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MARINE CORPS ORDER 1800.10

From: Commandant of the Marine Corps
To: Distribution List

Subj: MARINE CORPS RETIRED ACTIVITIES OFFICE (RAO)

Ref: (&) SECNAVINST 5420.169J
(b) NAVNMC 2925
(c) MCO P1700.24B
(d) 37 U.S.C. 908

Encl: (1) Sample NSPS Position Description
(2) Sample Letter of Appointment Retired Activities
Office Volunteer
(3) Sample Retired Activities Office Volunteer
Statement of Understanding
(4) Sample Conduct of an Annual Retiree Appreciation Day
(5) Survivor Benefit Plan Counseling Policy

1. Situation. The Deputy Commandant, Manpower and Reserve
Affairs (M&RA), through the Retired Activities Section (MMSR-6),
is the Marine Corps agency supporting retired Marines, their
families and annuitant survivors. MMSR-6 represents the Marine
Corps at the Department of the Navy (DON), Department of Defense
(DoD) and Congressional levels to implement laws and regulations
supporting the retired community. Delivery of services at the
installation level has been almost entirely based on a volunteer
program as described in the references. On 27 August 2008 the
Commandant of the Marine Corps directed professionalization of
retired services delivered at the local level, through the
creation of National Security Personnel System (NSPS) Retired
Activities Office Coordinators (RAOC), to better serve all
Marines and their families; active duty, reserve and retired.

2. Mission. Implement and manage Marine Corps Retired
Activities Offices at the installation level, per references (a)
through (d).

DISTRIBUTION STATEMENT A: Approved for public release,
distribution is unlimited.
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3. Execution

a. Commander’s Intent and Concept of Operations

(1) Commander’s Intent. Marine Corps Retired Activities
Offices (RAO) and coordinators at the installation level provide
direct support to Marines and their families to ensure the
relationship between retired Marines and the total force is
sustained and remains mutually supportive. The end state
maintains the enduring philosophy of, “Once a Marine always a
Marine.”

(2) Concept of Operations. The Retired Activities
Program links the service headquarters role of implementing law
and DoD regulations with the personal delivery of services to
Marines and their families at the installation level. The
program consists of four primary elements:

(a) Secretary of the Navy Retiree Council (SECNAV
RC),

(b) Headquarters Marine Corps, Retired Activities
Section (MMSR-6),

(c) Regional installation commanding generals and
installation commanders,

(d) Retired Activities Offices.

b. Tasks

(1) Director, Manpower Management Division (MMSR-6)

(a) Ensure retired Marines, their family members and
survivors are provided support and assistance in matters dealing
with benefits and entitlements;

(b) serve as the Marine Corps’ program manager for
administering laws, programs, policies and plans governing
retired Marines;

(c) act as the binding link between retired Marines,
the Marine Corps and other agencies that provide assistance to
retired service members.
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(d) Identify fiscal resources through the budgeting
and Program Objective Memorandum (POM) process to support
installation RAOs.

(e) Provide support to Commanding Generals, Marine
Corps Installations (CG, MCI) and installation commanders for
program oversight.

() Maintain liaison with and provide administrative
support to the SECNAV’s RC; attend annual meetings with
committee members and provide candidates for committee member
vacancies for DC, M&RA approval.

(g) Act on behalf of the SecNav as the Marine Corps
Survivor Benefit Plan (SBP) program manager.

(h) In accordance with reference (d), submit
requests for foreign employment of retired Marines to the State
Department for approval.

(i) Interact and coordinate with internal and
external agencies such as the DoD, Department of Labor, Social
Security Administration, Department of Veteran Affairs (DVA) and
other veteran organizations and services regarding retired
Marine entitlements and benefits.

(J) Provide standardized RAOC position descriptions
for consideration by installation commanders (sample provided as
enclosure (1)).

(k) Provide assistance to installation commanders in
RAOC hiring and serve as a member of the installation interview
and hiring panel.

(1) Evaluate and prioritize RAO training needs in
coordination with installation commanders.

(m) Provide technical assistance to the installation
commander and RAOC to administer the SBP and Reserve Component
Survivor Benefit Plan (RCSBP).

(n) Provide RAO subject matter experts to accompany
and assist the Marine Corps Inspector General inspection team.

(o) Sponsor a workshop at least every 24 months to
train and certify RAOCs in the SBP.

3
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(p) Provide online current retirement briefs through
the Retired Activities Section website.

(g) Sponsor the Navy and Marine Corps Retirement
Guide (NAVMC 2642) posted on the Retired Activities Section
website.

(r) Assist retired Marines and their families in the
determination and application for medical benefits and Defense
Enrollment Eligibility Reporting System (DEERS) eligibility.

(s) Publish the “Semper Fidelis, Memorandum for
Retired Marines,” on a quarterly basis to provide current
information to retired Marines, their families and survivors.

(2) The Director, Personal and Family Readiness Division
will provide assistance to installation commanders for Marine
Corps Community Services (MCCS) program support provided to
retired Marines and their families.

(3) Commanding Generals, Marine Corps Installations

(a) Appoint a staff officer to provide guidance and
supervision of the regional RAO program.

(b) Develop regional guidance and controls for RAO
program implementation and sustainment.

(c) Supervise budget execution of HQMC provided
appropriated funds that support the RAO program.

(d) Make recommendations, through installation
directed chain of command, for the distribution of paid RAOC
positions to DC, M&RA (MMSR-6).

(4) Installation Commanders

(a) Serve Marines, other U.S. service personnel and
their families In the geographic area of responsibility In each
of the following categories:

1. The survivors of Marines who die on active

duty.

2. Active duty Marines and families preparing
for retirement.
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3. Retiring Reserve Marines and families —
those who have completed 20 qualifying years, but have not
reached age 60 (also known as “gray area” retirees).

4. All retired Marines and families.
5. Surviving spouses.
6. All DoD retirees and survivors.

(b) Appoint a staff officer to provide guidance and
supervision of the RAO program.

(c) Establish and maintain voice mail and e-mail
addresses for use by retirees and family members to contact the
RAO.

(d) Publicize the installation®s RAO to the retired
community and solicit volunteer support.

(e) Appoint volunteers to assist the RAOC in the
performance of their duties, per enclosures (2) and (3).

() Establish local retiree council(s) per reference

(a).

(g) Host an annual Retiree Appreciation Day and
provide an after-action-report to MMSR-6 within 60 days of
completion, utilizing enclosure (4).

(h) Establish and maintain a retirement services
webpage within the installation’s homepage which includes:

1. A website link to Manpower & Reserve Affairs,
Retired Activities Section (MMSR-6).

2. A listing of installation RAO services and
upcoming dates such as Retiree Appreciation Day or retiree
seminars and luncheons.

3. A quick-reference service directory which
lists as a minimum the following agencies and phone numbers, or
preferably, an active hyperlink to these organizations:

a. Navy and Marine Corps Relief.
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Casualty Assistance.

Commissary.

Military Housing.

ID Card Section.

Legal Assistance.

Medical Facility.

Military Lodging.

MCCS.

Medical Clinic/Pharmacy.
Exchange.

Provost Marshal.

Red Cross.

Education Center.

Traffic Management Office (TMO).
TRICARE.

DVA and local DVA Representative.

Disabled American Veterans and local

Other contacts as deemed appropriate.

Copies of Retiree Council meeting

minutes from the previous year.

u.

V.
retirement ceremonies.

Retiree Appreciation Day information.

Dates, times and location of future



MCO 1800.10
01 JuL 2009

w. Copies of installation retiree bulletins
for the previous year.

X. Other information related to the
installation’s RAO program.

y. Military One Source.

z. Military Homefront/Plan My Move.

(i) Publish and mail, at least annually, a retiree
newsletter suitable for the local retired community and post the
newsletter to the installation’s homepage.

(J) Consider appointing retirees as members of
advisory councils (commissary, clubs, etc.).

(k) Consider hosting seminars, luncheons and town
hall meetings on a scheduled basis concerning relevant topics to
enhance communication with the local retired community.

(5) Retired Activities Office Coordinators

(a) Administer, coordinate, and provide oversight
for RAOs iIn the area of responsibility.

(b) Represent the installation commander at local
retiree councils and other retiree and veteran organizations as
directed.

(c) Develop and implement an aggressive volunteer
program with continuous recruitment in the local community.
Screen RAO volunteers and recommend appropriate candidates for
appointment by the installation commander.

(d) Serve as the iInstallation subject matter expert
on SBP and counsel Marines and their family members on all
aspects of SBP entitlements.

(e) Present pre-retirement briefs and counsel active
duty and retired Marines and their families on the retirement
process and retirement benefits, to include career status bonus
considerations.
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() Provide the following information using the
Defense Finance and Accounting Service (DFAS-CL), Defense
Retired and Annuity Pay System (DRAS) to authorized persons:

1. Retired Marine’s pay account.

2. Annuitant’s pay account.
3. Allotments.

4. Beneficiary information.
5. Mailing address.

6. Bank information.

(g) Assist the Installation Personnel Administration
Center (IPAC) in the processing of DD Form 2656 (Data for
Payment of Retired Personnel), per enclosure (5).

(h) Plan, publicize, and coordinate the
installation’s Retiree Appreciation Day, per enclosure (4).

(i) Assist retirees with applications for federal
entitlements and benefits, to include Combat-Related Special
Compensation (CRSC) and Concurrent Retirement and Disability Pay
(CRDP).

(J) Coordinate with the legal assistance office to
counsel active and retired Marines and their spouses on the
Uniformed Services Former Spouses” Protection Act (USFSPA).

(k) Ensure the protection of personally identifiable
information (PI1) according to law and regulation.

c. Coordinating Instructions

(1) DC, M&RA (MMSR-6) and CGs MCI will determine the
distribution of paid RAOC positions to best support the total
force.

(2) Installations will provide a current copy of the
RAOC position description to the DC, M&RA (MMSR-6).
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(3) Installations will provide a copy of the RAOC NSPS
performance plan (DD2906) within 60 days of the start of the
annual performance period to DC, M&RA (MMSR-6).

d. Roles, Responsibilities, and Functions

(1) DC, M&RA (MMSR-6) with CGs MCI and Installation
Commanders. DC, M&RA (MMSR-6) provides program guidance,
training and certification support, reviews individual
performance plan objectives, and serves as a member on interview
and hiring panels.

(2) CG MCI with Installation Commanders. The regional
RAOC reviews individual performance plan objectives and serves
as a member on interview and hiring panels at the installations.
The regional RAOC provides training, overview, and periodic
assist visits in supporting the installation RAOs.

4. Administration and Logistics

a. Budget. HQMC (MMSR-6) sponsors base salary and locality
pay for YA-2 (0201) positions, benefits, NMCI computer and
printer seat, temporary additional duty (TAD), office supplies,
newsletter and mailing expenses. Once established, future
funding will be submitted by installations through the POM
process.

b. Facilities and Equipment. Installation Commanders
provide office space with seating for visitors and appropriate
equipment.

c. Records Disposition. The records described within this
Order are considered unscheduled and cannot be destroyed until
an approved records disposition is established for them. MMSR-6
and installation commanders shall maintain these records until
notified of an approved records disposition.
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5. Command and Signal

a. Command. This Order is applicable to the Marine Corps
Total Force.

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

L Colo—

R. S. COLEMAN
Deputy Commandant for
Manpower and Reserve Affairs

DISTRIBUTION: PCN 10202661000

Copy to: 7000110 (55)
7000260 (2)
8145005 (2)
7000099 (1)
7000144 (1)
8145001 (1)
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HATIONAL SECURITY PERSOMHEL SYSTEM [HEPS) POSITION DESCRIPTION

POSITION AMD HIRING INFORMATION

1. POSTION MUMZ2ER 2. POSITICH TITLE 5 ﬁulimmﬂm
Human Resources Specialsl, Miltary 0207
| CEBANZATIONAL TITLE C B PAT T. FAT B TaRaEl W PG TRAL |
: " GRCLE SCHEDULE | BAKD PAY BAND Cobe
ETHD A 2 2 =]
TZ FAIR LAECH STAMDARDS AC L
1. DAL TEST 11. BU& CODE -t
[ves [Ewe G38E O e i
14. KET'EMERJENCY 16 MOBILEATION P& ENVIROMMENTALMHAZAEAD |7 CERTIFICATION RESUIHED
ESSEMTIAL IMDICATOR OFFERENTIAL
MO A BL7A, [ ves E]wo
15, POEITIVE EDUGATION REQUIRENENTS |19 LAMJUAGE REQUIRES 20 LARJUAEE IDERTIFIER
Oves Hno O Euo A
21. FIRANGAL BTATENMENTS REQURED 22 FOSITION SERSETIVITY 2% PAY POOL IDENTIFIER mﬁ%ﬁﬁmmm
D_TE EH“:‘ Monciitical-Sensfe D TES El MO

28, OUTIES
Retined Activities Office Coorainatar

Supervisory Conlrols: The employes works under the general manageral supenvision of the Installation Commandsr
(Ciomel - Major General) whao 5218 ihe averal organizational objectivas and disiibuses resounces. Higher Lave
Reviewsr |5 the G-1 (or T50), colonel or YC-3. NSPS mmediate supendsar & detemined by he instaliation
Commandsr. The employes, Immediate Supendsor and Higher Lavel Reviswer collaboratively Seveiop and proriizs
deadlines, projects and wark to be accomgplishad In manzaging &l redree [ssUes. The employes k2eps sUDSnEors
Infarmed of pobentlaly conToversial malters. Compisted work s reviewed Tor compliance with Iaw, r2guiatons and
eztablished procedures In accomplishment of 58t abjeciives and deadines

Organizational Management'Supervision: Tha BIMC Retired Activitles Saction Haag, YiC-2 provides program
miestones, rouline and montnly guidance. Immediale superdsor reviews work and provides dally supervision. Katune
of the Incumbent's work puts Rim In dally contact win active oty £6-05 throughout T2 Installation, retinad mambsrs of
al rarks, famiy members, chillan employess at Defense FInance and Accounting Sandce (DFAS) TRICARE,
Diepartment of Veterans Afalrs (DWA), Sodal Securly, Red Cross, and omer fzderal and siake agendes and local
oficdals.

{Continues on Continuation Shest)

28, POUTION S DRBANZATION
Headquartess UL 5. Marine Corps, MERA, Manpower Management Div, Separation and Refirement Branch, MMSR-6

27, POETION OGS URED 268 DUTY STATENM Sy - Conatly - S o Ovivadn Lodaines)
Compeithve Service LOCAL
b SECGRAFHICAL LOCATION SOOE
LOCAL

25, CORE COMPETERCIES

To lead bofn chdllan and miltary employees perdorming many diverse and simulaneous aclions. Reseanch, Imterprat,
and apply lBws and reguiations accoming o THe 10 & 33, MCC P71 1S, MOD P1300L1ER, ARI26-2028, MAVIC
2642 and FSCHAVINGT S2200168). Comprensnsive knowladge of Marine Corps retirement process for both Ofcer &
Enisted. Cral and written commurication skils providing authorfative guidance and information 1o Inbemal ang
exdamdl agendes. Comprehensive knowledpe of Retined Acthilles, relired pay, DEERS, ‘Welerans Benefis, 554,
“edlcare, Tricare & Trcare for Lite, Retiree Dental Pian, Armed Forces Retirement Home, and 1ocal agencies

OO FORK 2578, JOL 2008 Rtk Uk [

1-1 Enclosure (1)
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HATIONAL SECURITY PERSOMNEL SYSTEM (MEPZ] POITION DEZCRIPTION

30, COMPOMENT MFORRATION

& STANDARD OCTUPATION CODE (3003
Mk,

5 MATICHAL GLARD BLREAL
T HCH- DAL STATUS

= AIFGARMY RESERYE TECHNITIAN
] ves =] e

10. HUNT Manual - retined pay
11. Weterans Senedis

13. Tricare & Trcare for Life
14. Retiree Dental Plan & AFRH

12, Zocial Securtty Adminlsiration & Medizars

FETEC COE E T -

d hF"I. :FL':“I.IIF"'J-TL‘“I'-IJ-LS.-"E: a. ROLE 1. SPECIAL g SDOPEAMDIMPACT
KA Wi, MR, iR

o OO WA T L. CAREER PELLY | RESERVEDFOR OOMPOMENT USE 3. FPFOFTION CODE

ENWIRIMEENT COMALNIT Y

WA MA Mg,
32 SEILLE MROERATION

1. Leadersnip

2 e 10438 USC

3. MAVMC 2342, Refired Actuities Desitop Procedures

4. SECMAVINST 5420.163., Secrefary of the Nawy InsTucions reganding the Retired Activiles Ofice (RAD)
5. MCO 1720.2, Marine Comps Retired Actvilies Ofice (RAD)

6. MCOP1900.16F, Marine Corps Separaticn and Retirement Manual

7. MCO PI741.11C, Sundvar Banefit Plan

& AFI3E-3028, DSERS
9, Effective wiltten and oral commaunicaiian

35 CONDITIONS OF APPOINTRERT

3. OTHER REOUIREMENTS

a [OD RESERYED & OO0 RESERVED

& D00 RESERVED

d. DOD RESERVED

o CORMPORENT LEEE

35, AUTHCRZED MAHAJEMENT OFFICIAL

i SHINATURE b TITLE & OATE ¥y Y AMADO)
& CLASSIFICATION APPROYED BY
a SHIMNATURE b TITLE

& DlTE 7YY YUMATID

O FORE T30 [BACK], JUL 1006
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HATIONAL SECURITY FERSOHNEL SYSTEM [HEPE) POSITION DESCRIPTION

CONTIHUATION SHEET

Persannel Management Leadership: (20%)

The Incumbent represents Headguarters Marine Comps and the Instaliatian commander In 3 varety of formal ang
informal coungls, boands, groups and organizations. The Incumbant may choose or be appolnted 1o vanous
poslicns In these organizations Tat are compatbie with and do not Interfere with the accomplshment of assigned

b objecives. The cumbent |5 3 member of the nstaliation Transiton AsSIEENCE Managemeant Srogram and may

£ appoiniad to leadership positions In that capacity thal do not Interfene with the accompiishment of 3t objectives.
The Incumizent leads and supervises yolunieers assisling In the accomplishment of assigned job obiecives, counssis
and coaches these Indlviduals and ensures adnerence 0 egual employment opportunity poilcies in the performance
af dutles.

Technical Expertise and Cwersignt (30%)
Mission and abjectives for Installation Retirad Actviies Ofice Program are contained In Marine Corps Order 1720.2
[Marine Corps Relired Activiies COffice Program ). Incumbent vl organize, develop, and camy out the program
exercising a high degree of Initiative and Independent judgment. Guldelines cover the program an a broad level and
may be modifed o 8t local applcation and spectic crcumBtances.

Serve as the Reglonal or Installation Retired ActivEles Office Coondinator, 36 eslablshed by MCO 17202 &z 500,
martans awarenzes of on-gaing proposed leglslation and resuEng changss In law relating fo the Retired Acthitizs
Program, Deparfment of Defsrse nsinuciions (Do) and Marre Comps polcias and plans. Coordinales and ensures
the implementation of laws, polickes and procedures goveming relirement senvices for retiing Marines, al milliary
refirees, telr f3mily memzers and sunvivors In the geographic ara of responsiilly. The InCumBbent must aso be
awars of oMer 3gency programs, how thase assist the relireeTamily mamber and how to t3ke advantage of these
programe. This raguiras ajil:'ll:.mnn of NUMETOUS program ﬁaﬂiﬁ. liany shualions require the Incumbsnt bo rely on
axperenced judgment to Il I the gaps In publisned Quideiines.

AgsslE the Instaliation commander In esiablishing and malriaining the Installation Refdree Coundl. Serves a6 adelsor
1o the Retines Councll. Coondinaies with Retiree Coundll Chalrpersons 10 sthedule and proside aominisiratve
support. Ensures councll minutes are prapared and dstriputed. Wiih the chalipersons, perodically meets wih
insaliation commandars to provide updates on refiree lssues and recelve guidance. Foreards upon request and in
the *ormat specified by MMSR-E, any retiree topkss, Issues and concams, which the instalialon commander and
coundl chalmperson(s) determine appropriate far MMSR-6, and fhe Secrefary of fhe Mavy Retiree Councl. Pians,
coordinates, and conducts the annual Retree Appreciation Day. When reguirss, drats Bters'memas of appredation
{0 guest speaksrs. Develops course cumculum for nsinucion based on specfic needs of tangetzd paricipanis.
Crifers prasentaions convenlent 1o the arpeted audience that may require nignt or weekend scheouling. Develops
and rnpbﬁma'ns an agoressive wollntesr program with confinuous recruiment eMorts aboard the Instalaton and he
community.

Brefs commanders and =33s on the retired acliviles program, reslurce I'EﬂLlI'EI'I'E"I'IEl. ard {fIEFQEEl |'IE'.I1I'Ig
significant Impact on the program or persons sanviced. Coordingtes parlicipation with olher govemment agences,
and facilates periodic communiy-wide Pre-Retirement and Surdiver Benedt Dian (S3P) briefings for al milkary

retirees and thelr famliy members. Coomilngtes with warious milliary oMoes o provide spediallzed or iechnical
aEEEENCE.

[Condnue on agdensum page)
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Guidance for Completing National Seounty Personnel System Positton Description

DD Form 2018, Fuly 2004

* Biocks Fave a Trk= rumser of et Ines. Wiers addboral tect lmes ars reguled, Natoral Secunly Fermonnes

Sysierm (RESPE) Foshion Descripbon Condnuadon Sheet may be uzed

Block # Guidance
¥ - Fositior Self explanatory
Nombe i

&1 — Posilion T

Dol W5PS Prescnbed Title (INSPS SC1020. AP

73 — Oocunadonal
CodE

Dol W5P5 Presciibed Code (IN5PS SC1620.AP4]

&4 — Crganizstiona
TH=

Informal title of posidon. N5PS PDs may have an organizatonpal fitla
azsigmed locally

A — CErEET Enoup

Dol WSPS Prescrbed Title (IWSPS SC1020.4P])

& - Fay Schedue

Dol NSP5 Prescnbed Code (NSPS SC1620.AP2)

%7 - Fay Sand Dol N5P5 Prescoibed Code (NSRS SC 1920 AP5)

::i;j'rﬂr. ay Self explanatory

== - OF0 1T applicable, assizn Functional Desiznation for Engineers and Scientsts
Funciional Code (INSPS 5C1020, AR S, Part W)

#10 — Drug Test Seif explacatory

£11 — BUS Code Self explanatory. If 858% &5 assigped . PD must mnchede ratooale

12— FLSA

Self explapatory. I exempt 1s assigned, citation of 5 CFR 551 examption
criteria must be mcheded. (NSPS SCI020.0%

F13 — Supsrvisory
Slaius

Assign appropriate sUpeTVisory siatus code

i — ~ Indscate if posidon is Key or Emergency Essential
SevETEMENS | (DoD Directive 1404.10, April 10,1962 )

=15 —Moblzaton | Self explamatory

rdlcaior i

w6 — ) Self explapatory. (2WSPS 5C1930 APS)
Emdimnmental

~arsnd Ciffe=enta

717 — Cerffcation
RiEgU et

Selactooe. If "YES™ ideoiify the cemification reguired. (e.g., DAWIA leval)

F18 = Fosie
Sducalion
SeguirermeEnis

Selact ome. If "YES ™ 1deniify the educatonal reguirement. (e 2., Bachelor™s

L Press

.

F15 - Language
Ui

Check one. If"YES" complete Block #20.

20 - Language
derifer

Indscate langunage identifisr code and clear text (2 g, FRA = French)

F21 — Financla
Slaisranl Fsculmed

Selact ooe.

22 = Fusllion
SeEnsiEyily

Self explanatory

F23 — Fay Pooi
rdlcyior

Self explanatory

& -
_aul=nbengSrmith
Armemidm et

Selartona.
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Grrdance for Completing DD Form 2918, July 2006
(Contimped)

S —Dul=g "

The PD infonmation must be sufficient to classify the position, & g, career
group., pay schadole, pay band, eccupaton code, fitls, supermisory stams,
FLSA stams, qualifications. (INSPS 5C1020.4.8) Additional informaton may
ke added o N5PS Confinuation Shest

#26 — Fosllicn's

The organizational lecation of the positen. (e.g.. compenent, installaton,

Sraanzation depariment, division, branch, secton)
=27 = Foiton Enter either:
Dcrupled

“1 = Competitive Service™

"1 =Excepted Service™

See 5, §212.101, for infonmation on the comypetitive service; 5 CFR,
£205.101. for the excepted service

~18a — Duty Siation

Self explanatory

#ZH8b — Geographic
_ocaborn Code

Self explapatory

LS — Cope
Competendes

EL5As and behaviors idsptified as boportant to the position apd vsad for carssr
and personal development Additional information may be added to N5PS
Contimation Shest

#20 — Componenk
riomaticn

Componsnt specified

#1 — FPF COpdaon
Caode=

[ndicate applicable three digit code and clear text

FiI-SHIm -

ELSAs developed from job analysis which the employee needs to exacute the

rfamaten duties of the position. Also includes credentials, licenses, etc. Additional
information may be addad to MEPS Contmuation Sheet.

Fi3—Cordion: ® | Tinigue or special requirements of the position, such as security clearance,

of Aopalntam A F 3 L, .

ravel requirements, drver's licenses. Additional mmformation may be added to
NESPS Continaaton Sheet.

#14 Other
resulrEmenks

Self explapatory

35 — Aulhorizes

See N5PS 5C1930.4.7

Hansgement

Crificial

#25a - Sgnalue Self explapatory

&350 - Th= Self explanatory
#35cC - Deabe Self explapatory
=28 - Clazsficaton | See MSPS SCI92027
Approrsed D

#36a — Signalure Self explapatory

#36b — Tike Self explapatory
Z3IEC - Cabe

Self explanatory

1-5 Enclosure (1)




MCO 1800.10
01 JuL 2009

Retired Activities Coordinator Position Description - Addendum
Page

Prepares written documents as required. Represents the command
at conferences and planning sessions. Serves as the
installation subject matter expert (SME) regarding retirement
services rendered to Marines, retirees, family members and
survivors. Reviews and updates local publications as required.

Use the Defense Manpower Data Center (DMDC) Retiree Address
Finder (RAF) to provide authorized officials access to current
information regarding retired military personnel, annuitants,
and gray area retirees (Reserve Marines in receipt of a 20-year
letter not yet In receipt of retired pay). Use the Defense
Retired/Annuitant Pay System (DRAS) Annuity Pay System (APS) and
Retiree and Casualty Pay Subsystems (RCPS) in order to: monitor
retiree pay accounts, review transactions, conduct transaction
error resolution, process requests for changes of address, bank
accounts, tax changes and reissue of tax forms and retiree
account statements.

Administer the Survivor Benefit Plan (SBP) at the installation
level. Conduct group briefings and one-on-one counseling with
Marines and family members concerning SBP options and
entitlements. Assist Marines and family members making the SBP
selection iIn accordance with established law; computing cost of
monthly premium; and completing DD Form 2656 (Data For Payment
of Retired Personnel). Processes the DD Form 2656 to the
Defense Finance and Accounting Service — Cleveland (DFAS-CL).
Individually counsel and assist survivors of retired Marines,
and Marines who die on active duty regarding their SBP options
and entitlements and the proper processing of their SBP
elections.

Compile and submit annual funding requirements for the operation
of the installation Retirement Activities Program. Keep a
thorough account of RAO annual expenditures.

Completed work contributes to the quality of life of Marines,
reservists, retirees, and family members who transition from
employment with the Marine Corps. The work is primarily
sedentary. TAD travel will be required to attend meetings and
workshops, coordinate RAO programs, and assist in TAMP. Work 1is
performed In an office setting. Performance is evaluated iIn
terms of overall effectiveness in achieving established goals
and quality of service rendered.
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Sample Letter of Appointment
Retired Activities Offices Volunteer

DATE ( )

Dear (name of volunteer),

Congratulations on your selection as a volunteer for the
Retired Activities Office (RAO) at (installation). As a RAO
volunteer, you will play a vital roll in assisting the retired
military members and their families of the community surrounding
our installation.

As a volunteer, your responsibilities will be many and varied
and you can be expected to help in many areas of retiree
concerns. These many areas include, but are not limited to:

e Referring military retirees to available services on this
installation as well as services available in the local
community.

e Providing information regarding benefits to which military
retired service members and their families are entitled.

e Assisting military retired service members with solving
many problems relating to casualty affairs, medical care,
military pay, and other military benefits to which they may
be entitled.

All of these activities are important and help ensure the
retired military community access to their many and varied
benefits. You are assured that the RAOC will assist you in the
performance of your associated activities and help ensure you
receive the training you need to perform them successfully.

As a volunteer 1 ask that you read the attached "'Statement
of Understanding” and, if there are no additional questions
please sign and return it to the RAOC that you are working with.

Again, It is my pleasure to welcome you to (installation)

RAO Program. 1 look forward to having you as a member of our
team!

Signed

(Retired Activities Office Volunteer)
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Sample Retired Activities Office Volunteer
Statement of Understanding

DATE

I understand that my service as a Retired Activities
Offices (RAO) volunteer for (installation) will commence
effective (enter effective date). 1 understand that my service
as a RAO volunteer will be performed on a gratuitous basis,
i.e., without compensation. Any reimbursement for incidental
expenses will be subject to the availability of funds and the
installation commander”s discretion.

I understand that as a RAO volunteer, 1 will not be
considered to be a Federal employee for any purpose other than
the Tort Claims provisions of Chapter 171 of Title 28, U.S.
Code, and for the purpose of relating to the compensation for
work related injuries provided under Chapter 81 of Title 5, U.S.
Code. 1 also understand that service, as a RAO volunteer, does
not entitle me to further employment with a Federal organization
or agency.

I understand that, as a RAO volunteer, the personal
information provided me on the retirees and their families is,
and will be, protected by the provisions of the Privacy Act of
1974. 1 understand that the personal information 1 have been
provided will be used only in the official execution of those
tasks relating to RAO matters.

I understand that as a RAO volunteer, 1 will hold myself to
the highest standards of confidentiality. | understand that
issues pertaining to retirees and their families will be
discussed only with those individuals directly having a “need to
know.”

(Signature of RAO Volunteer / Date)
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Sample Conduct of an Annual Retiree Appreciation Day

The Retiree Appreciation Day (RAD) keeps retired Marines
and families up to date on changes to their retirement rights,
benefits, and privileges. The RAD fosters good will between the
retired and active duty communities. The RAOC shall seek out
various agencies to brief retirees and their families.

e RADs will be conducted at least once annually by major
Marine Corps installations. Commanders should determine
the best way to support the retired population when
conducting a RAD based on resources, population, and
availability of services.

e Local advertising and prompt notification to the editor of
the "Semper Fidelis Memorandum for Retired Marines™ allows
optimum publicity.

e RADs may be held in conjunction with other community events
or RADs held by other services.

e The RAOC will provide a RAD After Action Report (AAR) to
MMSR-6 no later than 60 days after completion of the event.
A sample AAR is provided iIn this enclosure.

Retiree Seminars

As directed, Retiree Seminars with appropriate
classes/luncheons provide installation commanders a convenient
vehicle to maintain close personal contact and distribute
information to retired members and their families. This will
help gain i1nsight on local community issues of Importance.
Commands will notify MMSR-6 of scheduled Retiree
Seminars/luncheons.

e Every effort should be made to include Secretary of the
Navy Retiree Council members residing in the geographical
area for planning, scheduling, and promoting seminars.
Additionally, commands are encouraged to invite local
public officials to Retiree Seminars. Seminars should be
scheduled to promote the greatest possible participation.

e The below contains recommended seminar topics and speakers
that should be included whenever possible.
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SAMPLE RETIREE APPRECIATION DAY/LUNCHEON AFTER ACTION REPORT

DATE: (Date prepared/submitted)

SUBJECT: After Action Report - (Event Title)

FROM: Installation Commander

TO:

CC:

Headquarters U.S. Marine Corps, Manpower and Reserve
Affairs (MMSR-6), 3280 Russell Road, Quantico, VA
22134

(Courtesy Copy to interested individuals)

ENCL: (1) Copy of Program/Flyer

1.

PURPOSE:

- What was the mission description?

- What were the key tasks involved?

- Define acceptable standards for success.

EXECUTIVE SUMMARY :

- What happened? Who participated (agencies/individuals).

- Discuss the topics covered.

- Relevant times and dates.

- State the number of people iInvited and the number that
actually attended.

LESSONS LEARNED:

- What can be done better next time?

- Focus on items you can fix and try to suggest solutions
to identified problems. If you don"t have a solution,
try to provide options.

- ldentify successes to maintain those strengths.

COMMENTS:
- This includes good and bad performance, questionable
actions.
- It can also include suggested changes in policy, or
anything the submitter wants the chain of command to know
about.

ACTION ITEMS:
- Develop a list of what actions to take to fix specific
needs.
- Timelines and responsibilities.
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Survivor Benefit Plan Counseling Policy

The Survivor Benefit Plan 1s the sole means by which
survivors can receive a portion of military retired pay.
Participation in SBP allows retired members to voluntarily elect
to receive reduced retired pay during their lifetime In order to
provide a portion of their retired pay as an annuity to their
survivor(s). All Marines, regardless of marital status, must
make an SBP election before retirement.

e Only individuals, who successfully complete the RAOC SBP
certification course may counsel retiring Marines and
spouses on SBP.

e New SBP counselors who have completed the mandatory on-the-
job training may be granted a temporary waiver of RAOC
certification, until the next scheduled SBP certification
class. Any SBP counseling must be supervised by a
certified SBP counselor.

e Between the time the retirement application iIs submitted,
but no less than 60 days before retirement, every Marine
must be personally counseled on SBP, to include categories
available under 10 USC 1448(a) and the effects of such
elections In accordance with 10 USC 1455(b)(1).

e At least 30 days prior to the effective retirement date,
the Marine must sign the DD Form 2656. The DD Form 2656
must be notarized for any election other than maximum
spouse coverage. RAOCs shall become, or have access to, a
notary public for the purpose of notarizing this form.

e Whenever possible, SBP counseling of spouses will be
conducted iIn person. ITf the spouse is unavailable for
counseling, based on incapacitation or geographic location,
prescribed SBP information will be mailed to the spouse
using certified mail, restricted delivery, along with
notification of the Marine’s SBP election, a cost-benefit
estimate, and a request for spouse concurrence with the
election, if applicable.
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The following SBP provisions will be discussed during
counseling:

Any spouse and/or dependent child of a Marine that
dies "in the line of duty”™ whille on active duty is
automatically enrolled In SBP at no cost to the Marine.
Before retirement, the Marine must elect, iIn writing,
one of the following:

1. Spouse or Former Spouse Only.

2. Spouse or Former Spouse and Child(ren).

3. Child(ren) (only).

4_ Natural Person with an Insurable Interest.

5. No Participation.

Spouse concurrence.

1. Married Marines must have the written, notarized
concurrence of their spouse to elect not to
participate in the SBP, elect coverage at a
reduced amount, or elect child only coverage (10
USC 1448(a)(3)(A)).

Participation in the SBP at the maximum level of coverage
for Marines under final pay or HIGH 3 retired pay plans is
defined as the full retired pay base amount.

Participation in the SBP at the maximum level of coverage

for Marines under the REDUX retired pay plan i1s defined as
the full retired pay they would have received under HIGH 3
iT they had not elected the CSB.

All retiring Marines must make an SBP election, even if
they are not married, or have no eligible dependent
children, at the time of retirement.

The Marine’s election must be dated on or before their
spouse’s written concurrence.

By law, married Marines who fail to provide written
spouse concurrence or obtain an approved waiver before
their date of retirement will be enrolled in full
spouse SBP coverage, or i1f any type of child(ren)
coverage is elected, full spouse and child(ren) SBP.
DFAS-CL will use DD Form 2656-8 (Survivor Benefit Plan
(SBP) - Automatic Coverage Fact Sheet) to validate
family members to be listed as eligible beneficiaries
under SBP for Marines who are enrolled in SBP
automatic coverage.
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= Married Marines who cannot obtain spouse concurrence
because the spouse whereabouts are unknown, or because
of exceptional circumstances, may request a waiver of
spousal concurrence from MMSR-6.

Spouse concurrence is not required for a former spouse and
child(ren) election; however, the current spouse must be
notified of that election.

The SBP premiums are tax-free and automatically deducted
from retired pay, regardless of any decree or property
settlement stating otherwise. |If there iIs no retired pay
or insufficient retired pay, direct remittance of premiums
IS required.

Cost and annuity amounts for each category. The minimum
amount of coverage a member can elect is $300 and the
maximum amount is full retired pay.

» The cost for spouse/former spouse SBP coverage is 6.5%
of the base amount elected by the member. The cost
for child coverage is based on the age of the member,
the spouse and the youngest child. To figure the cost
for an i1nsurable iInterest several things are taken
into consideration. For a more detailed explanation
of the costs for SBP, please see our website at:
https://www._manpower _usmc.mil — Veteran Marine — MMSR
— Retired Activities — Survivor Benefit Plan.

= The annuity payment will be 55% of the base amount
elected by the member at the time of retirement.

As of 1 October 2008, SBP premiums will be considered paid-
up upon the member’s reaching age 70 and having paid SBP
premiums for at least 360 months (PL 105-261, Section 641,
dated 17 October 1998 and DOD Implementing Guidance-SBP
Paid-up Provisions, dated 6 November 2006).

Certain beneficiary changes are permitted, by law, after
retirement. Please see our website at:
https://www._manpower _usmc.mil — Veteran Marine — MMSR —
Retired Activities — Survivor Benefit Plan for allowed
changes and requirements.
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Using DD Form 2656-2 (Survivor Benefit Plan (SBP)
Termination Request) a retired member can terminate SBP,
with spouse concurrence if applicable, between the second
and third anniversary of commencement of retired pay (10
USC 1448a). The decision to terminate coverage under this
provision is irrevocable. Re-enrollment is denied, even
during an open enrollment period. Premiums paid through
the date of termination will not be refunded.

IT the Marine is mentally iIncompetent at retirement, the
RAOC will counsel the legal guardian or primary next of kin
(PNOK). HQMC, MMSR-6, will make an election on the
Marine’s behalf.

Refer Marines and spouses to the legal assistance office
when possible legal conflict exists.

Survivor Benefit Plan Election Procedures

The SBP election will be made using the most current

version of DD Form 2656, or DD Form 2656-1 if any type of former
spouse coverage is elected, no later than 60 days before
retirement. SBP elections made under 60 days, may delay
commencement of retired pay and/or result in automatic
enrolIment with maximum coverage.

IT a Marine has been declared mentally incompetent at
retirement, HQMC, MMSR-6, as delegated by the Secretary of
the Navy, will make the SBP election on behalf of the
Marine following in-depth counseling of the Marine’s PNOK
by the RSO.

A retired Marine may request correction of a government
administrative error made iIn connection with an SBP
election by writing to Head Retired Activities, Separation
& Retirement Branch, 3280 Russell Road, Quantico, VA 22134.
The request must include a copy of the SBP election, along
with other supporting documentation or statements. A
retired Marine will contact the installation RAOC or MMSR-6
if there are questions as to what constitutes an
administrative error.
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Active Duty Death Survivor Benefit Plan Counseling

When feasible the RAOC will work with the Casualty Section,
MR Division, and accompany the CACO to ensure survivors of
Marines who die on active duty receive SBP counseling.

e The Head Retired Activities, Separation and Retirement
Branch, as delegated by the Secretary of the Navy will,
following in-depth counseling by the RAOC, adjudicate:

= Child Only - Spouse excluded SBP elections.

Annuities for Certain Military Surviving Spouses

The Annuities for Certain Military Surviving Spouses (ACMSS)
program provides an annuity for the surviving spouse of a
retired Marine (regular or reserve) who died before 21 March
1974 and was already drawing retired pay at the time of death;
or the surviving spouse of a reserve member with 20 years of
qualifying service, not yet iIn receipt of retired pay, that died
before 1 October 1978.

e The surviving spouse must never have remarried.

e The surviving spouse must not be in receipt of Retired
Serviceman®s Family Protection Plan (RSFPP), or Minimum
Income Widow (MIW) annuity.

e ACMSS 1is reduced by the amount of Dependency and Indemnity
Compensation (DIC) received from the VA.

Eligible surviving spouses may request an ACMSS annuity by
forwarding a completed DD Form 2769 (Application for Annuity -
Certain Surviving Spouses), with supporting documentation, to
Head Retired Activities, Separation and Retirement Branch, 3280
Russell Road, Quantico, VA 22134, for approval.
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