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1. Situation. This manval establishes policy and guidance for the conduct
of the Marine Corps Reserve Career Planning Program.

2. Cancellation. MCO P1L040R.235B.

3. Mission. HQMC{RA) promulgates policy and provides administrative
procedures for the management of the Marine Corps Reserve (MCR) career
planning program.

4. Execution

a. Commander’s Intent

(1) Establish clear and delineated instxuctions for Commanders and
Career Planners in performance of their duties regarding the management of
the MCR career planning program.

(2) Pield commands will utilize this Order to asgsist with the
management of the unit’s careex planning program within the Ready Reserve.

b. Concept of Operations

{1) Comply with the intent of the references and the content of this
Oorder.

{2) The Reserve Careex Retention and Development Manual is organized
into chapters addressing career retention purpose and organization,
definitions, career retention personnel, the Reserve orientation and
sponsorship program, reserve reenlistments and extensions, incentives,
reserve career options, counseling and interviewing, and retention
advertising.

¢. Coordinating Instructions. Submit all recommendations concerning
this change, and the basic manual, to the Commandant of the Marine Corps
(RA~RCT) wvia the appropriate chain of command.

5. Administration and Logistigs. This Order includes significant revisions
and should be reviewed in its entirety.

6. Command and Signal

a. Command. This Order is applicable to the Marine Corps Reserve.

b. 8Signal. This Order is effective the date signed.

PWome

D. L. MOORE
Director
Reserve Affairs Division

DISTRIBUTION: PCN 10200280600
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Chapter 1

Introduction

1. Purpose

a. The Reserve career retention program is the key to achieving career
force goals within the Ready Reserve. The primary purpose of the program is
to reenlist gqualified Marines to meet the overall career force Military
Occupational Specialty (MOS) requirements, and to reenlist the best qualified
Marines to sustain appropriate career force experience levels. The primary
enlisted career force objectives are:

(1) To create and sustain a career force inventory within the Marine
Corps Reserve by grade and MOS that supports staffing of all authorized
career force billets with the highest guality Marines possible. This career
force inventory will be established for the three categories in the Ready
Reserve: Active Reserve (AR), Selected Marine Corps Reserve (SMCR) and
Individual Ready Reserve (IRR).

(2) To provide career force Marines with “career equitability,”
defined as egqual promotion opportunity through the grade of Master Gunnery
Sergeant/Sergeant Major. MCR promotion opportunities will continue to be
determined by performance and organizational regquirements.

b. The career retention program, although designed to fulfill Marine
Corps Retention objectives, should be focused on the individual Marine. Each
organization/unit must:

(1) Ensure the individual approach. This can be best achieved by
utilizing the interview process at required intervals by the Career Plannex
(cP) and the commander.

(2} Recognize and reinforce the importance of quality leadership and
professionalism to an armed service dedicated to protecting U.S. citizens and
interests around the world. A special emphasis should be placed on the fact
that this nation requires a strong career force of Marines to ensure that the
Corps will continue to provide a total force in readiness.

(3) Expedite personal service for all Marines by ensuring interviews,
counseling sessiong, and adminigtrative requirements contained in this manual
are promptly and properly executed. Timely submission of reenlistment
documents will ensure that each Marine receives the best opportunity to
reenlist.

c. Encourage Marines to remain active participants within the Selected
Reserve in order to maintain military occupational specialty proficiency and
competitiveness.

2. Organization. Career retention is a command function. No unigue
organization exists to supplement the traditional chain of command; however,
the following agencies and personnel exist within the MCR to manage the
Career Retention Program:

a. Headquarters, U.S. Marine Corps

(1) The Reserve Continuation and Transition Branch (RCT), Resexrve
Affairs Division (RA}, Deputy Commandant for Manpower and Reserve Affairs
(DC, M&RZ) reviews reserve reenlistments, extensions, and lateral moves; and

i-1 Enclosure (1)
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promotes improved continuation, transition and retention processes that
support Marine Forces Reserve.

(2) The Reserve Affairs Manpower Branch {RAM} provides support for
the Individual Mobilized Augmentee (IMA) program.

b. Commands
(1) Marine Forces Reserve (MFR)
(a) SMCR units
(b} Individual Ready Reserve (IRR)
{2) Commanding Generals (CG)/Commanding Officers (CO) prescribe local
career retention programs. CGs and COs assign career force Career Planner (s)
as indicated on current tables of organization {T/O}.
(3) Reserve Affairs Manpower (RAM-2) will assign Active Reserve (AR)
Career Planners (CP) as indicated on current T/0s. For commands not assigned
a CP, Commanders will assign a career planner on an additional duty basis.

Refer to chapter 3 of this order for amplifying instructions.

3. Responsibilities

a. Reserve Affairs Reserve Continuation and Transition Branch {(RA-RCT)

(1} Mission. The Regerve Continuation and Transition Branch reviews
Resexrve re-enlistments, extensions, lateral wmoves, and officer appointments
on behalf of CMC; provides Reserve-specific expertise to other branches of
HQMC; provides career guidance to individual Marines; and promotes improved
continuation, transition and retention processes that support Marine Forces
Reserve in order to ensure a vibrant and deployable Marine Corps Reserve
capable of fulfilling its responsibility to the total force Marine Corps.

{2) Organization. Sections within the CMC (RA-RCT) include Reserve
Enlisted Retention, Active Component to Reserve Component Transition, Reserve
Incentives and Training and Reserve Officer Appointments/Reappointments.

{3) Functions. Figure 1-1 provides a list of general and specific
functions that relate to reserve retention.

b. Commander, Marine Forces Reserve (COMMARFORRES). COMMARFORRES is
responsible for the implementation of a successful career retention program,
in accordance with the provisions of this Order.

c.” CP Staff Non-Commissioned Officer In Charge (SNCOIC). The CP SNCOIC
is responsible to the commander for administering the command career
retention program. At a minimum, CP SNCOICs will be assigned to the
following:

(1) MFR.
{2) MFR Major Subordinate Commands.
d. <Career Planner (CP}). The CP is responsible to the commander for

administering the organizational/unit career retention program and is the
commander’s advisor on enlisted retention matters. CP responsibilities:

1-2 ' Enclosure (1}
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(1} Be familiar with the provisions of this Order, asgsociated orders
publications, and directives.

(2} Perform the required interviews on the occasions prescribed in
this Order.

(3} Ensure accurate completion of all the administrative procedures
and forms associated with career retention. These include but are not
limited to:

(a) MAVMC 102132 {(Career Planning Contact Record (1133)).

(b) DD Form 4 (Enlistment/Reenlistment Document—Armed Forces of
the United States).

(c) NAVMC 321A (Agreement to Extend Enlistment (1144}).
(@) Appropriate Page 11 entries.
(e) Appropriate Certificates.

(4} Maintain CO’'s situational awareness regarding all aspects of the
unit’s retention program by established measures of effectiveness (MOEs).

e. Officers and Staff Non-Commissioned Officers (SNCOs). Officers and
SNCQs assist commanders in administering a successful Reserve caxreer,
retention program within the command. Officers and §NCOs in the command
gsupport the Reserve retention program through their strong leadership to’
their Marines. This support can include making liaison with the command CP
and encouraging Reserve Marines to attend pertinent Reserve career retention

briefs.

f. Commanding Officer. Ultimate responsibility for the success or
failure of a unit’s retention program rests with the Commanding Officer (CO).
The CO leverages the collective effort of the unit retention team which
includes the CO, senior enlisted advisor and CP to include Imnspector-
Ingtructor counterparts. The CO can gauge the effectiveness of his retention
program by utilizing the below listed suggested MOE. MOE considered in
absence of others may provide a skewed conclusion. Commanding Officers
should consider the aggregate of several MOEs to gauge the effectiveness of
the collective retention efforts of the unit.

(1) Number of incentives accepted by unit members.
(2) Percentage of unit comprised of non obligors.
(3} Number of interviews conducted.

(4) Number of non EOS separations.

{5} Number of inter unit transfers.

Reserve Affairs Reserve Continuation and Transition Branch (RA-RCT)

Reserve Retention and Continuation Functions

1. Advises the CMC on Reserve enlisted retention matters via the Director,
RA Division, and the Deputy Commandant for M&RA.

1-3 "Enclosure (1)
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2. Plans, publishes, and supervises the execution of regulations pertaining
to enlisted retention in the MCR.

3. Exercises authority on the processing of all reenlistment requests
received on enlisted members of the MCR.

4. Exercises authority to approve or disapprove all CG requests for waiver
of reenlistment prerequisites.

5. Determines criteria for reenlistments or extensions for Marines who do
not meet the basic reenlistment preregquisites in the MCR.

6. Exercises authority on all prior service requests for off-contract
waivers of reenlistment prerequisites and applies the “whole Marine concept”.
In each case, the best interests of the Marine Corps will take precedence.

7. Exercises authority over cancellaticons of extension of enlistment
agreements for members of the MCR.

8. Maintains cognizance over this Order.

g. Manages the administration of the Total Force Retention System (TFRS) for
the MCR.

10. Provides input for congressional correspondence and provides Reserve
advisory opinion responses for the Board for Correction of Naval Records

(BCNR) on matters pertaining to Reserve career retentiomn.

11. Provides guidance on enlisted retention matters for the MCR to all
command representatives, CPs, officers, and SNCOs who make inquiry.

~12. Debriefs Reserve SNCO selection boards and provides relevant information
to the MCR on the selection process.

13. Provides career counseling for Reserve enlisted and officers.

14. Make inveluntary separation pay determinations for release from active
service.

Figure 1-1.--Reserve Retention and Continuation Functions

1-4 ' . Enclosure (1)
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Definitions

1. Active Duty (AD). Full-time duty in the active military service of the
United States. A general term applied to all active military service with
either the Regular or Reserve component.

2. Active Duty for Operational Support (ADOS). A limited tour of AD which
is authorized for Reserve Marines. ’ s

a. Using Military Persormel Marine Corps (MPMC) appropriations for
supporting Active Component, or

b. Using Reserve Personnel Marine Corps (RPMC) approprlatlons for
projects supporting the Reserve component.

3. Active Duty for Training (ADT). A tour of AD for Reserve training under
orders that provide for automatic reversion to inactive duty when the
specified period of AD ig completed. ADT includes annual training (AT),
special tours of ADT, school tours, and the initial tour performed by
enlistees without prior military service.

4. Active Federal Service. All forms of AD with or without pay, including
Reserve Counterpart Training {(RCT), ADOS, Extended Active Duty (EAD), AT, and
ADT.

5. Active Reserve (AR}. Reserve Marines who are members of the Selected
Marine Corps Reserve {SMCR) on full-time AD under 10 U.S.C. Sections 10211
12310(d} or 12310 for the purpose of organizing, administering, recruiting,
instructing, or training the Reserve component.

6. Active Status List (ASL), Standby Reserve. Reserve Marines designated as
k¥ey federal employees; who have fulfilled their statutory Military Sexvice
Obligation, but are temporarily assigned for a hardship reason and intend to
return to the Ready Reserve; or retain in an active status because of a
gpecial gkill/expertise. Members of the ASL may participate voluntarily
without pay for retirement credit points and may be considered for promotiom,
except for promotion to general officer grade. For additional guidance refer
to reference (a).

7. Additional Duty Career Planner. A Marine assigned additional duties as a
career planner by the commander.

8. Additional Obligated Service {(AOS). Any active service commitment beyond
an existing contractual service agreement. Exigting contractual service
agreements include: enlistments; extensions of enlistment, either executed
or effected; and reenlistments.

9. Additional Training Period {(ATP}. A sub-category of Inactive Duty
Training (IDT). These are additional IDT periods intended tc improve
readiness by providing for individuals and units to receive reguired and
necessary training for attaining and maintaining designated readiness levels.
Three categories of additional IDT periods are:

a. Additional Training Periods (ATPs) for units, components of units,
and individuals for accomplishing additional required training, as defined by
a unit’s post-mobilization mission;

2-1 Enclosure (1)
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b. Additional Flying Training Period (AFTPd) are authorized for primary
aircrew members for conducting aircrew training and combat crew gualification
training to attain and maintain aircrew flying proficiency and sustain
mobilization readiness; and,

c. Readiness Management Periods (RMPs) are to support the ongeing day-
to-day operations of the unit, accomplishing unit administration, training
preparation, support activities, and maintenance functions.

10. Agreement to Extend Enlistment/Reenligtment. BAn agreement to continue
an enlistment/reenlistment contract or an already extended enlistment/
reenlistment contract.

a. Voluntary. An agreement to extend or reenlist upon the Marine's
request.
b. Involuntary. The extension of a Marine beyond the date of normal

expliration of enlistment for either a definite or indefinite period.
Occasions and unit diary reporting proceduresg are found in reference (b),
MCTFSPRIUM.

11. Anniversary Year/Date. The anniversary year is a period of 12
consecutive months (365/366 days) during which a member must accrue a minimum
of 50 peints (including those received for membership) if such perieod is to
be credited as a qualifying year for retirement purposes. Except as noted in
reference (a), these anniversary vear periods are calculated from an
anniversary date. The date used to determine the anniversary year is
established by the date the member entered into active service or into an
active status in the Reserve Component.

12. Annual Screening. All Ready Reserve Marines except Reservists on active
duty, will be screened annually. The annual screening involves an audit of
gservice records to determine mobilization readiness.

13. Annual Training (AT). Annual Training is annual ADT for members of the
SMCR of not less than 14 days (excluding travel time) for units, and 12 days
{excluding travel time) for IMAs each year. Training is prescribed by the
CMC (RA), COMMARFORRES, or operational sponsors of IMAs per reference {c).
The primary purpose of AT is to provide individual and/ or unit readiness
training. AT may support Active Component (AC) missions and requirements.

14. Appropriate Duty. A form of Inactive Duty Training (IDT) without pay
for attendance at special functions or to perform certain tasks.

15. Armed Forces Active Duty Base Date (AFADBD) ., Constructive date computed
from active service performed in any branch of the Armed Forces, as modified
by time lost or periods not creditable as active federal service.

16. BAssociate Duty. A form of IDT without pay performed on an affiliated
basis with a Reserve component or regular component unit.

17. Career Planner (CP). The commander’'s enlisted advisor on enlisted
retention. The CP holds the Primary MOS (PMOS) designator of 4821.

18. <{Career Progression Training. Training that leads to a higher degree of
proficiency within an occupational field, but does not change the Marine's
primary MOS.
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MCO 1040R.35
2 MAY 2011

19. Career Retirement Credit Record {(CRCR). Summarizes a Marine'’s annual
retirement credit points resident in MCTFS. It reflects a Reserve Marine's
entire career and is derived from the Annual Retirement Credit Record (ARCR}.

20. Commanding Officer/0Officer In Charge. The lowest ranking officer who
holds NJP authority or is responsible for the Marine's SRB.

21. Component. A term used to dencte a specific category of the Armed
Forces; i.e., Active compcnent or Reserve component.

22. Component Code. Code that indicates which component of the Marine Corps
or other branch of the Armed Forces an individual is assigned. There a two
fields in the Marine Corps Total Force System in which these codes are found
~ Component Code and Reserve Component Code.

23. Constructive Age. Real age minus total active service in the Marine
Corps, Army, Navy, Air Force and Coast Guard, including service in Reserve
components (SMCR or equivalent). When total service is deducted from the
present age the constructive age must be less than 32 years for the purpose
of enlisting or reenlisting into the MCR. Only the CMC (RA-RCT) may waive
this limit when such action is considered to be in the best interest of the
Marine Corps, reference (d) pertains.

24. Critical 8kill., A job skill considered essential to the mission
accomplishment of the parent organizatiom.

25, Discharge. Complete severance from all military status gained by the
enlistment or induction concerned. See also Release from Active Duty.

26. Effective Date. The date on which the term of the contract or agreement
to extend enlistment commences or becomes effective.

27. End Strength. Unit manning levels assigned by the CMC (RA) and
administered by the COMMARFORRES, to be achieved by 30 September of each
figecal year. Unit end strength is counted as those individuals who, as
indicated in thelxr MCTFS record, are assigned to a SMCR Reporting Unit Code,
in Training Pay Category (TPC) A or B, and have a record status other than 9.
It does not include Marines classified as AR, active component, or
individuals undergoing any increment of IADT as of the current fiscal year.
These Marines are counted separately by CMC.

28. Entry Level Training Agsignment/Initial Skill Training (ELTA/IST).
Training subsequent to recruit training which ig required to gualify a basic
Marine in the specific minimal skills required for assignment of a primary
MOS in the assigned occupational field.

29. Execution Date. The date a contract, or an agreement to extend an
enlistment, is subscribed and sworn to (the date signed). On this date, the
contract and agreement to extend an enlistment is valid. The execution date
must precede the effective date for all reenlistments.

30. Expiration of Active Service (EAS). The date on which AD terminates
including voluntary extensions of enlistment, Convenience of the Government,
Legal (COFGL), Convenience of the Government, Medical {COFGM) or Convenience
of the Government, and Involuntary (COFGI) .
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31. Expiration of Current Contract (ECC). The date the current enlistment
contract expires excluding voluntary extensions of enlistment that have not
become effective. Periods of time lost will automatically extend the ECC by
the number of days lost.

32. Expiration of Obligated Sexvice (E0S). The termination date for the
service cobligation under the terms of the Military Selective Service Act (MSS
ACT) {(reference (e)). (See paragraph 52 of this chapter)

33. Extended Active Duty (EAD). BAD performed by a member of a Reserve
component when strength accountability passes from a Reserve component to the
regular cowmponent, contingent upon funding source.

34. PFirst-Term. Marines serving on their initial Marine Corps enlistment
contract or any extensions to that contract. Use this definition when
determining reenlistment incentive eligibility.

35. Fiscal Year (FY). Accounting period beginning 1 October and ending 30
September the following year. The FY is designated by the calendar year in
which it ends. For example, FY 2011 began 1 October 2010 and ends 30
September 2011.

36. Fleet Marine Corps Reserve (FMCR). The FMCR is composed of enlisted
personnel who have completed 20, but less than 30 years of active service and
are receiving retainer pay. After 30 years of service, members of the FMCR
are transferred to the retired list.

37. Force Readiness Rnalysis and Assistance Program (FRAAP). A readiness
evaluation designed to measure the logistical and administrative preparedness
of an SMCR unit.

38. High School Credentials

a. Alternative Credential Holder. Possesses any type of education
credential other than a traditional high school diploma. This includes any
test-based equivalency diploma or certificate (general education development
or California High School Proficiency Examination), high school certificate
of attendance, adult education diploma, correspondence school diploma,
occupational program certificate, or home study diploma. Any questions
concerning types of alternative credential holders should be addressed to the
CMC (MPP-54) for clarification. '

b. High School Graduate

(1) Possesses a diploma for attending and completing a 12 year or
grade day program of classroom instruction. The school where the individual
completed all the program requiremenis must issue the diploma; or,

(2) A non-high school graduate or alternate credential holder who
attended a college or university, and completed at least 15 semester or 22
quarter hours of college-level credit. Credit earned through testing or for
high school equivalency preparation is not applicable. The college or
university must be accredited by a Council on Post-secondary Accreditation
(COPA} recognized institutional accrediting bhedy.

c. Non-High School Graduate. 2An individual who does not possess a high
school diploma or alternate credentials.
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39. Imactive Duty Training (IDT). Duty or training performed by reservists
not on AD, AT, or ADT. IDT includes regular training periods, Eguivalent
Instruction or Duty (EIOD), associate duty, appropriate duty, approved
correspondence courses, and Mobilization Training Unit (MTU) participation.
Three categories of additional IDT pericds are: ATPs, AFTPs, and RMPs.

40. Imactive Status List (ISL), Standby Resgerve. That part of the Standby
Regserve which is compoged of Resgerve Marines who are not required by law or
regulation to remain in an active Reserve status but desire to retain their
Reserve affiliation in a nonparticipating status. They may possess skills
which may be of use to the Marine Corps, and volunteer for assignment to the
ASL of the Standby Reserve, or wvolunteer for the ASL but have not been
assigned, Members on the ISL may not participate for points ot pay and will
not be considered for promotion. However, service years are still counted for
purposes of determining years of service (and count toward grade specific
gervice limitation computations}). For additional guidance refer to reference
(a). '

41. Incremental Initial Active Duty For Training (IIADT). 2An enlistment
program for college, university, or trade school students allowing an
individual to attend basic military and initial/technical gkill training
during summer semester break within 1 year after the completion of recruit
training. This training is normally completed in two increwments; however, a
third summer of training may be required to complete Marine Combat Training
for some MOS series.

42. Individual Mobilization Augmentee (IMA). A member of the SMCR who fills
a mobilization (M} billet on a regular component T/0. IMAs are considered to
be SMCR but are not members of SMCR units. All IMA Marines may perform a
maximum of 12 days AT each year; IDT can vary from 0 to 48 IDT pericds per
fiscal year. A Training Pay Category (TPC) will be assigned to each IMA
billet on the T/0; the category assigned determines whether IDT will be used
and if so, the number of IDT periods the IMA will be required to attend.

43, Individual Mobilization Augmentee Detachment (IMA Det). The peacetime
administrative grouping of IMA Marines by function or geographic location for
ease in training, support, and recall in the event of mobilization.

44, Individual Ready Reserve (IRR). A trained manpower pool of Ready
Regservists who are not in the SMCR. The IRR consists of: (a) individuals
who have had training and served previously in the active component or in the
SMCR and have some period of Military Service Obligation (MSO) remaining; (b)
individuals who have completed the MSO and are in the IRR by choice; and (c}
individuals in the Delayed Entry Program (DEP}. In the event of
mobilization, the IRR will serve as a pretrained source of manpower fox
augmenting the active component and as a replacement pool.

45. Initial Active Duty Training (IADT}. The period of ADT when recruit
training, Marine Combat Training (MCT), and Initial Skill Training (IST} are
accomplished incrementally or continuously. This is reqguired of all initial
enlisted accessions.

46. Involuntary Active Duty (IAD). A specified period of involuntary active
duty performed by a reservist for reasons of unsatisfactory drill
participation under terms required by the MSO or when activated for
mobilization. ’
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47. Mandatory Drill Stop Date {MDSD). The date a SMCR Marine is no longer
obligated to attend drills. This date is based on terms of the original
enlistment contract.

48. Mandatory Participant. A person who has a MSO acguired under the
provisions of federal law, or an obligation resulting from signing a Standard
Written Agreement to Train (SWAT). See reference (a). The length of the MSO
is determined by the laws in effect at the time of initial enlistment or
appointment into the Armed Forces. The SWAT will not exceed the length of’
the present enlistment without an extension to cover the period reguired.

49. Marine Corps Mcobilization Station (MCMS). A facility designated to
initially process members of the IRR and retirees, prior to entry on active
duty during mobilization.

50. Marxine Corps Total Force System (MCTFS). 2An information data system
utilized by the Marine Corps to provide personnel management information.

51. Military BEntrance Processing Station (MEPS). Those facilities
designated by the DOD to conduct mental and physical examinations for
chargeable accessions into all branches of the Armed Forces, and such other
examinations as may be directed.

52. Military Service Obligation (MSO). Individuals who become members of
the Armed Forces sign a contract incurring a military obligaticn known as an
M30. Any part of this service that is not served on AD or ADT will be
performed in a Reserve component. There are two types of obligations
currently in effect: :

a. Those that signed a contract between 2 August 1955 and 31 May 1984
incurred a &-year obligation.

b. Those that signed a contract on or after 1 June 1984 incurred an 8-
year obligation. :

53. Mobilization. The process by which the Armed Forces or part of them are
brought to a state of readiness for war or other national emergency. This
includes activating all or part of the Reserve Component as well as
assembling and organizing personnel, supplies, and material.

54. Mobilization Training Unit (MTU). A unit consisting of IRR Marines who
perform Reserve training in a non-pay status for retirement points only.
Members of the ASL of the Standby Reserve may train with MTUs in an
appropriate duty status.

55. Montgomery GI Bill-Selected Reserve (MGIB-SR). A program offering
educational benefits for Marines in the SMCR. These benefits, although an
entitlement, must be earned by the fulfillment of certain conditions and
eligibility criteria established in reference (f}.

56. Nonmandatory Participant. A Reserve Marine who has no separate written
agreement, who has passed their MDSD, who has completed the MSO required by
federal law or has been earlier discharged under regulations prescribed by
the Secretary of Defense and the Secretary of the Navy.

57. Non-prior Service (NPS) Personnel. Individuals without any prior
. Military Service, who have not completed IADT or its equivalent, and enlist
directly intc the MCR.
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58. Peacetime Wartime Support Team (PWST). A group of SMCR Marines who
aszist the command during peacetime and provide site support staff during
wartime.

S9. Prior Service (PS) Personnel. Individuals who served on active duty and
have completed their active duty obligation, or enlisted in the MCR and have
completed their SMCR obligations.

60. Prior Service Recruiting (PSR). The organization responsible for
recruiting qualified prior service persocnnel for AR, SMCR and IMA billets.

6l. Qualifving Year of Federal Service. A vear of federal service is
qualifying for retirement when a Reserve Marine is credited with a minimum of
50 Reserve retirement points within an anniversary year. This includes 15
points for membership in the MCR.

62. Readiness Management Period (RMP). Paid training periods, consisting of
a minimum of 4 hours, in addition to the annual 48 regularly scheduled IDT
periods, exclusive of ATPs and AFTPs. RMP is used for unit administration,
training preparation, support activities, and maintenance functions. The
maximum number of RMPs that may be performed by an individual is one per day
and 30 per fiscal yeaxr. Note: When combined with ATPs, can have no more
than 54 ATPs and RMPs in total, per reference (g).

63. Ready Regerve. Those units and members of the Reserve component of the
Armed Forces of the United States liable for active duty to augment active
foxrces, in time of war or national emexgency. The Marine Corps Ready Reserve
consists of the Selected Reserve and the IRR.

64. Reasonable Commuting Distance. The maximum distance a mandatory
participant may be required to travel between residence and drill site:

a. Within a 100-mile radius of the drill site that does not exceed a
distance that can be traveled under average conditions of traffic, weather,
and roads within 3 hours. This applies only to units that normally conduct
four IDT periods on 2 consecutive days during the training year and where
Government meals and quarters are provided at the unit IDT site; or

b. Within a 50-mile radius of the drill site that does not exceed a
distance that can be traveled by automobile under average conditions of
traffic, weather, and roads within a periocd of an hour and a half when
government meals and quarters are not provided at the unit IDT site.

65. Reenlistment. Reenlistment involves the execution of an entirely new
contract between the applicant and the Marine Corps. This contract
establishes a legal agreement between the United States Government and the

- enlisted member. A reenlistment contract replaces either a current
enlistment/reenlistment contract, or one that has been terminated by
separation.

66. Reenlistment, Extension, Lateral Mcve (RELM) Request. A request from a
Marine for reenlistment, extension of an enlistment or for a lateral move.
TFRS is currently the approved electronic medium for initiating a RELM
request.

67. Releage From Active Duty. Termination of active duty status and either
transfer or reversion to a Reserve component not on active duty. This
includes transfer to the IRR or SMCR.
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68. Regscheduled Inactive Duty Training (RIDT). Inactive Duty Training (IDT}
periods changed within the fiscal year other than the dates the unit is
scheduled to perform IDT. RIDT must be requested by the Resexrve Marine and
approved in advance of the IDT by the unit's CO. RIDT will be used to avoid
missing IDT whenever conflicts, which could preclude attendance, are known in
advance.

69. Resgserve Component Code. A two-character ccde to address an individual’'s
Reserve affiliation and for retirees.

70. Reserve Counterpart Training (RCT). A program designed to give IRR
members opportunities to enhance military skills by training with their
active component counterparts. Reserve Counterpart Training (RCT) provides
mobilization readiness training for IRR Marines preassigned te a unit,
filling the T/0 and line number which they are preassigned to. Reference (h)
applies.

71. Reserve Duty On Line (REDOL). A web based preogram that offers a single
information source on Reserve duty opportunities for Marines and units.
Access to this site is available through Marine On Line (MOL}.

72. Reserve Optional Enlistment Program (ROEP). An enlistment program under
which an individual agrees to serve a specified period of time in the SMCR
and the remainder of the MS80 in the IRR. Reference (i) applies.

73. Resgerve Qualification Summary (RQS). The RQS is a form completed by
Reserve Marines which provides an up-to-date summary of skills and
gualifications. The RQS.is generally required for most Reserve boards and is
available on line on the MOBCCM, MFR, and RA-RCT websites (within

MarineLINK) . :

74. Heserve Retirement Points. The method provided by law for awarding
actual or constructive days of service for ADT or IDT for retired pay
computation. Each Reserve retirement point is equivalent to 1 day of full-
time active service. A maximum of 365/366 active duty points may be earned
per anniversary year. Inactive duty points are earned typically through IDT,
earning 1 point for each 4 hour IDT period performed with a maximum of 2
points per day. A maximum of 90 inactiwve duty points are attainable per
anniversary vyear.

75. Retired Reserve. The Retired Reserve consists of:

a. RC members who are, or have been, retired under the provisions of
Title 10 U.5.C. Sections 3911, 6323, or 8911; and,

b. RC members who have been transferred to the Retired Reserve upon
thelr request, retain their status as Reserves, and are otherwise qualified.

76. Satigfactory Participation. Attendance and participation in the
required training for the Marine’s individual training category.

77. Selected Regerve (SelRes). That portion of the Marine Corps Ready
Reserve having an IDT or AT requirement. SMCR members are the MARFORRES
units, IMA status or the AR program.

78. Selected Reserve Incentive Program (SRIP). Bonus programs that provide
monetary incentive payments to Marines who enlist, reenlist, extend, or
affiliate with the SMCR in an authorized skill for a specific peried of time.
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CMC (RAP) per MARADMIN may publish additional criteria annually. Reference
(i) applies.

79. Separate Written Agreement to Train (SWAT). An agreement between the
individual unit and an individual, which obligates the individual to
participate in Reserve training with that SMCR unit.

80. Separation. A general term which includes discharge, release from
active duty, transfer to the Fleet Marine Corps Reserve (FMCR) or Retired
List, release from custody and control of the Armed Forces or transfer to the
IRR.

81l. Service. 1In career retention termsg, periods of time during which an
individual is a member of the Armed Forces under contract for purposes of
determining serxrvice limitations.

a. Total Service. The sum of all pericds of time during which an
individual is a member of the Armed Forces. It includes all periods served
under an enlistment/reenlistment agreement (s} and/or agreement (s} to extend.

b. Qualifying Service. The sum of all pericds of service in the Active
component, SMCR, and IRR. A year of qualifying service is one in which the
member is credited with a minimum of 50 retirement points (including 15
membership points) during the member’s anniversary year.

82. Standby Reserve. That portion of the Reserve component consisting
primarily of Reserve Marines who may be ordered involuntarily to active duty
only in time of war or national emergency declared by Congress, or when
otherwise authorized by federal law. The Standby Reserve is composed of the
ASL and the ISL. Members of the Standby Reserve in an inactive status may
not be ordered to active duty involuntarily unless it has been determined by
the Secretary of the Navy, with the approval of the Secretary of Defense,
that there are not enough gqualified members in an active status in the
required category to fulfill mobilization requirements.

83. Tentative Characterization of Service ({TCS)

a. BAn interim description of the quality of performance during a
period, which is less than the time required to earn an ddministrative
discharge. Pertains to E0OS Marines transferring to the IRR. The quality of
performance shall be described as being honorable, general (under honorable
conditions), and under other than honorable conditions.

b. If the TCS ig under other than honorable conditions, an “0Other Than
Honorable Conditions” certificate shall be provided to the individual upon
discharge.

84. Time Lost. Period(s) of absence from AD in excess of 24 consecutive
hours due to Unauthorized Absence (UA), in hands of civilian authorities
(IHCA), in hands of foreign authorities {IHFA), sick/misconduct, confinement
by military authority at the request of civil authority, and confinement by
military authority unless excused as unavoidable by the Marine's CO.

85. Total Force Retention System (TFRS). A web based database used to
submit REIM requests to CMC (RA-RCT).

86. TFRS Message. A plain texi message posted on the TFRS website to
disseminate valuable career and retention informatiom.
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87. Trained Reserwvist. A Reserve Marine who has had at least 12 weeks of
basic military training or its equivalent. Trainees completing recruit ox
subsequent Marine Combat Training (MCT) in excess of 13 weeks during IADT
meet the requirements for possible subsequent deployment. However, in
accordance with the Marine Corps Mocbilization, Activation, Integration, and
Deactivation Plan (MAID-P), only those Marines who have completed their MOS
training will be mobilized.

88. Unsatisfactory Participant. A member of the SMCR who fails to Fulfill
an obligation or agreement as prescribed by federal law, or a member who
fails to meet the standards prescribed by the MCR for attendance at IDT, AT,
ADT, or displays substandard performance of duty.

89. Wartime Billet. Wartime requirements identified to support the initial
wartime expansion and subsequent service sustainment functions. Pre-assigned
billets for which IRRs, retirees, or civilians will be utilized to £ill these
billets. These individuals will man bases and stations in the Continental
United States {CONUS).
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Chapter 3

Career Retention Personnel and Operations

1. Career Retention Personnel. The primary mission of career retention
personnel is to agsist Marines in improving their performance and
competitiveness for promotion and retention through counseling and continuing
education. This includes advising and assisting Marines about promotion
tempos, service limits, required PME (per current directives), the Fitness
Report Audit Program (per reference (k}), Performance Evaluation Review
Board, B-billets and special assignments, selection zones for promotion,
remedial promotion boards, involuntary separation pay, the use of the
enlisted career counseling service, and the use of MOS roadmaps. Career
Planners process all requests for retention tc include administrative
requirements necessary to retain qualified Marines. Career Retention
Personnel should exemplify the type of Marine we desire to retain in the
Marine Corps Reserve {(MCR). Marines assigned in career retention must be
known for their excellent initiative, strong communication gkills, and
ability to work with minimal supervision. Career Retention Personnel should
counsel Marines on eligible incentives and lateral move options.

2. Career Retention Pergonnel Assignment. Marine Corps Reserve (MCR} Career
Planner (CP) staffing. The CP force for the Marine Corps Reserve is staffed
in three ways:

a. The assignment of qualified Active Reserve (AR) CPs in units with CP
billets.

b. The assignment of additional duty CPs in units without CP billets.

¢. The assignment of SMCR CPs in SMCR units with SMCR billets for Career
Planners.

3. AR CP Agsignment. Manpower and Reserve Affairs (M&RA), Reserve Affairs
Manpower (RAM) assigns qualified AR Marines to CP billets to meet the needs
of the MCR. These billet assignments provide full-time career planner
support to Marine Forces Reserve and subordinate units.

a. Commands with Marines who desire to serve as an AR CP must forward a
completed Commanding Officer’s and Career Planner SNCOIC Screening/Interview
Checklist for Lateral Move to MOS 4821 (Career Planner) (Figure 3-1), along
with an Administrative Action (aa) form through the chain of command to RAM.

b. RAM is charged with the accession of Marines into the AR CP force
based on the following criteria:

(1} Marine’s Performance.
(2) Commander’s recommendation.

(3) Marine’'s Major Subordinate Command (MSC) CP SNCOIC
recommendation.

(4) Personnel Strength of the Marine’s PMOS.
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¢. The AA Form must contain at a minimum:
(1) Date current tour began.
(2) Date of Rank.
(3) Present assignment.
(4) Career retention experience.
(5) Three duty station preferences.
d. The AA Form will include as enclosures:

(1) Commanding Officer’s and Career Planner Screening/Interview
Checklist (Refer to Figure 3-1 of this order).

(2} Current Photograph - formatted per reference {(1).

(3) Certified true copy of the Record of Sexrvice (ROS8) for sergeants
with less than one year time in grade.

(4) Certified true copy of Total Basic Individual Record and Total
Basic Training Record.

(5) Interview letter from CP SNCOIC (Regt/Group level and up).

e. The following items are considered disgqualifying and waivers will not
be considered:

(1) Fails to meet high standards required for retention in accordance
with chapter 5, paragraph 5 of this Order.

{2) Pailure of the last PFT taken.

{3) Any confirmed drug involvement.

{4) Convictions by Court-Martial.

{5) Non-high school graduate or non-alternate credential holder.

(6) Poor personal appearance or history of weight control {(Current
contract) .

(7) Poor communication skills as determined by the commander in the
screening process.

(8) Currently enrolled in command directed Family Advocacy Program.
{¢) Failure for selection to next grade.

(10} Disenrollment from Drill Instructor/Recruiter School for adverse
reasons.

f. Upon selection to the AR CP force, each Marine will be assigned TAD
to the CP course at Marine Corps Recruit Depot (MCRD) San Diego, CA.  Upon
graduation from the course, the Marine will be assigned the PMOS 4821 and
£fill a valid T/0 and BIC for assigned PMOS as required per reference (m).
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g. All Commanding Officer’s Screening/xnterview Reserve Checklist for
Career Planner Duty along with an Administrative Action (AA) form shall be
maintained by CMC RAM per reference (n).

4. Additional Duty Career Planner Assignment. The CO, or Officer In Charge
{0IC), shall assign additional duty Career Planners for units without CP
billets.

a. Candidates for assignment as additional duty CPs shall be qualified
for reenlistment and in compliance with the prerequisites set forth in Figure
3-1.

b. Commanders may assign Marines in grade of sergeant through master
sergeant as additional duty career planners.

5. B8SMCR Career Planners. SMCR Career Planners are assigned as follows:

a. Candidates for assignment as SMCR career planners shall be qualified
for reenlistment and in compliance with paragraph 3(e) of this chapter.
Commanders shall screen all candidates for SMCR career planner with the
Commanding Officer’s and Career Planner Screening/Interxview Checklist
contained in Figure 3-1 of this Oxder.

b. Commanders may assign Marines in the grade of sergeant through master
sergeant to serve a three-year tour as a collateral duty CP in units where a
Reserve career planner billet does not exist in the unit T/0. Marines
assigned to a career planner billet as indicated in the unit T/O are
encouraged to attend the course for SMCR career planners within one year of
assignment.

c. The course for SMCR Career Planners is taught at MCRD San Diego, CA.
The COMMARFORRES (G-1) CP solicits nominations to attend the SMCR career
planner course annually. The course is a non-MOS producing course.

6. Restrictions on Collateral Duties for Career Retention Personnel. All
Marines, including career retention personnel, routinely perform additional
duties. However, commanders are not to assign additional duties to CP/Careexr
Planners which may ethically compromise their position or conflict with
primary duties.

7. Uniform for Career Retention Personnel

a. To enhance the prestige of career retention and to provide wvisibility
. for identification purposes, all career retention personnel are encouraged to
wear the appropriate dress blue uniform.

b. The issuance of the medium dress blue uniform allowance is authorized
to personnel who are assigned an authorized T/0 billet and are assigned PMOS
4821 from the Career Planner Basic Course at completion of MOS training.

8. Working Area for Career Retention Personnel. The nature of career
planning activities requires that the working area receive special
consideration. The CP’'s office should be located so it is readily accessible
to all Marines during normal werking hours. The location should afford
privacy during interviews. BAn area where an uninvolved party can readily
overhear conversation is not conducive to establishing a good rapport with an
interviewee. Similarly, an area susceptible to freguent interruption by
daily activity inhibits the ability of the CP to create the relaxed
.environment needed for a successful interview. In assigning work spaces for
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CPg, commanders should consider these and other factors which could affect
their career retention program.

9. Reccognition of Career Retention Pergonnel. To provide additional
emphasis on career retention and its importance to the Marime Corps, the
Certificate of Appreciation - Career Retention Program (NAVMC HQ 818A (10-
01)} is designed as an additional means of recognizing superior performance.
It may either be awarded in lieu cof, or in addition to the other means of
recognizing superior performance, such as meritorious masts or personal
awards (Figure 3-2).

a. CGs may award the certificate on behalf of the CMC. The NAVMC HQ
818A (10-01) may be obtained from the MFR (G-1) CP.

b. Commanders are encouraged to recognize the individual Marines who
have made significant contributions to the command's career retention
program.

10. Autcmatic Data Processing Equipment (ADPE} Support. At a minimum, every
CP (4821) and collateral duty CP should be provided the following ADPE assets
by the local command to perform daily retention functions:

a. Laptop with Internet access.
b. DbDigital camera.

€. Color printer.

d. Scanner.

11. Career Plannexr SNCOIC. fThe role of the Major Subordinate Command SNCOIC
at the regimental/group level and higher is critical, and includes the
following responsibilities:

a. Instruct and train unit level CPs.

b. Provide assgistance to CPs within the command.

¢. Advise the CG/CO on retention matters.

d. Conduct on-site inspections of CPs within the command.

e. Conduct initial, intermediate, and final evaluations.

f. Gather/disseminate information for HOMC and unit commanders.

g. Conduct quality control on all RELMS submitted by subordinate
commands . :
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NAVMC 11669 (Rev, 04-11) (EF
OUO Privacy sensitivo wieh filled in.

COMMANDING QFFICER'S AND CAREER PLANNER SNCOIG SCREENING/INTERVIEW
CHECKLIST FOR LATERAL MOVE TO MOS 4821 (CAREER PLANNER}

PRIVACY ACT STATEMENT

In accordance with the Privacy Act of 1874 (Public Law 93-579), this notice informs you of the purpose
for collection of information on this form, Please read it befora completing the form.

e P e T ———

r——

AUTHCRITY: 10 VE:XoR 5013, Secretary of the Navy; 10 U.S.C. 5041, Headquarters, Marine Corps;
and £.0. 8307 (SSN),

PRINCIPAL PLIRPOSE: |nformalion collected by this form will be used to record extensions of enlistment
into the U.S. Armed Forces. This Information becomes a permanent part of the subject's military
personnel records which are used to dogument promeotion, reassignment, fraining, medical suppart, and
other personnel managementactions. The purpose of soliciting the SSN Is for pasitive identification. The
information collected on: this form will be fited within a Privacy Act Systems of Records collection governed
by Privacy Act System of Records Notice M01070-6 which ¢an be downloaded at

hittp/rwww. defenselink. milfprivacy/nofice sfusme/id0 1070-6.shtml.

RETENTION AND SAFEGUARDS: The collected informalion will be maintained in a database with
restricted, limited access by personnel authorized i access this information. The database is protected
by passward, unique user tDs, and applicable layers of securily aceess within applications, Records in
this fite system will only be ratrieved by name and/for social security number.

ROUTINE LISES: This form becomes a permanent part of the Service Members's Enlisted Master File
and Field Personnel Eile. Al uses of this form are internal to the relevant service,

DISCLOSURE: Voluntary. However, failure to furnish personally identifiable information may negate
the application,

Figure 3-1.--Commanding Officer’s and Career Planner SNCOIC Screening/Interview
Checklist for Lateral Move to MOS 4821 (Career Planner) NAVMC 11669
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NAVMC 11669 (Rev. 04-11} (EF), Page 2
FOUO - Privacy sensitive when filted in,

COMMANDING OFFICER'S ANP CAREER PLANNER SNCOIC SCREENING/INTERVIEW
CHECKLIST FOR, LATERAL MOVE TO MOS 4621 (CAREER PLANNER)

Mame Rank 58N

1. Background

a. The Career Planner (CP} Is vital to the process of retaining Marines. The CP assists the commander in maintaining a

"| stable caresr force. Marines will emulate the CF's acticns. Therefore, potential CPs must possess a high degres of maturity,
leadership, judgment, and professionalism. Furthermare, potential CPs st thoroughly embrace and exernplify our core
valuss.

b. The Career Planning Course at Recrulters School, MCRD San Diego, provides prospective CP with the required entry-
level knowledge for career planning duties and responsibilities. The schaol teaches Marines effective communication skills and
the fundamentals and methods of career planning. The potential CP musi be able to project a posilive disposition and exemplify
those traits associated with utmost professionalism. The CP will represent the type of Marine we desire 1o retain In the caraer
foree.

2, Acflon .

a, One copy of the completed Commanding Officer’s and CP SNCOIC Screening/Interview Guide, Medical Screening Guide,
and Financlal Worksheet will be placed on the left side of the Maring’s Service Record Book prior to the Marine's transfer lo
Career Planning School. Thirty days prior to transfer, the Commanding Officer will re-ceriify that the Marine is still qualified for
career planning dufy,

b. One copy of the Commanding Officer's Screening and CP SNCOIC/ Interview Guide, Medical Screening Guide, and
Financlal Worksheel, along with certified copiss of the Marine's page 11, 12, and 13 will be forwarded to the CMC (RAM). The
Marine's eommand will contact the CMC (RAM]) via naval message when there is a change In the Maring's status, Upan
request, cerlain criteria may be waived by the CMC (RA-RCT).

Upon reguest, certain criteria may be waived by the CMC (RA-RCT).

REREQUISITE
1, Career Marine, Must have successiully completed ane or more reenlistmentreenlistrnents. [ Yes [] no
2, Gareer Potential, Must meet or exceed all standards required for ratention (MCO 1040R.35 [] ves [ Mo

par 5b.(2) sect 1), Have completed the appropriate PME (resident and non-resident for grade).

3. Grade. Sergeant through Gunnery Sergeant. [} ves [ Mo
4. Integrity/Judgment. Marine demonstrates sound integrity and judgment. [ fes [ »e

5. Core Values, Marine thoroughly embraces and exemplifies our core values and leads by example [} vese [ ne
In this area.

6. High School Grad/GED. Career Planners should have an educational background equal to that of E[ Yes [} ne
the majority of Marines who they wil be assisting. Marines with a reading leve! below the 1Gth grade

may experlance seme difficulty assimilating Career Planner School course materal. The Marine must be

a high séhool graduate.

FOR OFFICIAL YSE ONLY Advbe LiveCycle Designer

Figure 3-1.--Commanding Officer’s and Career Planner SNCOIC Screening/Interview
Checklist for Lateral Move to MQOS 4821 (Career Planner)
NAVMC 11669 (continued)
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NAVMC 11669 (Rev, 04-11) (EF), Page 3
FOUQ - Privacy sensitive when filled frs.

COMMANDING OFFICER'S AND GAREER PLANNER SNGOIG SCREENING/INTERVIEW
CHECKLIST FOR LATERAL MOVE TO MOS 4821 (CAREER PLANNER)

Name . Rank i 28N
PRER L ' ,
7. GT score must be 100 or above. {(5T score may be walved.) BT scora: [ es [ Me

8, Disciplinary Record and Drug or Alcohol Related [noident(s).

a. Courts-Martial ' [] ves [ Mo

b. NJP Mot more than one NJP in the class reporting date. No NJP in the last2& months [ yes  [] Mo
praceding the date of request.

c. Pg1d Ne adverse page 1 entries {.e., MARCORSEPMAN para 6105 counseling) in [} ves [ we

the last 24 months precading the reporting date.

d. Drug and  No drug related incidents. No alcohol related incidenls within the last 3 years ] ves L] e
Alcohol praceding tha class reporling dale. A waiver granted for reanlistment is not valid
for assignment to CP duly. A sgpavale waiver must be requested from the CMC
{RA-RGT).

9. Stable Family

a. The Marine is not currently ensolled in a command-direcled Family Advocacy Program as verified  [] Yes [1 ne
by the lacal Family Services Center,

b. Divorce/Separation. Divorce or Separation standing alone does not disqualify someone for L] ¥es [0 me
assignment to CP Duty. However, a Marine is not qualified when his/her bonafide separation /

divorce / custody proceedings may interfere with tralning requirements and assigned duties.

“The Marine fs / is mot currantly separated or undergoing divoree proceedings.”

10. Financially responsible. The Marine has demonstrated an sbiilty to manage personal financial ] ves 1:1 No
managernent with maturily and judgment,(e.g. is not cverextended financlally — io the point of belng
unable to fulfill his/her Anancial obligations).

11. Physically Fitness. The Marine experiences no difficulty in passing all events of the PET/CFT. [Jves []mne
Marines must pass a PFT/CFT 90 days prior to detaching for school, Marines are required to take a
PFT/CFT at Career Planner School.

PFT Score Class Date
CFT Score Class Date
FOR OFFICIAL USE ONLY

Figure 3-1.--Commanding Officer’s and Career Planner SNCOIC Screening/Interview
Checklist for Lateral Move to MOS 4821 {(Career Planner)
NAVMC 11669 (continued)
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FOUO - Privacy sensitive when filled In,

COMMANDING OFFICER'S AND CAREER PLANNER SNCOIC SCREENING/INTERVIEW
CHECKLIST FOR LATERAL MOVE TO MOS 4821 {CAREER PLANNER)

Name Rank SSN

PREREQUISITE

12, Meets minimum obligated service. Marnes must have a minimum of 2 years of active service [T] Yes ] e
remaining upan completion of schoot.

EAS:
13. Communications Skills. The ability fo communicate is essential to career planning, Marines [C] ves ] e

should be able to converse and write in a clear manner. A CP should be persuasive and persanable,
should feel comforiable among Officers, SNCOs, and peers.

14. Meets personal appearance and height and weight standards. The Marine must be wilhin the Marine Corps height and
welght slandzrds |AW MCO 6100.10_. No hislery of assignment to weight control or personal appearance pragrams is
authorized, The Marina must be weighed/messured in P.T. gear. no shoes.

HT: o

WT

Mack :

Waist

Hips: {Females oniy)

Bt}dy Fat; (Indicate body fat If Marine is over prescribed welght standard)

Date Measurad :

15, Annual fralning. The Marine is required to complete annual iraining prescribed by the CMG prior | ] ves ] wo
to detaching. (Rifle/Plstol Requal, BSYT, Swim Qual, elc.)

Rifle Qualifying Score Date

Pistol Qualifying Score Date {as required)

18. Medically qualified for duty. A piéysical examination by a medical officer must be conducted £ ves [] re
within 12 months of the class reporting date and state "qualified for Career Planner duty” in block 77 of

SFB88. The Commanding Officer and the Medical Officer will also sgreen the Marine and the Marine's

madical records per the Commanding Officer's Medical Screening Guide (See page 5 of Officer's

Medical Screening Guide (See page 5 of appendix B).

FOR OFFICIAL USE ONLY

Figure 3-1.--Commanding Officer’s and Career Planner SNCOIC Screening/Interview
Checklist for Lateral Move to MOS 4821 (Career Planner)
NAVMC 11669 (continued)
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NAVMC 11669 [Rev, 04-11) (EF), Page 5
FOUQ - Privacy sonsitive whan filled fr.

COMMANDING OFFICER'S AND CAREER PLANNER SNCOIC SCREENINGANTERVIEW
CHECKLIST FOR LATERAL MOVE TO MOS 4821 (CAREER PLANNER)

Name Rank - SSN

PREREQUISITE

17. Disqualifying factors

In legs than full duty status, [ ves [Jwe
Falled selection to next grade. [ ¥es []we
DisenrollfFailure to complale Special Assignment School/Duty. To include recruiter scheol [ ves ] o

communication skills drop.

Failure to complete formal sshool (2.9, Sergeants Course, SNCO Career Course, SNCO Advanced [ ves [ no
Course, and Caragr Planning (CP) Course).

Currently serving on a B-billet or with 24 months of assignment to the Carser Flanner Foree. [] ves [

{have personally screened :

Grade Name SN MDS
This Marine does/does not meet the requirements listed in MGO 1040R.35. Il the Marine does not meet the requirements,
explain below,
Baltalion / Squadron SgtMaj's Name Rank Baltallon / Squadron SgiMals Signature Data
Commandmg Qleers Name Rank Commanding Officers Signature Date

Commanding Officer’s Re-cedification: (Te be completed 30 days prior to the Marine's detachment date.} This Marine's
qualifications for assignment to Career Planner duly have/have not changed since my inifial interview and screening of his / her
records, The Marine does/does not meet the requirements listed in MCO 1040R.30, (If the Marine’no langsr mesls the
reguirements, conlact the CMC {RA-RCT/RAM) via naval message.)

Cammanting Officar's Signatura Dale

FOR QFFICIAL USE ONLY

Figure 3-1.--Commanding Officer’s and Career Planner SNCOIC Screening/Interview
Checklist for lLateral Move to MOS 4821 {Career Planner)
NAVMC 11669 (continued)
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FOUO - Privacy sensitive when filled in.
il. MEDICAL SCREENING GUIDE FOR CAREER PLANNER DUTY
Nama Rank S5N
Altenli in i 1< ives, Standard forms 88 and 93 must be completed. A medical

officer will certify block 77 of Standard Form 88 that the Maring is physically qualified for career planner duty. Medical
representatives must have a thorough appraciation of the physical demands of career planner duly, specifically:

1. All Marines are expected to be physically/medically fit and able to Pass the required school PFT/GFT.

2. Additionally, any medical documentation indicating problems with stress or psycholagical dysfunction may be
disqualifying and must be identified in the remarks seclion below.

3. Marines found unqualified for these reasons may be directed to appear before a Physicat Evaluation Board to
determine their Hitness for worldwide assignment.

{ have personally scresned !

Grade Name SSN MOs

| found himfher medically qualified/unqualified. (The finding of UNQUALIFIED is explained in the rermarks below.}

Medical Officer’s Name Grade Billet

Medical Dificar's Signature Date

Remarks by Medicat Officer :

Commandirg Officer's Re-certification: (To be completed 38 days prior ta the Marine's detachment date.} This Marine's
gualificalions for assignment lo Career Planner duty hasfhas not changed since miy Initfal interview and screening of his / her
records. The Marine does/does not meet the requirements listed in MCQ 1040R. 35, {If the Marine no longsr meets the
requirements, centact the CMC (RA-RCT/RAM) via naval message.) :

Commanding Officer's Signalure Rate

FOR QOFFICIAL USE ONLY

Figure 3-1.--Commanding Officer’s and Career Planner SNCOIC Screening/Interview
Checklist for Lateral Move to MOS 4821 (Career Planner)
NAVMC 11669 (continued)
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Umted States Marme Corps

Certlf' cate of A pprecra twn

Pmsan[cd fo

 in recognition of exceptional effort and achievement in -
~ contributing to a successfal © .

 Career Planning Program.

,Preécnledthis H— ' dayof

Commanduiet of the Marine Corps

. HAVUCHO 184 {Fav. 10:01)

Figure 3-2.--Certificate of Appreciation - Career Planning Program (NAVMC HQ
818A (10-01})
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Chapter 4

Reserve Orientation and Sponsorship Program

Section 1: Program Establishment
1. General

a. Definition. The Reserve Orientation and Sponsorship Program is
designed to ensure the smocth transition and assimilation of Delayed Entry
Program (DEP) enlistees and newly joined Marines intc the Selected Marine
Corps Reserve {SMCR). It is one of the most important leadership
responsibilities to ensure the welfare and satisfactory participation of our
new Marines.

b. Purpose. The primary objective of the Reserve Orientation and
Sponsorship Program isg for each initial join to the Reserve program to fully
understand and fulfill the scope of their contractual obligations to the
Marine Corps Resexrve. Commanders must ensure that initial joins are well
informed, treated fairly, and are aware of their contractual cbligations and
gatisfactory participation requirements as outlined in reference {(a).

¢. Scope. The program starts with the initial orientation brief and
continues through the sponsorship phase. The responsibility for the
establishment and execution of the Reserve Orientation and Sponsorship
Program rests solely with the Reserve unit commander.

2. Coordination

a. Purpose. Reserve unit commanders and Inspector-Instructors should
egtablish, in writing, mutually agreed upon procedures/directives with local
recrulting station commanders and prior service recruiting officers-in-
charge.

b. Scope

(1} The primary objective of this agreement is to ensure efforts are
coordinated to achieve the final goal of recruiting the right Marine, with
the right training, the right place, and at the right time. Ancther
objective is to ensure initial orientation interviews are conducted, and the
Initial Orientation Checklist is completed.

{2) The agreement should include, but not be limited to, coordination
of initial orientation briefs (i.e., whether briefs should be conducted
during normal working hours or during drill weekends; procedures for “direct-
ship” orientation briefs, etc.), tracking enlistees from contract to ship
dates, notification procedures in the event enlistees fail to complete basic
training, and prior service accession procedures. Careful consideration
should be exercised to avoid delaying the enlistment/join process. To this
end, open lines of communication and coordination between the unit and the
recruiting service are highly encouraged.

c. Responsibility. Discrepancies found during orientation interviews
should be resclved between the reserve unit commander and the recruiting
‘station (R3S) commander. Discrepancies that cannot be resolved at the unit
level should be submitted to MFR (G-1) by the reserve unit commander and to
Marine Corps Recruiting Command (MCRC) by the RS commander via the most
expeditious means for resolution within 24 hours of the interview. Direct
liaison is authorized for this purpose with a copy provided to the chain of
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command. CMC (RAP) is the final authority for resolution of matters
concerning initial orientation interviews.

d. Procedures. Reserve unit commanders may reject an applicant for
enlistment/join 1if they fail to meet the basic prerequisites for
enlistment/reenlistment (as applicable), or the gaining unit is over T/O
strength. :
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Section 2: Orientation

1. Initial Orientation Brief

a. Purpose. 1Initial orientation briefs afford Reserve unit commanders
the opportunity to fulfill a fundamental leadership responsibility of .
welcoming new unit members. More than a mere exchange of information, the
orientation brief should convey a sense of being part of the team. The
enthusiasm and interest conveyed should motivate and strengthen the
prospective applicant’s commitment to the unit and to the Marine Corps.
Questions by the applicant should be encouraged and answered in a forthright,
positive manner.

b. Scope. The orientation brief is designed to familiarize applicants
with the reserve unit location and personnel, as well as with their basic
duties and responsibilities after Jjoining the unit. As such, the brief
should be conducted at the intended Home Training Center (HTC). The
orientation brief is not a screening process to determine eligibility for
enlistment/join. The latter is the responsibility of the recruiting service.

c. Responsibility. Reserve unit commanders, or their designated
representative, will conduct the initial orientation brief for all applicants
to the reserve unit.

d. Procedures

{1) It is recommended that the applicant be given a tour of the RTC.
Particular emphasis should be placed on the MOS and the area in which the
enlistee will be working upon join. The Reserve Non-Prior Service Initial
Orientation Checklist (Figure 4-1) or the Prior Service (PS) New Join
Worksheet (Figure 4-2), will be completed for each applicant. The reserve
unit commander’s signature on the Non-Prior Service (NPS) and PS Initial
Orientation Checklists does not constitute approval for enlistment/join, but
rather acknowledges receipt of the completed form and fulfills the initial
portion of the Orientation and Sponsorship program.

(2) At the discretion of the reserve unit commander, and on an
exceptional basis, NPS applicants, who must ship within ten days of
contracting {direct shippers), or when the situation precludes applicants
from attending the brief in person, may be interviewed by the RS. The NPS
Initial Orientation Checklist should be completed and provided to the reserve
unit within two working days following the brief. A notation will ke made in
appropriate checklist indicating a direct ship interview with the approval
date and rank/name of the authorizing reserve unit official.

(3) At a minimum, the following topics will be covered during the NPS
orientation brief:

(a) The enlistee's obligated drilling portion of the program
selected. For example, if enlisting for the 6X2 program (non-prior service
accessions), the enlistee must drill for six years from their PEBD with the
SMCR unit., The remaining portion of the initial Military Service Obligation
(MSO) may be served in the SMCR or the Individual Ready Reserve (IRR).

(b} Post IADT duties and unit training highlights (non-prior
service applicants).

(c) The MOS for which the individual was recruited.
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(d} Verification that the applicant meets reasonable commuting
distance criteria as established in reference (a) or has been approved for an
appropriate waiver.

(e} Verification that the applicant has the Réserve unit’s
address, phone number, and a point of contact to include full name, address,
and phone number.

(£) Verification that the applicant understands the sponsorship
program and will be appointed a command sponsor.

{g) Explanation of the applicant’a reemployment rights afforded
by the Unlformed Services Employment and Reemployment Rights Act.

{(h} The annual training schedule and highlights (prior service
Marines), with copies provided to applicants.

{i} Explanation that inter-unit transfers after reporting for
IADT are considered on a case-by-case basis (non-prior service applicants).

(i)} Family support programs and activities are explained to the
applicant.

(k) A brief unit history and mission statement.

2. Non-Prior Service Accessions (DEP Enlistees). Non-prior service
accessions will be intexviewed within 30 .days of contracting. The recruiter
will schedule an appointment  for the enlistee’s orientation brief with the
Reserve unit commander or designated representative. Part I of the Reserve
NPS Initial Orientation Checklist, {(Figure 4-1), will be completed by the
recruiter and the applicant prior to enlistment.

3. Prior Service Marines. Prior service Marines requesting assignment with
a Reserve unit will be processed and screened by a prior service recruiter.
They will receive an initial orientation intexview.

a. Figure 4-2 is a sample PS New Join Worksheet. Signature in Part IIT
of the PS New Join Worksheet form constitutes acceptance for join to the
Reserve unit.

b. The prior service recruiter must provide the gaining unit with the
entire accession package in order to properly complete the orientation.

c. Prior service Marines recruited without a qualified M0OS for the unit’s
T/O must be retrained within 18 months of joining the Reserve unit. New
joins may attend an MOS-producing school or undergo On-the-Job Training (OJT)
or Managed On-the-Job Training (MOJT), as applicable based on MOS criteria
and school seat awvailability. Prior to join, Regerve Quota Seguence Numbers
(RQSNs) are obtained from CMC (RAP) by prior service recruiters in order to
gecure Prior Service Marine Retraining Program (PSMRP} schoel seats.

Marines must be eligible for additiomal contractual service cobligatiom for
the PSMRP regquirement.

d. Prior service Marine applicants desiring an inter-service transfer
from another armed forces component into the MCR must obtain approval from
the CMC (RA-RCT) to reenlist into the MCR via their local prior service
recruiter.
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4. Prior Serxrvice Recruilters. Prior service recruiters, serving under the
cognizance of the Commanding General, Marine Corps Recruiting Command (MCRQ),
are responsible for the submission to RA-RCT of all off-contract reenlistment
requests into the Selected Reserve. All reenlistment requests in conjunction
with transfers from the IRR to the AR, SMCR or IMA program will be submitted
to RA-RCT. Active component recruiters process Prior Service Other Service
(PSOS) applicants (those without previous service in the Marine Corps but
with prior service in another armed forces component), who desire to
enlistment within the Marine Corps Reserve. All PSOS applicants requesting
entry into the Selected Reserve must be screened by RA-RCT.
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Section 3: Sponsorship

1. General. Sponsorship is the final and most critical stage of the Reserve
Orientation and Sponsorship Program. The Marine’s contribution as a team
member will be directly related to the quality of attention received during
this phase of the program. Assistance provided during the sponsorship phase
will minimize difficulties encountered by Marines initially joining a SMCR
unit. :

2. Assigning a Sponsor. The Reserve unit commander will assign a sponsor,
in writing, as soon as it becomes known that a new Marine will be checking
into the unit. Figure 4-3 shows a sample format of the sponsor’s appointment
letter. The spongsor should preferably be in the same grade and MOS, and
reside within the same geographical area as the Marine who is being
sponsored. Appointment letters shall be maintained per reference (n).

3. Tracking and Corresponding with the Enlistee: Non-prior service
enlisteeg in the Inecremental Initial Active Duty Program (IADT) & Non-prior
gervice enlistees in the Reserve Optional Enlistment Program (ROEP). Near
the end of recruit training, or immediately after a Marine returns home, a
letter from the SMCR unit outlining check-in procedures must be mailed. This
letter will include the date and time to report, proper uniform, items to
bring, and the name and phone number of the sponsor assigned. Specific
directions to the training center, telephone numbers of the SMCR unit and a
point of contact should also be included in all correspondence. A welcome
aboard package should be forwarded at this time if the new Marine has not
already been provided omne.

4. Reviewing the Initial Orientation Checklist. During the check-in
process, the initial orientation checklist should be reviewed with the
Marine. This should reinforce the Marine'’'s understanding of the contractual
agreement, MOS, and Resgerve participation requirements.

5. Welcome Aboard Package. Ensure that each newly joined Marine will
receive a welcome aboard package upen arrival or during the first drill
weekend.

a. Package Contents. The following items should be included in the
welcome aboard package:

(1) Personal welcome aboard letter from the Reserve unit commander.
{2) Chain of command and points of contact.

(3) Reserve command structure.

(¢) Brief command history and mission statement.

(5) Reserve pay scale.

(6) General Reserve information and benefits (excerpts from reference

(a)).
{7) Reserve Referral Credit Program.
{8) Reserve Career Options (chapter 7).

{9) Annual Training Plan (may be inserted during check-in).
(10) Quarterly Training Bulletin (may be inserted during check-inj.
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{11) Mobilization Letter of Intent (may be inserted during check-in}.

{12) Family Support Activities and other items deemed necessary or
informative.

b. Annual Troop Information. The contents of the Welcome Aboard package
should be reviewed with all Marines annually during troop information
classes. This is considered an excellent opportunity to update package
contents, and to reemphasize pertinent information about Reserve
participation, benefits, and careers.

6. First Inactive Duty Training Period

a. At the outset of the first inactive duty for training period, the
unit First Sergeant/Sergeant Major should welcome the new Marine, ensure a
sponsor has been assigned, and issue the welcome aboard package.

b. The Marine should meet with the CO/0IC, and then begin check-in with
the 1lstSgt/SgtMaj monitoring the Marine’s progress. During the first IDT
period the 1stSgt/SgtMaj should ensure that:

(1) The Marine is assigned to the proper work section.

(2) The Marine is issued all the necessary equipment and uniforms as
regquired.

(3) The Marine receives the IDT bulletin, gquarterly training
scthedule, annual training plan, and mobilization letter of intent.

7. Second Inacitive Duty Training Period. During this periecd, the sponsor
will work along side the Marine throughout the weekend. The sponsor should
be prepared to address any questions brought up by the new Marine.

8. Third Inactive Duty Training Period. During the third IDT period, the
lstSgt/SgtMaj will check on the Marine, and address appropriate issues as
necessary.
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Reserve Non-Prier Service Initial Orientation Checklist
MAVMC 11687 (02-0%) (EF)

PRIVACY ACT STATEMENT

In aceordance with the Privacy Act of 1974 (Public Law 93-579), this notice informs you of the purpose
for collection of information on this form. Please read it before completing the form.

AUTHORITY: 10 U.S.C. 5013, Secretary of the Navy; 10 U.S.C. 5041, Headguarters, Marine Corps;
and E.O. 9397 (SSN).

PRINCIPAL PURPOSE: Information collected by this form will be used fo record extensions of enlistment
into the U.S. Armed Forces. This information becomes a permanent part of the subject's military personnel
records which are used to document promation, reassignment, training, medical support, and other personnel
management actions. The purpose of soliciting the SSN is for positive identification. The information
collected on this form will be filed within a Privacy Act Systems of Records collection governed by Privacy
Act System of Records Notice M01070-6 which can be downloaded at

htto AAwww. defenselink mil/privacy/motices/usmc/M01070-6.shtiml.

" RETENTION AND SAFEGUARDS: The collected information will be maintained in a database with restricted,
limited access by personnel authorized to access this information. The database is protected by password,
unique user IDs. and applicable layers of security access within applications. Records in this file system will
only be retrieved by name and/or social security number.

ROUTINE USES: This form becomes a permanent part of the Service Members's Enlisted Master File and
Field Personnel File. All uses of this form are internal to the relevant service.

DISCLOSURE: Voluntary. However, failure to furnish personally identifiable information may negate
the application.

Figure 4-1.--Reserve Non-Prior Service Initial Orientation Checklist (NAVMC
11667)
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Reserve Non-Prior Service Initial Orientation Checklist Print Fon'n_]
NAVMC 11667 (09-09) (EF) s
FOUO - Privacy Sensitive when filled in.
PART |
Enlistes’'s Name
Last First Ml
S8N SMCR Unit MOS QSN Ship Date
MOS School (MCC) Schoo! Date Proj Unit Join Date
SRIP : N/A, Bonus Control Number Date DEP Date
Assigned to Training/Pay Category P Program (MCO 1500R.38) : [] ves [] mo
NADRT: [ ] ves [ ] No First Increment Begin Date Sacond Increment Begin Date
College Commencement Date Third Increment MCT
ROEP: Component Code (Check cne) NA K4 BS K9 K8
R ( : D D Gx2 Cl 5x3 I:l 4x4 I:l 3x5
Education (Checkone) : [ ] Hs Senior  [[] HS Grad Cotege [ ] 1 []2 2 [a (] non-Hs Grad
|:| Cther (comment) -
Test Scores : AFQT GT EL MM CL Other
poB Bl Investigation (if applicable) : D Yes D No
Phone Number Marital Startus Number of Dependants
Address .
SwrestNo. City States Zip Code
Approximate Commuting Time/Distance from SMCR Unit
Employment :
Recruiter : RS
(Rank) itMame] {City) (State)
RS Phone
-l STF/ SMCR Unit : InteryiewDale
Title City State
Applicant Signature Recruiter Signature |- Staff POC Signature
__ResetForm | FOR OFFICIAL USE ONLY. Adobe Designer 8.0

Figure 4-1.--Reserve Non-Prior Service Initial Orientation Checklist (NAVMC
11667 {continued)
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Reserve Non-Prior Service Initial Orientation Checklist
NAVMC 11667 (09-09) (EF)
FOUO - Privacy Sensitive when filled in.

PART Il

Instructions: Part Il should be completed by the Reserve. unit commander or designated representative. Give a brief overview
of unit's mission and MOGS prior to orientation. Ensure Marine initials the appropriate response and signs the checklist upon
completion.

1. Does Marine reside within a 50-mile radius of the Reserve unit, not exceeding the distance that can be traveled under
average traffic and weather conditions within 1-¥2 hours?

[ ves [ ne

2. Does Marine reside with in a 100-mile radius of the Reserve unit, a distance that can be traveled under average traffic and
weather conditions within 3 hours? [If so, government quarters and messing are required.

l:]‘fes ] e

3. Marine is free from any commitment that would preclude satisfactory participation (i.e., work / school conflicts, lack of
transportation).

D Yes [] Ne

4. Marine understands the MOS and its requirements.

] yes [ me

5. Marine understands contract obligations, and length of time of active/inactive membership, requirements for satisfactory
participation, and the consequences for failing to meet these obligations.

[ ves [ no

Initials.
Tweo days of fraining per month (4-5 IDT periods)

Minimum 15 days active duty training annually
Must perform to best of ability
Must maintain Marine Corps appearance standards

liiegal Drug use is not tolerated in the Marine Corps

Alcohol Abuse is not tolerated in the Marine Corps

What can be expected from the Marine is explained; e.q., fair treatment, quality training, promaotion opportunity, etc.
Additionally, the Marine will be provided paoints of contact, addresses, and phone numbers of key unit members, should he
have any future problems or questions.

Date

Enfistee Signzture Commander / Rep Signature

FOR QOFFICIAL USE ONLY. Adobe Designer 8.0

Figure 4-1.--Reserve Non-Prior Service Initial Orientation Checklist (NAVMC
11667) (continued)
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Mewr Join Works
NAVMC 11666 (Rev 54-111 (EF)
FOLKD - Privacy sensitive when filled in.

PRIVACY ACT STATEMENT

In accorcance with the Privacy Act of 1974 (Public Law 93-579), this notice infoxms you of the purpose for collection of
information on this form, Please read it before complefing the form,

AUTHORITV: 10US.C. 5013, Secrefary of the Navy; 10 U.S.C. 5041, Headquarters, Marine Corps; and E.Q. 9307
{35N), 25 amended.

PRINCIPAY, PURPOSE: This System of Records is povemned by Privacy Act System of Records Notice MO1070-6

which can be downloaded at fifipprivacy fefonse sovhoticec/usn/NMES0M0-26 sl Tnformation collested by this
System will be used to assist olficials and cmployees of o US. My Corps in re uianugous, supervisiva, wed
%dmmtslmuon of Marine Corps personacl (officer and enlisted), and the operztions of related personned affairs 2nd
unclipns.

RETENTION AN SAFEGUARDS:  Official Militzry Personnel File records are penmanens. Penmanent records ara
transsfierred to the Nationa) Archives and Records Adminictestion (MARA) 61 yourg after the completion of the gervice
member's obligated service, Recoeds are maintained in securs, limited sccess, or monilored arcus. Physieal entry by
unauthotized persons is restricted through the usc of locks, puards, pessivords, or other adminisirative procedures.
icccsa to persensl infonmation is limited to those individuals who reguive Mhe reconds 1o perfonm their official assigned
uties.
ROUTINE USES: To various officials outside the Departinent of Defense (Dold) specifically identified as & Routine
Use tn Privacy Act System of Records Motice MO1070-5 for the slated specific purposs of that Routine Use.
Additionally, information may be sharcd outside the DoD pursuant fo lbe blanket ronting nses cstablisked by the
Department of Defense Privacy Office that apply o sli DoD Peivacy Act Systems of Records and posied a1 liggeefivme
Beferselinkmilpriveaypolives/blonker-usesdrtinl.

DISCLOSURE: Voluntery, However, failure to finish personally identifiable informalion may negate the application.

Figure 4-2.--Reserve Prior Service New Join Worksheet (NAVMC 11666)
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New Join Workisheet
NAVMC 11856 {Rawv. 04-11) {EF}
FOUO- Privaey Sensilive when fitied n.

PART I: APPLICANT DATA
Name ; Grage SN MOS:

Addross ; Phone {H}; Fhonae {0} RE Coda !

Phone [C) E-Mall Adtrosa: Proal Source : He: Wiz Body Fal %6 :

PART Il : QUALIFICATION DQCUMENTATION & JOIN DATA

— . PACKAGE TYPE .
ADETICER Rl REENLISTMENT | ACTIVERESERVE | A RpieinCT!
AIMORAL QUALIFICATIONS - DIREEMLISTHRENT DOCIIMENTS
Initial S creening Checklist Privacy Act
Tattop Sereantng Form | RA Walwer Approval (RELM)
Taitoo Walver Approval BD 4
GangEsdraist Groups SOU
DD 363-Police Recovds Check _
EJEXTENSION DOCUMENTS
BIPHYSICAL QUALIFICATIONS Extansion (NAVMC 3213}
DD 2807-1 (within 90 days)
DD ZE0B . FIRETRAIN DOCUMENTS
Additional madical docs Retraln Requiraments,
Ratealn Aporoval
C)PROFESSIONAL QUALIFICATIONS
Do 244 GIPROGRAM DOCUMENTS
QCKRE AR Program Requesi/Boproval
QCAC | IMA Endorsament
RTO7 (GRGR)
RTO2 HIBONLIS DOCUMENTS
ENLH Bontis ApprovalfSQU
Cormbirsed SOU _
DP 368-Condiional Relesse JJOTHER DOQCUMENTATION
BMOS: | UnitsuIC: O Linedi ROSM: CI03: Clase 21
Class Conpaning Date ¢ | Bovis Typa ! BCN/ECHN TKCN ! Billat dentiieatisn Cods ¢

R e e o L e T - iy
PART 0l: APPLICANT ACKROWLEDGEMENT

{ hgvaa reviewed the abova documentation and il is Irue to the bast of my knowladge. 1 undarstand that | am applying to foin the unit listed
nFarn i

Appdcant Sig e e e Dote:
PART IV: UNIT ACCEPTANCE
| have recelved and remewe& the docurientalion In Par |l above. | have verified e appEcants heighl, waight, and body fatif ¢ ulrad-

this Marsing for join to billet MOS__ . The unit diary will be rap wilhin 5 days in sccordance with M p1 08040 | MCTFS PRIM.
Unit Rep. Signsturs Dala Rank Tithe
FOR OFFICIAL USE ONLY Asobe Livecygie Destoner

Figure 4-2.--Reserve Prior Service New Join Worksheet (NAVMC 11666) (continued)
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PART V: RECRWEFER DQGUMENT CERTIFICAYION SIGNATURES

Appllcant's Name :

Recnailer Signature Date
SNCCIHC Signsture Date
£ Slgnabue Date

Appilsanl's 35N ;

PART wi: UNITREJECTION STATEMENT

specific reasons:

I have necalve d and reviewed the documentation in Part Il above and reject the appicant joining this unit for the following

Unil Repeesentitve

Fank

FOR OFFICIAL, USE ONLY

Figure 4-2.--Reserve Prior Service New Join Worksheet (NAVMC 1166&) (continued)
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UNIT HEADING
1040
co
Date

From: Commanding Officer
To: Lance Corporal John W. Marine XX¥ XX 1234/0621

Subj: APPOINTMENT AS SPONSOR FOR A NEW UNIT MEMBER

1. Effective this date, you are hereby appointed as sponsor for:

Rank/Name/Plt:
Address:
Telephone: {Home) (Work)

2. Your appointment was made after careful screening. Development and
retention of good Marines is vital to the success of our unit and Corps. You
display the responsibility and positive attitude needed for this appointment.
The following instructions are provided to assist you in the performance of
your duties and getting our new Marine settled into the unit.
a. Contact the new Marine:
{1} Discuss the date and time of the next IDT period.

(2) Ensure the Marine has transportation.

(3) Discuss directions to the training center, and arrange to meet at
a given time and place at the center.

{4) Give your name, phone number,-email, and times of availability.
b. During the first IDT period:

{1) Discuss the weekend schedule.

{2) Tour the training center.

(3} Confirm appointments with the 1stSgt/SgtMaj and Commanding
Officer.

(4} Escort the Marine through the final check-in process.

{(5) Introduce the unit chain of command. Collect contact information
in the Marine’s welcome aboard package.

(6) Report check-in status to the lstSgt/SgtMaj at the end of the
IDT.

Subj: APPOINTMENT AS SPCNSOR FOR A NEW UNIT MEMBER

Figure 4-3.--Sample Format of Sponsor's Appointment Letter
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c. During the second IDT period:
(1} Contact new Marine before the IDT.
{2} Upon arrival, check to see if the Marine has been properly paid,
or check on its status and the timeframe for ites arrxival. Discuss routine

pay procedures with the Marine.

{3) Help the Marine address problems as they occur, by showing the
Marine how to use the chain of command.

{4) Work alongside the Marine for the IDT period.
d. During the third IDT period:

{1) Remain close by, remain positive, and help the Marine through the
IDT period.

(2) Towards the end of the IDT period, arrange appointments with the
lstSgt/SgtMaj and Commanding Officer for quick hriefs.

3. These instructions serve as the minimum guidance to help this Marine
become a team member. Should special circumstances arise, or should you
discover new ways to help our Marines become more comfortable with their new
surroundings, please bring them to my attention.

4. You have been assigned to help this Marine becowme part of our team. This
is an important assignment, as your attitude and the example you set will

most certainly leave an impression. I have every confidence that you will
respond accordingly.

I. M. COMMANDING

Copy to:
Files

Figure 4-3.--Sample Format of Sponsor’s Appointment Letter (continued)
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Chapter 5

Reenlistment and Extension of Enlistment

Section 1: Reenlistment
1. General

a. Reenlistment involves the execution of an entirely new contract
between the applicant and the Marine Corps. This contract establishes a
legal agreement between the United States Government and the enlisted member.
A reenlistment contract replaces either a current enlistment/reenlistment
contract, or cne that. has been terminated by separation.

b. A Marine must reenlist prior to midnight of the last day of his/her
current contract/extension. The reenlistment will be effective on the day
following the date of execution.

¢. Reenlistment authority must be obtained from CMC (RA-RCT) via the
retention system. Upon receipt of approval of authority to reenlist a
Marine, the CO is authorized to separate that Marine per reference (o), for
the express purpose of reenlistment.

d. Per reference (m), the reenlistment ocath may be administered to SMCR
Marines up to 30-days prior to the effective date of the contract to allow
the reenlistment ceremony to coincide with a scheduled IDT/AT.

e. Upon reenlistment, Reserve Marines (to include AR) who serve on
active duty over 30-days may elect to sell back their accumulated leave
balance in accordance with Department of Defense Financial Management
Regulaticn (DODFMR) Volume 7.

2. Types of Reenlistment. There are three types of reenlistments for
Reserve Marines:

a. Immediate. A Marine reenlists with 3-months or less remaining on
current contract/extension.

b. Standard. A Marine reenlists with more than three months but less
than 12 months remaining on current contract/extension.

¢. Early. A Marine reenlists with more than 12 months remaining on
current contract/extension. Early reenlistments in the MCR are only
authorized for:

{1) Marines who elect and are eligible under the SRIP.

{2) Marines who need additional obligated service for PCS/AR
assignment/Mobilization/ADOS orders.

(3} Marines with over 18-years of service who are selected for
promotion requiring two years of additional service.

3. Reenlistment Lengths. Reenlistment length is considered based on the
Marine’s service record and the needs of the Marine Corps.

a. Up to l2-month authority may be used for Active Duty and Prior
Service off contract Marines who meet reenlistment prerequisites and have

5-1 Enclosure (1)



MCO 1040R.35
2 May 2011

exceeded their MSO to join the MCR. CMC (RA-RCT) may grant a 1l2-month
reenlistment on a case by case basis.

b. Standard reenlistment lengths are 24, 36, or 48-months.

(1) CMC {RA-RCT) may assign a 24-month reenlistment authority to
Marines for further observation (FFQ). Marines assigned a FFO, may not
submit for reemnligtment until they are within 90-days of EAS/RECC. A draw
case code of BF will be entered into MCTFS.

{2) A 36-month reenlistment is the maximum amount of time that will
be granted for Marines with over 20 satisfactory years of service and AR
Marines with over 20 active duty years.

c. A 60 or 72-month authority may be granted for special programs only
(e.g., SRIP, selected MOS schools, Marines who are accepted for assignment to
the Naval Academy) .

4. Reenligtment Authority. Reenlistment authorizations are dependent on the
applicant meeting ALL eligibility criteria for reenlistment.

a. Commanding Officer

(1) COs are reguired to submit a reenlistment request for all
Marines, regardless of recommendation. If a Marine is not recommended for
reenlistment, the request must still be forwarded via the current retention
gystem to RA-RCT for final decision.

(2} All requests for retention must include the Marine’s CO’'s
endorsement to ensure the “whole Marine” is evaluated when being considered
for retention. The endorsement contains two parts: The CO’s recommendation
and the CO's certification.

{a) Recommendation. The CO's recommendation plays a crucial role
in the reenlistment decision. The recommendation should take into
consideration the Marine's performance and conduct as it relates to rank,
age, experience, and maturity level. The primary rcle of the CO's
recommendation is to provide the key initiation of dialogue between the CO
and CMC, contributing to the reenlistment decision as it relates to the
Marine's current performance and potential. CMC is responsible for affording
due consideration to the CO's recommendation while considering the Marine's
entire service record. Although a recommendation of *“not recommended” does
not disqualify a Marine for reenlistment, the importance of this
recommendation cannot be overemphasized and will be thoroughly considered.
The CO's recommendation will be one of the four types listed below:
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Recommendation Criteria

Recommended w/enthusiasm Top 25% of Marines in that grade known to the
certifying officer.

Recommended w/confidence Top 50% of Marines in that grade known to the
certifying officer.

Recommended w/reservation CO's discretion. Marine meets basic retention
requirements; however, the CO has reservations
concerning the Marine's career potential.

Not recommended Co's discretion. €O must indicate the reason for
not recommending in order to ensure assignment of
appropriate reenlistment eligibility code.

(b) The CO’s certification shall provide an endorsement
containing, at a minimum, the CO’s name, rank, unit, email address, and phone
number. Based on the Marine’s career performance and potential, the CO is
directed to make comments regarding the reenlistment recommendation.

{(c) Unobtainable source documentation {(i.e page 12, UPB, etc)
directly related to a Marine’s reenlistment must be confirmed in a statement
by the C0. This statement shall be included in the C0’'s endorsement and
attached to the current retention system used by CMC (RA-RCT).

{d) Reenlistment shall not ke effected when, in the opinion of
the commander, the Marine authorized to reenlist has failed to maintain the
high standards of professionalism, personal performance, and core values
after the authority for reenlistment was granted. In such cases, the Command
must immediately inform CMC (RA-RCT} of the circumstances surrounding the
decision not to reenlist the Marine. RA-RCT will provide instructions on the
proper procedures to follow under such circumstances.

b. Reserve Affairs Reserve Continuation and Transition Branch (RA-RCT)

(1} RA-RCT exercises authority for all reenlistments within the MCR.
This authority may be delegated as outlined below.

{2) Reenlistment reguests will be submitted from the appropriate
command structure via the current retention system to RA-RCT. Reenlistment
approval from RA-RCT shall constitute reenlistment authority and additional
comments as needed (i.e. bonus, lump sum leave, FFO) shall be cited on the DD
Form 4 in the appropriate block.

(3) RA-RCT authority to reenlist will remain effective until the No
Later Than {NLT} date issued in the text of the reenlistment approval.

(4} The following reenlistment authorities are delegated by RA-RCT:
COs have the authority to grant l-year reenlistments into the MCR provided
Active Component Marines (component code 11) have no further obligated
gservice (MSO/E0OS), and meet ALL reenlistment prerequigites as outlined in
chapter 5, section 1, paragraph 5 of this Order. Refer to the PRIUM for
proper diary entry.
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c. Reserve Affairg Manpower {RAM)

(1) RA-RCT exercises authority for all reenlistment/extension
requests submitted for Marines currently serving in the Active Reserve (AR)
program.

(2) RAM advises RA-RCT on any contractual obligations specific to AR
Marines.

{3} RAM is the authority to release Marines from the AR program (i.e.
conditional release, augmentation request, and inter-service transfer).

(4) RAM is responsible for issuing RE-codes and final separations pay
determination for AR Marines, as applicable.

d. Marine Corps Recruiting Command (MCRC)

(1) Prior service applicants reguesting reenlistment in the MCR will
submit a reenlistment request through a Prior Service Recruiter via the
current retention system to CMC (RA-RCT). RA-RCT is the sole authority for
approval of off contract reenlistments to the MCR.

(2) Prior Service Other Service (PS0OS) applicants to the SMCR will be
accessed through MCRC. &2ll PSOS applicants will attend Marine Corps recruit
training. RA-RCT will be the approval authority. Waivers of reenlistment
prerequisites will follow the normal off-contract process. Applicants will
be matched to the current needs of the Marine Corps based upon their current
gkill set.

{3) RA-RCT will provide the instructions for requesting retention of
the highest grade held in the other service. The highest grade to which the
applicant will be approved and the timeline and sequence of events for
attaining said grade in the Marine Corps will be detailed in the acceptance
letter generated by MCRC.

5. Reenlisgtment Eligibility Criteria

a. General. COs should carefully consider applications for reenlistment
prior to submitting reenlistment requests. Waivers of eligibility
prerequisites are outlined in paragraph 6 section 1 in chapter 5 of this
Order.

b. Basic Reenlistment Prerequisites. The basic prerequisites pertain to
all Marines applying for reenlistment. The Marine must satisfy the following
prerequisites prior to effecting reenlistment:

(1} Recommended by the CO (excluding members of the IRR not currently
on AD orders) . . L

{2} Demonstrate the high standards of leadership, professional
competence, appearance, and personal behavior required to maintain the
prestige and guality standards of the Marine Corps. Marines who are guilty
of Driving Under the Influence (DUI} or Driving While Intoxicated (DWI), on
or off base, and Marines who have an incident of gubstantiated level III or
higher spouse/child abuse or neglect, have not met the personal behavior
standard.
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{3} Meet medical/dental standards as prescribed in reference (p).
Provided the Marine is otherwise ¢ualified for reenlistment, an extension may
be requested for sufficient time toc obtain treatment to meet prescribed
dental standards. TUnless otherwise stated in reference (g), HIV positive
status will not be used to deny reenlistment in the Ready Reserve.

(4) Have a current passing score on the Physical Fitness Test {(PFT),
Combat Fitness Test {CFT}, meet military appearance, and height/weight
standards as prescribed in reference (r).

{a) Prior service applicants are not required to have a completed
PFT or CFT at the time of reenlistment request.

(b) Members of an MTU are required to annually ccomplete and pass
the PFT and CFT as well as maintain MCMAP certification in accordance with
current orders and directives per reference (a).

(5} Have no incidents involving confirmed illegal use, possession,
sale, or distribution of a contrclled substance per reference (s).

{6) Not be a conscientious objector.

{7) Not be a sole surviving son/daﬁghter. However, a Marine may
waive this status per reference (t).

{8) Have no known dependency or hardship that is not temporary in
nature and that causes the Marine to be non-deployable or not available for
worldwide assignment at any time.

{9) Must not be under a CMC imposed reenlistment restriction. The
following reenlistment (RE) codes are not considered resgtrictive for
reenlistment in the MCR: RE-1A, 3N, 30, and 3V. All other reenlistment codes
will be considered on a case-by-case basis.

(10) Have no convictions by court-martial during the current contract
and extension to that contract. However, CMC (RA-RCT) retains the right to
require a CG level waiver upon any reenlistment request for a service member
with a history of a qourt martial conviction, on a case by case basis.

{11) Have no known convictions by civil authorities (foreign or
domestic) or action taken which the maximum penalty, if-the member would have
been charged under the UCMJ, would have been confinement for six months or
more, or a fine of $500 or more. If the offense isg not listed in the Manual
for Courts Martial (Table of Maximum Punishment), or is not closely related
to an offense listed there, apply the maximum punishment authorized by the
U.S. Code or the District of Columbia Code, whichever is lesser. This
restriction is only subject to the current contract and extension to that
contract.

(12} Have no more than two NJPs on current contract. However, a CG
level waiver may be required upon any reenlistment request for a member with

a service history of more than two NJPs.

{13) Have a minimum proficiency and conduct mark average of 4.0/4.0
during the current contract and extension to that contract.

{14) Have no fitness report date gap of 31 days or more within the
last five years or on the current contract, whichever period is greater.
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Guidance for correcting date gaps may be found in Appendix I of reference
(1).

(18) Have a current certified CRCR on file in the MCTFS. The CRCR
certification date cannot exceed one year from the date of RELM submission.
The RA-RCT may grant short texrm extensions to allow sufficient time to
correct the CRCR (excluding priorxr service Marineg off contract).

(16) Not have been assigned to any alcohel treatment program, per
reference (s), during the past 12 months. In these cases, Marines may
request an extension for up to 12 months to allow them to complete their
after care treatment programs and to allow the command to observe theirx
performance and conduct. The observation period begins on the date Marine
completes alcohol treatment. Career Planners must confirm the completion
date of the In/Out patient or resident treatment. This restriction does not
apply to Marines who volunteer for treatment and have no performance or
conduct problems. Failures of the alecohol treatment program are ineligible
for reenlistment.

) (17) Marines who are single parents and have custody of their
children or dual wmilitary couples with dependents are regquired to comply with
the instructions contained in reference {(u), which provides specific
reguirements for maintaining current family care plans in the event of
mobilization/deployment/TAD.

(18) Must not fall under the Lautenberg Amendment (Firearms
Prohibitions and Domestic Violence Convictions). Every domestic violence
case must be endorsed by the MSC Staff Judge Advocate. Refer to the current
directives in regards to domestic wviolence.

¢. First Term. 1In addition to the basic reenlistment prereguisites,
Marines serving on their initial enlistments, including extensions of the
initial enlistmentg, must meet the following additional prerequisites prior
to reenlistment:

(1) Must have one year or less remaining on the current contract,
including extensions of contract. This may be waived if the Marine qualifies
for an early 'reenlistment.

(2) Must be a high school graduate or alternate credential holder.

d. Career Marines. Marines who have previously reenlisted must meet
all the basic reenlistment prerequisites. BAny disqualifying factor for which
the Marine was previously granted a reenlistment waiver by RA-RCT will not,
in itself, disgqualify the Marine from reenlistment. However, such
disgualifying factors will be considered in evaluating the whole Marine.

{1) Must have one year or less remaining on their current contract,
including extensions of current contract. This may be waived if qualified
for an early reenlistment.

{2} Marines must request retirement 14 to 4 months prior to the
desired retirement date or service limits.

. (a) All Marines except AR will request transfer to the Reserve
Retired List from CMC (MMSR-5). SMCR, IRR and IMA reserve component Marines
must have sufficient contractual time to request transfer to the Reserve
Retired List once contractual time is granted by RA-RCT.
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{b) Retirement eligible AR Marines may request transfer to the
Fleet Marine Corps Reserve (FMCR) from the CMC (MMSR-2). Contractual time is
not needed for AR Marines.

(¢} Marines who have previously submitted a request for
retirement must request cancellation of their retirement orders via MMSR
prior to being given reenlistment authorization. The Marine must alsoc agree
to reenlist for a minimum period of two years from the date that retirement
orders are canceled (service limits apply). ’

e. Prior Service Prerequisites. In addition to the basic reenlistment
prerequisites, prior service applicants with continuous or broken service
must meet the following prior to reenlistment:

{1) Not be above the grade of sergeant.

{2) Must not have been discharged from the Marine Corps or MCR for
period of 3 years or more.

{3) Must have a constructive age of 32 years or less at the time of
reenlistment. See chapter 2 for definition and instructions on computing
constructive age.

(4} Have less than 20 years qualifying service.

{5} Must posgsess grade/MOS for the assigned billet or agree to attend
a course of instruction to gqualify for the required MOS.

(6) Applicants must not exceed the MCR gervice limitation policies as
stated in this Order. Waivers to the above prereguisites will be considered
on a case by case basis for those Marines who are exceptionally qualified and
possess skills or experience required by the MCR.

f. Pregnant Marines {including postpartum period). Those Marines who
were otherwise qgualified for retention prior to becoming pregnant warrant an
exception to the following reenlistment prerequisites: height/weight/body fat
standards, passing a current PFT, and be deployable worldwide. This is a
blanket exception to reenlistment prereguisites and does not require a
waiver. Reference (v) outlines proper diary entries and SRB decumentation.

6. On-Contract Waiver of Reenlistment Prerequigites

a. General

(1) Marines requesting reenlistment who do not meet basic
reenligtment prerequisites contained in this Orxder may request consideration
for a reenlistment waiver, unless the waiver is requested for a non-
wailverable preregquisite. All waiver requests will be forwarded via the chain
of command from the individual to CMC (RA-RCT).

(2) Waivers of reenlistment prerequisites are authorized only per
guidelines established by this Order. The “whole Marine” concept will be
employed to provide an objective evaluation of each waiver request. In each
cagse, the needs of the Marine Corps will take precedence. The waiver process
is not intended to be an administrative process to reenlist ungqualified
applicants. Consider the Marine'’s entire record when deciding a Marine‘s
overall potential for further service. When evaluating a Marine’'s value to
the Marine Corps, use the following criteria:
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(a) Overall performance, past and present.

(b) Individual initiative towards correcting the basis for
ineligibility.

(c) Future potential as a career Marine.
(3) The following may be waived:

(a) Court-martial conviction.

(b) Conviction by civilian authorities.

(¢) More than two nonjudicial punishments.

(d) Less than a high school graduate or alternative credential
holderx.

(e) Guilty of DUI/DWI.

(£) Substantiated Level III or higher spouse/child abuse or
neglect.

(4} Reenlistment prerequisites that will NOT be wailved are:

(a) Confirmed illegal use, possession, sale, or distribution of a
controlled substance.

{b) Conscientious objector clagsification in accordance with
reference {(w).

{c) Proficiency and conduct mark average of less than 4.0/4.0
during current enlistment, including extensions.

{d) Marine has submitted a regquest for retirement.
(e) Marine with a domestic violence incident which falls under

the purview of the Lautenberg Amendment. All potential Lautenberg cases must
be reviewed by the MSC SJA.

b. Waiver Reguest Format

(1) A NAVMC 10274 Administrative Action Form (AA Form) (Figure 5-1)
from the Marine, wvia the current retention system will include the following:

{a) Statement from the Marine addressing specific waiver request
with justification for the approval.

(b) Amount of time requested for waiver.
{2) The following enclosures will be included in the wavier package:

{a) Scanned copies of SRB pages 11, 12/Unit Punishment Book (UPB)
NAVMC 10132.

(b) In cases where unfavorable material is submitted and is not

already included in the Marine’s SRB, a statement of rebuttal will be
provided by the Marine prior to forwarding the request.
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{3} Detailed endorsement addressing the waiver request will be
submitted through the Marine’s chain of command via the current retention
system up to the first CG within that chain of command.

¢. Walver of physical standards due to wounds received in combat.
Marines who are combat wounded and subsequently found unqualified by Physical
Evaluation Board (PEB) and desire reenlistment may submit a reenlistment
request in accordance with current directives pertaining to reenlistment of
combat wounded Marines. ’ :

7. Off-Contract Waivers of Reenlistment Prerequisites

a. General

(1) Prior service applicants with broken or continuous service must
meet the reenlistment prerequisites contained in this order. In those cases
where the applicant is determined to be not qualified for reenlistment, a
request for waiver of reenlistment regquirements may be submitted unless
wailver of the appropriate reenlistment prerequisite is prcochibited. All
waiver reguests must be endorsed by Commanding General, Marine Corps
Recruiting Command or designate prior to being forwarded to RA-RCT.

(2) The RA-RCT exercises the authority to waive reenlistment
preregquisites, with the exception of those previously identified as “non-
waiverable.”

(3} The local Prior Service recruiting officer in charge may
recommend disapproval of an off-contract waiver request in those cases where
it has been determined that a reenlistment waiver is not in the best interest
of the MCR. Such action ig authorized providing an objective evaluation of
the Marine’'s case was accomplished under the “whole Marine” cencept. In each
case, the best interest of the Marine Corps will take precedence. All cases
must be forwarded to the RA-RCT for determination.

(4) The waiver process is not intended to be an administrative
process to reenlist unqualified applicants.

(5) Approval for the waiver of the reenlistment prerequisites will be
granted only to those Marines who are exceptionally gqualified and possess
critical skills or experience required by the MCR. An MOS is identified as
critical by the RA-RCT in cases where the on-hand level falls below 90% of
the staffing requirement. In those cases in which a reenlistment waiver is
required and considered in the best interest of the Marine Corps, forward the
regquest for waiver to the RA-RCT wvia the prospective chain of command.

b. Waiver Request Format

{1) A request from the Marine.

{2) A detailed reenlistment recommendation, indicating one of the
categories from paragraph 4.a(2) (a) section L in chapter 5, from the CO/I-I
of the unit to which the applicant has applied.

(3} 2 current photograph per MCO P1070.12.

(4) A certified CRCR. Ensure that an accurate statement of service

is included in the waiver request to reflect all periods of service if the
CRCR is not available. )
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(5) Copies of release or discharge documents for all periods of
previoug service including PSOS.

{6} A current resume or statement from the applicant. The applicant
should include any additional favorable material which is considered
pertinent to the request.

{7} A detailed forwarding endorsement from the regional OIC. In
addition to making a reenlistment recoumendation, the regional 0IC should
provide additional information regarding the SMCR unit’s manpower plan and
the recruiting service’s ability to support that requirement.

(8} Applicants who have prior Marine Corps service and PSOS must
include all official service records from other branches which they
previcusly served.

(9) The PSR will identify through the initial screening process all
applicants who have PSOS.

(L0) If at the time of initial screening the PSOS applicant cannot
produce either an orxiginal or official copy of hig/her military service
records from the other branch of service, the PSR will provide the appllcant
with a Standard Form 180 (Reguest Pertaining to Military Records).

{a) The applicant will send an SF180 to the Naticnal Personnel
Records Center requesting two copies of their record. The first copy will be
sent to the applicant and included in the waiver package.

(b) The second copy will be forwarded directly from the National
Personnel Records Center to:

Headguarters, United States Marine Coxrps
Manpower and Reserve Affairs (RA-RCT)
Attn: Qff Contract Waiver Chief
3280 Russell Road
Quantico, Virginia 22134-5103

c. Physical Standards. A request for waiver of physical standards may
be submitted if a military medical treatment facility determines that a
wailver of physical standards is warranted. The following medical
documentation must be submitted when requesting a waiver of physical
standards:

(1) standard Férm 2807/2808.

(2) Medical treatment records for NPQ conditicn.

(3} Follow up treatment documentation.

{4) Prior medical history.

{5) Consultations and physical evaluations.

{6) Results of medical bhoard.

(7) Bvaluations from physicians leading to medical board.

{8} Current evaluation and test results which indicate the
disqualifying condition no longer exists.
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d. Enlisted Inter-Service Transfer. Requests for enlisted inter-service
transfer into the MCR will be subwmitted to the RA-RCT for approval. Regquests
must contain the most recent enlistment/reenlistment document (DD Form 4},
Record of Military Processing-Armed Forces of the United States (DD Form
1966) and verification of the individual’s current grade and date of rank
assignment. A reguest for conditional release (DD Form 368) approval will be
included in the waiver request from the losing command.

e. Reenlistment. Prior service applicants may be reenlisted into the
MCR for a period of one, two, or three years upon approval from the RA-RCT.

f. Grade and Date of Rank. Guidelines for determination of grade and
date of rank for prior service personnel enlisting/reenlisting in the MCR are
as follows:

(1) If reemlisting in the MCR within 12 months after separation from
the Marine Corps/MCR, the applicant will be reappointed to the grade held at
the time of separation and will retain the original date of rank.

(2) If reenlisting more than 12 months but less than 3-years after
separation from the Marine Corps/MCR, the applicant will be reappointed to
the grade held at time of separation. Date of rank for corporals and below
will be constructed by crediting all prior service in grade. Date of rank
for sergeants and above will be constructed by crediting one-half of prior
service in grade.

{3} If reenlisting three years or more after separation from the
Marine Corps/MCR, the applicant will be reappointed to the grade held at time
of separation. The date of rank will be the date of reenlistment.

{4) Inter-sgervice tranafer enlistees will normally be appeointed to
the grade held at time of separation. Grade and date of rank for all
applicants will be determined under the same guidelines as a prior service
Marine.

(5) Marines who are administratively reduced in rank as a
prerequisite to reenlisting in the active component Marine Corps and
subsequently return to the MCR will be reappointed to the grade held prior to
entry on active duty. The date of rank for the reappointed grade will be the
ist day of the month in which the Marine reenlists in the Resexrve minus the
service performed in that grade prior to entry on active duty. If they are
promoted while on active duty and reenlist in the Reserve, they will retain
the grade held upon release from active duty.
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Section 2: Restrictions Affecting Further Service

1. Service Limitations

a. BService limitations in the MCR (excluding AR Marines) are based on
two criteria: gqualifying service and total federal service.

(1) A qualifying yvear (satisfactory year, or sat year} of federal
service is defined as a year of federal service qualifying for retirement
when a Reserve Marine is credited with a minimum of 50 Reserve retirement
points during an anniversary vear.

(2) Total federal service is defined as the sum of all periods of
time during which the Reserve Marine ig a member of the Armed Forces (in most
cases thig is based on PEBD).

b. All service spent as PS0S time will be considered when determining
gervice limits for applicant to the MCR.

c. The grade held determines the number of years of service authorized.
{1) The following depicts MCR service limitations by grade at the

time of reenlistment, to include the period of reenlistment/extension
contemplated:

GRADE LIMIT OF SERVICE

Cpl 8 yvears qualifying service
Sgt 13 vears qualifying service
S8gt 20 years qualifying service
GySgt 22 years qualifying service
lstSgt/MSgt 27 years qualifying service

SgtMaj /MGySgt 30 years total federal service

NOTE: "30 years total federal service", applies to all ranks as a maximum
gervice limitation. The CMC may grant additional contractual service when a
Marine applying for reenlistment or extension does not exceed the number of
total cualifying years of federal service for grade.

(2) Waivers of the service limitations detailed in paragraph 1lc (1),
above, may be granted in exceptional cases and conly where there is a critical
Marine Corps need by grade and MOS. Waivers must be requested from the RA-
RCT.

d. The service limits for AR Marines are contained in reference {x).

2. Maximum Age Limitations

a. Reenlistment/extension will not normally be approved for a period
which will result in service past the last day of the month in which the
applicant will attain age 60, except where the SNCO has more than 18
qualifying years and will not become eligible for transfer to the Reserve
Retired List prior to attaining age 60.

b. In accordance with reference (o), additional service for Marines who

meet the requirements of paragraph 1 above may be authorized to the first day
of the month following the Marine's 62nd birthday.
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Section 3: Extension of Enlistment

1. Voluntary Extensions of Enlistment

a. General. vVoluntary extensions of enlistment are executed in monthly
increments and are not approved for a period greater than 23 months for each
extension. Marines cannot exceed 48 months of extensions on each contract
per section 509 of reference (y).

b. Purpose. Extensions are intended to provide sufficient obligated
service to allow a Marine to serve a tour of specified length. They are not
to be used in lieu of reenlistment. The following are examples where
extensions may be warranted:

{1) To obtain sufficient obligated service upon graduation f£rom MOS
producing school.

{2) To obtain sufficient service to participate in specific
exercises, operations, or unit deployments.

{3) To qualify for reenlistment/transition.

{4) To qualify for transfer to the FMCR or Reserve Retired List (RRL)
for retirement. Request for transfer must be submitted not less than four
months and not more than 14 months from RECC/EAS. Marines must submit their
request to CMC {(MMSR) .

(5) A Marine who is pregnant, or whose wife is pregnant may request
an extension to receive medical benefits, provided his/her service has been
satisfactory and their services can be effectively used. If the Marine’s
service cannot be used locally, the commanding officer shall forward the
request to the RA-RCT with the appropriate recommendations. To gqualify for
this extension, the pregnant Marine, or wife, must be scheduled to deliver
after the Marine’s EAS. This is only applicable to AR Marines or pregnant
Marines cn active duty orders per reference (v).

(6) A Marine who has been assigned and successfully completed in/out
patient or resident treatment of the Substance Abuse Program may regquest an
extension to allow up to a 12 month observation period for performance and
conduct. The obgervation period begins on the date the Marine completes
treatment.

{7} To gain sufficient obligated service to qualify for a specific
assignment or for valid humanitarian purposes.

2. Extension Authority

a. Commandant of the Marine Coxps. The CMC (RA-RCT) exercises final
authority on all requests for extensions. Refer to chapter 5, section 4 of
this Order for instructions on forwarding requests and additional processing
requirements.

(1) Extended Active Duty (EAD) recruiters will submit reguests for
extension to RA-RCT wvia their recruiting district CO/0IC.

(2) Marines requesting accession with the AR program must be
qualified for a 36-month Reserve obligation prior to submission of an
accession package or request a reenlistment or extension to meet the 36 month
requirement.
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{3) AR Marines accepted for career designation will have their EAS
extended to match their Reserve ECC.

b. Local Command Authority. Provided the authorized term of extension
does not result in total service beyond service limitations explained in
chapter 5 section 2 paragraph lc (1), or exceed 48 months of total extensions
on a contract explained in chapter 5 section 3 paragraph la, and if otherwise
eligible, commanders may approve the following short term extensions of
enlistment for: ’

(1) Three months, on a one-time basis per contract for SMCR/IRR/IMA
Marines to await a response from HQMC on a submitted RELM reguest.

(2) One month on a one-time basis per contract for AR Marines to
await response from HQMC on a submitted RELM request.

{(3) Three months following a fit for duty determination (see chapter
5 section 3 paragraph 4 of this Order for additional guidance).

{4) Marines selected for promotion to Gunnery Sergeant and above who
have completed at least 18 satisfactory years (SMCR, IRR, IMA component), may
be extended up to 23 months to meet obligated service requirements for
promotion under the provisions of reference (z). In no case is a local
command authorized to extend a Regerve Marine past 30 years of total service
without approval from RA-RCT. Extension cannot exceed 23 months. (This does
not apply to AR Marines).

(5) Two months following the removal of a Convenience Qf Government
Legal or Convenience Of Government Involuntary (COFGL/COFGL) hold.

c. Prior Service Recruiter (PSR}). PSRs are authorized to execute up to
a 12 month extension of current enlistment contract for IRR Marines on a
current MCR contract who joln an SMCR unit. This authority is contingent on
current directives, and compliance with the following conditions:

(1) Meets all reenlistment prerequisites per chapter 5 section 1
paragraph 5 of this manual. :

(2) The Marine’s new Reserve ECC cannot be more than one year after
the date they join an SMCR unit.

(3) The term of extension does not result in total service beyond
gervice limitation.

{4) The total of multiple extensions does not exceed a total of 48
months on current contract.

3. Involuntary Extensions of Enligtment

a. BAn involuntary extension is defined as the retention of a Marine
beyond the normal date of expiration of enlistment. In such cases, the date
of expiration of enlistment is postponed for either a definite or an
indefinite period by Headquarters Marine Corps.

b. Report the involuntary extension on the unit diary.

¢. Occasions for involuntary extension are found in reference (b}.
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4. Enlisted Marines Undexrgoing Medical Treatment

a. Disease or injury incurred while in the line of duty.

{1) Reserve Marines, to include AR, serving on active duty for a
period of 30 days or more, whose Reserve ECC is due to expire while receiving
treatment for a disease or injury incurred while in the line of duty, will be
retained on active duty in the MCR in a medical hold status Convenience of
the Government Medical (COFGM) until found f£it for release from active duty
or pending final determination through the Disability Evaluation System
(DES). A page 11 entry must be done and signed by the Marine stating the
following:

"I understand that while on active duty orders I was injured and put on
administrative hold at the Convenience of the Government Medical (COFGM). I
agree to remain on active duty to receive care for my injury/illness I
incurred/aggravated while on active duty. My current RECC is YYYYMMMDD and
will be administratively adjusted to reflect the COFGM.” )

Signature of Marine:

: (2) Reserve Marines subsequently found physically fit for duty by the
Physical Evaluation Board {(PEB) and CMC(MMSR-4) may be extended in the MCR,
with the Marine's consent, for a period of three months beyond the date found
fit for release from AD unless the total term of voluntary extensions exceeds
48-months. This will provide sufficient time for a request for additional
service,

(3) If the Marine elects to remain in the MCR, a page 1l entry must
be prepared simultaneously with the submission of the three month extension
request stating the following:

“I, (SNM), was administratively held in a COFGM status for the period
© YYYYMMDD to YYYYMMDD.” (This reflects number of days Marine served beycnd
RECC) .

Signature of Marine:

(4) Reserve Marines subsequently NOT found physically fit for duty by
the PEB and CMC (MMSR-4), will be processed for discharge/separation in
accordance with reference (m). The following page 11 entry will be
completed:

*I, (SNM), was administratively held in a COFGM gtatus for the period
YYYYMMDD to YYYYMMDD.* (This reflects number of days served beyond the
Marine’s RECC to the separation/discharge date).

Signature of Marine:

b. Reserve Marines authorized Line 0f Duty (LOD) Benefits for an injury
incurred while serving on a period of active duty of less than 30 days, while
performing Inactive Duty Training (IDT), or while previously activated and
elected deactivation in lieu of medical hold, will be invcocluntarily extended
in the MCR pending resolution of the disqualifying physical condition or
until final determination of the DES.

c. Disease or Injury Incurred While Not in Line of Duty, or Through
‘Misconduct. If the disease or injury is incurred while not in the line of

duty, or is the result of the Marine's misconduct, the Marine may not be
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extended under the provisions of section 3 paragraph 4a. However, RA-RCT may
grant additicnal service not to exceed six months frxrom date disease/injury
was incurred. Follow provisions set forth in the reference (a} for
additional guidance. If determined by a medical board that the Marine is not
physically £it for service or reenlistment, and the report of the medical
board is approved by the approprlate authority, the Marine will normally be
discharged per reference (o).

5. Enlisted Marines Pending Legal Action. Marines, to include AR, pending
legal action whese RECC is within 30 days may request an extension until
determination of legal proceeding. After legal determination, a reenlistment
request may be submitted if released from pending legal action.

6. Cancellation of Voluntary Extension Agreement

a. Cancellation of voluntary extensions of enlistment is not authorized
on or after the effective date. Separation of Marines in these cases may be
accomplished only by discharge or transfer to the Reserve Retired List or
FMCR. Requests for separation of Marines due to erroneocus extensions of
enlistment which are in effect must be submitted to the CMC (MMSR) per
reference (o).

b. Commanders are authorized to cancel an extension of enlistment prior
to its effective date under the following circumstances:

(1} When the Marine's performance of duty warrants cancellation. In
this instance, assignment of reenlistment eligibility code RE-4 1s required.

(2) Due to unsatisfactory participation, as defined by reference (o).

(3) When the Marine's physical condition so warrants. This includes
assignment to weight control, limited duty, or Not Physically Qualified (WPQ)
status.

{4) When the Marine's SRB is closed out because of desertion.

{5) When a Marine has extended the enlistment for a specific benefit
shown on the extension agreement, but failed or did not receive the benefit.

{6) When Marines under their own accord become unqualified for any
incentive granted in conjunction with the extengion.

¢. When canceling the agreement to extend enlistment before the
effective date, write the word “canceled” and state the reason for canceling
the extension on the NAVMC 321A. Place the canceled extension agreement on
the document side of the SRB. Report the cancellation on the unit diary. pex
reference (b}.

d. Cancellation of an extension agreement is not a bar to the execution
of another extension agreement, provided the individual is eligible.

e. In cases not fully covered by this chapter, submit requests to cancel
extensions prior to the effective date to the RA-RCT for f£inal determination.

£. All cancelled extensions will be reported to the RA-RCT, via the
Marine’s chain of command through MFR.
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Section 4: Administrative Procedures

1. Submissicn of Requests. Reguests for reenlistment/extension should not
be submitted earlier than 12 months and no later than three months prior to
the current RECC/EAS. Requests will be initiated with NAVMC 11537A. (See
Figure C-1). For exceptions see Chapter 5, Section 1 paragraph 2a.

a. The CP ig the primary means by which Marines request additional
contractual time.

b. All requests with any enclosures forwarded for consideration will
comply with For Official Use Only (FOUO}, reference (aa).

c. CPs will ensure all Marines meet the administrative criteria and
reenlistment prerequisites contained in Sectiomns 1, 2, and 3 of this chapter.

d. Enter the appropriate administrative remarks entries on page 11 of
the Marine's SRB. It is imperative that the required entries and the
circumstances surrounding the entries are explicitly clear to the Marine
prior to signature. Refer to paragraph 9 section 4 of this chapter.

e. Forward requests for reemlistment or extension to the RA-RCT via the
current retention gystem.

f. CPs desiring to check on the status of a reenlistment/extension
request, should allow 30 working days following receipt by the RA-RCT. After
30 working days, ingquiries should be directed to the RA-RCT.

2. Total Force Retention System. TFRS provides automated support for the
Marine Corps enlisted career development and retention programs. Authorized
users submit RELM requests and receive responses via the internet.

a. TFRS automatically generates an error message when a user violates
required data entry procedures. The user corrects the RELM based on the type
of error the system indicates.

b. The Retention System draws information from Operational Data Store
Enterprise (ODSE) and may not be current due to delayed unit diary reporting.
The CP remarks section is provided for the CP to correspond with RA-RCT and
add pertinent information relative to each RELM. Required entries entered by
the CP are as follows:

(1) Command CP, rank, name, unit, phone number, and email address.

7 (2) Marine who creates the RELM; rank, name, unit, phone number, and
email address {(required when the Career Planner and Marine creating the RELM
are not the same person).

(3) Marine’s most recent PFT and CFT (date taken/score/class}. If
the information in MCTFS is not accurate, documentation must be attached to
RELM.

{4} SRIP eligibility.

(5) Any waivers of reenlistment prerequisites. Information required

for waiver consilideration will be scanned and attached to the RELM, prior to
consideration by the RA-RCT. :
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(6) Rl1l previous naval messages or RELM requests within the past 12
montha. If no previous requests have been submitted in the past 12 months,
enter “No previous request”.

(7) Any additional pertinent information not covered by specific
ingtructions. The entries made in the CP comments block become an official
entry on an official document.

(8) The Major Subordinate Command (MSC) SNCOIC.

¢. All requests must contain a recommendation and certification from the
Commanding Officer. The certification section must include the following
minimum entries:

{1} Rank.

{2} Name.

(3} Unit.

{4) Title (i.e. Commanding Officer, Acting).

(5} Phone number.

(6} Body fat % verification, if regquired.

(7) Recommendation.

(8) Any additional information the CO wants considered by CMC (RA-
RCT) .

{2) Email address.

d. Special Instructions

(1) Host commands shall provide support (internet access) for
deploved units.

(2) Contact RA-RCT for the current Retention System web site internet
address.

{3) Retention System access is controlled by the CMC. MSC CP SNCOICs
will assign Retention System accounts to CPs under theilr scope.

(4) Career Planners are required to thoroughly screen each Marine
prior to creating a RELM. Screening consists of appropriate interviews,
reviewing the Service Record Book (SRB), RELM data, MCTFS, and the MMSB
website. Proper screening ensures the Marine meets reenlistment
prerequisites. Contact RA-RCT to regquest modification of RELM.

{5) The reference .number on the answered RELM is the authority to be
entered on the DD Form-4 or NAVMC 321A. (Annotate on the NAVMC 321A RA-RCT's
reason authority was granted; see Figure 5-2).

(6} Scan and attach all reguired documentatiomn. These records, and

any other related documentation, are required to assist RA-RCT in making an
informed decision.
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(7) Status checks: The Retention System provides a real time status
of each RELM. The “Next to see” column is the status of the RELM. CPs must
monitor the “Next to see” column constantly in order to follow progress of
each RELM. Contact the CP SNCOIC if time becomes a detrimental factor for a
particular RELM. The SNCOIC may contact the appropriate CP Liaison for
assistance.

(8) Acknowledge a RELM only when the Marine executes the authority.
Authority remaing effective until the no later than (NLT) date provided on
the RELM. A RELM Authority, which has exceeded the NLT date is no longer
valid and will be revcked. Enter the date declined if a Marine is not
willing to accept the RELM Authority.

{9) All RELM responses require cne of the following CP actions:

(a) Approved for extension: Acknowledge the RELM once extension
is executed. ({Date entry is regquired)

(b) Approved for reenlistment: Acknowledge the RELM once
reenlistment is executed. (Date entry is reguired)

(c) Approved for Lateral Move without time: Acknowledge the RELM
in accordance with the authority and upon the Marine’s committing to the
lateral move.

(d) Disapproved RELM: CP must acknowledge the disapproved RELM
to complete the process. The former request is archived. The RELM must be
archived prior tc a subsequent submission for the same Marine.

{e) Revoked RELM: Inform the Marine and CO of the revocation,
and acknowledge the RELM.

3. Message Format. The following message format should be used when
submitting reenlistment or extension requests by message.

SUBMITTING COMMAND

CMC WASHINGTON DC//RA-RCT _//

INFO CHAIN OF COMMAND//PERSO/CP//
UNCLAS //N0Llo40//

SUBJ/REENL/EXTENL (AS APPROPRIATE)//

MSGID/GENADMIN//

REF/A/DOC/RA-RCT //

REF/B/RA-RCT / //

NARR/REF (A} CNTN SM'S REENL REQ. REF (B} IS MCO 1040R.35.//
RMKS/

1. THE FOLLOWING INFO IS PROVIDED:
LAST NAME, FIRST NAME, MI
LAST 4 SSN/MOS (S)
GRADE/DOR
ORGANIZATION/MCC XXX
TYPE REQUEST (REENL OR EXTENL)
-REENL NUMBER: XXX (18T, 2D, 3D, ETC, OR N/A)
{TERM REENL/EXTENL XX MONTHS, (TERM/EFF DATE CURR CONT) X YRS
EXECD X EXTENL, TOTALING XX MONTHS ON CURR CONT
EAS/RECC: XXXX¥XX, INTENDED REENL {(OR EXTENL) DATE: XXXXXX
NUMBER OF DEPENDENTS :
SECURITY CLEARANCE _
L. PFT XZXXXX (SCORE/1CL, 2CL, 3CL, OR FAIL) DATE TESTED: XXXXX DOB:
AXXXXX//

RgHIZIO@WEBOOQWE Y

5-19 Enclosure (1)



MCO 1040R.35
2 May 2011

HEIGHT: XX (INCHES), WEIGHT: X¥XXX (POUNDS} '

CO CERTIFIES MARINE MEETS PRESCRIBED HEIGHT/WEIGHT STANDARDS
DATE REENL PHYS COMPLETED (OR SCHEDULED)

SRIP ELIGIBLE: YES/NO.

YEARS OF QUALIFYING SERVICE: XXXX/XXXX/XXXX

{(M: (NUMBER, TYPE{S) DATE{(S) OF {COURT-MARTIAL) X, XXX, XXXXX
NONJUDICIAL PUNISHMENT (NJP): (NUMBER, ARTICLE(S) VIOLATED,

. CIV CONV: (NUMBER TYPE(S), DATE(S) OF CIVILIAN CONVICTION(S) AS
REQUIRED, XXXXXX (OR N/A) .

U. PROFICIENCY/CONDUCT (PRO/CON: (AVERAGE X.X/¥.X (OR N/A FOR SSGTS AND
ABCOVE, FOR SGTS WITH LESS THAN 2 YEARS IN GRADE, PRCOVIDE DUR CURR ENL AVERAGE
PRO/CON MARKS AS CPL) (DATE CG WAIVER GRANTED) CG WAIVER: XXXXXX (IF APPL).

V. EDUC COMPL: XX YRS XXXX¥X (IF APPL).

W. GT SCORE: XXX, DATE TESTED: XXXXX, TYPE TEST: XXXXXX (ASVAB, ASVAB
14A, AFQT, ETC). XXXXXX (IF APPL) (LIST ALL OTHER COMPOSITE SCORES IF
RETESTED WITHIN THE LAST YEAR) MM: XX CL: XXX, EL: XXX. INCLUDE DLAB CR
EDPT SCORES, IF APPL)

X. CO'S RECOMMENDATION FOR REENLISTMENT

Y. RETENTION REPRESENTATIVES NAME AND DSN/COMMERCIAL PHONE NO.

Z. YOU MAY INCLUDE MISCELLANEQUS REMARKS IN THIS PARAGRAPH

HndO ™o = =2

NOTES: {1} ON ALL LINES NOT APPLICABELE INDICATE N/A.
{2) INDICATE ALL DATES USING SIX-DIGIT FORMAT {YYMMDD-871110).
{3) WHERE X'S ARE INDICATED, FILL IN A NUMBER OR LETTER.//

4. Enlistment/Reenlistment Document - Armed Forces of the United States (DD
FORM 4). Refer to reference (1} which outlines preparation instructions of
the DD Form 4 (Figure 5-3).

a. Remarks Section. The following additional entries will be included
in the remarks section. All entries will be upper case. ‘

(1) The reference number on the answered RELM is the authority that
should be referenced on the DD Form 4.

(2) REENLISTED FOR THE FOLLOWING INCENTIVES: XXXXX” {ex. SRIP).
Type NONE if not applicable.

(3) "I HAVE BEEN BRIEFED AND UNDERSTAND THE HOMOSEXUAL CONDUCT
POLICY, per {cite current directives on homosexual conduct).”

(4) “I DO/DO NOT DESIRE PAYMENT OF MY LUMP-SUM LEAVE."

5. USMC Certificate of Reenlistment (NAVMC 8064)

a. The United States Marine Corps Certificate of Reenligtment, {(Figure
5-4), should be presented to all standard re-enlistees in the MCR on the date
the cath is administered at an appropriate ceremony.

b. Prepare this certificate as shown in Figure 5-4. Where possible,
"provide distinctive lettering. Commands not having this capability should
use a standard typewriter.

¢. Requisition the Certificate of Reenlistment, NAVMC 8064, PCN 104
012087 00, per reference {ab).

6. Honorable Discharge -Certificate (DD FORM 256 MC). Present the Honorable
Discharge Certificate on the date you administer the oath of enlistment.
Reference (o} outlines procedures for administering the cath of enlistment
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and for completing the certificate. (Note: This certificate is only awarded
after Expiration of Service (E0S)}.

7. Reenlistment Ceremony. Reenlistment is a major event in the career of an
enlisted Marine. An appropriate, meaningful ceremony should be held to
recognize of the high quality of performance attested to by the
recommendation for reenlistment. Every attempt will be made to honor the
Marine’s desire regarding time and location of the ceremony; family, special
guests, fellow Marines to be invited, and a particular officer to administer
the oath.

a. Oath of Enlistment. With the proper authority, the ocath of
enlistment may be administered by any Commissioned Officer (CWO2 or higher)
in a Active, Reserve, or Retired status in the U.S. Armed Forces.

b. Photographs and Media Release. Photographic coverage of the ceremony
should be provided and copies of the prints presented to the Marine. Press
releases may be forwarded to station, hometown, and local newspapers.

c. Other Recognition. Commanders should personalize the occasion with
other recognition as appropriate.

(1) SPOUSE CERTIFICATE QF APPRECIATION (NAVMC 11335}. At the
‘digcretion of the individual Marine, prepare the form and present to the
Marine’s spouse during the reenlistment ceremony.

{2) At the commander’s discretion the reenlistee may be granted a
social gathering after the ceremeny and/or special liberty/leave in
accordance with reference (ac).

8. TUSMC Agreement to Extend Enlistment (1133) (NAVMC 3213)

a. The Agreement to Extend Enlistment (1133) (NAVMC 321A), (Figure 5-2
on page 5-26), is the basic document used to execute voluntary extensions of
enlistment. Do not use the agreement to extend a Marine’s EAS for periods of
ADOS or mobilization orders.

b. Execute the agreement prior to or on the date of expiration of
enlistment or induction. Extensions may be executed ONLY after RECC when the
Marine is serving per paragraph 3 section 3 of this chapter.

¢. Report the execution of the agreement to extend enlistmeﬁt on the
unit diary per reference (b).

d. When the extension becomes effective for Reserve Marines on Active
Duty in excess of 30 daye (including AR Marineg), take the following action.

(1) If this is the first extension to a contract the Career Planner
will provide the Marine the opportunity to make an election of whether or not
to receive payment of lump sum leave.

(a) On the extension of enlistment, the Marine must elect whether
to receive payment of Lump-Sum Leave (LSL).

1. Career Planner Responsibilities. If the extension becomes
effective within 30 days and the Marine desires not to sell back leave, the
Career Planner will include the statement, *I Do Not desire payment of my
lump sum leave”, to Item 12.
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2. Local Administrative Section Responsibilities. The local
administrative section will finalize the document with the Marine’'s election
of payment of lump sum leave in the case that a Marine signs an extension
agreement more than 30 days from its effective date.

(2) If the Marine has an advance leave balance on the effective date
of extension which does not exceed the extension's potential leave accrual or
30 days (EAD, AR, ADOS) (whichever is less), elects not to convert the
advance leave balance to excess leave, and the Marine elects to carry forward
the advance leave balance to the new period of service, the following
statement will be entered on line 12 of the extension agreement: "I elect to
carry my entire advance leave balance forward to my new period of service.™

(3) Advise Marines that advance leave not carried forward is charged
as excess leave and results in pay account deduction. For additicnal
- guidance refer to DOD Financial Management Regulation Veolume 72, Chapter 35.

e. Detailed Instructions. Prepare the NAVMC 321A in duplicate. See
Figure 5-2. Both the original and duplicate will bear original signatures.
Any erasures ox corrections are not permitted and will require a complete
retyping of the form. All dates will be in 8-digit DOD format (YYYYMMDD) .
All typed text will be in capital letters.

{1) Item 1. Enter full last name, Ffirst name, and middle name(s).
This should be the same as item No. 1 on the enlistment/reenlistment
document .

{2) Item 2. Enter the individual's abbreviated grade (S8gt, GySgt,
etc.}) per reference (m).

{3) Item 3. Enter the nine-digit SSN of the individual. Example:
123-45-6789.

{4) Item 4. Place an "X" in the appropriate component block.

{(5) Item 5. Enter the date current enlistment commenced and show its
term both by word and figure. (Ex. twelve, 12)

{6) Item 6. Enter the date current extension of enlistment
commenced, and show its term both by word and figure. TUse only if the Marine
is on a voluntary extension of enlistment and is extending for an additional
pericd otherwise leave blank.

(7) Item 7. Enter date of expiration of current enlistment or
extension. Place an "X" in the appropriate box. Enter by word the number of
this extension or enlistment after the date; i.e., whether it is the first,
second, third, etc. (count only Marine Corps emnlistment contracts).
Involuntary and cancelled extensions are not considered for this entry.

(8) Item 8. Enter, by word, the number of days lost during current
enlistment or extension that must be made good prior to commencing this
extension. If there are none, write “ZERO".

{9) Item 9. Enter the date this extension will commence.

(10) Item 10. Enter, by word and figure, the term of this extension.

(11) Item 11. Enter, by word, the number of this extension; i.e.,
whether it is the first, second, third, etc. Involuntary extensions are not
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to be considered for purposes of this entry nor are those extensions canceled
as listed in paragraph 6 section 3 of -this chapter.

{12} Item 12. C(Cite the reason for granting the extension. Enter in
specific terms the reason for the extension. Do not simply enter the word
"none." The following are examples of appropriate entries:

(a) "To complete a course of instruction."

(b) "To complete an assignment, exercise, project, ADT, etc."
(¢) "To qualify for transfer to the Reserve Retired List."

(d) "For humanitarian reasons."

(e} "To meet minimum obligated service for promotion.®

(£) "To qualify for the Montgomery GI Bill (of SRIP) Program."
(g) "To have sufficient obligated service to accept AR orders."

(h) “To gualify for Reenlistment.”

(13) Item 13 through 15. Self-explanatory.

(14) Item 16. The Marine extending will sign their full name here.
Both the original and duplicate will bear original signatures.

(15) Item 17. The agreement will normally be sworn to before the
Marine's commander or such other officer of the command as may be designated.
However, when this is impractical and no other officer is available to
administer caths, the agreement may be sworn to before any retired or active
commissioned officer of any component (including Reserve) of the Armed Forces
of the United States. Both the original and duplicate will bear the original
signature of the officer or official.

Note: The date in this item cannot be later than the date entered in item 7,
except as provided in chapter 5, Section 3, paragraph 3. Enter organization
and/or station.

(16) Item 18. Item is self explanatory.

f. Disposition of the Completed NAVMC 321A. The original will be filed
in the service record book on top of the enlistment contract and the
duplicate will be forwarded to the CMC {MMSE-20). One additional copy will
be made and filed in the Individual Reenlistment Extension (IRE) foldexr. The
back of the original and duplicate will have the name, unit, and signature of
the preparer (Figure 5-2}.

9, Required Service Record Book Entries. Make the following page 11 entry
when Marines are not recommended or recommended but not eligible for
reenlistment:

" (Date). I have been informed by my Commanding Officer this date that I
am (not recommended or recommended but not eligible) for reenlistment,
becaugse of (state reason) and that I will be agsigned a reenlistment code of
(RE-1B, RE-1C, RE-4 , or RE-3 ) upon separation."”
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10. Unit Diary Reporting. Reenlistment, extension, not recommended/not
eligible for reenligtment, and RE code reporting reguirements are contained
in reference (b) (Figure 5-3).
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ADMINISTRATIVE ACTION {5216) 1. ACTION NO. 2. SSICIFILENOC.
NAVMC 10274 (REV, 3.93) (EF] 1000
Previous editions will be used 3. DATE
SN: (108-LF-083-3200 U/l: PADS OF 100 201103 31
T TROM (araae, Name, bb!ﬂ, Hﬁg', or LU, Pars, U, etc.)
SSGT MARINE. L M. XXX-XX-123472111 USMC 5. ORGANIZATION AND STATION (Complete address)
UNIT NAME
[UNIT ADDRESS
G. VIA {Asrequired) (UNIT CITY. ST ZIP
COMMANDING OFFICER,
7. 8. NATURE OF ACTION/SUBJECT
i [WATVER OF SERVICE LIMITS OR
. ITE FOR
COMMANDANT OF THE MARINE CORPS TS TMENT PREREQUIS
CODE: (RA-RCT)
TO: 3280 RUSSELL RD
QUANTICO VA 22134 9. COPY TO (As requited)
AS REQUIRED
16. REFERENCE OR AUTHORITY {if applicable) 11. ENCLOSURES (if any)
MCO 1040R.35 RESERVE CAREER PLANNING AND
RETENTION MANUAL (1) CERTIFIED TRUE COPIES OF PG 115

(2) CERTIFIED TRUE COPIES OF PG 128
(3) CERTIFIED TRUE COPIES OF UPB PGS
(4) CHAIN OF COMMAND ENDORSEMENTS

12, SUPPLEMENTAL INFORMATION {Reduce to minimum wording - type name of orgirator and sign 3 lines below text)

1. Perthe reference I am requesting a waiver (of reenlistment prerequisite or service limitations) for period of XX months (for specific
reason with justification for decision), I'will be filling T/O and line mmnber

I. M. MARINE

13. PROCESSING ACTION. (Complete processing action in item 12 or on reverse. Endorse by rubber stamp where practicable.)

BRIVACY ACT STATEMENT

The Privacy Act Statement for information on this form is contained on NAVIC form 11000, Adobe 8.0
PrivacyAct Statement for Marine Cormps Personne! and Pay Records. -

Figure 5-1.--Administrative Action Form Requesting Waiver (NAVMC 10274)
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AGREEMENT TO EXYEND ENLISTMENT
NAVIIC 3214 (REV. (7.00) (EC}

PRIVAGCY ACT STATEMENT .

In accordance wilh the Privacy Act of $974 (Pubic Law 93-579), this nofice iafarms you of the purpose
for colection of information on this form. Please tead it before complsting the form.

- —————

AUTHORITY: 10U.5.C. 80113, Sacrelary of the Navy; 10 11.8,C. 5041, Headquaiers, Marine Conps;
and .0, 9397 (SON].

. PRINCIPAL PURPOSE: Information collaglad by this form will be vsed 1o recond extensions of entistaant
liitg the 1.8, Arfied Forces. Thls informaltian becomes a permanent part of the subject's mifitary personnel
recoris which are nsed 1o document protmotion, reassignment, training, medicad support, and othar persenne!

management actions. The purpose of sokciiing the SSM s lor posilive identiication. The information
eollectad on itis formwill ba fifed within a Pevacy Act Systems of Records colfection govemnad by Privacy
Act Bystern of Records Notine MOT070-6 which can be downloaded at

b i (o ot G.shimi,

RETENTION 4ND SAFEGUARDS: The coliectzd information wiil e makntdined In a database wilh resincled,
fimited access by persorina) authorized fo ageass this infermation. The database is probected by password,
unique user IDs, and applica ble lxyars of securily sccess within applications. Recerds in dhis file syatemn wil
only be retriavad by name andior social securily number.

RGUTINE USES; This form becomes a permanent part of the Sanvice Membars's Enlisted Master File snd
Field Personnel File,  All uses of This form are infemal to the relevant senvice,

DISCLOSURE: Voluntary. Howaver, frilne to fumish personally identifiable Information may nagals
the Spplication.

Figure 5-2.--Agreement to Extend Enlistment (1133) (NAVMC 321A)
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AGREEMENT TO EXTEND ENLISTMENT
BAVMC 321A{REY. O7-019) (EF)
FOUD ~Privacy Semeiiva whan fledin,

1. WAME {Last, First, Migdie) 2 GRADE {3, &GN 42, COMPOHENT
MARINE JOHNMY BEE 50T L234567E) O usme [ usMcr
5, CORRENT EHLY TMENT B. CURRENT EXTEMSIOH 7. CURRENT
EX] EHLISTIVENT EXTENSION
COMMENGED 2000321 COMMENCED 08031 ENLSTI ] xgensn
FORFORTY-EIGHT,  MONTHS 43 MOMTHS [rgr TWELVE ... banThs "2 aormis |one 20090320 FIRST
vy ) mirdk g URDICATE, ARYT, SECORGT
3 TIMELOST TO 8 MADE | 9, EFFECTIVE DATE 10, TERM THIG: EXTENSION T, YOLUNTARY EXTEHSION OF
Gooe THIS EXTENSION CLRRENT ENLESTMENT
ZERD GaTd 20060321 mm MONTHS,_LZ, MOMTHS. SECOND
s T o —
W2, Speciic reason for peanciag; (inche da CAKS AuhDTG o PARntEF] ‘
REASON: © *
AUTHORITY:
LSL OPTION (1sx Exx):
phcabie if indidual IR exteod luntlum nius chonl) | widecstard thad We sxdensian of enictomend will ot be fee] i1 the
m !parn dmp;udﬁ'om [ mrsednzah iyt lac am pl:alnr‘m}t nmmd:d nnmyp:d. " ™

14. | rache st et -pnce: WG wxie naion o sIWSLENt a5 hecome lulfa-nmne imnm becacodied foramy reasen. Also, | inderstsnd extension of
ment noraaty Counz @1 arsdisio i e $irvice i SRER caku

15, | understond thal undar Lhe [ o il s extamslon apreamart | vl continue o ba cuisct ko alltha penviglang and obigatisns. of wuy Qnkstnan
conlbract forthe perigd of Bhe sxtansdon.

161 CERTIFY |hx) ko tha besi oF pyy kaowindgas srd bedell | gy ﬁspnm aless o Rinesd,

ﬁ%@ “ﬂiama

SIENATURE

TRt o

"7, Subscribett ool Swarn Dakare me g (W% § ﬁay AL, 2008

- (Sae Ingrucions Grilsms 17]
SIGNATURE OF ADMNISTERNG OFFICER OFFICIAL: Fred W. Dirt Capt, USMC J U 4[21_“'
(2 a1 &8Tene of bye Kempd Foress, Ak 1k and mrﬁui

ORGANZATICN AND STATION:  §gt 13N 5t MAR IOX 555453 CPER CA 92053 5433
18 Service Reprosohlalive.

FREPARED BY: MU TON BRADLEY RAMES: 50T

ORGANATION AND ST.!'\TDN {se BN $th MAR BOX, 555453 CPENCA 91055 S35
SERVICE REPRESENTATIVE SIGNATURE WM@&M’%} i
FOR OFFICIAL USE ONLY. Adobe Deslgner 8.0

Figure 5-2.--Agreement to Extend Enlistment (1133) (NAVMC 321A) (Continued)
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2 [soniains Tis

ENLISTMENT/REENLISTMENT DOCUMENT

ARMED FORCES OF THE UNITED STATES
PRIVACY ACT STATEMENT
AUTHORITY: § U.S.C. 3331 10 U.S.C. 113, 138,502, 604, 505, 538, 507, £08, BDD, £10, 513, 513, 518, 518, 618, 672, 78, 2107, 21073, 3253,
3259, 3262, 5540, B252, 9253, 8257, 6253, 12102, 12103, 12104, 12105, 12108, 12107, 12105, 12301, 12302, 12204, 12305 124D5; 14 USC 351,
B32: 32 U.S.C. 304, 202, 308, 304; and Exeautive Order £397, Movember 1643 [SSN}.

PRINCIPAL PURPOSE(S): To record enlistment or peenlictment iio the U8, Anred Forces. This infermation baeomes & pari of e subje.rs
military personnel records which are ussd o c'cmmenipmmctm reassignmant, irarEng, Medical support, ard othes personnst management
anEans. The purpose of solicifng tha SSN is for positve identifaatian,

RQUTINE USE(8}: This form beeomes a pari of the Senvice’s Enlisted Master File and Fied Parsonnd File, A2 uges of the form are Intemal ta the
relzvan: Senice.

DESCLOSURE: Vcluntary; howsver, fxlune o fumish pérsona! ideraification informaton may nagals the enlistmentiresnlistrent application.
A. ENLISTEE/REENLISTEE IDENTIFICATIONM DATA

1. NAME fLask Frst, Middie) ' 2. SOCIAL SZCURTY NUNBER

MARINE JONNY BEE i1t 123-45-679%
3. HOME OF RECORD (Stra=t. Gy, Commty, Sizte, Goemity, 2P Gods) | 4. PLACE OF EXSIMERTREENLISTMENT (1AL [navation, Gy, Sate)
2008 ELLIOT ROAD 15T BN 5TH MAR BOX 555453

GUANTICO VA 22134-5030 CAMP PENDLETON CA
