

STANDARD: Ensuring there are no typographical or format errors and the PCA
endorsement is completed 15 days prior to the service member's detachment
date.

PERFOEMANCE STEPS;:

1. Receive web PCA orders/CMC messages.

2. Review information contained in Web Orders.
3. Prepare command endcrsement.

4. Forward for review.

REFERENCES:

1. MCO 1326.5 Marine Coxrps Web Orders Systems (WEB ORDERS)

2. MCO P100C.& Assignment, Classification, and Travel Systems Manual (ACTS
MANUAL)

3. MCO P1070.12_ Marine Corps Individual Records Administration Manual (IRAM)

4, MCO P1300.8 Marine Corps Personnel Assignment Policy

5. MCO P1326.6_ Selecting, Screening, and Preparing Enlisted Marines for
Special Duty Assignments and Independent Duties

6. SECNAV M-5216.5_ Secretary of the Navy Correspondence Manual

7. SECNAV M-5210.2 Standard Subject Identification Code (SSIC) Manual

0111-CORP-1002: Prepare Permanent Change of Station ({(PCS) orders endorsement

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: PVT, PFC, LCPL

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given access to web-based and database systems, the web order
authorization from Headquarters Marine Corps (HQOMC) directing a member's PCS,
scurce documents, and the service record.

STANDARD: Ensuring there are no typographical or format errors and the
orders are completed 90 days prior to the detachment date.
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PERFORMANCE STEPS:

Receive web PCS orders/CMC messages.

Review information contained in Web Orders.

Interview member.

Provide screening/dependent checklists.

Submit request for overseas dependent entry approval/area clearance upon

completion of checklist, if required.

6. Submit port call request upon approval of overseas area clearance, if
required.

7. Prepare ccmmand endorsement.

8. Forward for review.

Ul e

REFERENCES:

1. JFTR NAVSO P-6034 Volume 1 Joint Federal Travel Regulation, Uniformed
Service Members

2. MCO 1320.11 Perscnnel Sponsorship Program

3. MCO 1326.5 Marine Corps Web Orders Systems {WEB ORDERS)

4 MCC 4650.30 Port Call Procedures Applicable to the Movement of Marine
Corps - Sponsored Passenger Traffic BTWN CONUS and Cverseas areas
(Including Alaska and Hawaii) and Within and BTWN Overseas Areas

5. MCC P1000.6_ Assignment, Classification, and Travel Systems Manual (ACTS
MANUAL}

6. MCO 1001R.1 Marine Corps Reserve Administrative Management Manual
(MCRAMM)

7. MCO P1070.12 Marine Corps Individual Records Administration Manual (IRAM)

MCO P1300.8 Marine Corps Personnel Assignment Policy

9. MCO P1326.6  Selecting, Screening and Preparing Enlisted Marines for
Special Duty Assignments and Independent Duties

10. MCC P4650.37 Marine Corps Travel Instructions Manual (MCTIM)

11. MCC P7301.104 Accounting Under the Appropriations "Military Personnel,
Marine Corps" and “"Reserve Personnel, Marine Corps"”

12. BECNAV M-5216.5 Naval Correspondence Manual

13. SECNAV M-5210.2 Standard Subject Identification Code (SSIC) Manual

[e0]

01L11-CORP-1003: Prepare naval correspondence

EVATUATION-CODED: NO SUSTATINMENT INTERVAL: 12 months

DESCRIPTION: Letters, messages, endorsements, and Administrative Action (AA)
Forms are the most common types of correspondence generated by a unit.
Administrative personnel process correspondence from rough draft through
completed document.

GRADES: PVT, PFC, LCPL

INTTTAT, TRAINING SETTING: FORMAL

CONDITION: Given a rough draft or wverbal instructicns, appropriate
equipment, general cffice supplies, and source documents.

STANDARD: Ensuring there are no typographical or format errors.
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PERFORMANCE STEPS:

1. Receive socource document.
2. Prepare draft.

3. Forward for review.

REFERENCES :

1. MCO P1070.12 Marine Corps Individual Records Administration Manual (IRAM)
2. BSECNAV M-5216.5 Secretary of the Navy Correspondence Manual

3. SECNAV M-5210.2 sStandard Subject Identification Code (SSIC) Manual

0111-CORP-1004: Prepare Command Special Orders

EVALUATION-CODED: NO SUSTATINMENT INTERVAL: 12 months

DESCRIPTION: Command special orders are utilized to reassign members within
the local command and/or designation.

GRADES: PVT, PFC, LCPL

INITTAT, TRAINING SETTING: FORMAL

CONDITION: Given a request and approval for assignment, reassignment, and/or
designation.

STANDARD: Ensuring there are no typographical or format errors.

PERFORMANCE STEPS:

1. Receive supporting documents or requirement.
2. BAssign special order number.

3. Draft Command Special Order.

4., Forward for review.

REFERENCES:

1. MCO P1l000.6_ Assignment, Classification, and Travel Systems Manual (ACTS
MANUAL}

2. MCO P1070.12 Marine Corps Individual Records Administration Manual (TRAM)

3. MCTFSCODESMAN Marine Corps Total Force System Codes Manual

4, SECNAV M-5216.5 Naval Correspondence Manual

5. SECNAV M-5210.2 Standard Subject Identification Code (SSIC) Manual

0111-FIDR-1001: Maintain correspondence files

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: PVT, PFC, LCPL

INITIAT. TRAINING SETTING: FORMAL

CONDITION: Given correspondence files and file folders, appropriate
equipment, and general coffice supplies.
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STANDARD: Ensuring correspondence is filed by Standard Subject
Identification Ceode (SSIC), file folders are properly labeled, and
retention/disposal of files is performed in seduential order.

PERFORMANCE STEPS:

. Identify SSIC.

. Prepare labels.

. Prepare files outlines.

Type Privacy Act statement and post, as required.
File correspondence.

Conduct disposal/retention actions.

(o2 WS 2 L OV I\ I

REFERENCES:

1. MCO 5210.11 Marine Corps Records Management Program

2. BSECNAVINST M-5210.1 Records Management Manual

3. SECNAV M-5210.2 Standard Svbject Identification Code (SS5IC) Manual

0111-LGAD-1001: Prepare Unit Punishment Beook (UPB) (NAVMC 10132)

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months
GRADES: PVT, PFC, LCPL

INTITTAL TRAINING SETTING: FORMAL

CONDITION: Given access to web-based systems or database systems, electronic
forms, the service record, and source documents.

STANDARD: Ensuring there are no format or typographical errors.

PERFORMANCE STEPS:

1. Complete blocks 1 through 5 and 18 through 21 of the UPB prior to NJP
proceedings.

2. Complete blocks 6-17 after NJP proceedings.

3. Attach required documents toc the UPB.

4. Forward for review.

REFERENCES:

1. MCM Manual for Courts-Martial (current edition)

2. MCO P1070.12 Marine Corps Individual Records Administration Manual (IRAM)
3. MCO P5800.16 Marine Corps Manual for Legal Administration (LEGADMINMAN)

0111-MPMN-1001: Navigate Marine Online (MOL)

EVALUATION-CODED: NO SUSTATNMENT INTERVAL: 12 months

DESCRIPTION: Marine Online {MOL) is a web-based application that provides
multiple administrative tools for commanders and administrators. MOL
functiocnality includes promotions, UMSR, leave, PTAD, PDMRA, EPAR, OMFPF,
Report Net, Web Orders, processing service awards, and DTMS to include the DD
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1351-2 (Travel Voucher or Subvoucher), and NAVMC 11115 {Authorization for
Advance Dependents Travel and/or Dislocatiocn).

GRADES: PVT, PFC, LCPL

INITIAL, TRAINING SETTING: FORMAL

CONDITION: Given access to MOL.
STANDARD: Locating and identifying all modules.

PERFORMANCE STEPS:

1. Log on to MOL.

2. Select the appropriate module.

3. Determine functionality within module.

REFERENCE :
1. MOL Users Manual

0111-PYAL~1001: Determine Total Force pay and allowances

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: Administrative perscnnel are responsible for pay and allowance
changes based on member’s duty station, family, and personal status. This
includes but is not limited to operational, overseas, regular/reserve
specific pay, and allowances.

GRADES: PVT, PFC, LCPL

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given access to current web-based and database systems, the
service record, and source documents.

STANDARD: Ensuring the Marine Corps Total Force System (MCTFS)} reflects the
mempber's correct pay and allowances IAW the MCTFSPRIUM.

PERFORMANCE STEPS:

1. Receive completed source documentation.
2. Review documentation.

3. Identify entitlements.

4. Maintain documentation, as required.

REFERENCES : ‘

1. DFAS-CL 7220.31-R Marine Corps Total Force System Automated Pay Systems
Manual {APSM)

2. DOD FMR 7000.14-R Volume 7A DOD Financial Management Regulation, Military
Pay Policy and Procedure - Active Duty and Reserve Pay

3. MCC 10110.47 Basic Allowance for Subsistence (BAS)

4. MCC 7220.12 Special Duty Assignment (SDA) Pay Program

5. MCO 1001R.1_ Marine Corps Reserve Administrative Management Manual
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(MCRAMM)

6. MCO P1300.8 Marine Corps Personnel Assignment Policy

7. MCO P1751.3  Dependency Determination and Basic Allowance for Housing
(RAH) Manual

8. MCTFSCODESMAN Marine Corps Total Force System Codes Manual

8. MCTESPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual

ADMINISTRATIVE NOTE: There are many reserve specific entitlements. At this
level, both an Active Duty and Reserve administrator would be able to process
at a minimum entitliements based upon Place Entered Active Duty (PLEAD) to
include Basic Allowance for Housing (BAH).

0111-PYAT~1002: Prepare Miscellanecus Military Pay Order/Special Payment
Aunthorization (NAVMC 11116)

EVALUATION-CODED: WNO SUSTAINMENT INTERVAL: 12 months

DESCRIPTICN: Certain instances require adjustment to a member's pay record.
In some cases, the local disbursing office will perform this adjustment. The
NAVMC 11116 is the source document submitted to the local disbursing office
to reguest an adjustment.

GRADES: PVT, PFC, LCPL

INTTIAL TRAINING SETTING: FORMAL

CONDITION: Given access to web-based and database systems, NAVMC 11116, the
service record, and socurce documents.

STANDARD: Ensuring completeness with no typographical or format errors.

PERFORMANCE STEPS:

1. Review service record and source documents.
Z. Complete all required blocks on NAVMC 111156.
3. Forward for review.

4, Track through completion.

REFERENCES :

1. DFAS-CL 7220.31-R Marine Corps Total Force System Automated Pay Systems
Manual (APSM)

2. DOD FMR 7000.14-R Volume 72 DOD Financial Management Regulation, Military
Pay Policy and Procedure - Active Duty and Reserve Pay

3. MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual '

0111-8CTY¥-1001: Safeguard Perscnally Identifiable Information {(PII)

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months
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DESCRIPTION: Non-DoD agencies may contact an administrative office in order
to obtain a member's personal information. Administrative personnel must bs
able to determine what information can and cannot be provided to these
agencies.

GRADES: PVT, PFC, LCPL

INITIAL TRATNING SETTING: FORMAL

CONDITION: Given a request for information, access to web-based or database
systems, the service record, and OPNAV Form 5211 (Disclosure Accounting Form-
Record of Disclosure).

STANDARD: Ensuring only personally identifiable information authorized by
The Privacy Act of 1974 or the individual is released.

PERFORMANCE STEPS:

1. Receive a request for disclosure of personal information.

2. Determine if personal information can be released in compliance with the
Privacy BAct of 1974.

3. Obtain member's permission to release informaztion not authorized for
release under the Privacy Act of 1974.

4. Extract information from the service record and/or computer record, as
required.

5. Effect release of information, if appropriate.

6. Document the release of all information on OPNAV Form 5211 (Disclosure
Accounting Form-Record of Disclosure), maintained in the service record.

7. Maintain OPNAV Form 5211 in the service record.

REFERENCES :
1. MCO P1070.12_ Marine Corps Individual Records Administration Manual (IRAM)
2. MCO P5211.2_ the Privacy Act of 1974

0111-SEPS-100l1l: Prepare separations documents

EVATLUATION-CODED: NO SUSTATNMENT INTERVAL: 12 months

DESCRIPTION: Administrative personnel must be able to prepare all documents
related to separaticns, retirements, and discharges.

GRADES: PVT, PFC, LCPL

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given access to the web-based and database systems, service
records, and source documents.

STANDARD: Ensuring all documents are free of typographical or format errors.
PERFORMANCE STEPS:

1. Receive separation notification.
2. Review separation data sheet.
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3. Prepare draft separation documents, as required.
4. Forward for review.

REFERENCES :
1. MCC 1001.39_ Pre-Separation Counseling Concerning Marine Corps Reserve
(MCR) Participation

2. MCO P107C.1Z_ Marine Corps Individual Records Administration Manual (IRAM)
3. MCC P190C.16_ Marine Corps Separation and Retirement Manual (MARCORSEPMAN)
4. MCTFSPRIUM Marine Corps Total Force System Personnel Reporting

Instructions Users Manual
5. MCO Pl0O00.6 Assignment Classification and Travel Systems Manual (ACTSMAN)

0111-SEPS-1002: Prepars Separation/Travel Pay Certificate (NAVMC 11060)

EVALUATION-CODED: NO . SUSTATNMENT INTERVAL: 12 months
DESCRIPTION: Separating service members are entitled to certain travel
entitlements, pay and allowances. Administrative personnel submit a NAVMC
12060 to the local disbursing office to effect those payments.

GRADES: PVT, PFC, LCPL

INITIAL, TRAINING SETTING: FORMAL

CONDITION: Given access to web-based or database systems, NAVMC 11060
(Separation/Travel Pay Certificate), the service record, and source
documents.

STANDARD: Ensuring the form is complete, without typographical or format
errors.

PERFORMANCE STEPS:

1. Review source documents.
2. Prepare draft.

3. TForward for review.

REFERENCES:

1. DFAS-CL 7220.31-R Marine .Corps Total Force System Automated Pay Systems
Manual (APSM)

2. DOD FMR 7000.14~R Volume 7A DOD Financial Management Regulation, Military
Pay Policy and Procedure - Active Duty and Reserve Pay

3. MCO P1070.12 Marine Corps Individual Records Administration Manual (IRAM)

4. MCO P1800.16_ Marine Corps Separation and Retirement Manual (MARCORSEPMAN)

0111-SERR-100l: Prepare Family Service Member's Group Life Insurance

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: All military members and dependents are authorized to enroll in
Family Service Member's Group Life Insurance (FSGLI). The indiwvidual will
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assist the member in the preparation of the FSGLI forms, and process the
forms into the service record and UD/MCTFS.

GRADES: PVT, PFC, LCPL

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given access to web-based and database systems, electronic forms,
and Service Member's Group Life Insurance (SGLI) forms.

STANDARD: Ensuring the forms are complete and free of typographical errors.

PERFORMANCE STEPS:

Determine insurance requirements.

Verify supporting documents, if required.

Verify document completion.

. Obtain signatures from member and certifying official.

Distribute forms as appropriate,.

. Ensure spouse notification letter is completed and mailed, if required.

G U1 W o=

REFERENCES :
1. MCO FP107C0.12 Marine Corps Individual Records Administration Manual {IRAM)
2. MCO P1741.8_ Govermment Life Insurance Manual

0111-SERR-1002: Prepare service record entries

EVATUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: Administrative personnel will make required entries to service
record pages based on source documents/audits of personnel.

GRADES: PVT, PFC, LCPL

INITTAT, TRAINING SETTING: FCRMAL

CONDITION: Given a requirement to make entries on the service records,
source documents, and access to Marine Corps Total Force System (MCTES).

STANDARD: FEnsuring all entries are free of typographical or format errors.

PERFORMANCE STEPS:

1. Determine required entries.
2. Draft entries.

3. Forward for review.

REFERENCES:

1. MCC 1001.45 Augmentation, Retention, and Return of Active Duty of Reserve
Officers and the Redesignation of Restricted Officers to Unrestricted
Status

2. MCO 1740.13 Family Care Plans

3. MCO 1001R.1 Marine Corps Reserve Administrative Management Manual
(MCRAMM)

4-15 Enclosure (1)



NAVMC 3500.3C Ch 1
15 Bpr 2013

4. MCC P1070.12 Marine Corps Individual Records Administration Manual {IRAM)

5. MCOC Pl741.8 Government Life Insurance Manual

6. MCTPFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual

7. MCO P5800.16 Marine Cérps:Manual for Legal Administraticn (LEGADMINMAN)

0111-SERR-1003: Conduct service records audit

EVALUATION-CODED: NO -SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: The purpose of a service record audit is to verify information
contained in the member's service record and BAH NAVMC 10922 in accordance
with the PRIUM.

GRADES ; PVT, PFC, LCPL

INTITIAT, TRAINING SETTING: FORMAL

CONDITION: Given access to web-based or database systems, service records,
and source documents.

STANDARD: Ensuring MCTES data is accurate and concurrent with information
contained in the service record.

PERFORMANCE STEPS:

1. Determine occasion for the audit.

2. Retrieve information from MCTFS.

3. Conduct audit with member, as reguired.

4. Verify information.

5. Take corrective action to update the MCTFS, as reguired.
REFERENCES:

1. DOD FMR 7000.14-R Volume 7A DOD Financial Management Regulation, Military
Pay Policy and Procedure - Active Duty and Reserve Pay

2. JFTR NAVSO P-6034 Volume 1 Joint Federal Travel Regulation, Uniformed
Service Members

3. MCO 16110.47_ Basic ARllowance for Subsistence (BAS)

4, MCO P1070.12 Marine Corps Individual Records Administration Manual (IRAM)

5. MCO P1741.8 Government Life Insurance Manual

6. MCC P1751.3  Dependency Determination and Basic Allowance for Housing
(BAH) Manual

7. MCTFSCODESMAN Marine Corps Total Force System Codes Manual

8. MCTFSPRIUM Marine Corps Total Force System Personnel Reporting

Instructions Users Manual

8. MCO 7220.12 Special Duty Assignment  (SDA) Pay Program

10. MCO 1001R.1_ Marine Corps Reserve Administrative Management Manual
(MCRAMM)

0111-UNDR-1001l: Extract Marine Corps Total Force System (MCTEFS) data
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EVALUATION-CODED: NO ' SUSTAINMENT INTERVAL: 12 months

GRADES: PVT, PFC, LCPL

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given a requirement to extract data from Marine Corps Total Force
System (MCTFS), access to web-based or database systems, service records, and
source documents.

STANDARD: In performance step sequence, to verify the data contained in the
member’s service record is accurate.

PERFORMANCE STEPS:

1. Access MCTFS.

2. Retrieve required information.
3. Submit research results.

REFERENCE :
1. MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual

0111-UNDR-1002: Prepare Unit Diary entries

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: The Unit Diary is the primary means of reporting and updating a
menmber's personal, pay and training information contained in Marine Corps
Total Force System (MCTFES).

GRADES: PVT, PFC, LCPL

INITIAL. TRAINING SETTING: FORMAL

CONDITION: Given access to Unit Diary/Marine Integrated Personnel System
(UD/MIPS) and source documents.

STANDARD: Ensuring all adjustments are reported IAW the MCTFSPRIUM.

PERFORMANCE STEPS: _
1. Review source document tc determine required adjustment/update/reportable

transaction.

2. Determine the Type of Transaction Code (TTC) and sequence number for the
transaction.

3. Prepare the rough draft unit diary.

4, Annotate source documents with processed unit diary information

5. Forward for review.

6. File annotated source documents, as reguired.

REFERENCES:

1. MCTFSCODESMAN Marine Corps Total Force System Codes Manual
2. MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
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Instructions Users Manual

0111-UNDR-1003: Process Electronic Diary Feedback Report (EDFR)

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: An Electronic Diary Feedback Report (EDFR) is generated by the
Unit Diary/Marine Integrated Personnel System (UD/MIPS) when either an
individual utilizing a web-based system or administrative personnel utilizing
UD/MIPS change information contained in the Marine Corps Total Force System
(MCTFS). Administrative personnel will monitor and review action taken on
the EDFR and update as reguired.

GRADES: PVT, PFC, LCPL

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given access to web-based and database systems, the service
record, and electronic forms.

STANDARD: Ensuring items received on the Electronic Diary Feedback report
(EDFR) are monitored on a daily basis IAW the MCTFSPRIUM.

PERFORMANCE STEPS:

1. Download EDFR.

2. Determine action required on all parts of the EDFR.
3. Take appropriate unit diary/service record action.
4. Forward for review.

REFERENCES:

1. DFAS-CL 7220.31-R Marine Corps Total Force System Automated Pay Systems
Manual (APSM)

2. DCD FMR 7000.14-R Veolume 7A DOD Financial Management Regulation, Military
Pay Policy and Procedure - Active Duty and Reserve Pay

3. MCTEFSCODESMAN System~based online Marine Corps Manpower Codes Manual

4. MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual

5. UDS-1080-02 Unit Diary 3System (UDS) Users Manual

4004. 2000-LEVEL EVENIS

0111-CORP-2001l: Process Permanent Change of Assignment (PCA) orders
endorsement :

EVALUATION-CODED: NO SUSTATNMENT INTERVAL: 12 months

GRADES: CPL, SGT

INITIAL TRAINING SETTING: FORMAL
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CONDITION: Given the web order authorization from Headguarters Marine Corps
(HQMC) directing a member's Permanent Change of Assignment (PCA).

STANDARD: Ensuring there are no typographical or format errors.

PERFORMANCE STEPS:

1. Edit orders.

2. Forward orders for review and signature.

3. Deliver signed original orders to member.

4, Forward official file copy of orders to unit diary.

5. Retain official file copy for correspondence files with reguired
documents.

REFERENCES:

1. JFTR NAVSO P-6034 Volume 1 Joint Federal Travel Regulation, Uniformed
Service Members

2. MCC 1326.5 Marine Corps Web Orders Systems (WEB ORDERS)

3. MCC P1000.6 Assignment, Classification, and Travel Systems Manual (ACTS

MANUAL)

MCC P1070.12  Marine Corps Individual Records Administration Manual ({IREM)

MCC P1300.8 Marine Corps Personnel Assignment Policy

6. MCO P1326.6¢ Selecting, Screening and Preparing Enlisted Marines for

Special Duty Assignments and Indeperndent Duties .

MCO P4650.37 Marine Corps Travel Instructions Manual

SECNAV M-5216.5 Secretary of. the Navy Correspondence Manual

9. SECNAV M-5210.2Z Standard Subject Identification Code (S8IC) Manual

[& 2 =

[s o

0l11-CORP-2002: Process Permanent Change of Station (PCS) orders endorsement

EVALUATION-CODED: NOC , SUSTAINMENT INTERVAL: 12 months

GRADES: CPL, SGT

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given the web order authorization from Headquarters, Marine Corps
(HOMC) directing a member's Permanent Change of Station (PCS), the Defense
Table of Official Distances {DTOD), and access to MCTFS.

STANDARD: Ensuring there are no typographical or format errors.

PERFORMANCE STEPS:

. Edit orders.

. Forward completed orders for review and signature.

. Deliver completed orders to member.

. Forward official file copy of orders to unit diary.

. Retain official file copy for correspondence files with reguired
documents.

6. Distribute as required.

o= b

REFERENCES :
1. JFTR NAVSC P-6034 Volume 1 Joint Federal Travel Regulation, Uniformed
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Service Members

2. MCO 1326.5 Marine Corps Web Orders Systems (WEB ORDERS)

3. MCO P1000.& BAssignment, Classification, and Travel Systems Manual '(ACTS
MANUAL)

4., MCO 1001R.1 Marine Corps Reserve Administrative Management Manual
(MCRAMM)

5. MCO P1070.12_ Marine Corps Individual Records Administration Manual (IRAM)

6. MCO P1300.8 Marine Corps Personnel Assignment Policy

7. MCC P1326.6 Selecting, Screening and Preparing Enlisted Marines for
Special Duty Assignments and Independent Duties

8. MCO P4650.37_ Marine Corps Travel Instructions Manual (MCTIM)

9. BSECNAV M-5216.5 Naval Correspondence Manual

10. SECNAV M-5210.2_ Standard Subject Identification Code (SSIC) Manual

0111-CORP-2003: Process Command Special Orders

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 24 months

GRADES: CPL, SGT

INITIAT, TRAINING SETTING: MCJT

CONDITION: Given the reqguest and approval for assignment, reassignment,
and/or designation.

STANDARD: Ensuring there are nco typographical or format errors,

PERFORMANCE STEPS:

1. Edit Command Special Order.

2. Forward for review and signature.

3. Report appropriate entries via unit diary, if required.
4. Distribute as required.

REFERENCES:

1. MCC P1000.6_ Assignment, Classification, and Travel Systems Manual (ACTS
MANUAL)

2. BSECNAV M-5216.5 Secretary of the Navy Correspondence Manual

3. SECNAV M-5210.2 Standard Subject Identification Code (SSIC) Manual

0111-CORP-2004: Process naval correspondence

EVALUATION-CODED: NO SUSTATNMENT INTERVAL: 12 months

DESCRIPTION: Letters, endorsements, messages, and Administrative Action (AA)
Forms are the most common types of correspondence generated by a unit.

GRADES: CPL, SGT

INITIAL TRAINING SETTING: FORMAL
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CONDITION: Given typed correspondence and source documents.

STANDARD: Ensuring correspondence is prepared without typographical, format,
or grammatical errors.

PERFORMANCE STEPS:

1. EBdit typed correspondence for spelling, grammar and format errors.
2. Forward for review and signature.

3. Distribute as required.

REFERENCES:

1. MCO 5216.20 HOMC Supplement to the Department of the Navy (DON}
Correspondence Manual

2. MCO P1070.12_ Marine Corps Individual Records Administration Manual (IRAM)

3. SECNAV M-5216.5 Secretary of the Navy Correspondence Manual

4, SECNAV M-5210.2 Standard Subject Identification Code (SSIC) Manual

0111-CORP-2005: Process naval messages

EVALUATION-CODED: NO SUSTATINMENT INTERVAL: 12 months

GRADES: PVT, PFC, LCPL, CPL, SGT

INITIAT TRAINING SETTING: MOJT

CONDITICN: Given access to web-based systems and & requirement to release a
message.

STANDARD: Ensuring there are nc typographical or format errors.
PERFORMANCE STEPS:

1. Prepare naval message.
2. Forward naval message for review and release.

REFERENCES :
1. AMHS Automated Message Handling System (AMHS) User's Manual

2. MCO 5216.20_ HQMC Supplement to the Department of the Navy (DON}
Correspondence Manual

3. MCO P1070.12_ Marine Corps Individual Records Administration Manual (IRAM)

4. NTP 4 Naval Telecommunications Procedures

5. SECNAV M-5216.5 Secretary of the Navy Correspondence Manual

6. SECNAV M-5210.2 Standard Subject Identification Code (SSIC) Manual

01l11-CTMN~-2001: Process Personnel Casualty Report (PCR)

EVALUATION-CODED: NO SUSTATNMENT INTERVAL: 12 months
GRADES: PVT, PFC, LCPL, CPL, SGT -

INITIAT. TRAINING SETTING: MOJT
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CONDITION: Given access to web-based and database systems, information
regarding a casualty, and the service record.
STANDARD: Ensuring there are no typographical or format errors.
PERFORMANCE STEPS:
1. Receive notification of a casualty.
2. Extract needed information from service record.
3. Enter casualty data into the web-based system.
4., Forward for review.
5. Distribute as required.
REFERENCES:
1. MCO 3040.4_ Marine Corps Casualty Procedures Manual {(MARCORCASFPRCCMAN)
2. MCTFSPRIUM Marine Corps Total Force System Personnel Reporting

Instructions Users Manual
3. NTP 4 Naval Telecommunicaticns Procedures
4. USN PLAD 1 Message Address Directory
0111-FIDR-2001: Maintain Directives Control Point (DCP)
EVALUATION-CODED: NO- SUSTAINMENT INTERVAL: 12 months
GRADES: CPL, SGT
INITIAL TRATINING SETTING: MOJT
CONDITION: Given access to web-based and database systems, command issue
directives, directives checklists, and changes.
STANDARD: Ensuring mission essential publications are IAW MCO 5210.11 .
PERFORMANCE STEPS:
1. Prepare checklist of command issued directives.
2. Establish a publications listing within Marine Corps Publication System

(MCPDS) .
3. Audit higher headguarters Directives Management System Checklist.
4. File master directives, as required.
5. Receilve published changes.
6. Make changes per directives.
7. File page changes, as required.
8. Make pen changes, as required.
9. Complete Record of Changes page in directives, as required.
10. Enter changes to the PL through MCPDS, as reguired.
11. Requisition missing directives.
REFERENCES:
1. MCO 5210.11 Marine Corps Records Management Program
2. MCO P5211.2 The Privacy Act of 1974
3. MCO P5215.17 Marine Corps Technical Publications System
4. MCO P5600.31 Marine Corps Publication and Printing Regulations
5. OPNAV M-5215.17 Navy Pirectives Issuance System
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6. SECNAVINST M-5215.1 Secretary cof the Navy Directives Policy

01l1l1-FIDR-2002: Edit command issued directives

EVALUATION-CODED: NO SUSTAINMENT INTERVAL:: 12 months

DESCRIPTION: Command issued directives are created to establish local
command policies and procedures.

GRADES: CPL, SGT

INITIAT TRATINING SETTING: MOJT

CONDITION: Given rough drafts, source documents, a reguirement for a command
directive, and appropriate equipment.

STANDARD: Ensuring command issued directives are prepared without
typographical or format errors, and are completed within the timeframes
established by the requester.

PERFORMANCE STEPS:

1. Verify format is appropriate for directive type.

2. Edit directive for grammar, spelling, and sentence structure.

3. Submit prepared directive with documentation for review and signature.
4. Forward signed directive for publicatiomn. )

5. Distribute and file completed directive. !

REFERENCES:

1. GPO STYLE MANUAL Government Printing Office Style Manual

2., MCO 5215.1 Marine Corps Directives Management Program

3. OCPNAV M-5215.17 Navy Directives Issuance System

4. SECNAV M-5216.5 Secretary of the Navy Correspondence Manual

5. SECNAV M-5210.2 Standard Subject Identification Code (SSIC) Manual

0l11-GENA-2001: Process award recommendations

EVATUATTION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: When a unit commander desires to commend an individual,
administrative personnel must be able to process the different types of unit
level awards. These awards include but not limited to Meritorious Mast (MM),
Letter of Appreciation (LOA}, and Certificate of Commendation (COC).

GRADES: PVT, PFC, LCPL, CPL, SGT

INITIAT, TRAINING SETTING: MOJT

CCNDITION: Given access to web-based or datasbase systems and award
recommendations.
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STANDARD: Ensuring awards are complete and prepared without typographical or
format error.

PERFORMANCE STEPS:

1. Receive award recommendation.

2. Review source documents and award citation.

3. Ensure award is printed on correct certificate.

4. Review final award.

5. Forward to awarding authority for signature.

6. Make copies of award and file as required. ‘

7. Forward electronic copy to MMSRB for filling in E-records.
8. Distribute award, as reguired.

REFERENCES :

1. MCO 1650.1% Administrative and Issue Procedures for Decoratiocns, Medals,
and Awards
2., SECNAVINST 1650.1_ Navy and Marine Corps Awards Manual

0111-1LGAD-2001: Process Unit Punishment Beook (UPB} (NAVMC 10132}

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: The-Unit Punishment Bocok (UPB) (NAVMC 10132) is prepared for
use during a unit commander’'s non-judicial punishment (NJP) proceedings.

GRADES: CPL, SGT

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given access to web-based or database systems, electronic forms,
the service record, and source documents.

STANDARD: Ensuring there are no typographical or grammatical errors prior to
and upon completion of the non-judicial punishment (NJP) proceedings,
punishment imposed does not exceed the maximum punishment allowed, and that
appropriate unit diary entries are reported within 5 working days of the
reportable event. '

PERFORMANCE STEPS:

1. Edit source documents.

2. Forward for review.

3. Distribute copies as appropriate.

REFERENCES :

1. MCM Manual for Courts-Martial (current edition)

2. MCO P1070.12 Marine Corps Individual Records Administration Manual (IRAM)

3. MCO P5800.16 Marine Corps Manual for Legal Administration (LEGADMINMAN)

4. DoD 7000.14-R Department of Defense Financial Management Regulations
(DcDEMR), Veolume 7A

5. MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual
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0111-LGAD-2002: Process Courts-Martial packages

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: Administrative personnel will prepare the NAVMC 118(13) (Page
13) and report the appropriate unit diary transactions associated with
Courts~Martial Proceedings.

GRADES: CPL, SGT

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given access to web-based or database systems, service records,
legal support, source documents, results of trial (ROT}, and convening
authority's (CA) action.

STANDARD: In performance step sequence, ensuring that prior te and upon
completion of the courts-martial, the NAVMC 118(13) is completed without
typographical or format errcors, and that appropriate unit diary transactions
are entered into Marine Corps Total Force System (MCTFS) within 5 working
days of the reportable event.

PERFORMANCE STEPS:

1. Receive ROT. .

2. Review scurce documents to iInclude appellate leave, if applicable.
3. Report entries via unit diary.

4. Make proper distribution of NAVMC 118(13).

5

6

7.

Maintain source documents.
Track scurce documents, as appropriate.
Reconcile.

REFERENCES:

1. MCM Manual for Courts-Martial (current edition)

2. MCC P1070.12 Marine Corps Individual Records Administration Manual (IRAM)

3. MCC P5800.16 Marine Corps Manual for Legal Administration {LEGADMINMAN)

4. MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual

5. MCC P1900.1%6_ Marine Corps Separation and Retirement Manual
(MARCORSEPSMAN)

6. MCC 1050.16 Appellate Leave Awaiting Punitive Separation

7. DoD 7000.14-R Department of Defense Financial Management Regulations
(DODFMR), Volume 7A, Military Pay Policy and Procedures — Active Duty and
Reserve Pay

0111-LGAD-2003: Prepare Competency Review Board (CRB) packages

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: CPL, SGT

INTITIAL TRAINING SETTING: FORMAL
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CONDITION: Given a notice of incompetence and source documents.

STANDARD: Ensuring the package is prepared without typographical or format
errors.

PERFORMANCE STEPS:

1. Review source documents.

2. Draft appropriate documents.
3. Forward for review.

4. Make corrections if necessary.

REFERENCES:

1. MCO 1200.17 Military Occupational Specialties (MOS} Marine Corps Manual
(MCS Manual)

2. MCC P1400.32_ Marine Corps Promotion Manual, Volume 2, Enlisted Promotions

3. MCO P19C0.16 Marine Corps Separation and Retirement Manual (MARCORSEPMAN)

4., MCO P580C.16_ Marine Corps Manual for Legal Administration (LEGADMINMAN)

5. GSECNAV M-5216.5 Secretary of the Navy Correspondence Manual

0111-MPSY-2001: Prepare Joint Personnel Status {(JPERSTAT) reports

EVATUATION-CODED: NOC SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: The Joint Personnel Status (JPERSTAT} is utilized to determine
a unit's combat strength. It provides the commander and higher headquarters
with an accurate view of unit personnel strength and capability. JPERSTAT
reports are updated through web-based applications by administrative
personnel who research, compile, and type these reports.

BILLET: G-~1 Operations
GRADES: PVT, PFC, LCPL, CPL, SGT

INITIAL TRAINING SETTING: MOJT

CONDITION: Given access to web-based or database systems and input from
subordinate units or sections.

STANDARD: Ensuring the report is accurate and complete and prepared within
the timeframes established by competent authority.

PERFORMANCE STEPS:

1. Consolidate figures provided by subordinate units or sections.

2. Review previous JPERSTAT reports and compare against consolidated figures.
3. Submit completed JPERSTAT report to supervisor for review.

4. Type JPERSTAT and incorporate changes identified during review.

5. Distribute as required.

REFERENCES :

1. CJCSM 32150.13 Joint Reporting Structure - Personnel Manual
2. JP 1-0 Personnel Support to Joint Operations
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0111-MPSY¥-2002: Generate database reports

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: CPL, SGT

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given a request for a simple list report, ad hoc report or
roster, and access to web-based or database systems.

STANDARD: Providing the list, roster, or crosstab report in the format
reguested.

PERFORMANCE STEPS:

1. Receive request or notification to pull simple report or roster.
2. Log into database system.

3. Search database to obtain required data elements.

4. Format report as required by request.

5. Run report.

6. Print or export repcrt if necessary.

7. Forward printed or saved report.

REFERENCES:

1. MCTFSCODESMAN Marine Corps Total Force System Codes Manual

2. MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual

3. SECNAVINST 5310.36_ Dept of the Navy Information and Personnsl Security
Program Regulations

4. MOL Users Manual

0111-PYAL-2001: Process travel claim

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: Travel claims must be submitted upon completion of all periods
of funded temporary additional duty (TAD) and permanent change of station
(PCS) .

GRADES: CPL, SGT

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given access to web-based and database systems and a set of
Tenmporary Additional Duty (TAD) or Permanent Change of Station (PCS) orders,
DD Form 1351-2 {Travel Voucher), and DD 1351-2C (Subvoucher)} receipts.

STANDARD: Ensuring the claim is submitted within five working days once the

member has completed official travel, and the travel settlement payment is
correct. :
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PERFORMANCE STEPS:

1. Review completed claim.

2. Forward travel claim to approving official {(AO) for review and signature.
3. Distribute as required.

4, Track completion of travel claim.

5. Review travel settlement toc ensure payment is correct.

6. File travel claim, as reguired. ‘ ‘

REFERENCES :

1. JFTR NAVSO P-6034 Volume 1 Joint Federal Travel Regulation, Uniformed

) Service Members
2. MCO 4600.40 Government Travel Charge Card Program (GTCCP)
3. MCO P4650.37_ Marine Corps Travel Instructions Manual

0l11-PYAL-2002: Process Miscellaneous Military Pay Order/Special Payment
Authorization (NAVMC 11116)

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: Certain instances require adjustment to a member's pay record.
In some cases, the local disbursing office will perform this adjustment. The
NAVMC 11116 is the source document submitted to the local disbursing office
to reguest an adjustment.

GRADES: CPL, SGT

INITIAL TRAINING SETTING: MOJT

CONDITION: Given access to web-based and database systems, the service
record, source documents, and NAVMC 11116.

STANDARD: Ensuring the form is completed without typographical or format
errors.

PERFORMANCE STEPS:

1. Edit form for accuracy.

2. Forward for review.

3. Track form through completion.

REFERENCES :

1. DFAS-CL 7220.31-R Marine Corps Total Force System Automated Pay Systems
Manual (APSM}

2. DOD FMR 7000.14-R Volume 7A DOD Financial Management Regulation, Military
Pay Policy and Procedure - Active Duty and Reserve Pay

3. MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual

0111-P¥ATL-2003: Review Total Force pay and allowances

EVALUATION-CODED: NO SUSTAINMENT TNTERVAL: 12 months
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DESCRIPTION: Administrators are responsible to affect pay and allowance
changes based on member’s duty station, family members, and personnel status.
This includes, but is not limited to, operational pay and allowances,
continuation pay, overseas specific pay, reserve specific pay, and regular
pay and allowances. There are many reserve specific entitlements such as
Annual Training (AT), IDT/drills, ADOS (over and under 30 days), special duty
pay, BAH, and CONUS COLA. Additionally, situations occur in the course of a
member’s career that may modify their service dates such as Expiration of
Active Service (EAS), End of Current Contract (ECC), Armsd Forces Active Duty
Base Date (AFADBD), Pay Entry Base Date (PEBD), Place Last Entered Active
Duty (PLEAD), Date of Entry Armed Forces {DOEAF), Time Lost, Reserve ECC, and
Mandatory Drill Stop LCate.

GRADES: CPL, SGT

INITIAL TRATINING SETTING: FORMAL

CONDITION: Given access to current web-based and database systems, the
service record, and source documents.

STANDARD: Ensuring a Marine’s record reflects the correct pay and allowances
as well as appropriate entitlements. :

PERFORMANCE STEPS:

Receive completed documentation for review.

Review documentation for accuracy and completeness.
Identify pay entitlement.

Forward for review.

Enter changes in UD/MIPS.

Maintain documentation, as reguired.

Gy s LN

REFERENCES:

1. DFAS-CL 7220.31-R Marine Corps Total Force System Automated Pay Systems

Manual {APSM)

DOD FMR 7000.14-R Volume 7A DOD Financial Management Regulation, Military

Pay Policy and Procedure - Active Duty and Reserve Pay

MCO 10110.47 Basic Allowance for Subsistence (BAS)

MCO 1326.2 Administration of Temporary Flight Orders

MCO 3571.2 Explosive Ordnance Disposal (ECD) Program

MCO 7220.12 Special Duty Assignment (SDA) Pay Program

MCO 7220.21 Advance Pay Incident to a Permanent Change of Station (PCS)

. MCO 1001R.1 Marine Corps Reserve Rdministrative Management Manual

(MCRAMM) '

MCO P1300.B_ Marine Corps Personnel Assignment Policy

10. MCO P1751.3 Dependency Determination and Basic Allowance for Housing
(BAH) Manual

11, MCTFSCCDESMAN Marine Corps Total Force System Codes Manual

12. MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual

13. OPNAVINST 7220.4 Flight Deck Hazardous Duty Incentive Pay (FDHDIP)

14. MCO P3000.19 Total Force Mobilization, Activation, Integration, and
Deactivation Plan {MAID-P)

15. JPTR NAVSO P-6034 Joint Federal Travel Regulations, Volume 1

b
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ADMINISTRATIVE NOTES: There are many reserve specific entitlements such as
Annual Training (AT), IDT/drills, ADOS (over and under 30 days), special duty
pay, BAH, and CONUS COLA. The unit reasonable commuting order must be
reviewed to ensure correct entitlements, based on the member’s PLEAD and the
location of the HTC. The tasks involves transferring reserve members to
active duty (for various reasons), initial joining the member tec active duty,
and release from active duty. If guestions arise as to Reserve specific
entitlements, administrators may contact the Marine Corps Administrative
Analysis Team. The Team can be reached at (703) 4£32-9813/DSN 278-9809; email:
MCAAT@usmc.mil; or website: https://eis.usmc.mil/sites/missa/default.aspx.

0111-PYAL-2004: Compute Armed Feorces Active Duty Base Date (AFADRD)/Pay
Entry Base Date (PERD)

EVATUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: Situations occur in the course of a member's career that may
modify their Expiration of Active Service (EAS), End of Current Contract
(ECC), Armed Forces Active Duty Base Date (AFABD), or Pay Entry Base Date
(PEBD) .

GRADES: CPL, SGT

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given access to web-based or database systems, source documents,
and the service record.

STANDARD: Ensuring dates in MCTFS are accurate and all necessary date
adjustments have posted without error.

PERFORMANCE STEPS:

1. Receive notification from member or feedback advisory regarding necessary
change.

2. Extract information from the service record and MCTFS required to compute
the appropriate dates.

3. View official military personnel file (OMPF) for missing documentation, if
required.

4, Perform computations on necessary dates.

5. Forward for review.

6. Report as appropriate.

REFERENCES :

1. DOD FMR 7000.14-R, Volume 7A, DOD Financial Management Regulation,
Military Pay Policy and Procedure - Active Duty and Reserve Pay

2. MCO 100iR.1 Marine Corps Reserve Administrative Management Manual
(MCRAMM)

3. MCC P107C.12_  Marine Corps Individual Records Administration Manual (IRAM)

4. MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual
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0111-PYAL-2005: Process travel entitlements

EVAT.UATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: Administrative personnel are responsible to ensure that travel
entitlements are paid correctly for personnel in a travel status. This
inciudes, but is not limited to, reserve travel entitlements, permanent
change of station, and temporary additional duty.

GRADES: CPL, SGT

INITIAL TRAINING SETTING: FORMAL

GRADES: CPL, SGT

CONDITION: Given access to web-based and database systems, the service
record, and source documents.

STANDARD: Ensuring the member receives all travel entitlements and reguired
-unit diary transactions are reported.

PERFORMANCE STEPS:

1. Verify the member's entitlements.

3. Direct the preparation of the pay document, as required.

4. Review the accuracy of the source documents.

5. Obtain signatures.

6. Ensure unit diary entries are reported, as reguired.

8. Distribute as reguired.

7. Submit appropriate documents to the local finance office via DTMS, as
required.

REFERENCES:

1. DFAS~CL 7220.31-R Marine Corps Total Force System Automated Pay Systems
Manual (APSM)

2. DOD FMR 7000.34-R Volume 7A DOD Financial Management Regulation, Military
Pay Policy and Procedure - Active Duty and Reserve Pay

3. JFTR NAVSO P-6034 Volume 1 Joint Federal Travel Regulation, Uniformed
Service Members

4. MCO 7220.21 Advance Pay Incident to a Permanent Change of Station (PCS)

5. MCO P1000.6 Assignment, Classification, and Travel Systems Manual (ACTS
MANUAL)"

6. MCO P1070.12_ Marine Corps Individual Records Administration Manual (IRAM)

7. MCO P1300C.8 Marine Corps Personnel Assignment Policy

8. MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructiocns Users Manual

8. MCO 1001R.1 Marine Corps Reserve Administrative Management Manual
(MCRAMM)

10. MCC P3000.19 Total Force Mobilization, Activation, Integration, and
Deactivation Plan (MAID-P)

0111-PYAL-2006: Research special leave accrual
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EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: PVT, PFC, LCPL, CPL, SGT, SSGT, GYSGT

INITIAT. TRAINING SETTING: FORMAL

CONDITION: Given access to web-based and database systems.

STANDARD: Ensuring documentation for all Marines who rate leave restoration
is completed IAW MCC P1050.3 .

PERFORMANCE STEPS:

1. Identify personnel with lost leave.

2. Verify deployment dates or circumstances for eligibility.
3. Restore leave if required.

4., Distribute socurce documents.

REFERENCES:

1. MCO P1050.3  Regulations for Leave, Liberty, and Administrative Absence

2. DoDFMR Department of Defense Financial Management Regulations, (DeDFMR),
Volume 7A, Military Pay Policy and Procedures - Active Duty and Reserve
Pay

3. MOL Users Manual

0111-RESA-2001: Process reserve medical requests

EVATLUATION-CODED: NO SUSTATNMENT INTERVAL: 12 months

DESCRTIPTION: Reserve Marines may incur injuries while on active/inactive
duty or during periods of non-duty. BAn administratcor needs to ensure that
those Marines’ medical statuses are reported into MCTFS correctly. This
includes, but is not limited to, temporarily not physically qualified, not
physically qualified, line of duty, active duty medical hold, and
incapacitation pay for reserve members injured in while in a duty status.

GRADES: CPL, SGT

INITIAT, TRAINING SETTING: MOJT

v
7

CONDITION: Given access to web-based or database systems, a case file, and
source documents.

STANDARD: Ensuring data is entered inte Marine Corps Total Force System
(MCTE'S) .

PERFORMANCE STEPS:

1. Receive source documents.

2. Report appropriate unit diary transactions.
3. Forward documents for review.

REFERENCES: .
1. MCO 1770.2 LOD Benefits for Members of the Marine Corps Reserve
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2. MCO 1001R.1_ Marine Corps Reserve Administrative Management Manual
(MCRAMM)

3. MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual

4. MCTFSCODESMAN Marine Corps Total Force System Codes Manual

0111-RESA-2002: Adjust Career Retirement Credit Reports {CRCR)

EVATUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: The Automated Annual Retirement Credit Report (ARCR) and the
Career Retirement Credit Report (CRCR) are the primary means of verifying
retirement points for all reserve members. Missing or incomplete data may
affect promotion opportunities, reenlistments, selection for Professional
Military Education (PME) schools, and Active Reserve (AR) program status and
retirement. Administrative personnel assist the reserve member in verifying
the accuracy of their ARCR/CRCR and ensure timely adjustments are entered
into Marine Corps Total Force System (MCTFS).

GRADES: CPL, SGT

 INITIAL TRAINING SETTING: FORMAL

CONDITION: Given access to web-based or database systems, electronic forms,
and the service record.

STANDARD: Ensuring all Accumulated Deployed Time (ADT)/Inactive Duty
Training (IDT) information is 100% correct, audits are conducted on an annual
basis, and appropriate unit diary transactions are reported within 5 working
days of the occurrence of the reportable event. :

PERFORMANCE STEPS:

1. Verify ARCR/CRCR information from applicable source documents.

2. Subnit appropriate corrections for unit diary input.

3. Retrieve corrected ARCR/CRCR from online system.

4. Verify ARCR/CRCR for accuracy.

5. Obtain required signature on ARCR/CRCR.

REFERENCES:

1. MCC 1001R.1_ Marine Corps Reserve Administrative Management Manual

(MCRAMM)

2. MCTFSCODESMAN Marine Corps Total Force System Codes Manual

3. MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual

0111-RESA-2003: Process personnel administrative actions for Reserve active
duty operational suppert (ADOS) or mobilization of a reserve member/unit

EVALUATION-CODED: NO - SUSTAINMENT INTERVAL: 12 months
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DESCRIPTION: The ADOS or mobilization of reserve members changes their
status in the Marine Corps. Administrators must understand the unique
procedures and criteria when verifying pay and allowances associated with the
reservists’ change in status. Pay and allowances are contingsncy-based and
thus will vary based on the contingency and/or the crders issued.

GRADES: CPL, SGT

INITIAL, TRAINING SETTING: FORMAL

CONDITION: Given access to web-based or database systems, an intent for
mobilization message, active duty operational support (ADOS) orders, and
source documents. :

STANDARD: Ensuring eligible members receive all appropriate entitlements and
benefits.

PERFORMANCE STEPS:

1. Receive documents that reguire processing.

2 Verify the member’s eligibility to receive entltlements
3. Report required transactions on unit diary.

4 Forward for review.

REFERENCES:

1. MCO 1001.59 Active Duty for Operaticnal Support (ADOS) in Support of the
Total Force

2. MCO 1001.54_ Marine Corps Reserve Incremental Initial Active Duty
Training (ITADT) Program

3. MCC 1001R.1_ Marine Corps Reserve Administration Management Manual

- (MCRAMM)

4. MCO Pl040R.35 Marine Corps Reserve Career Planning and Retention Manual

5. MCO P3000.19 Total Force Mobilization, Activation, Integration, and
Deactivation Plan (MAID-P)

6. MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual

ADMINISTRATIVE MNOTES: This task involves transferring Reserve members to
active duty (for various reasons), initial joining the member to active duty,
and release from active duty. The administrator must ensure Reserve members
are granted access to early TRICARE benefits as well as TAMP benefits and
TRICARE RESERVE SELECT upon return to a drilling status.

0111-RESA-2004: Process Selected Marine Corps Reserve (SMCR) joins

EVALUATION-CODED: NO - SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: Administrators are responsible to join reserve members toc their
units as reguired. These joins can consist of members being released from
active duty for various reasons, joins from the IRR, and joins for members
who have broken service.

GRADES: CPL, SGT
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INITIAT, TRAINING SETTING: FORMAL

CONDITION: Given access to current web-based and database systems, the
service record, and source documents.

STANDARD: Ensuring a Marine’s rescord reflects the correct join entry.

PERFORMANCE STEPS:

1. Verify member’s record status.

2. Complete appropriate endorsements.

3. Verify the member’s eiffective date of join.

4. Report appropriate transacticns.

5. Submit completed unit diary for review.

REFERENCES :

1. MCO 1001R.1_ Marine Corps Reserve Administrative Management Manual

(MCRAMM)

2. MCTFSCODESMAN Marine Corps Total Force System Codes Manual

3. MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual

ADMINISTRATIVE NOTES: This includes (Reserve} Officer Accessicon Programs.
Administrators must verify record status to determine the correct TTC and
Entry Contract/Control Option (ECCO) process.

0l11-RESA-2005: Process education assistance decumentation

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: Administrators are responsible for reviewing Reserve members’
contracts to determine their qualification for education assistance. The
education assistance which a member may qualify for includes Montgomery GI
Bill-Selected Reserve {(MGIB-SR}, MGIB-SR Kicker, the Post-2/11 GI Bill, and
Tuition Assistance (TA) based on time served on active duty or the remaining
regerve obligation requirement. To be eligible for the Post-9%/11 GI Bill and
TA, a member must serve on active duty in excess of three months.

GRADES: CPL, SGT

INITIAL TRAINMING SETTING: FORMAL

CONDITION: Given access to web-based or database systems, the service
record, and source documents.

STANDARD: Ensuring all required documentation is 100% complete and accurate
and reported IAW MCO 1001R.1

PERFORMANCE STEPS:

1. Receive completed documentation.

2. Report required entries intc UD/MIPS.
3. Maintain source documents.
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REFERENCES :

1. MCO 1001R.1 Marine Corps Reserve Administrative Management Manual
{(MCRAMM)

2. MCO 7220R.38_ Selected Reserve Incentive Program

3. MCTFSCODESMAN Marine Corps Total Force System Codes Manual

4., MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual

5. DOD FMR 7000.14-R Volume 7A DOD Financial Management Regulations

ADMINISTRATIVE NOTES: For information regarding the process of and
entitlements for educational assistance refer to
http://ghill.va.gov/centact/.

0111-RESA-2006: Utilize Marine Reserve Order Writing System (MROWS)

EVATUATION-CODED: NO SUSTAINMENT INTERVAL: 24 months

DESCRIPTION: The Marine Reserve Order Writing System (MROWS) autcomates the
entire reserve order writing process. MROWS also includes the capability to
track the status of orders from initial entry through authentication.

GRADES: CPL, SGT

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given access to web-based or database systems and the Marine
Reserve Order Writing System (MROWS), source documents, and the service
record.

STANDARD: Ensuring individual or group orders reguests are completed without
typographical or format errors and orders are tracked from initial request
through authentication.

PERFORMANCE STEPS:

l. Log into MROWS.

2. Input MROWS request.

3. Notify appropriate personnel of hard holds on orders.
4. Forward for authentication in MROWS.

5. Print reserve orders.

6. Distribute reserve orders, as required.

7. Track reserve orders, as required.

REFERENCES:

1. NAVSO P-6034 Joint Federal Travel Regulations (JFTR), Volume 1

2. MCO 4600.40_ Government Travel Charge Card Program (GTCCP)

3. MCO P1000.6_ Assignment, Classification, and Travel Systems Manual
(ACTS MANUAL)

4. MCO 1001R.1 Marine Corps Reserve Administrative Management Manual
(MCRAMM )

5. MCO P4650.37 Marine Corps Travel Instructions Manual (MCTIM)
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ADMINISTRATIVE NOTES: Notification of hard heolds con crders may include
Civilian Employment Information (CEI), outdated medical information, outdated
contract Iinformation, etc.

Q0li1-RESA-2007: Determine Reserve components

EVALUATION-CODED: NO SUSTATNMENT INTERVAL: 12 months

DESCRIPTION: Administrative personnel must understand the capabilities of
each Reserve component and their employment capabilities, e.g., Individual
Mobilization Augmentee (IMA) and Individual Ready Reserves (IRR), and
provisions for emploving them such as Active Duty Operational Support (ADOS)
orders, Reserve Counterpart Training (RCT), and Annual Training (AT).

GRADES: CPL, SGT

INITIAL, TRAINING SETTING: FORMAL

CONDITION: Given a requirement, access to Marine Corps Total Force System
(MCTFS}), and service records.

STANDARD: Utilizing all reserve component criteria IAW MCO 1001R.1 .
PERFORMANCE STEPS:

1. Identify assigned Reserve Components.
2. Identify the capabilities/restrictions.

REFERENCES:
1. MCO 1001.52 Active Reserve Support to the Urited States Marine Corps
Reserve

2. MCO 1001.5%9 Active Duty for Operational Support (ADOS) in Support of the
Total Force

3. MCO 1001R.54 Marine Corps Reserve Incremental Initial Active Duty
Training (IIADT) Progran '

4. MCO 1001R.1 Marine Corps Reserve Administrative Management Manual
(MCRAMM)

5. MCTFSCODESMAN Marine Corps Toctal Force System Codes Manual

6. MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual

7. MCO 1001.62 Individual Mobilization Augmentee Program

8. MCO P3000.1% U.3. Marine Corps Total Force Mecbilization, Activation,
Integration, and Deactivation Plan (Short Title: USMC MAID-P)

ADMINISTRATIVE NOTES: Administrative personnel must be able to identify
reserve components in order to properly employ Marines of these Reserve
components.

01l11-RESA-2008: Process Reserve transfer orders

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 24 months
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DESCRIPTION: Marine Corps reservists are cbligated to actively participate
for a periecd of time as determined by the service contract and appendices.
After their initial obligation is completed they may transfer to the
Individual Ready Reserve {(IRR). They may alsc transfer units at any given
time upon acceptance of the gaining command.

GRADES: CPL, S5GT

INTTIAT, TRAINING SETTING: FORMAL

CONDITION: Given access to web-based or database systems, source documents,
and the service record.

STANDARD: Ensuring individual transfer orders are completed without
typographical or format errcrs and appropriate unit diary entries are
reported within 5 working days of the reportable event.

PERFORMANCE STEPS:

Receilve transfer request.

Determine eligibkility for transfer.
Prepare transfer orders.

Forward for review.

Report unit diary entries.

Maintain documents, as reguired.

[ TS 2 BTSN OFF I T o)

REFERENCES:

1. MCO 1001R.1_ (Marine Corps Reserve Administrative Management Manual
{MCRAMM)

2. DoD 7000.14-R Department of Defense Financial Management Regulations
{DoDFMR), Volume 7A, Military Pay Policy and Procedures — Active Duty an
Reserve Pay .

3. MCTEFSPRIUM, Marine Corps Total Force System Personnel Reporting
Instructions Users Manual

4, MCTFSCODESMAN Marine Corps Total Force System Codes Manual

0111-SCTY-2001: Implement program for safeguarding Personally Identifiable
Information {PII)

EVALUATION-CCDED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: The administrative office is required to implement a program To
safeguard personally identifiable information about a service member.
Administrative personnel must be able to instruct and inform unit personnel
regarding PII regulations as required.

GRADES: PVT, PFC, LCPL, CPL, SGT

INITIAL TRAINING SETTING: DL

CONDITION: Given a PII program, OPNAV Form 5211/9 (Disclosure Accounting
Form-Record of Disclosure), and the Privacy Act of 1974 as amended.
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STANDARD: Ensuring only personally identifiable information authorized by
the references or individual is released, all released information is
documented, and all OPNAV Form 5211/9s are maintained in the service record.

PERFORMANCE STEPS:
1. Receive a PII program.
2. Conduct PII training, as required.

REFERENCES: )

1. MCO P1070.12 Marine Corps Individual Records Administration Manual (IRAM)

2. MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual

3. SECNAVINST 5510.36 Dept of the Navy Information and Personnel Security
Program Regulations

0111-SEPS-2001: Process separations documents

EVATLUATICON~CCDED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: Administrative personnel must be able to prepare all documents
related to separations, retirements and discharges. This includes documents
for Marines of all components to include the separating of reserve members
from mcbilization and ADOS.

GRADES: CPL, SGT

INITIAT, TRAINING SETTING: FORMAL

COMNDITION: Given access to web-based or database systems, service records,
and source documents.

STAMNDARD: FEnsuring all documents are complete, without typographical or
format errors.

PERFORMANCE STEPS:

1. Review separations package.

2. Ensure the processing of the DD 214.

3. Forward documents to supervisor for review.

4. Distribute documents and records, as reguired.

REFERENCES :

1. JFTR NAVSQC P-6034 Volume 1 Joint Federal Travel Regulation, Uniformed
Service Members '

2. MCO 1001.39 Pre-Separation Counseling Concerning Marine Corps Reserve
(MCR) Participation

3. MCC P1070.12 Marine Corps Individual Recerds Administration Manual (IRAM)

4. MCC P1751.3 Dependency Determination and Basic Allowance for Housing
(BAH} Manual

5. MCO P1900.16_  Marine Corps Separation and Retirement Manual (MARCORSEPMAN)

6. MCTFSCODESMAN Marine Corps Total Force System Codes Manual

7. MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manuzal
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ADMINISTRATIVE NOTES: Ensure that PDMRA use is tracked prior to discharge
and that the member is provided the reguired TAMP ID card documentation, as
required.

0111-8EPS-2002: Process humanitarian request

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: A member may, in the case of hardship, request an attachment,
transfer, or discharge for humanitarian reasons. Administrative personnel
will assist the member in compiling the necessary documentation to justify a
request. Once submitted, administrative personnel will continue tc menitor
and track the request while awaiting determination from higher headguarters.

GRADES: CPL, SGT

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given access to web-based or database systems, source documents,
and service records.

STANDARD: Ensuring there are no typographical or format errors and that the
package contains all required supporting documents IAW MCO P1000.6 .

PERFORMANCE STEPS:

Receive formal/verbal request from member.
Verify leave balance.

Notify member’s command leadership.
Contact CMC, if applicable

Make appropriate unit diary entries.
Generate package.

Process package.

Track package.

Conduct separation process, if necessary.
Transfer by service record, if necessary.

F W -~loynd Wi

O .

REFERENCES : .

1. DOD FMR 7000.14-R Volume 7A DCOD Financial Management Regulation, Military
Pay Policy and Procedure - Active Duty and Reserve Pay

2. JFTR NAVSO P-6034 Volume 1 Joint Federal Travel Regulation, Uniformed
Service Members

4. MCO 10110.47_ Basic Rllowance for Subsistence (BAS)

5. MCO 1050.3 Regulations for Leave, Liberty and Administrative Absence

6. MCO P1000.6_ Assignment, Classification, and Travel Systems Manual (ACTS
MANUAL)

7. MCO P1070.12 Marine Corps Individual Records Administration Manual {[IRAM)

8. MCOC P1900.16 Marine Corps Separation and Retirement Manual (MARCORSEPMAN)

9. MCTFSCODESMAN Marine Corps Total Force System Codes Manual

10. MCTFSPRIUM Marine Corps Total Force System Persconnel Reporting

Instructions Users Manual
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01L11-SEPS-2003: Process administrative separation

EVATUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTICN: Administrators are required to process documents that affect a
member’s administrative separation from the Marine Corps. These documents
include the notification letter, acknowledgment of rights, and other
pertinent documents required to demonstrate the reasons for separation.

GRADES: CPL, SGT

INITIAL, TRAINING SETTING: FORMAL

COMDITION: Given access to web-based or database systems, the service
record, and source documents.

STANDARD: Ensuring administrative separation packages are prepared without
typographical eor format error, appropriate service record entries are

completed, and apprcpriate unit diary transactions are reported.

PERFORMANCE STEPS:

1. Review source deocuments.

2. Prepare notification letter/package.

3. Prepare required entries for notification.

4. Forward for review.

5. Prepare after notification documents.

€. Forward for review.

7. Prepare required entries upon forwarding separation package to GCMCA.
8. Prepare reguired entries for separation.

9. Distribute as required.

REFERENCES:

1. MCO P1900.16 Marine Corps Separation and Retirement Manual (MARCORSEPMAN)

2, MCTEFSPRIUM Marine Corps Tctal Force System Personnel Reporiing
Instructions Users Manual

3. SECNAVINST 192C.6 Administrative Separation of Officers

4. MCO 1001R.1 Marine Corps Reserve Administrative Management Manual
(MCRAMM)

5. MCO P5800.16 Marine Corps Manual for Legal Administration (LEGADMINMAN)

ADMINISTRATIVE NOTES: Specific additional attention must be given to the
process of administrative separation of reservists such as suspension of GI
Bill and notification of suspension of SGLI.

0111-SERR-2001: Process Total Force enlisted promotions

EVATUATICN-CODED: NO SUSTAINMENT INTERVAL: 24 months

DESCRIPTION: Unit commanders have the authority to promote members of their
commands from the ranks of private to sergeant and to prepare promotion
warrants for staff noncommissioned officers as directed by EQMC.
Administrators will prepare the necessary paperwork based upon the unit
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commander's recommendations.
GRADES: CPL, SGT

INITIAL TRATINING SETTING: FORMAL

CONDITION: Given access to web-based or database systems, electronic forms,
the service record, and promotion warrants.

STANDARD: Ensuring the promotions process is performed IAW MCO P1400.32_.

PERFORMANCE STEPS:

Retrieve eligibility rosters.

Retrieve current training data.

Monitor unit diary feedback reports.

Work zeroed out composite scores. _
Forward manual computation of composite scores, as necessary.
Request remedial promotion, as necessary.

Verify preparation of promction warrants.

Distribute promotion warrants, as required.

Report on unit diary, as required.

WO -J0 e W

REFERENCES:

1. MCO P1070.12 Marine Corps Individual Records Administration Manual (IRAM)

2. MCO P1400.32 Marine Corps Promction Manual, Volume 2, Enlisted Promotions

3. MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual

ADMINISTRATIVE NOTES: Reserve promoticns to corporal and sergeant are
conducted quarterly vice monthly. Prepare and submit page 11 entries for
members not recommended for promotion tec include those the Commanding Officer
will not promote. Report "Will Not Promote™ via the unit diary for members
not recommended. Ensure the Commanding Officer certifies "Will Not Promote™
entries via the MOL Promotion Module for members not recommended as reguired.

0111-8SERR-2002: Process Servicemembers’ Group Life Insurance (SGLI) and
Family Service members’ Group Life Insurance (FSGLI) forms

EVALUATICON-CODED: NC SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: SGLI i1s a program that provides low-cost term life insurance
coverage to eligible service members. FSGLI is a policy for military
dependents. Administrative personnel provide guidance on the completion of
this form.

GRADES: CPL, SGT

INITIAL TRAINING SETTING: MOJT

CONDITION: Given access to web-based or database systems and service
records.
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STANDARD: Ensuring the form is prepared without typographical or format
errors, is complete, and required transactions are reported IAW the
MCTESPRIUM.

PERFORMANCE STEPS:

1. Review form for signatures.

2. Report information on the unit diary.
4. Distribute as required.

REFERENCES : ‘

1. MCO P1080.40 Marine Corps Totazl Force System Personnel Reporting
Instruction Manual

2. MCO P1741.8_ Government Life Insurance Manual

3. MCTESPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual

0111-SERR~2003: Review service record audit process

EVALUATTION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: CPL, SGT

INITIATL, TRAINING SETTING: MOJT

CONDITION: Given access to web-based or database systems, electronic forms,
the service record, BAH NAVMC 10922, and source documents.

STANDARD: Ensuring data is accurate and concurrent with information
contained in the service record.

PERFORMANCE STEPS:

1. Coordinate occasion for audit.

2. Validate information contained in the service record against source
documents and MCTFS.

3. Return for corrective action, if necessary.

4. Forward for review.

REFERENCES : _

1. DFAS-CL 7220.31-R Marine Corps Total Force System Automated Pay Systems
Manual (APSM) :

2. DOD FMR 7000.14-R Volume 7A DOD Financial Management Regulation, Military
Pay Policy and Procedure - Active Duty and Reserve Pay

3. JFTR NAVSO P-6034 Volume 1 Joint Federal Travel Regulation, Uniformed
Service Members

4. MCC 10110.47 Basic Allowance for Subsistence ({BAS)

5. MCC 7220.21 Advance Pay Incident to a Permanent Change of Statien (PCS)

6. MCO P1000.6_ Assignment, Classification, and Travel Systems Manual (ACTS
MANUAL)

7. MCC P1070.12 Marine Corps Individual Records Administration Manual {IRAM)

8. MCO P1l741.8 Government Life Insurance Manual

9. MCTFSCODESMAN Marine Corps Total Force System Codes Manual

10. MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
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Instructions Users Manual.
11. MCO 1001R.1 Marine Corps Reserve Administrative Management Manual
{MCRAMM)

0111-SERR-2004: Process Service awards

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: Administrators determine eligibility for a Marine’'s Geood
Conduct Medal, Armed Forces Reserve Medal, Selected Marine Corps Reserve
Medals, and create certificates as required.

GRADES: CPL, SGT

INTTIAT, TRAINING SETTING: FORMAL

CONDITION: Given access to web-based or database systems, electronic forms,
and the service record.

STANDARD: Ensuring necessary requirements are met for the completion of
service awards IAW SECNAVINST 1650.1 .

PERFORMANCE STEPS:

1. Determine time period of the award.

2. Determine eligibility.

3. Create the award in MOL, as appropriate.

4. Forward for review.

5. Print award once approved.

6. Forward to OMPF after approval.

REFERENCES:

1. MCO P1070.12 Individual Records Administration Manual (IRAM)

2. MCC 1C01R.1 Marine Corps Reserve Administrative Management Manual
{MCRAMM)

3. MCTFSCODESMAN Marine Corps Total Force System Codes Manual

4. MCTFSPRIUM Marine Corps Total Force System Personnel Reporting

Instructions Users Manual
5. SBECNAVINST 1650.1_ Navy and Marine Corps Awards Manual

0111-SERR-2005: Process Proficiency and Conduct (Pro/Con) Marks

EVALUATION-CODED: NO SUSTATNMENT INTERVAL: 24 months

DESCRIPTION: Proficiency and Conduct (Pro/Con) markings are required on
specilfic occasions. Once approved, marks are entered intoc the Marine Corps
Total Force System (MCTFS) via Marine On Line (MOL) or as required via the
Unit Diary/Manpower Integrated Personnel System (UD/MIPS).

GRADES: CPL, SGT

INITIAL TRAINING SETTING: FORMAL
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COMDITIQON: Given access to web-based or database systems, service records,
and source documents.

STANDARD: Ensuring accurate Proficiency and Conduct (Pro/Con) marks are
properly entered into Marine Corps Total Force System (MCTFES) for all
eligible members, within 5 days of the occurrence of the reportable event.

PERFORMANCE STEPS:

1. Log into MCL.

2. Create occasion.

3. Add members to occasicn.

4. Request unit diary action corrections for failed or erroneous
transactions, as required.

5. Report appropriate entries.

6. Retrieve roster to ensure all eligible members received proficiency and
conduct marks.

REFERENCES:

1. MCO P1070.12 Marine Corps Individual Records Administration Manual ({IRAM)

2. MCO P1080.20 Marine Corps Total Force System Codes Manual (MCTESCODESMAN)

3. MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual

ADMINISTRATIVE NOTE: Attention must be paid to Reserve Pro/Con occasions.

0111-UNDR-2001l: Process Electronic Diary Feedback Report (EDFR)

EVATLUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: CPL, SGT

INITIAL TRAINING SETTING: MOJT

CONDITION: Given access to web-based and database systems, the service
record, and electronic forms.

STANDARD: Ensuring all required action is completed IAW the MCTFSPRIUM.
PERFORMANCE STEPS:

1. Verify accuracy.
2. Notify supervisor when complete for review and certification,

REFERENCES:

1. DFAS-CL 7220.31~R Marine Corps Total Force System Autcmated Pay Systems
Manual (APSM)

2. MCTFSCODESMAN System-based online Marine Corps Manpower Codes Manual

3. MCTEFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual

4. UDS-1080-02 Unit Diary System (UDS) Users Manual
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0111-UNDR-2002: Process Unit Diary/Marine Integrated Personnel Systems
{(UD/MIPS) transacticns

EVATUATION-CODED: NO SUSTATNMENT INTERVAL: 12 months

GRADES: CPL, SGT

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given access to web-based and database systems and source
documents.

STANDARD: Ensuring all reportable events are reported correctly IAW the
MCTFSPRIUM.

PERFORMANCE STEPS:

1. Review the rough unit diary.

2. Verify the transacticns.

3. Return for correction, as necessary.

4, Submit the unit diary to supervisor for review and or certification.
5. Distribute as required.

REFERENCES :

1. MCTFSCODESMAN Marine Corps Total Force System Codes Manual

2. MCTESPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual

3. UDS-1080-02 Unit Diary System {UDS) Users Manual

4005. 2500-LEVEL EVENTS

0l111-CORP-2501: Manage naval correspondence

EVATLUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months
GRADES: SSGT, GYSGT, MSGT, MGYSGT

INTTIAL TRAINING SETTING: FORMAL

COMDITION: Given typed correspondence and source documents.

STANDARD: ZEnsuring the content meets the intent, and there are no
typographical or format errors.

PERFORMANCE STEPS;:
1. Review correspondence for signature.
2. Route for distribution.

REFERENCES:

1. MCO 5216.20_ HQMC Supplement to the Department of the Navy (DON)
Correspondence Manual

2. MCO P1070.12 Marine Corps Individual Records Administraticn Manual (IRAM)
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3. SECNAV M-5216.5  Secretary of the Navy Correspondence Manual
4. SECNAV M-5210.2 Standard Subject Identification Code (58IC) Manual

0l11-CORP-2502: Manage naval messages

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: SSGT, GYSGT, MSGT, MGYSGT

INTTTAT. TRAINING SETTING: MOJT

CONDITION: Given access to web-based systems and a reguirement to release a
message. ‘

STANDARD: Ensuring the content meets the intent, and there are no
typographical or format errors.

PERFORMANCE STEPS:
1. Review message.
2. Release message.

REFERENCES:

1. AMHS Automated Message Handling System (AMHS) User's Manual

2. MCG 5216.20_ HQOMC Supplement to the Department of the Navy (DON)
Correspondence Manual :

3. MCC P1070.12_ Marine Corps Individual Records Administration Manual ({IRAM)

4. NTP 4 Naval Telecommunications Procedures

5. SECNAV M-5216.5_ Secretary of the Navy Correspondence Manual

6. SECNAV M-5210.2 Standard Subject Identificaticn Code (SSIC) Manual

0111-CORP-2503: Manage Individual Augments (IA}

EVALUATION-CODED: NO - SUSTATNMENT INTERVAL: 12 months
BILLET: G-1 Operations
GRADES: SSGT, GYSGT, MSGT, MGYSGT

INITIAL TRAINING SETTING: MOJT

CONDITICN: Given access to web-based or database systems and validated
billet requirements.

STANDARD: Ensuring validated billet reguirements are sourced within the
established operational timelines.

PERFORMANCE STEPS:

1. ZIdentify sourcing soluticns to billets.
2. Task to subordinate units.

3. Process reclamas from subordinate units.
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4. Submit shortfalls to higher headquarters.
5. <Coordinate reporting instructions.

REFERENCES:

1. CJcs 1301.01_ Individual Augmentation Procedures

2. MCO 1001.61 Policy and Procedures for Sourcing Personnel to Meet
Individual Augmentatien (IA} Reguirements

3. MCO 1200.17 Military Occupational Specialties (MCOS) Marine Corps Manual
(MOS Manual}

4., MCWP 5-1 Marine Corps Planning Process

0111-CORP-2504: Manage Command Special Orders

EVALUATION-CODED: NO SUSTATNMENT INTERVAL: 12 months

GRADES: SSGT, GYSGT, MSGT, MGYSGT

INITIAT, TRAINING SETTING: MOJT

CONDITION: Given a completed Command Special Order and access to Marine
Corps Total Force System (MCTFES).

STANDARD: Ensuring there are no typographical cr format errors
PERFORMANCE STEPS:

1. Review for signature.
2. Route for distribution.

REFERENCES:

1. MCO 5216.20 HQOMC Supplement to the Department of the Navy (DON)
Correspondence Manual

2. MCO P100C.6 Assignment, Classification, and Travel Systems Manual (ACTS
MANUAL)

0111-CTMN-2501: Manage Personnel Casualty Report (PCR)

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: S53GT, GYSGT, MSGT, MGYSGT

INITIAL TRAINING SETTING: MOJT

CONDITION: Given access to web-based and database systems, information
regarding a casualty, and the service records.

STANDARD: Ensuring there are no typographical or format errors.
PERFORMANCE STEPS:

1. Review for release.
2. Distribute as regulired.
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REFERENCES:

1. MCO 3040.4 Maxrine Corps Casualty Procedures Manual (MARCORCASPROCMAN)

2. MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual

0111-FIDR-2501: Manage correspondence files

EVALUATION-CODED: NG SUSTAINMENT INTERVAL: 12 months

GRADES: SSGT, GYSGT, MSGT, MGYSGT

INITIAT, TRAINING SETTING: MOJT

CONDITION: Given a requirement to maintain correspondence files, file
folders, file labels, and files outline.

STANDARD: Ensuring command correspondence is correctly maintained, proper
Standard Subject Identification Code (SSIC) codes are utilized, and files are
properly disposed of and within established timeframes

PERFORMANCE STEPS:

Ensure establishment of correspondence files.

Review the files outline.

Review the identification labels on the file folders.
Check for proper SSIC.

Check for disposition retention instructions.

Verify filing of correspondence by SSIC and date.
Ensure files disposal per the references.

S U W N

MCO 5210.11 Marine Corps Records Management Program

. MCO 5216.20 HQMC Supplement to the Department of the Navy (DON)
Correspondence Manual

. SBECNAV M-5216.5 Secretary of the Navy Correspondence Manual

. SECNAVINST M-5210.1 DON Records Management Manual

5. SECNAVM-5210.2Z Standard Subject Identificaticen Code (SSIC} Manual

REFERENCES :
1.
2

=

ADMINISTRATIVE NOTE: This is recommended for distance learning.

0111-FIDR-2502: Manage Directives Control Point (DCP)

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 24 months

DESCRIPTION: Command issued directives, as well as higher headgquarters and
Navy directives, are filed and maintained in the unit Directives Control
Point (DCP), and as directed by the unit's missicn.

GRADES: 5S8GT, GYSGT, MSGT, MGYSGT

INTITIAT, TRAINING SETTING: MOJT
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CONDITION: Given access tc Marine Corps Publications Distribution System
(MCPDS), software to create an internal distributioen list {IDL} or access to
the Publications Library Management System {PLMS), Internet access to the
Marine Corps Publications Electronic Listing (MCPEL}, directives checklists,
directives, and changes.

STANDARD: Ensuring command issued directives are updated upon receipt of
higher headquarters and Navy directives, issued by consecutive point numbers,
maintained in proper filing seguence, annual reviews are conducted, and
publications listing changes are entered into MCPDS as they occur,.

PERFORMANCE STEPS: -
Review command issued directives.

1.

2. Track assigned consecutive point numbers.

3. Certify annual review of command issued directives or as reguired.

4. Verify publication of command issued directives checklist, as required.

5. Verify completion of publication listing changes in MCPDS, as required.

6. Review Marine Corps and cther higher headguarters directives for reguired
modifications to command issued directives.

7. Review Navy directives for required modifications to command issued

directives.
8. Maintain inventories.
9. Verify completion of applicable changes.
10. Reguisition missing directives.

REFERENCES:

1. MCO 5210.11_ Marine Corps Records Management Program

2. MCO P5215.17 Marine Corps Technical Publications System

3. MCO P5600.31 Maxine Corps Publication and Printing Regulations

4. - OPNAV M-5215.17 Navy Directives Issuance System

5. BSECNAVINST M-5215.1 Secretary of the Navy Directives Policy

6. SECNAVINST 5510.36 Dept of the Navy Information and Personnel Security

Program Regulations

0111-FIDR-2503: Review command issued directives

EVALUATION-CODED: NO SUSTATNMENT INTERVAL: 12 months

DESCRIPTION: Command directives publish guidance specific to the local
command.

GRADES: SSGT, GYSGT, MSGT, MGYSGT

INITIAT TRAINING SETTING: MOJT

CONDITION: Given a requirement to review & command directive, a draft order,
or a proposed change.

STANDARD: Ensuring command issued directives contain noc typographical,
grammatical or format errors, cnly original signed directives are maintained
in the command Directives Control Point (DCP}, and the publications
checklists 1s updated upon directive issuance.
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PERFORMANCE STEPS:

1. Receive draft command directive and source documents.
2. Verify proper format.

3. Review for grammatical and spelling errors.

4. Forward for signature.

5. Distribute copies of signed directive, as required.
6. Maintain original signed directive in command DCP.

7. Update publications checklist.

REFERENCES :

1. MCO 5215.1 Marine Corps Directives Management Program

2. MCO 5216.20 EQMC Supplement to the Department of the Navy (DON)
Cerrespondence Manual

3. SECNAVINST M-5215.1 Secretary of the Navy Directives Policy

4. SECNAV M-5216.5 Secretary of the Navy Correspondence Manual

5. BSECNAV M-5210.2 Standard Subject Identification Code (SSIC) Manual

0111-GENA-2501: Manage the Career Status Bonus (CSB) program

EVATLUATION-CODED: NO . SUSTATNMENT INTERVAL: 12 months

DESCRIPTION: Members eligible for Career Status Bonus (CSB) must be
counseled on their decision to elect or decline CSB. Upon the member's
decision, administrative action must be taken to document the member's
electicn.

GRADES: SSGT, GYSGT, MSGT, MGYSGT

INTTIAL TRAINING SETTING: MOJT

CONDITION: Given access to Marine Corps Total Force System (MCTFEFS),
electronic forms, and service records.

STANDARD: Ensuring the Career Status Bonus (CSB) form is completed within
established timeframes, and appropriate unit diary transactions are reported
within five working days of the occurrence of the CSB counseling event.

PERFORMANCE STEPS:

Establish procedures to identify Marines requiring counseling.
Determine occasion regquiring counseling.

Advise personnel on aspects of CSB.

Provide appropriate informational handouts.

. Ensure completion of appropriate unit diary entries.

Ensure election form is filed in the service record.

Ensure election form is forwarded to MMSB, as required.

~1 Oy s W

MCO P1070.12_ Marine Corps Individual Records Administration Manual (IRAM)
MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual

REFERENCES :
1.
2.
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0111-GENA-2502: Perform mailroom operations
EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: PVT, PFC, LCPL, CPL, S8GT, S3GT, GYSGT, MSGT, MGYSGT

INITIAL TRAINING SETTING: MCJT

CONDITICON: Given an operating mailroom.

STANDARD: Ensuring all unit mailroom functions are performed IAW MCO
P5110.6 .

PERFORMANCE STEPRS:

1. Verify proper completion of reguired forms.

2. Progcess unit mail.

‘3, Verify physical security of the mailroom.

4. Conduct unannounced inspections using unit mailroom inspection checklist
at least weekly by appointed cfficial.

REFERENCES :
1. MCO P5110.4 The Marine Corps Official Mail Program
2. MCO P5110.6_ SOP for Marine Corps Unit Mailrooms

1

0111-CENA-2503: Manage Personnel Sponsorship Program

EVATLUATION~-CODED: ©NO - SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: Sponsorship of inbound/outbound personnel eases transition from

one permanent duty station to another.
GRADES: SSGT, GYSGT, MSGT, MGYSGT

INITIAL TRAINING SETTING: MOJT

CONDITION: Given an inbound and outbound roster and access to web-based or
database systems.

STANDARD: Ensuring all inbound personnel are assigned a sponsor prior to
their arrival, and sponsorship, if reguested, for outbound persomnel is
requested within 60 days of the transfer notificatiocn.

PERFORMANCE STEPS:
1. Assign sponsors to inbound personnel.

2. Request sponsors for outbound personnel.

3. Ensure sponsored personnel receive appropriate support.
4, Maintain sponsorship questionnaires for two years.
REFERENCES:

1. MCO 1320.11 Personnel Sponsorship Program

2. MCO P1000.6: Assignment, Classification, and Travel Systems Manual (ACTS

MANUAL}
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3. MCO P1300.8_ Marine Corps Perscnnel Assignment Policy

0111-GENA-2504: Manage Permanent Change of Assignment (PCA) orders
endorsement

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: S5GT, GYSGT, MSGT, MGYSGT

INITIAL TRAINING SETTING: MOJT

CONDITION: Given a set of Permanent Change of Assignment (PCA) Web Orders,
access to Marine Corps Total Force System (MCTFS), PCA endorsement, and the
service record.

STANDARD: Ensuring crders reflect the correct reassignment location, IAW MCO
P1000.6 .

PERFORMANCE STEPS:

. Ensure rosters are extracted and reviewed for accuracy.
. Review orders endorsement for signature.

. Ensure checkout process is completed by member.
Deliver signed original copies to member.

Ensure completion of appropriate service record audit.
Ensure completion of unit diary entries.’

Route as required.

=l oy s b

REFERENCES :

1. JFTR NAVSO P-6034 Volume 1 Joint Federzl Travel Regulation, Uniformed
Service Members

2. MCO 5216.20 HQMC Supplement to the Department of the Navy ({DON)
Correspondence Manual

3. MCO P1000.6_ Assignment, Classification, and Travel Systems Manual (ACTS
MANUAL)

4. MCTEFSCCODESMAN Marine Ceorps Total Force System Codes Manual

5. MCTESPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual

6. SECNAV M-5216.5 Secretary of the Navy Correspondence Manual

7. SECNAV M-5210.2_ Standard Subject Identification Code (S8IC) Manual

0111-GENA-2505: Manage award recommendations

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: SSGT, GYSGT, MSGT, MGYSGT

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given award recommendations, access to award certificates, source
documents, and a web-based system,
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STANDARD: Ensuring award reccmmendations contain no typographical or format
errors IAW MCO 1650.19 .

PERFORMANCE STEPS:

Access improved Awards Processing System (iAPS).
Receive the award or decoration recommendation.

Review award information in the system for correctness.
Facilitate awards board process.

. Track award through completion.

L8 LI S I O I e

REFERENCES:

1. MCC 1650.18  Administrative and Issue Procedures for Decorations, Medals,
and Awards .

2. MCO P1070.12 Marine Corps Individual Records Administration Manual (IRAM)

3. SECNAVINST 1650.1 Navy and Marine Corps Awards Manual

0111-GENA-2506: Manage Permanent Change cof Station (PCS) orders endorsement

EVALUATION-CODED: NO SUSTATNMENT INTERVAL: 12 months

GRADES: SSGT, GYSGT, MSGT, MGYSGT

INTTIAT, TRAINING SETTING: FORMAL

CONDITION: Given access to Marine Corps Total Force System (MCTFES), Web
Orders, Permanent Change of Station (PCS) endorsement, and the service
record.

STANDARD: Ensuring orders are endorsed, contain no typographical or format
errors and are completsd IAW MCO P1000.6 .

PERFORMANCE STEPS:-
1. Ensure rosters are extracted and reviewed for accuracy.

2. Ensure checkout process is completed by member for CONUS/OCONUS.
3. Review orders endorsement for signature.

4, Route as required.

REFERENCES:

1. DOD FMR 7000.14-R Volume 7A DOD Financial Management Regulation, Military
Pay Policy and Procedure - Active Duty and Reserve Pay

2. JFTR NAVSO P-6034 Volume 1 Joint Federal Travel Regulation, Uniformed
Service Members

3., MCO 1001.59 Active Duty for Operational Support (ADOS) in Support ¢f the
Total Force

4. MCO 5216.20_  HQMC Supplement to the Department of the Navy (DON)
Correspondence Manual .

5. MCO P1l000.6 Assignment, Classification, and Travel Systems Manual (ACTS
MANUAL)

6. MCO P1300.8 Marine Corps Personnel Assignment Policy

7. MCO P1326.6_  Selecting, Screening and Preparing Enlisted Marines for
Special Duty Assignments and Independent Duties

8. -MCTFSCCDESMAN Marine Corps Total Force System Codes Manual
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MCTESPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual

10. SECNAV M-5216.5_ Secretary of the Navy Correspondence Manual
11, SECNAV M-5210.2 Standard Subject Identification Code (SSIC) Manuzal
12, MCO 1001R.1_ Marine Corps Reserve Administrative Management Manual

(MCRAMM)

0111-1L.GAD-2501: Review appellate leave orders

EVATLUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: Members awaiting review of a punitive discharge or dismissal
can be placed on appellate leave either voluntarily or inveluntarily.

GRADES: S8S5GT, GYSGT, MSGT, MGYSGT

INITIAT. TRAINING SETTING: MOJT

CONDITION: Given a request for appellate leave, the service records, and
source documents.

STANDARD: Ensuring there are nc typographical or formatting errors, and
orders are completed IAW MCO 1050.16 .

PERFORMANCE STEPS:

1. Review appellate leave source documents (voluntary/involuntary).

2. Prepare Appellate Leave orders, as applicable.

3. Forward for review and signature.

4. ZIssue signed orders to member,

5. Ensure completion of appropriate service record entries, as required.

6. Ensure completion of appropriate unit diary entries, as reguired.

7. Ensure orders and scurce documents are maintained, as required.

8. Submit pay documents as appropriate.

9. Ensure member is joined to the Navy and Marine Corps Appellate Leave
Activity (NAMALA).

REFERENCES :

L. JAGINST 5800.7_ Manual of the Judge Advocate General (JAGMAN)

2. MCO 1050.16 BAppellate Leave Awaiting Punitive Separation

3. MCC P18500.16 Marine Corps Separation and Retirement Manual (MARCORSEPMAN)

4. MCC P5800.16 Marine Corps Manual for Legal Administration (LEGADMINMAN)

5. MCTFSPRIUM Marine Corps Total Force System Personnel Reporting

Instructions Users Manual

0111-LGAD-2502: Manage Deserter/Bbsentee Wanted by the Armed Forces process

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: SS8GT, GYSGT, MSGT, MGYSGT
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INITIAL TRAINING SETTING: MOJT

CONDITION: Given z completed DD Form 553, access to Marine Corps Total Force
System {(MCTFS}, service records, unit diary, completed Primary Next of Kin
(PNOK) letter, and a completed 7Z2-hour inventory.

STANDARD: Ensuring the process 1s accurate and completed TIAW MCO 5800.10_.

PERFORMANCE STEPS:

1 Ensure completion of 48 hour phone call. .

2. Ensure completion of 72 hour inventory.

3 Ensure completion of 10 day PNOK letter.

4. Verify the requirement for issuance of DD Form 553.
5

6

7

. Ensure completion of DD Form 553.

Ensure submission of naval message on officer absences.
Ensure submission of DD Form 553 to the unit diary for processing into
MCTFS.

8. Ensure inventory documentation is filed, as required.

. Ensure proper distribution of completed DD Form 553, as required.

1C. Verify the requirement for issuance of DD Form 616.

1l. Ensure completion of DD Form 616.

12, Ensure submission of DD Form 616 to the unit diary for processing into
MCTES.

13. Ensure proper d