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1. Purpose. Per reference (a), this Training and Readiness (T&R) Manual
establishes training standards, regulations and policies regarding the

training of Marines in the Personnel and Administration occupational field.

2. Cancellation. NAVMC 3500.3B

3. Scope

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

b. Formal school and training detachment commanders will use references
(a) and (g) to ensure programs of instruction meet skill training
requirements established in this Manual and provides career-progression
training in the events designated for initial training in the formal school
environment.

4. Information. The Commanding General (CG), Training and Education Command
(TECOM) will update this T&R Manual as necessary to provide current and
relevant training standards to commanders. All guestions pertaining to the
Marine Corps Ground T&R Program and Unit Training Management should be
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ADMIN T&R MANUAL

CHAPTER 1

OVERVIEW

1000. INTRODUCTION

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

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

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

1001. UNIT TRAINING

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

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

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

1002. UNIT TRAINING MANAGEMENT

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

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

- Train as you fight

- Make commanders responsible for training

— Use standards-based training

- Use performance-oriented training

- Use mission-oriented training

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

- Train fo challenge

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

1003. SUSTATNMENT AND EVALUATION OF TRAINING

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

evaluation).

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

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

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

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

1005. T&R EVENT CODING

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

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

Collective Training

Collective Training

Collective Training

Collective Training

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

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

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

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

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

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

1007. COMBAT READINESS PERCENTAGE

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

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

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

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

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

1008. CRP CALCULATION

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

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

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

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

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

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

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

1009. T&R EVENT COMPOSITION

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

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

* Range(s)/Training Area

* QOrdnance

+ Equipment

* Materials

« COther Units/Personnel

* Other Support Reguirements

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

+ Admin Instructions ‘

» Special Personnel Certifications
* Equipment Operating Hours

* Road Miles

1010. CBRN TRAINING

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

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

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

force are capable of performing their assigned mission in “every climate and
place,” current doctrine emphasizes the requirement to perform assigned
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missions at night and during pericds of limited visibility. Basic skills are
significently more difficult when visibility is limited.

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

1012. OPERATIONAL RISK MANAGEMENT (ORM)

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

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

1013. APPLICATION OF SIMULATION

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

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

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

1014. MARINE CORPS GROUND T&R PROGRAM

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

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

CHAPTER 2

MISSION ESSENTIAL TASKS MATRIX

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

CHAPTER 3

COLLECTIVE EVENTS
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ADMIN T&R MANOUAL

CHAPTER 3

COLLECTIVE EVENTS

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

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

utilizes the feollowing methodology:

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

Code Description
PERS Personnel and Administration

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

Code Description
POST Postal Operations

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

Code Description
4000 Section Level

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

3002. INDEX OF COLLECTIVE EVENTS

E—
EVENT CODE CODED EVENT PAGE

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

3003. 4000~LEVEL EVENTS

PERS-POST-4001: Establish an Expeditionary Post Office

EVALUATION-CODED: NO SUSTATNMENT INTERVAL: 12 menths

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

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

EVENT COMPONENTS:

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

4. Perform reguired postal finance services.

5. Coordinate transportation of mail.

REFERENCES:
1. DMM Domestic Mail Manual

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

3. DOD 4525.6-M Department of Defense Postal Manual

4. DOD 4525.8-M DOD Official Mail Manual

5. IMM International Mail Manual

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

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

8. POM Postal Operations Manual

9.

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

SUPPORT REQUIREMENTS:

ATRCRAFT: Rotor Wing Assets

ROCMS/BUILDINGS: Permanent Facility

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

augmentation, Heavy BEquipment support, Engineer Support Battalion,
Maintenance Battalion
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CHAPTER 4

MOS 0111 INDIVIDUAL EVENTS
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ADMIN T&R MANUAL

CHAPTER 4

MCS 0111 INDIVIDUAL EVENTS

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

4001. ADMINISTRATIVE NOTES, T&R events are coded for ease of reference.
Events in the T&R Manual are depicted with a 12 field alphanumeric system,
i.e. 0111-CORP-1001. This chapter utilizes the following methodclogy:

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

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

CORP - Correspondence

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

MPSY — Manpower Systems

OFMN - Office Management

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

SEPS - Separations

SERR - Service Records

UNDR - Unit Diary

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

1000 ~ Core Skills (initial MOS training conducted at formal schools)
2000 — Core Plus Skills (follow-on formal schooling, MOJT, or Distance
Learning}

2500 - Staff Non-Commissioned QOfficer (SNCC) Core Plus Skills (follow-
on formal schoecling, MOJT, or Distance Learning)}
Every individual event has a numerical identifier from 001 to 299.

d. The individual task condition statement sets forth the rezl-world
circumstances in which the task is to be performed. Condition statements
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describe the equipment, tools, materials, environmental or safety
considerations, and resources needed to perform the task and the assistance,
location, etc. that relates to performance of the task. In a garrison or
field environment and with the aid of references are common conditions for
all 0111 tasks. If the individual training event cannot be performed in both
envirconments {garrison and in the field} or references are not to be
utilized, the condition statement will indicate which environment and
references are not to be utilized.

e. The mobilization or activaticon, or demobilization or deactivation, of
a reserve member to active duty changes their status in the Marine Corps and
administrators must understand the unique pay and allowances asscciated with
the reservist’s change in status. Pay and allowances are contingency-based
and thus will vary based on the contingency and orders issued. If gquestions
arise as to Reserve specific entitlements, adminisirators may also contact the
MARFORRES Administrative Assistance Unit at MFRAAURusmc.mil or (504) 697-
7269/7273, or check the MARFORRES AAU website
http://www.marines.mil/unit/marforres/MFRHQ/GLl/Operations /AAU/ARU. aspx for
information. The Marine Corps Administrative Bnalysis Teams, FEast and West,
can also 'assist. The West Coast Team can be reached at (760) 725-3085/DSN
312-361-3085 or mchb campen mcaat-wl@usmc.mil; and the East Coast Team can be
reached at {910) 450-1258/DSN 312-450-1258 or lejeune mcaat-eBusmc.mil.

4002, INDEX OF INDIVIDUAL EVENTS
1000-LEVEL
EVENT DESCRIPTION PAGE
CORRE SPONDENCE
0111-CORP-1001 Prepare Permanent Change of Assignment (PCA) orders 4-6
endorsement
0111-CORP-1002 Prepare Permanent Change of Station (PCS) orders 4-7
| endorsement
0111-CORP-1003 | Prepare naval correspondence 4-8
0111-CORP-1004 | Prepare Command Special Crders 4-8
FILES AND DIRECTIVES
0111~-FIDR-1001 Maintain correspondence files 4-9
LEGAT, ADMINISTRATION
0111-LGAD-1001 Prepare Unit Punishment Book (UPB) {NAVMC 10132) 4-9
MANPOWER MANAGEMENT
0111-MPMN--1001 Navigate Marijine Online (MOL) 4-10
PAY AND ALLOWANCES
0111-PYAL-1001 Determine Total Force pay and allowances 4-10
_ B Prepare Miscellaneous Military Pay Order/Special ~
0111-PYAL-1002 Payment Authorization {NAVMC 11116) 4-11
SECURILITY
| 0111-SCTY-1001 Safeguard Personally Identifiable Information {PIT) 4-12
SEPARATIONS )
0111-SEPS-1001 Prepare separations documents B 4-12 -
0111-SEPS-1002 Eigigfe Separation/Travel Pay Certificate (NAVMC 4-13
SERVICE RECORDS
0111-SERR-1001 Prepare Family Service Member's Group Life Insurance |4-13
0111-SERR-1002 Prepare service record entries 4-14
0111-SERR-1003 Conduct service records audit 4-15

4-3

Enclosure (1)




NAVMC 3500.3C

15 Jun 2012
- - UNIT DIARY
0111-UNDR~-1001 Extract Marine Corps Total Force System (METFS)-data_ | 4=15 |
0111-UNDR-1002 | Prepare Unit Diary entries 4-16
0111-UNDR-1003 Process Llectronic Diary Feedback Report (EDFR) 4-16
2000-LEVEL
EVENT DESCRIPTION PAGE
CORRESPONDENCE
0111-CORP-200] | Erocess Permanent Change of Assignment (PCR) orders 4-17
endorsement
0111-CORP-2002 Process Permanent Change of Station (PCS) orders 4-18
endorsement
0111-CORP-2003 | Process Command Special Orders 4-19
0111-CORP-2004 | Process naval correspondence 4-19
0111-CORP-2005 | Process naval messages 4-20
CASUALTY MANAGEMENT :
0111-CTMN-2001 | Process Personnel Casualty Report (PCR) 4-271
FILES AND DIRECTIVES
0111-FPIDR-2001 | Maintain Directives Control Point (DCP) 4-21
0111-FIDR-2002 | BEdit command issued directives 4-21
GENERAL ADMINISTRATION
0111-GENA—-2001 | Process award recommendaticns 4-22
LEGAT, ADMINISTRATION
0111-LGAD-2001 | Process Unit Punishment Book (UPB) (NAVMC 10132) 4-22
0111-LGAD-2002 { Process Courts-Martial packages 4-22
0111-LGAD-2003 | Process Competency Review Board (CRB) packages 4-23
MANPOWER SYSTEMS
0111-MPSY-2001 | Prepare Joini Personnel Status (JPERSTAT) reports 4-24
0111-MPSY-2002 | Generate database reporis 4-25
) PAY AND ALLOWANCES
0111-PYAL-2001 | Process travel claim 4-25
: Process Miscellaneous Military Pay Order/Special
0311~PYAL-2002 [ o pent Authorization (NAVMC 11116) 4-26
0111-PYRL-2003 ) Review Total Force pay and allowances 4-27
Compute Armed Forces Active Duty Base Date
0111-PYAL-200 )\ npanpD) /Pay Entry Base Date (PEBD) 1-28
0111-PYAL-2005 | Process travel entitlements 4-28
0111-PYAL-2006 | Research special leave accrual 4-29
RESERVE ADMINISTRATION
0111-RESA-2001 | Process reserve medical requests 4-30
0111-RESA-2002 | Bdjust Career Retirement Credit Reports (CRCR) 4-30
Process personnel administrative actions for the
OL11-RESA-2003 | .\ ivation/deactivation of a reserve member/unit 4-31
SECURITY
Implement program for safeguarding Personall
0111-5CTY-2001 Idzntifiabge Information (PIT) ! 4-32
SEPARATIONS
0111-SEPS-2001 | Process separations documents 4-33
0111-SEPS-2002 | Process humanitarian request 4-33
0111-SEPS-2003 | Process administrative separation 4-34
SERVICE RECCORDS
0111-SERR-2001 | Process Total Force enlisted promotions 4-35
0111~SERR-2002 Process Family Service Member's Group Life Insurance 4-35
(FSGLI)
0111-SERR-2003 | Review service record audit process 4-36
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UNIT DIARY
0111-UNDR~2001 ) Process Electronic Diary Feedback Report (EDFR) 4-37
Process Unit Diary/Marine Integrated Personnel
0111-UNDR~2002 Systems (UD/MIPS) transactions 437
2500-LEVEL
EVENT DESCRIPTION PAGE
CORRESPONDENCE
0111-CORP-2501 | Manage naval correspondence 4-38
0111-CORP-2502 | Manage naval messages 4-38
0111-CORP-2503 | Manzge Individual Augments (IA) 4-39
0111-CORP-2504 | Manage Command Special Orders 4-39
CASUALTY MANAGEMENT
0111-CTMN-2501 | Manage Persconnel Casualty Report {PCR) 4-40
) FILES AND DIRECTLIVES
0111-FIDR-2501 | Manage correspondence files 4-40
0111-FIDR-2502 | Manage Directives Contrcl Point (DCP) 4-41
0111-FIDR-2503 | Review command issued directives 4-41
GENERAL ADMINISTRATION
0111-GENA-2501 | Manage the Career Status Bonus (CSB) Program 4-42
0111~GENA-2502 | Perform mailroom operations 4-43
0111-GENA-2503 | Manage Perscnnel Sponsorship Program 4-43
0111-GENA-2504 Manage Permanent Change of Assignment (PCA) orders 444
endorsement
0111-GENA-2505 | Manage award reccmmendations 4-44
0111-CENA-2506 Manage Permanent Change of Station {PCS) orders 4-45
endorsement
LEGAT, ADMINISTRATION
0111-LGAD-2501 | Review appe.late leave orders 4-46
0111-LGAD-2502 | Marage Deserter/Absentee Wanted by the Armed Forces 447
Process
0111-LGAD-2503 | Review straggler orders 4-47
0111-LGAD-2504 | Manage Unit Punishment Book {(UPB} (NAVMC 10132) 4-48
MANPOWER MANAGEMENT
0111-MPMN-2501 | Manage Fleet Assistance Program (FAP) 448
0111-MPMN-2502 | Manage Deployment Status Report (DSR) 4-49
0111-MPMN-2503 | Manage intermnal staffing targets 4-50
0111-MPMN-2504 | Manage morning report 4-57)
‘ MANPOWER SUPPORT
0111-MPSP-2501 | Manage Individual ARugments (IA) 4-51
MANPOWER SYSTEMS
0111-MPSY-2501 | Manage Joint Perscnnel Status (JPERSTAT) reports 4-52
0111-MPSY-2502 [ Generate complex database reports 4-52
0111-MpSY~2503 | Manage permissions for Marine Online (MOL} 4-53
OPERATIONAT, ADMINISTRATION
Develop Bnnex E to Operation Plans (OPLAN) and
0111-0PAD-2501 Operatgonal Orders {OPORD) ‘ 4-53
PAY AND ALLOWANCES
0111-PYAL-2501 | Manage waiver of indebtedness packages 4-54
0111-PYAL-2502 Coor@inate Total Force enlisted promotions 4-55
requirements
0111-PYAL-2503 | Manage Document Tracking Management System (DTMS) 4-55
0111-PYAL-2504 | Verify service detes — —— 4-56
0111-PYAL-2505 ] Validate Total Force pay and allowances 4-57
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-0111-PYAL-2506 | Manage meal cards program ‘ 4-58
0111-PYAL-2507 | Manage travel entitlemeéents ~ -~~~ - - - . .. .. __ _|4-58
RESERVE ADMINISTRATION

Manage Marine Corps Medical Evaluation Disability
0111-RESA-2501 System (MCMEDS) case files 4-59
0111-RESA-2502 | Manage reserve medical requests 4-60
0111-RESA-2503 Magage mobilization/demobilization of reserve 460

units/members

SECURITY
0111-5CTY-2501 | Safeguard Persconally Identifiable Information (PII) 4-61
SEPARATTONS
0111-35EPS~2501 | Manage separations package 4-62
0111-SEPS-2502 | Manage humanitarian procedures 4-63
SERVICE RECORDS
0111-SERR-250Q01 | Supervise reenlistments and extensions 4-63
0111-SERR-2502 | Manage service record audit process 4-64
UNIT DIARY

Manage Unit Diary/Marine Integrated Personnel
0111-UnNDR-2501 Systems (UD/MIPS) transactions 4-65
0111-UNDR-2502 | Manage Electronic Diary Feedback Report (EDFR) 4-66

4003. 1000-LEVEL EVENTS

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

EVALUATION-CODED: NO ' SUSTAINMENT INTERVAL: 12 months

GRADES: PVT, PFC, LCPL

INITIAT, TRAINING SETTING: FORMAL

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

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

PERFORMANCE STEPS:

1. Receive web PCA orders/CMC messages.

2. Review information contained in web oxders.
3. Prepare command endorsement.

4. Forward for review.

REFERENCES:

1. MCO 1326.5_Marine Corps Web Orders Systems (WEB ORDERS)

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

3. MCQ F1070.12__ Marine Corps Individual Records Administration Manual
(IRAM) -

4. MCO P130C.5  Marine Corps Personnel Assignment Policy
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5. MCQO P1326.6_ Selecting, Screening and Preparing Enlisted Marines for
Special Duty Assignments and Independent Duties

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

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

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

EVALUATION--CODED: NO SUSTAINMENT INTERVAL: 12 months

GREDES: PVI, PFC, LCPL

INITIAT. TRAINING SETTING: FORMAL

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

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

PERFORMANCE STEPS:

1. Receive web PCS orders/CMC messages.

2. Review information contained in web crders.
3. Interview member. '
4
5

Provide screening/dependent checklists.
Submit request for overseas dependent entry approval/area clearance upon
completion of checklist, if required.

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

7. Prepare command endorsement.

8. Forward for review.

REFERENCES:

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

2. MCO 1320.11_ Perscmnnel Sponsorship Program

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

4, MCO 4650.30 Port Call Procedures Applicable to the Movement of Marine
Corps - Sponsored Passenger Traffic BTWN CONUS and Overseas areas
(Including Alaska and Hawail) and Within and BTWN Overseas Areas .

5. MCO F1000.6_ Assignment, Classification, and Travel Systems Manual {ACTS

MANUAL)

6. MCO 1001R.1_ Marine Corps Reserve BAdministrative Management Manual
{MCRAMM)

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

§. MCO Pl300.8  Marine Corps Personnel Assignment Policy
9. MCO P132Z6.6_ Selecting, Screening and Preparing Enlisted Marines for
Special Duty Assignments and Independent Duties

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

11, MCO P7301.104 Accounting Under the Appropriations "Military Personnel,
- Marine Corps™ and "Reserve Personnel, Marine Corps"

12. SECNAV M-5216.5 Naval Correspondence Marual

13. SECNAV M-521(0.2 Standard Subject Identification Code (SSIC) Manual
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0111-CORP-1003: Prepare naval correspondence

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months
DESCRIPTION: Letters, messages, endorsements, and Administrative Action (AA)
Forms are the most common types of correspondence generated by a unit.
Administrative personnel prccess cecrrespondence from rough draft through
completed document.

GRADES: PVT, PFC, LCPL

INITTAL TRAINING SETTING: FORMAL

CONDITION: Given a rough draft or verbal instructions, appropriate
equipment, general office supplies, and source documents.

STANDARD: Ensuring there are no typographical or format errors.

PERFORMANCE STEPS:

1. Receive source document.
2. Prepare draft.

3. Forward for review.

REFERENCES :

1. MCO Pi070.12_ Marine Corps Individual Records Admlnlstratlon Manual (IRAM)
2. SECNAV M-5216. 5 _ Secretary of the Wavy Correspcndence Manual

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

0111-CORP-1004: Prepare Command Special Orders

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

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

GRADES: PVT, PFC, LCPL

INITIAL TRAINING SETTING: FORMAL

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

STANDARD: Ensuring there are no typographical or format errors.

PERFORMANCE STEPS:

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

3. Draft Command Special Order.

4 Forward for review.

REFERENCES:

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

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

3. MCTFSCODESMAN Marine Corps Total Force System Codes Manual
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4. BSECNAV M-5216.5 Naval Correspondence Manual
5. SECNAV M-5210.2_ Standard Subject Identification Code (SSIC) Manual

0111-FIDR-1001: Maintain correspondence files

EVALUATION-CODED: NO SUSTATNMENT INTERVAL: 12 months

GRADES: PVT, PFC, LCPL

INITIAT TRAINING SETTING: FORMAL

CONDITION: Given correspondence files and file folders, appropriate
equipment, and general cffice supplies.

STANDARD: Ensuring correspondence is filed by Standard Subject
Identification Code (S8SIC), file folders are properly labeled, and
retention/disposal of files is performed in sequential order.

PERFORMANCE STEPS:

Identify SSIC.

Prepare labels.

Prepare files outlines.

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

. Conduct disposal/retention actions.

U W N

REFERENCES :

1. MCO 5210.11_ Marine Corps Records Management Program

2 SECNAVINST M-5210.1 Records Management Manual

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

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

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: PVT, PFC, LCPL

INITIAL TRAINING SETTING: FORMAL

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

STANDARD: Ensuring there are no format or typographical errors.

PERFORMANCE STEPS:

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

2. Complete blocks 6~17 after NJP proceedings.

3. Attach required documents to the UPB. -

4 Forward for review.

REFERENCES: e
1. MCM Manual for Courts-Martial (current edltlon)
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2._Eﬁi;iﬁbﬁﬁiiéllﬁﬁéfiﬁé‘CdrpS“TndividualnRecords,Administra;}gg_ygnual
(IRAM) o
3. MCO P5800.16__ Marine Corps Manual for Legal Administration {LEGADMINMAN)

0111-MPMN-1001: Navigate Marine Online {MOIL)

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: Marine Online (MOL} is a web-based application that provides
multiple administrative tocls for commanders and administrators. MOL
functionality includes promctions, UMSR, leave, PTAD, PDMRA, EPAR, OMPF,
ReportNet, WebOrders, processing service awards, and DTMS to include the DD
1351-2 (Travel Voucher or Subvoucher), and NAVMC 11115 {authorization for
Advance Dependents Travel and/or Dislocation).

GRADES: PVT, PFC, LCPL

INITIAL TRAINING SETTING: FORMAL

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

PERFORMANCE STEPS:

1. Log on to MOL.

2. Select the appropriate module.

3. Determine functionality within module.

REFERENCE :
1. MOL Users Manual

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

EVALUATION-CODED: NC SUSTAINMENT INTERVAL: 12 months
DESCRIPTION: Administrative personnel are responsible for pay and
allowance changes based on member’s duty station, family and personal status.
This includes but is not limited to operational, overseas, regular/reserve
specific pay and allowances.

GRADES: PVT, PFC, LCPL

INITIAL TRAINING SETTING: TFORMAL

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

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

PERFORMANCE STEPS:
1. Receive completed source documentation.
2. Review documentation.
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3. TIdentify entitlements.
4. Maintain documentation, as required.

REFERENCES :
1. DFAS-CL 7220.31-R Marine Corps Total Force System Automated Pay Systems
~ 7 "Manual (APSM) -
2. DOD FMR 7000.14-R Volume 78 DOD Financial Managenment Regulation, -Military
Pay Policy and Procedure - Active Duty and Reserve Pay
3. MCO 10110.47_ Basic Allowance for Subsistence (BAS)
4, MCO 7220.12  Special Duty Assignment (SDA} Pay Program
5. MCO 100lR.1_ Marine Corps Reserve Administrative Management Manual
(MCRAMM)
€. MCO P1300.8 Marine Corps Personnel Assignment Policy
7. MCO P1751.3: Dependency Determination and Basic Allowance for Housing
(BAH) Manual
8. MCTFSCODESMAN Marine Corps Total Force System Codes Manual
9. MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual

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

0111-PYAL-1002: Prepare Miscellaneous Military Pay Order/Spacial Payment
Ruthorization (NAVMC 11116}

EVALUATION-CCODED: NO SUSTAINMENT INTERVAL: 12 months

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

GRADES: PVT, PFC, LCPL

INITIAL TRAINING SETTING: FORMAL

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

STANDARD: Ensuring completeness with no typographical or format errors.

PERFORMANCE STEPS:

1. Review service record and scurce documents.
2. Complete all required blocks on NAVMC 11116.
3. Forward for review,.

4. Track through completion.

REFERENCES:

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

2. DOD FMR 7000.14-R Volume 7A DOD Financial Management Regulation, Military
Pay Policy and Procedure - Active Duty and Reserve Pay
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3. MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual

0111-8SCT¥-1001: Safeguard Personally Identifiable Information {PII)

EVALUATICON-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: Non-DoD agencies may contact an administrative office in oxrder
tc obtaln a member's personal information. Administrative personnel must be
able tc determine what information can and cannot be provided to these
agencies.

GRADES: PVT, PFC, LCPL

INITIAT, TRAINING SETTING: FORMAL

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

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

PERFORMANCE STEPS:

1. Receive a regquest for disclosure of personal informatien.

2. Determine if perscnal information can be released in compliance with the
Privacy Act of 1974.

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

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

5. Effect release of informaticn, if appropriate.

[ Document the release of all information on OPNAV Form 5211 (Disclosure

Accounting Form-Record of Disclosure), maintained in the service record.

7. Maintain OPNAV Form 5211 in the service record.

REFERENCES :
1. MCO P1070.12 Marine Corps Individual Records Administration Manual (IRAM}

2. MCO P5211.2 The Privacy Act of 1974

0111-SEPS-1001: Prepare separations documents

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

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

GRADES: PVT, PFC, LCPL

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given access to the web-based and database systems, service
receords, and source documents.
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STANDARD: Ensuring all documents are free of typographical or format errors.

PERFORMANCE STEPS:

1. Receive separation notification.

2. Review separation data sheet.

3. Prepare draft separation deocuments, as reguired.

4. Forward for review.

REFERENCES:

1. MCO 1001.32 Pre-Separation Counseling Concerning Marine Corps Reserve
(MCR) Participation

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

3. MCO Pl8006.16_ Marine Corps Separation and Retirement Manual (MARCORSEFMAN)

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

5. MCO P1000.6_Assignment Classification and Travel Systems Manual (ACTSMAN)

0111-SEPS-1002: Prepare Separation/Travel Pay Certificate (NAVMC 11080)

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 1Z months

DESCRIPTION: Separating service members are entitled to certain travel
entitlements, pay and allcowances. Administrative personnel submit a NAVMC
11060 to the local disbursing office to effect those payments.

GRADES: PVT, PFC, LCPL

INITIAL TRAINING SETTING: FORMAL

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

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

PERFORMANCE STEPS:

1. Review source documents.

2. Prepare draft.

3. Forward for review.

REFERENCES:

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

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

3. MCO P1070.12 Marine Corps Individual Records Administraticn Manual {IRAM)

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

0l11-8ERR-1001: Prepare Family Service Member's Group Life Insurance

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months
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DESCRIPTION: All military members and dependents are authorized to utilize
Family Service Member's Group Life Insurance (FSGLI). The individual will
assist the member in the preparation of the FSGLI forms, and process the
forms into the service record and UR/MCTES.

GRADES: PVT, PFC, LCPL

INITIAL TRAINING SETTING: FORMAL

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

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

PERFORMANCE STEPS:

Determine insurance requirements.

Verify supporting documents, if required.

Verify document completion.

. Obtain signatures from member and certifying official.

. . Distribute forms as appropriate.

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

G O W N

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

REFERENCES:
1
2 MCO P1741.8 Government Life Insurance Manual

0111-SERR-1002: Prepare service record entries

EVALUATION-CODED: NO SUSTAINMENT IMTERVAL: 12 months

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

GRADES: PVT, PFC, LCPL

INITIAL TRAINING SETTING: FORMAL

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

STANDARD: Ensuring all entries are free of typographical cor format errors.

PERFORMANCE STEPS:

1. Determine required entries.
2. Draft entries.

3. Forward for review.

REFERENCES :

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

Z. MCO 1740.13_ Family Care Plans

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

4, MCO P107C.12 Marine Corps Individual Records Administration Manual (IRAM)
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5. MCO P1l741.8 Government Life Insurance Manual

6. MCTFSPRIUM Marine Corps Total Force System Personnel Repeorting

~+ - Instructions .Users Manual

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

0111-SERR-1003: Conduct service records audit

EVALUATION-CODED: NO SUSTATNMEN'T INTERVAL: 12 months

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

GRADES: PVT, PFC, LCPL

INITIAL TRAINING SETTING: FORMAL

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

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

PERFORMANCE STEPS:

1. Determine occasion for the audit.

2. Retrieve information from MCTFS.

3. Conduct audit with member, as required.

4., Verify information. ‘

5. Take corrective action to update the MCTFS, as required.

REFERENCES:

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

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

3. MCO 10110.47_ Basic Allowance for Subsistence (BAS)

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

5. MCO Pl741.8 Government Life Insurance Manual

6. MCO P1l751.3_ Dependency Determination and Basic Allowance for Heusing

(BAH} Manual

7. MCTFSCODESMAN Marine Corps Total Force System Codes Manual

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

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

10. MCG 10CLlR.1_ Marine Corps Reserve Administrative Management Manual
{MCRAMM)

011i-UNDR-1001: Extract Marine Corps Total Force System (MCTFsS) data

EVALUATICN-CODED: NOC SUSTAINMENT INTERVAL: 12 months

GRADES: PVT, PFC, LCPL
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INITIAL TRAINING SETTING: FORMAL

CONDITIQON: Given a requirement to extract data from Marine Ccrps Toctal Force
System (MCTFS), access to web-based or database systems, service reccrds, and
source documents.

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

PERFORMANCE STEPS:

1. Access MCTFS.

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

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

0111-UNDR-1002: Prepare Unit Diary entries

EVALUATION-CODED: WNO _ SUSTATNMENT INTERVAL: 12 months

DESCRIPTION: The Uni{ Diary is the primary means of reporting and updating a
member's personal, pay and trzining information contained in Marine Corps
Total Force System (MCTFS).

GRADES: PVT, PFC, LCPL

INITIAL TRAINING SETTING: FORMAL

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

STANDARD: Ensuring all adjustments are reported IAW the MCTFSPRIUM.

- PERFORMANCE STEPS:
1. Review source document to determine required adjustment/update/reportable

transaction.

2. Determine the type cof transaction code (TTC) and sequence number for the
transaction.

3. Prepare the rough draft unit diary.

4. Annotate source documents with processed unit diary information

5. Forward for review.

6. File annotated source documents, as reguired.

REFERENCES : .

1. MCTFSCODESMAN Marine Corps Total Force System Codes Manual

2. MCTFSPRIUM Marine Corps Total Force System Personnel Reporting

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

0111-UNDR-1003: Process Electronic Diary Feedback Report (EDER)
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EVALUATION-CCDED: NO SUSTAINMENT INTERVAL: 12 months

-~ DESCRIPTION: . An Electronic Diary Feedback Report (EDFR) is generated by the

Unit Diary/Marine Integrated Personhel System (UD/MIPS).when either an
individual utilizing a web-based system cor administrative perscnnel utilizing
UD/MIPS change information contained in the Marine Corps Total Force System
(MCTFS) . Administrative perscnnel will monitor and review action taken on
the EDFR and update as required.

GRADES: PVT, PFC, LCPL

INITIAT, TRAINING SETTING: FORMAL

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

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

PERFORMANCE STEPS:

1. Downlcad EDFR.

2. Determine action required on all parts of the EDFR.

3. Take appropriate unit diary/service record action.

4, TForward for review,.

REFERENCES :

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

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

3. MCTFSCCDESMAN System-based online Marine Corps Manpower Codes Manual

4. MCTFSPRIUM Marine Corps Tctal Force System Perscnnel Reporting

Instructions Users Manual
5. UDS-1080-02 Unit Diary System (UD3) Users Manual

4004. 2000-LEVEL EVENTS

0111-CORP-2001: Prccess Permanent Change of Assignment (PCA) orders
aendorsement

EVALUATTION-CCDED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: CPL, SGT

INITIAT. TRAINING SETTING: FORMAL

CONDITION: Given the web order authorization from Headquarter iarine Corps
(HOMC) directing a member's Permanent Change of Assignment (PCA).

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

1. Edit orders.
2. Forward orders for review and signature.
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3. Deliver signed coriginal orders to member.

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

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

REFERENCES : - .

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

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

3. MCO P1l000.6 Assignment, Classification, and Travel Systems Manual (ACTS

MANUAL)

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

MCO P1300.8_  Marine Corps Personnel Assignment Pelicy

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

Special Duty Assignments and Independent Duties

7. MCO P4650.37 Marine Corps Travel Instructions Manual

SECNARV M-5216.5  Secretary of the Navy Correspondence Manual

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

oy AN s

48]

0111-CORP-2002: Process Permanent Change of Station (PCS) orders endorsement

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: CPL, S5GT

INITTAL TRAINING SETTING: FORMAL

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

STANDARD: Ensuring there are no typographical or format errors.

PERFORMANCE STEPS:

1. Edit orders.

2. TForward completed orders for review and signature.

3. Deliver completed orders to member.

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

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

6. Distribute as required.

REFERENCES:

1. JEFTR NAVSQO P-6034 Volume 1 Joint Federal Travel Regulation, Uniformed
Sexrvice Members

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

3. MCO P1000.6  Assignment, Classification, and Travel Systems Manual [ACTS
MANUAL) :

4. MCO 1001R.1_Marine Corps Reserve Administrative Management Manual
{MCRAMM} L

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

6. MCO P1300.8 Marine Corps Personnel Assignment Policy

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

Special Duty Assignments and Independent Duties
8. MCO P4650.37 Marine Corps Travel Instructions Manual (MCTIM)
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5. BSECNAV M-5216.5  Naval Correspondence Manual :
10, SECNAY M-5210.2 Standard Subject Identification Code (8SIC) Manual

0111-CORP-2003: Process Command Special Orders

EVALUATION-CODED: NO ’ SUSTAINMENT INTERVAL: 24 months

GRADES: CPL, S5GT

INITIAL TRAINING SETTING: MOJT

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

STANDARD: Ensuring there are no typographical or format errors.

PERFORMANCE STEPS:

1. Edit Command Special Order.

2. Forward for review and signature.

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

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

2. BSECNAV M-5216.5  Secretary of the Navy Correspondence Manual
3. SECNAV M-5210.2 Standard Subject Identification Code (S85IC) Manual

0111-CORP-2004: Process naval correspondence

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

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

GRADES: CPL, SGT

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given typed correspondence and source documents.

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

DPERFORMANCE STEPS: X .
1. Edit typed ccrrespondence for spelling, grammar and format errdrs.

2. Forward for review and signature.

3. Distribute as required.

REFERENCES:

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

Corraspondence Manual R
2. MCO ®1070.12_ Marine Corps Individual Records Administration Manual (IRAM)
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3. BSECNAV M-5216.5  Secretary of the Navy Correspondence Manual
4, GSECNAV M-5210.2 Standard Subject Identification Code (SSIC) Manual

0111-CORP-2005: Process naval messages

EVALUATION-CODED: NO SUSTATNMENT INTERVAL: 12 months

GRADES: PVT, PFC, LCPL, CPL, SGT

INITIAL TRAINING SETTING: MOJT

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

STANDARD: Ensuring there are no typographicazl or format errors.

PERFORMANCE STEPS:
1. Prepare naval message.
2. Forward naval message for review and release.

REFERENCES :

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

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

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

4. NTP 4 Naval Telecommunications Frocedures

5. BSECNAV M-5216.5 __ Secretary of the Navy Correspondence Manual

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

0111-CTMN-2001: Process Personnel Casualty Report (PCR)

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: PVT, PFC, LCPL, CPL, SGT

INITIAL TRAINING SETTING: MOJT

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

STANDARD: Ensuring there are no typographical or format errors.

PERFORMANCE STEPS:

. Receive notification of a casualty.

. Extract needed information from service record.
Enter casualty data into the web-based system.
Forward for review.

Distribute as regquired.

s W N

MCO 3040.4 Marine Corps Casualty Procedures Manual (MARCCRCASPROCMAN)
MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual .

REFERENCES :
1.
2.
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3. NTP 4 Naval Telecommunications Procedures
4. USN PLAD 1 Message Address Directory
0111-FIDR-2001: Maintain Directives Control Point (DCP)
EVALUATION-CCDED: MNO SUSTATINMENT TNTERVAL: 12 months

GRADES: CPL, SGT

INITIAL TRATNING SETTING: MOJT

CONDITION: Given access to web-based and database systems, command issue
directives, directives checklists, and changes.

STANDARD: Ensuring mission essential publications are IAW MCO 5210.11_.

PERFORMANCE STEPS:

Prepare checklist of command issued directives.

Establish a publicaticons listing within MCPDS.

Budit higher headguarters Directives Management System Checklist.
File master directives, as required.

Receive published changes.

Make changes per directives.

File page changes, as required.

Make pen changes, as reguired.

Complete Record of Changes page in directives, as required.
lO Enter changes to the PL through MCPDS, as required.

11. Requisition missing directives.

el e
e e R

REFERENCES :

MCO 5210.11 Marine Corps Records Management Program

. MCO P5211.2_ The Privacy Act of 1974

. MCO P5215.17_ Marine Corps Technical Publications System

MCO P5600.31 Marine Corps Publication and Printing Regulations
OPNAV M-5215.17 Navy Directives Issuance System

SECNAVINST M-5215.1 Secretary of the Navy Directives Policy

oy N = W N -

0111-FIDR~2002: Edit command issued directives

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

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

GRADES: CPL, SGT

INITIAL TRAINING SETTING: MOJT

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

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

PERFORMANCE STEPS:

1. Verify format is appropriate for directive type.

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

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

5. Distribute and file completed directive.

REFERENCES:

1. GPO STYLE MANUAL Government Printing Office Style Manual

2. MCO 5215.1 Marine Corps Directives Management Program

3. OPNAV M-5215.17 Navy Directives Issuance System

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

5. BECNAV M-5210.2 standard Subject Identification Code (SS5IC) Manual

0111-GENA-2001: Process award recommendations

EVALUATION-CODED: NO SUSTATINMENT INTERVAL: 12 months

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

GRADES: PVT, PFC, LCPL, CPL, 5GT

INITIAYL TRAINING SETTING: MOJT

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

STANDARD: Ensuring awards are complete and prepared without typographical or
format error.

PERFORMANCE STEPS:

Receive award recommendatiomn.

Review source documents and award citation.
Ensure award 1s printed on correct certificate.
Review final award.

Forward tTo awarding authority for signature.

Make copies of award and file as required.
Forward signed award to command for presentation.
Distribute award, as reguired.

1

RO PR W=
. e . .

REFERENCES:

1. MCO 1650.19 Administrative and Issue Procedures for Decorations, Medals,
and Awards

2. SECNAVINST 1650.1_ Navy and Marine Corps Awards Manual

0111-LGAD-2001: Process Unit Punishment Bock (UPBR) (NAVMC 10132)

EVALUATION-CODED: NO - SUSTATNMENT INTERVAL:-- 12 months_._ ___

4-22 Enclosure (1}



NAVMC 3500.3C
15 Jun 2012

GRADES: CPL, SGT

INITIAL TRAINING SETTING: FORMAL

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

STANDARD: FEnsuring there are no typographical or grammatical errors and is
completed IAW MCO P5800.16 .

PERFORMANCE STEPS:

1. Edit source documents.

2. Forward for review.

3. Distribute as appropriate.

REFERENCES :

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

2. MCO PL070.12_ Marine Corps Individual Records Administration Manual (IRAM)

3. MCO P5800.16_  Marine Corps Manual for Legal Administration {LEGADMINMAN}

4, DoD 7000.14-R Department of Defense Financial Management Regulations
{DODFMR), Volume 7A

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

0111-LGAD-2002: Process Courts-Martial packages

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRaDES: CPL, SGT

INITIAT, TRAINING SETTING: FORMAL

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

STANDARD: Ensuring that prior to and upcon completion of the courts-martial
the NAVMC 118(13) is completed without typographical or format errors, IAW
MCO P5800.16 .

PERFORMANCE STEPS:

1. Receive ROT.
2. Review source documents to include appellate leave, i1f applicable.
3. Receive CA's action.
4. Forward for review and signature.
5. Distribute as required.
FERENCES :

MCO PL070.12 Marine Corps Individual Records Administration Manual (IRAM) .
MCO P5800.16 Marine Corps Manual for Legal Administration (LEGADMINMAN)
MCTFSPRIUM Marine Corps Total Force System Perscnnel Reporting
Instructions Users Manual

MCO P1900.16_ Marine Corps Separation and Retirement Manual

{MARCORSEPSMAN)

RE,
1. MCM Manual for Courts—-Martial (current edition)
2
3
4

o]
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6. MCO 1050.16 BAppellate Leave Awaiting Punitive Separation

7. DoD 7000.14-R Department of Defense Financial Management Regulations.. e

(DODFMR}, Volume 7A, Military Pay Policy and Procedures — Aciive Duty and
Reserve Pay

0111-I.GAD-2003: Prepare Competency Review Board (CRB) packages

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: CFL, SGT

INITIAL TRATINING SETTING: FORMAL

CONDITION: Given a nctice of incompetence and source documents.

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

PERFORMANCE STEPS:

1. Review scurce documents.

2. Draft appropriate documents.

3. Forward for review.

4, Make corrections if necessary.

REFERENCES :

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

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

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

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

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

0111-MPSY~-200l: Prepare Joint Personnel Status (JPERSTAT) reports

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

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

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

INITIAL, TRAINING SETTING: MOJT

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

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

Consolidate figures provided by subordinate units or sections.

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

Type JPERSTAT and incorporate changes identified during review.

. Distribute as reguired.

ok W N -

CJCSM 3150.13 Joint Reporting Structure - Personnel Manual

REFERENCES:
1.
2. JP 1-0 Perscnnel Support to Joint Operations

0111-MPS8Y-2002: Generate database reports

EVALUATICN-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: CPL, SGT

INITIAL, TRAINING SETTING: FORMAL

CONDITION: Given a regquest for a simple list report, ad hoc report or
roster, and access {0 web-based or database system.

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

PERFORMANCE STEPS:

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

3. Search database to obtain required data elements.

4. TFormat report as required by request.’

5. Run report.

6. Print or export report if necessary.

7. Forward printed or saved report.

REFERENCES:

1. MCTFSCODESMAN Marine Corps Total Ferce System Codes Manual

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

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

4. MOL Users Manual

0111-PYAL-2001: Process travel claim

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

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

GRADES: CPL, SGT

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

STANDARD: Ensuring the claim is submitted within five working days once Lhe
member has completed official travel, and the travel settlement payment is
correct.

PERFORMANCE STEPS:

1. Review completed claim.

2, Forward travel claim to approving official {AQ) for review and signature.
3. Distribute as redquired.

4. Track completion of trawel claim.

5. Review travel settlement to ensure payment is correct.

6. Tile travel claim, as required.

REFERENCES :

1 JFTR NAVSO P-6034 Volume 1 J01nt Federal Travel Regulation, Uniformed

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

0111-P¥AL-2002: Process Miscellaneous Military Pay Order/Special Payment
Authorization (NAVMC 11116)

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTICON: Certain instances require adjustment to a member's pay record.
Ir scme cases, the local disbursing office will perform this adjustment. The
NAVMC 11116 is the source deocument submitted to the local disbursing office
to request an adjustment.

GRADES: CPL, SGT

INITIAL TRAINING SETTING: MCJT

CONDITION: Given access to web-based and database systems, the service
record, source documents, and NAVMC 111ile.

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

PERFORMANCE STEPS:

1. Edit form for accuracy.

2. Foxward for review.

3. Track form through completion.

REFERENCES:

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

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

3. MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual
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Gll1-PYAL-2003: Review Total Force pay and allowances

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPIION: Administrators are responsible to affect pay and allowance
changes based on member’s duty station, family, and personnel status. This
includes but is not limited to operational, overseas, and reserve specific
and regular pay and allowances. There are many reserve specific entitlements
such as Annual Training (AT), IDT/drills, ADCOS {(over and under 30 days),
special duty pay, BAH, and CONUS COLA. Additionally situations occur in the
course of a member’s career that may modify thelr service dates such as
Expiration of BActive Service {(EAS), End of Current Contract (ECC), Armed
Forces Active Duty Base Date (AFABD), Pay Entry Base Date {(PEBD), Place Last
Entered Active Duty (PLEAD), Date of Entry ARrmed Forces (DOEAF), and Time
Lost.

GRADES: CPL, SGT

INITIAT, TRAINING SETTING: TFORMAL

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

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

PERFORMANCE STEPS:

1. Receive completed documentation for review.

2. Review documentation foxr accuracy and completeness.

3. Identify pay entitlement.

4. Forward for review.

5. Enter changes in UD/MIPS.

6. Maintain documentation, as required.

REFERENCES :

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

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

3. MCO 10110.47_ Basic RAllowance for Subsistence (BAS)

4. MCO 7220.12 Special Duty Assignment {SDA) Pay Program

5. MCO 1001R.1: Marine Ccrps Reserve Administrative Management Manual

(MCRAMM)

6. MCO P1300.8_ Marine Corps Personnel Assignment Policy

7. MCO P1751.32 Dependency Determination and Basic ARllowance for Housing

(BAH) Manual

MCTFSCODESMAN Marine Corps Total Force System Codes Manual

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

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

[eel

ADMINISTRATIVE NOTE: If questions arise as to Reserve specific entitlements,
administrators may also contact the MARFORRES Administrative Assistance Unit
at MFRAAU@usmc.mil or (504} 697-7269/7273, or check the MARFORRES ARAU website
hitp://www.marines.mil/unit/marforres/MFRAQ/G1/Operations/ARU/AAU. aspr for
information. The Mzrine Corps Administrative Analysis Teams, East and West,
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can also assist. The West Coast Team can be reached at (760) 725-3085/DSN
312-361-~3085 or mcbhb campen mcaat-wlusmc.mil; and the East Coast Team can be
reached at (910) 450-1258/DSN 312-450-1258 or lejeune mcaatb-efusmc.mil.

0111-PYAL-2004: Compute Armed Forces Active Duty Base Date {AFADED)/Pay
Entry Base Date (PEBD)

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

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

GRADES: CPL, SGT

INITIAL TRAINING SETTING: FORMAL

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

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

PERFORMANCE STEPS: .

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

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

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

4. Perform computations on necessary dates.

5, Forward for review.

6 Report as appropriate.

REFERENCES :

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

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

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

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

0111-PYAY-2005: Process travel entitlements

EVALUATION-CODED: NO - SUSTAINMENT INTERVAL: 12 months

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

INITIAT, TRAINING SETTING: FORMAL

GRADES: CPL, 5GT

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

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

PERFORMANCE STEPS:

1. Verify the member's entitlements.

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

4. Review the accuracy of the source documents.

5. Obtain signatures.

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

8. Distribute as required.

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

REFERENCES :

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

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

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

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

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

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

7. MCO P1300.8  Marine Corps Personnel Assignment Policy

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

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

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

0111-PYATL~2006: Research special leave accrual

EVALUATION-CODED: NO 7 SUSTAINMENT INTERVAL: 12 months

GRADES: ©PVT, PFC, LCPL, CPL, S5GT, SSGT, GYSGT

INITIAL TRAINING BETTING: FORMAL

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

STANDARD: Ensuring documentation for all Marines who ratz leave restoration
is completed IAW MCO P1050.3 .
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PERFORMANCE STEPS:

1. Identify personnel with lost leave.

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

4. Distribute source documents.

REFERENCES : o :
1. MCO P1050.3 Regulations for Leave, Liberty, and Administrative Absence
2. DoDEMR Department of Defense Financial Management Regulations, (DoDFMR),

Volume 7A, Military Pay Policy and Procedures — Active Duty and Reserve
Pay
MOL Users Manual

w
+

0111-RESA-2001: Process reserve medical regquests

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: Reserve Marines may incur injuries while active/inactive duty
or during periods of non-duty. BAn administrator needs to ensure that those
Marines are reported into Marine Corps Total Force System (MCTFS) correctly.
This includes but is not limited to temporary not physically qualified, not
physically gualified, line of duty, and active duty medical hold.

GRADES: CPL, SGT

INITIAL TRAINING SETTING: FORMAL

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

STANDARD: Ensuring data is entered into Marine Corps Total Force System
(MCTFS) .

PERFORMANCE STEPS:

1. Determine medical classification.

2. Complete reqguired documents.

3, <Coordinate orders process, as reguired.
4. Complete required entries.

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

o (MCRAMM}

01l11-RESA-2002: Adjust Career Retirement Credit Reports (CRCR).

EVALUATICN-CODED: NO SUSTAINMENT INTERVAL: 12 mconths

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

GRADES: CPL, 5GT

INITIAL TRAINING SETTING: FORMAL

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

STANDARD: Ensuring all Accummlated Deployed Time (ADT)/Inactive Duty
Training (IDT) information is correct, audits are conducted on an annual
basis, and all required unit diary transactions are reported.

PERFORMANCE STEPS:

1. Verify information from applicable source documents.

2. Submit appropriate corrections for unit diary input.

3. Retrieve corrected ARCR/CRCR from online system after corrections have
posted to MCTFS.

4. Verify for accuracy.

5. Cbtain required signature.

6. Distribute as required.

REFERENCES:

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

2. MCTPSCODESMAN Marine Corps Total Force System Codes Manual

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

4, DoDFMR 7000.14-R Department of Defense Financial Management Regulations
(DOoDEFMR) , Volume 7R, Military Pay Policy and Procedures - Active Duty an
Reserve Pay

0111-RESA-2003: Process personnel administrative actions for the
activation/deactivation of a reserve member/unit

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: The mobilization or activation of reserve members to active
duty changes their status in the Marine Corps. Administrators must
understand the unique pay and allowances asscgciated with the reservists’
change in status. Pay and allowances are contingency-based and thus will
vary based on the contingency and orders issued.

GRADES: CPL, SGT

INITIAL TRAINING SETTING: FORMAL
CONDITION: Given scurce decuments, access to MCTFS, and service records.

STANDARD: Ensuring eligible members receive all appropriate entitlements and
benefits TAW the MCTFSPRIUM.
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PERFORMANCE STEPS:

1. Receive documents that require precessing.

2. Verify the member’s eligibility to receive entitlements.
3. Input into unit diary.

4, Forward for review.

REFERENCES: .

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

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

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

4. MCC P1040R.35 Marine Corps Reserve Career Planning and Retention Manual

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

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

0111-8CTY-2001: ZImplement program for safeguarding Personally Identifiable
Information (PII)

EVATLUATION-CODED: NO SUSTAINMENT INTERVAL: 1Z months

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

GRADES: PVT, PFC, LCPL, CPL, SGT

INITIAT TRAINING SETTING: DL

CONDITION: Given a PITI program, OPNAV Form 5211/9 (Disclosure Accounting
Form—Record of Disclosure) and The Privacy Act of 1974 as amended.

STANDARD: Ensuring conly personally identifiable information authorized by
the references or individual is released, all released infeormation is
documented, and all OPNAV Form 5211/9s are maintained in the service record.

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

REFERENCES:

1. MCO P1i070.12 Marine Corps Individual Records Administration Manual (IRAM)

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

3. SECNAVINST 5510.36_ Dept of the Wavy Informaticn and Personnel Security
Program Regulations

0111-SEPS-2001: Process separations documents
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EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 1Z months

GRADES: CPL, SGT

INITIAL TRAINING SETTING: FORMAL

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

STANDARD: Ensuring all documents are complete, without typographical or
format errors.

PERFORMANCE STEPS:

1. Review separations package.

2. Forward documents to supervisor for review.
3. Distribute as required.

REFERENCES:

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

2. MCO 1001.39 Pre-Separation Counseling Concerning Marine Corps Reserve

(MCR) Participation

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

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

5. MCC P1200.16_ Marine Corps Separation and Retirement Manual (MARCORSEPMAN)

6. MCTFSCODESMAN Marine Corps Total Force System Codes Manual

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

0111-SEPS-2002: Process humanitarian request

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: A member may, in the case of hardship, request an attachment,

transfer, or discharge for humanitarian reasons. Administrative personnel L ._.Lorifivs
will assist the member in compiling the necessary documentation teo justify a——

request. Once submitied, administrative personnel will continue to monitor

and track the request while awaiting determination from higher headguarters.

GRADES: CPL, SGT

INITIAL TRAINTNG SETTING: FORMAL

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

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

PERFORMANCE STEPS:

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

3. Notify member’s command leadership.

4. Contact CMC, if applicable
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Make appropriate unit diary entries.
Generate package.

Process package.

Track package.

Conduct separalion preocess, if necessary.
0. Transfer by service record, if necessary.

H o ®»-Joyu

REFERENCES :

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

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

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

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

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

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

8. MCO P18900.16_ Marine Corps Separation and Retirement Manual (MARCORSEPMAN)

9. MCTFSCODESMAN Marine Corps Total Force System Codes Manual

10. MCTFSPRIUM Marine Corps Total Force System Personnel Reporting

Instructicons Users Manual

0111-8SEPS-2003: Process administrative separation

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: CPL, SGT

INITIAL TRAINING SETTING: FORMAL

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

STANDARD: Ensuring administrative separation packages are prepared without
typographical or format error, appropriate service record entries are
completed, and appropriate unit diary transactions are reported.

PERFCRMANCE STEPS:

Review source documents.

Prepare notification letter/package.

Prepare redquired entries for notification.

Forward for review.

Prepare after notification documents.

Forward for review. .

Prepare required entries upon forwarding separation package to GCMCA.
Prepare required entries for separaticn.

Distribute as required.

.

.

.

WO oy s W N

MCO P1900.16 Marine Corps Separation and Retirement Manual (MARCORSEPMAN)
MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual

SECNAVINST 1920.6_ Administrative Separation of Officers

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

REFERENCES :
1
2

o= L0
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0111-SERR-2001: Process Total Force enlisted promoticns

EVALUATION~CODED: NO SUSTATNMENT INTERVAL: 24 months

DESCRIPTION: Unit commanders have the authority to promote members of their
commands from the ranks of Private to Sergeant. Administrative personnel
will prepare the necessary paperwork based upon the unit commander's
recommendations.

GRADES: CPL, SGT

INITIAT, TRAINING SETTING: FORMAL

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

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

PERFORMANCE STEPS:

Retrieve eligibility rosters.

Retrieve current training data.

Monitor unit diary feedback reports.

Work zeroed out composite scores.

Forward manual computation of composite scores, as necessary.
Request remedial promotion, as necessary.

. Verify preparation of promotion warrants.

. Distribute promotion warrants, as required.

. Adjust service record/unit diaries, as required.

OWW-dn U d&Wwh

REFERENCES:

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

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

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

ADMINISTRATIVE NOTE:
Reserve promotions to Cpl and Sgt are conducted gquarterly vice monthly.

0111-SERR-2002: Process Family Service Member's Group Life Insurance (FSGLI)

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: Family Service Member's Group Life Insurance (FSGLI) is a
policy for military dependents. Administrative personnel provide guidance on
the completion of this form.

GRADES: CPL, S5GT

INITIAL TRAINING SETTING: MOJT

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

STANDARD: Ensuring the form is prepared without typcgraphical or format
errors, is complete, and required transactions are reported IAW the
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MCTFSPRIUM,

PERFORMANCE STEPS:

1. Review form for signatures.

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

REFERENCES:

1. MCC P1080.40 Marine Corps Total Force System Persconnel Reporting
Instruction Manual

2. MCO Pi741.8 Government Life Insurance Manual

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

0111-SERR-2003: Review service record audit process

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: CPL, SGT

INITIAL TRATNING SETTING: MOJT

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

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

PERFORMANCE STEPS:

1. Coordinate occasion for audit.

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

3. Return for corrective action, if necessary.

4, TForward for review.

REFERENCES :

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

2. DOD FMR 700C.14-R Volume 7A DOD Financial Management Regulation, Military
Pay Policy and Procedure - Active Duty and Reserve Pay

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

4. MCO 10110.47 Basic Allowance for Subsistence (BAS)

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

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

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

8. MCC P1l741.8 Government Life Insurance Manual

9. MCTFSCODESMAN Marine Corps Total Force System Codes Manual

10. MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructicns Users Manual.

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

{MCRAMM)
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0111~UNDR-2001: Process Electronic Diary Feedback Report {(EDFR)

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: CPL, SGT

INITTAT TRATNING SETTING: MOJT

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

STANDARD: Ensuring all required action is completed IAW the MCTFSPRIUM

PERFORMANCE STEPS:
1. Verify accuracy. 7
2. Notify supervisor when complete for review and certification.

REFERENCES:

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

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

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

4, UDS-1080-02 Unit Diary System (UDS) Users Manual

0111-UNDR-2002: Process Unit Diary/Marine Integrated Personnel Systems
(UD/MIPS) transactions

EVALUATION-CCODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: CPL, SGT

INITIAT TRAINING SETTING: FORMAL

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

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

PERFORMANCE STEPS:

Review the rough unit diary.

Verify the transactions.

. Return for correction, as necessary.

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

O W NP

REFERENCES:
1. MCTFSCODESMAN Marine Corps Total Force System Codes Manual
 —— —2~—MNCTESPRIUM Marine Corps Total Force System Personnel Reporting

Instructions Users ManuaI“_*‘__“_*‘—*4———‘————‘4i_;___‘_Aﬁ_ug_RA__A‘_4#_¥4__g‘_ﬁg_

3. UDS-1080-02 Unit Diary System (UDS} Users Manual
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__4005. 2500-LEVEL EVENTS
0111-CORP-2501: Manage naval correspondence
EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: S55GT, GYSGT, MSGT, MGYSGT

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given typed correspondence and source documents.

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

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

REFERENCES:

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

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

3. BSECNAV M-5216.5_ Secretary of the Navy Correspondence Manual

4. SECNAV M-521C.2_ Standard Subject Identification Code (SSIC) Manual

011il-CORP-2502: Manage naval messages

EVALUATION-CODED: NO SUSTATNMENT INTERVAL: 12 months

GRADES: S55GT, GYSGT, MSGT, MGYSGT

INITIAT, TRAINING SETTING: MOJT

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

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

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

REFERENCES:

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

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

. MCOC P1070.12 Marine Corps Individual Records Administration Manual- (IRAM)

NTP 4 Naval Telecommunications Procedures

SECNAV M-5216.5__ ‘Secretary of the Navy Correspondence Manual

SECNAV M-5210.2 Standard Subject Identification Code (SSIC} Manual

v &= W
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0111-CORP-2503: Manage Individual Augments (IA}

EVALUATICN-CODED: NO SUSTAINMENT INTERVAL: 12 months

BILLET: G-1 Operations
GRADES: SSGT, GYSGT, MSGT, MGYSGT

INITIAL TRAINING SETTING: MOJT

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

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

PERFCRMANCE STEPS:

Identify sourcing soluticns to billets.
Task to subordinate units.

Process reclamas from subordinate units.
Submit shortfalls to higher headguarters.
Cocrdinate reporting instructions.

U W N

REFERENCES :

1. ©JCs 1301.01_ Individual Augmentation Procedures

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

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

4, MCWP 5-1 Marine Corps Planning Process

0111-CORP-2504: Manage Command Special Orders

EVALUATICN-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: SS5GT, GYSGT, MSGT, MGYSGT

INITIAL TRAINING SETTING: MOJT

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

STANDARD: Ensuring there are no typographical or format errcrs
PERFORMANCE STEPS:

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

REFERENCES : . N

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

2. MCO P1000.6  Assignment, Classification, and Travel Systems Manual (ACTS
MANUAL)
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0111-CTMN-2501: Manage Personnel Casualty Report (PCR)

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: SSGT, GY3GT, MSGT, MGYSGT

INITIAL TRATINING SETTING: MOJT

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

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

1. Review for release.
2. Distribute as regquired.

REFERENCES:

1. MCO 3040.4_ Marine Corps Casualty Procedures Manual (MARCORCASPROCMAN)

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

0111-FIDR-2501: Manage correspondence files

EVALUATION-CODED: NO . SUSTAINMENT INTERVAL: 12 months

GRADES: SSGT, GYSGT, MSGT, MGYSGET

INITIAL TRAINING SETTING: MOJT

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

STANDARD: Ensuring command correspondence is correctly maintained, proper:
Standard Subject Identification Code {8SIC) codes are utilized, and files are
properly disposed cf and within established timeframes.

PERFORMANCE STEPS:

Ensure establishment of correspondence files.

Review the files outline. .

Review the identificaticon labels on the file folders.

Check for proper S3SIC. .
Check for disposition retention instructions.

Verify filing of correspondence by SSIC and date.

Ensure files disposal per the references.

L ) NS ) BTN % I o

MCO 521C.11 Marine Corps Records Management Program
MCO 5216.20 HOMC Supplement to the Department of the Navy (DON)
Correspondence Manual

. SECNAV M-5216.5__ Secretary cf the Navy Correspondence Manual

. SECHAVINST M-5210.1 DON Records Management Manual

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

REFERENCES :
1.
Z.

= L)

ADMINISTRATIVE NOTE: This is recommended for distance learning.
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0111-FIDR-2502: Manage Directives Control Point (DCP)

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 24 months

DESCRIPTION: Command issued directives, as well as higher headquarters and
Navy directives, are filed and maintained in the unit Directives Contrel
Peint (DCP), and as directed by the unit's mission.

GRADES: SS8GT, GYSGT, MSGT, MGYSGT

INITIAL TRAINING SETTING: MOJT

CONDITION: Given access to Marine Corps Publications Distribution System
(MCPDS), software to create an internal distribution list {IDL) or access to
the Publications Library Management System {PLMS), Intermnet access to the
Marine Corps Publications Electronic Listing (MCPEL}, directives checklists,
directives, and changes.

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

PERFORMANCE STEPS:

1. Review command issued directives.

2. Track assigned consecutive point numbers.

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

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

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

6. Review Marine Corps and other higher headguarters directives for regquired
modifications to command issued directives.

7. Review Navy directives for required modifications to command issued

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

REFERENCES :

1. MCO 5210.11 Marine Corps Records Management Program

2. MCO P5215.17_ Marine Corps Technical Publicatiocns System

3. MCO P5600.31 Marine Corps Publicaticn and Printing Regulations

4. OPNAV M-5215.17 Navy Directives Issuance System

5. SECNAVINST M-5215.1 Secretary of the Navy Directives Pelicy

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

0ll1l-FIDR-2503: Review command issued directives

EVALUATION-CCDED: NO SUSTAINMENT INTERVAL: 12 months

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

GRADES: S3GT, GYSGT, MSGT, MGYSGT
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INITIAL TRAINING SETTING: MOJT

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

STANDARD: Ensuring command issued directives contain no typographical,
grammatical or format errors, only original signed directives are maintained
in the command Directives Control Point (DCP), and the publicaticns
checklists is updated upon directive issuance.

PERFORMANCE STEPS:

. Receive draft command directive and source documents.
. Verify prcper format.

Review for grammatical and spelling errors.

Forward for signature.

Distribute copies of signed directive, as required.
Maintain original signed directive in command DCP.
Update publications checklist.

=15 Ul W R

MCO 5215.1 Marine Corps Directives Management Program

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

SECNAVINST M-5215.1 Secretary of the Navy Directives Peclicy

SECNAV M-5216.5__ Secretary of the Navy Correspondence Manual
SECNAV M-5210.2 Standard Subject Identification Code (55IC) Manual

REFERENCES:
1.
2.

oo W

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

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

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

GRADES: G5SGT, GYSGT, MSGT, MGYSGT

INITIAT. TRATNING SETTING: MOJT

CONDITION: Given access to Marine Corps Total Force System {(MCTFS},
electronic forms, and service records.

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

PERFORMANCE STEPS:

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

. Advise perscnnel on aspects of CSB.

Provide appropriate informational handouts.

Ensure completion of appropriate unit diary entries.

Ensure election form is filed in the service record.

Ensure election form is forwarded to MMSB, as required.

=1 oy o W N
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REFERENCES:

1. M™MCC P1070.12_ Marine Corps Individual Records Administration Manual (IRAM)

2. MCTFSPRIUM Marine Corps Total Force System Perscnnel Reporting
Iinstructions Users Manual

01l1l1-GENA-2502: Perform mailroom operations

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: PVT, PFC, LCPL, CPL, SGT, SS8GT, GYSGT, MSGT, MGYSGT

INITIAL TRAINING SETTING: MOJT

CONDITION: Given an operating mailrocm.

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

PERFORMANCE STEPS:

1. Verify proper completion of required forms.

2. Process unit mail.

3. Verify vhysical security of the maillroom.

4. Conduct unannounced inspections using unit mailrcom inspection checklist
at least weekly by appointed official.

REFERENCES:
1. MCO P5110.4 The Marine Corps Official Mail Program
2. MCO pP5110.6_  SOP for Marine Corps Unit Mailrooms

0111-GENA-2503: Manage Personnel Sponsorship Program

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: Sponsorship of inbound/ocutbound personnel eases transition from
cne permanent duty station to another.

GRADES: SSGT, GYSGT, MSGT, MGYSGT

INITIAL TRAINING SETTING: MOJT

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

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

PERFORMANCE STEPS:

1. Assign sponsors to inbound personnel.

2. Request sponsors for outbound personnel.

3. Ensure sponsored perscnnel receive appropriate support.
4 Maintain sponsorship gquestionnaires for two years.
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REFERENCES :

1. MCO 1320.11 Personnel Sponsorship Program

2. MCO P10C0.6_ Assignment, Classification, and Travel Systems Manual (ACTS
MANUAL)

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

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

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: SSGT, GYSGT, MSGT, MGYSGT

INITIAL TRAINING SETTING: MOJT

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

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

PERFORMANCE STEPS:

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

3. Ensure checkout process is completed by member.

4. DPeliver signed original copies to member.
5
&
7

. Ensure completion of appropriate service record audit.
Ensure completion of unit diary entries.
. Route as reguired.

REFERENCES:

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

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

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

4. MCTFSCODESMAN Marine Corps Total Force System Codes Manual

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

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

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

01l11-GENA-2505: Manage award recommendations

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: SSGT, GYSGT, MSGT, MGYSGT

INITIAT, TRAINING SETTING: FORMAL
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CONDITION: Given award recommendations access to award certificates, source
documents, and a web-based system.

STANDARD: Ensuring award recommendations contain no typographical or format
errors IAW MCO 1650.19 .

PERFORMANCE STEPS:

Access improved Awards Processing System (iAPS).
Receive the award or decoration recommendation. )
Review award informaticon in the system for correciness.
Facilitate awards board process.

Track award through completion.

OV W N =

REFERENCES :

1. MCO 1650.19 Administrative and Issue Procedures for Decorations, Medals,
: and Awards

2. MCO P1070.12 Marine Corps Individual Records Administration Manual (IRAM)
3. SECNAVINST 1650.1_  Navy and Marine Corps Awards Manual

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

EVALUATION-CODED: NO SUSTATNMENT INTERVAL: 12 months

GRADES: S5SGT, GYSGT, MSGT, MGYSGT

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given access to Marine Corps Total Force System (MCTFS), web
orders, Permanent Change of Station (PCS) endeorsement, and the service
record.

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

PERFORMANCE STEPS:

1. Ensure rosters are extracted and reviewed for accuracy.

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

4. Route as reguired.

REFERENCES:

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

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

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

4, MCO 5216.20_  HOMC Supplement to the Department of the Navy (DON)
Correspcndence Manual . _

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

6. MCC P1300.8_ Marine Corps Personnel Assignment Policy

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

8. MCTFSCODESMAN Marine Corps Total Force System Cecdes Manual
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9, MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual

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

11. SECNAV M-5210.2 Standard Subject Identification Code {SSIC) Manual

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

0111-LGAD-2501: Review appellate leave orders

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

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

GRADES: SSGT, GYSGT, M3GT, MGYSGT

INITIAT, TRAINING SETTING: MOJT

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

STANDARD: Ensuring there are no typographical or formatting errors, and
orders are completed IAW MCO 1050.16 .

PERFORMANCE STEPS:
1. Review appellate leave source documents (vcluntary/involuntary).

2. Prepare Appellate Leave orders, as applicable.

3. Forward for review and signature.

4. TIssue signed crders to member. .

5. Ensure completicn of appropriate service record entries, as reguired.

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

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

8. Submit pay documents as appropriate.

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

REFERENCES:

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

2. MCO 1050.16 Appellate Leave Awaiting Punitive Separation

3. MCO P1800.16_  Marine Corps Separation and Retirement Manual (MARCORSEEPMAN)
4., MCO P5800.16  Marine Corps Manual for Legal Administration (LEGADMINMAN)
5, MCTFSPRIUM Marine Corps Total Force System Persconnel Reporting

Instructions Users Manual

0111-LGAD-2502: Manage Deserter/BAbsentee Wanted by the Armed Forces brocess

EVALUATION-CODED: NO SUSTATNMENT INTERVAL: 12 months

GRADES: SSGT, GYSGT, MSGT, MGYSGT

T -~ ———-INITIAL _TRAINING SETTING: MOJT
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CONDITION: Given a completed DD Form 553, access to Marine Corps Total Force
System (MCTFS), service records, unit diary, completed Primary Next of Kin
(PNOK) letter, and a completed 72-hour inventory.

STANDARD: Ensuring the process is accurate and completed IAW MCO 5800.10_.

PERFORMANCE STEPS:

i Ensure completion of 48 hour phone call.

2. Ensure completion of 72 hour inventory.

3. Ensure completion of 10 day PNOK letter.

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

6

-

. Ensure completion of DD Form 553.
. Ensure submission of naval message on officer absences.
. Ensure submission of DD Form 353 to the unit diary for processing into
MCTFS.
8. Ensure inventory decumentation is filed, as required.
9. Ensure proper distributicn of completed DD Form 533, as required.
10. Verify the requirement for issuance of DD Form 616.
11. Ensure completion of DD Form €16.
1Z2. Ensure submissicn of DD Form 616 to the unit diary for processing inte
MCTFS.
13. Ensure proper distribution of completed DD Form 616, as required.

REFERENCES:

1. MCO 5800.10_ Return of Marine Corps Absentees and Deserters

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

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

4 MCTFSPRIUM Marine Corps Total Force System Personnel Reportlng
Instructions Users Manual

0111-LGAD-2503: Review stragglers orders

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: Upon apprehension or wveluntary return from an unauthorized
absence, administrative personnel prepare stragglers orders that authorize
the member to return to their parent command. These orders also provide
transportation autherization for the member's return to their parent cormand.

GRADES: CPL, SGT, S55GT, GYSGT, MSGT, MGYSGT

INLITIAL TRAINING SETTING: MOJT

CONDITION: Given a member’s apprehension or voluntary return to military
contrel, access to Marine Corps Total Force System (MCTFS), and source
documents.

STANDARD: Ensuring documents are accurate and complete.

PERFORMANCE STEPS:

Receive reguirement to produce straggler crders (contact CMC POS-40).
Review source documents.

Review stragglers orders for accuracy and completeness.

. Issue stragglers orders per the references.

. Issue Government Transportation Request (GTR).

0 W e
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Complete DD Form 1392 (Pay Adjustment Authorization).

Distribute DD Form 139, as appropriate.

Validate DD Form 1392 checkage has processed.

Ensure copies of orders and source documents are maintained, as required.

QW 3

REFERENCES :

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

2. MCO P1000.& Assignment, Classification, and Travel Systems Manual (ACTS
MANUAL)

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

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

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

6. MCO 1640.3_ Procedures for the Transfer of Marine Corps Prisoners

7. MCO 5800.10_ Return of Marine Corps Absentees and Deserters

8. MCC 1050.3 Regulations for Leave, Liberty, and Administrative Absence

0111-L&EAD-2504: Manage Unit Punishment Book (UPB) (NAVMC 10132)

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: SS5GT, GYSGT, MSGT, MGYSGT

INITIAL TRAINING SETTING: MOJT

CONDITION: Given the Unit Punishment Book (UPB).

STANDARD: Ensuring the UPB is complete and accurate, prepared without
typographical or format errors IAW MCO 5800.16 .

PERFORMANCE STEPS:

1. Review source documents prior to proceedings.

2. Forward for NJP proceedings.

3. Complete proceedings actions.

4. Verify required unit diary entries are reported into MCTFS.
5. vVerify completion of required service record entries.

6. Ensure UPB is distributed, as appropriate.

REFERENCES :

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

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

3 MCO P1400.32  Marine Corps Promotion Manual Volume 2, Enlisted Promotions
{(MARCORPROMMAN )

4, MCO P5800.16_ Marine Corps Manual for Legal Administration (LEGADMINMAN)

MCTFSPRIUM Marine Corps Total Force System Personnel Reporting

Instructions Users Manual

un

0111-MPMN-2501: Manage Fleet Assistance Program (FAP)

EVALUATION-CODED: NOC SUSTATNMENT INTERVAL: 12 months
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DESCRIPTION: Local commands regquire additional personnel augmentation cn a
routine basis to accomplish their mission. The Fleet Assistance Program
(FAP) provides that augmentation.

BILLET: G-1 Manpower Chief
GRADES: SGT, SSGT, GYSGT, MSGT, MGYSGT

INITIAT TRAINING SETTING: MOJT

CONDITION: Given the iocal agreement.

STANDARD: Ensuring personnel are assigned and appropriate unit diary
transacticns are repcrted IAW the MCTFSPRIUM.

PERFORMANCE STEPS:

Identify FAP requirements.

Assign gquotas to identified sections as required.
. Ensure FAP orders are completed.

. Join/drop FAP in MOL.

. Distribute FAP orders as reguired.

Nk W N

MCO 1000.8 Fleet Assistance Program (FAP)
MCC P1000.6  Assignment, Classification, and Travel Systems Manual (ACTS
MANUAL)

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

4, MOL Users Manual

REFERENCES:
1.
2.

0il1-MPMN-2502: Manage Deployment Status Report (DSR)

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTICON: The Deployment Status Report (DSR) is used to identify on hand
strength and project personnel deficiencies within a unit prior to
deployment.

GRADES: SSGT, GYSGT, MSGT, MGYSGT

INITIATL, TRAINING SETTING: MOJT

CONDITION: Given a medical report, legal report, expiration of active
service cut-offs, staffing goal, projected inbound or outbound personnel, and
projected mission statement and date.

STANDARD: Ensuring the report contains all required information, identifies
all personnel deficiencies and non-deployable statuses or personnel within
the unit, and is submitted to higher headguarters within established
timeframes. -

PERFCRMANCE STEPS:

1. Receive requirement to generate DSR.

2. PRetrieve roster to identify on hand strength. .
T 3 Compile medical report, legal report, and EAS reports to identify non-
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deployable.

Compare on hand strengths, non-deployable to Table of Organization and
Equipment (TC&E), Authorized Strength Report (ASR), and Staffing Goal.
. Cocmplete the report.

. Submit DSR to supervisor for release.

. Verify draw case code in MCTFS.

. Distribute as required.

=
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MCO P1300.8_  Maripe Corps Fersonnel Assignment Policy
MCO P3000.15 Manpower Unit Deployment Program Standing Operating
Procedures (MANPOWER SOF)}

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

REFERENCES :
1.
2.

0111-MPMN-2503: Manage internal staffing targets

EVALUATION-CCDED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: Administrators are responsible for ensuring that military
occupaticnal specialties are maintained per the Takle of Organization and
Equipment (TO&E) for each Monitored Command Code (MCC). Targets are
developed in cocrdination with Strength Reports (SR), Staffing Geals (SG),
TO&Es, and Enlisted Personnel Availability Digest (EPAD).

BILLET: G-1 Manpower Chief
GRADES: SS8GT, GYSGT, MSGT, MGYSGT

CINTTTAL TRATNING SETTING: MOJT

CONDITION: Given an Authorized Strength Report {(ASR), Staffing Goal (SG),
Enlisted Staffing Goal (ESG), Command Staffing Report (CS5R), and Table of
Organization and Equipment (TO&E}.

STANDARD: Developing accurate internal staffing targets throughout the
Monitored Command Code (MCC) in order to meet mission requirements.

PERFORMANCE STEPS:

1. Review sourcing documents.

2. Determine any internal distribution of assets.
3. Submit changes to scourcing documents.
4,
5.

Identify incorrectly assigned personnel.
Request changes for incorrectly assigned personnal.

REFERENCE :
1. MCO 5311.1 Total Force Structure Process {(TFSP)

0111-MpPMN-2504: Manage morning report

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months
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DESCRIPTION: The morning report is an overview of all personnel assigned
within a given unit. Accurate personnel accounting allows higher
headgquarters tc make manpower plans and policies.

GRADES: S8GT, GYSGT, MSGT, MGYSGT

INITIAL TRAINING SETTING: MOJT

CONDITION: Given the section accountability reports using a web-based or
database management system.

STANDARD: Ensuring the report submitted is accurate and complete IAW the MOL
Users Manual.

PERFORMANCE STEPS:

Review subordinate unit or sections morning reports.
Review for accuracy.

Publish for higher headquarters.

Notify unit diary section as appropriate.

= N

REFERENCE :
1. MOL Users Manuzl

0111-MPSP-2501: Manage Individual Augmenis (IA)

EVALUATION~CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: Individual augmentation allows combatant commanders to augment
existing units and organizations with temporary personnel. This in turn
enables them to effectively perform their assigned missions.

BILLET: G-1 Operations Chief

GRADES: SSGT, GYSGT, MSGT, MGYSGT

INITIAL TRAINING SETTING: MOJT

CONDITION: Given cperaticnal requirements, personnel shortfalls and Table of
Organization and Equipment (TO&E} reqguirements.

STANDARD: Validating billet requirements as mission essential force scurcing
capability.

PERFORMANCE STEPS:

1. Review ASR and TO&E and on hand unit strength.

2. Identify unit shortfalls.

3. Review request for individual augments.

4., Forward IA reguest to commanding cfificer for signature.

5, Submit signed request to appropriate higher headquarters.

REFERENCES :

1. MCO 1200.17_ Military Occupational Specialties (MOS) Marine Corps Manual
(MOS MANUAL)

2. MCO P1000.6  Assignment, Classification, and Travel Systems Manual (ACTS
MANUAL)
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3. MCO 1001R.1_ Marine Corps Reserve Rdministrative Management Manual
{MCRAMM) .

MCO P1300.8 Marine Corps Personnel Assignment Policy
MCTFSCODESMAN Marine Corps Total Force System Codes Manual
MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual

7. MCWP 5-1 Marine Corps Planning Process

oy U ks

0111-MPSY-2501: Manage Joint Personnel Status (JPERSTAT) repoxrts

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: Joint Personnel Status (JPERSTAT) reports provide the commander
and higher headquarters with an overview of personnel strengths.

BILLET: G-1 Operations
GRADES: S5GT, GYSGY, MSGT, MGYSGT

INITIAT TRAINING SETTING: MCJT

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

STANDARD: Ensuring reports are submitted to higher headguarters, as
required.

PERFORMANCE STEPS:

. Review figures.

. Compare previocus reports against consolidated figures.

. Incorporate changes identified during review.

Submit completed repori-to supervisor for review.

Ensure submission of report in web-based or database systems, as reguired.
Maintain report, as appropriate

s W=

REFERENCES:

1. CJCSM 31%0.13 Joint Reporting Structure - Personnel Manual
2 JP 1-0 Personnel Support to Joint Operations

3. MCWP 5-1 Marine Corps Planning Process

0111-MPSY-2502: Generate complex database reports

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: From time to time situations require a review of Marine Corps
Total Force System (MCTFS) data.

GRADES: SSGT, GYSGT, MSGT, MGYSGT

INITIAT, TRAINING SETTING: MOJT

"CONDITION: -Given-a-request for a. complex roster, ad hoc or CIOSStab report,
and access to web-based or database systems. ' - e
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STANDARD: Providing the list, roster or crosstab report in the format
requested.

PERFORMANCE STEPS:

Receive request to generate report.

Log into database system.

Search database to obtain required data elements.
. Format report as reguired by request.

. Bun report.

. Print or export report if necessary.

. Forward printed or saved report.

~1 3 N s 0 N2

MCTEF'SCODESMAN Marine Corps Total Force System Codes Manual

MCTFSPRIUM Marine Corps Total Force System Perscnnel Reporting
Instructions Users Manual

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

4, MOL Users Manual

REFERENCES:
1.
2.

|3}

0111-MPSY-2503: Manage permissions for Marine Online (MOL)

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: The unit commander delegates authority within the command for
access to Marine Online (MOL) modules by use of electronic permissions.

BILLET: MOL Manager/Ccordinator
GRADES: SS8GT, GYSGT, MSGT, MGYSGT

INITIAL TRAINING SETTING: MOJT

CONDITIQON: Given access to Marine Online (MOL), the commander's intent and
written delegation of authority from the Commanding Officerx.

STANDARD: Assigning permissions so that only those who the commanding
officer has ildentified have access to MOL modules.

PERFORMANCE STEPS:

1. Log into MOL.

2. Manage permissions based upon the commander’s intent.

3. Monitor assigned permissions of current users in each command.

REFERENCE :
1. MOL Users Manual

0111-0PAD-2501: Develop Annex E to Operation Plans (OPLAN) and Operational
Orders {OPORD)

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months
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DESCRIPTION: Annexes are prepared by different staff sections to provide
more information on details pertinent to those sections in the overall
concept of coperations. Administrative members will devalop the
Administrative and Personnel Annex and the Distribution ARnnex to an
Operations Plan or Operational Order.

BILLET: G-1 Cperations Chief
GRADES: SSGT, GYSGT, MSGT, MGYSGT

INITIAL TRAINING SETTING: MOJT

CONDITION: Given an Operations Order or Warning Order.

STANDARD: Ensuring Annex E contains all reguired input and is without
typographical or format errors.

PERFORMANCE STEPS:

Receive order te prepare Annex E.

Review reference to determine required input.

Request input from staff sections.

. Coordinate format of reports with appropriate headquarters.
. Prepare Annex E.

[SLRC= N U AN I S

REFERENCE :
1. MCWP 5-1 Marine Corps Planning Process

0111-PYAL-2501; Manage waiver of indebtedness package

EVALUATICN-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: Waiver of indebtedness packages are submitted to the Defense
Finance and Accounting Service {DFAS) for determination of whether the
overpayment was a result of the member’s neglect or administrative error.
GRADES: S85GT, GYSGT, MSGT, MGYSGT

INITIAL TRAINING SETTING: MOJT

CONDITION: Given & waiver of indebtedness package, access to Marine Corps
Total Force System (MCTFS), Defense Tracking and Management System (DTMS),
aznd source documents.

STANDARD: Ensuring there are no typographical or format errors and the
package contains all required documentation.

PERFORMANCE STEPS:

1. Receive source documents and completed waiver of indebtedness package.
Z. Review waiver package for accuracy and completeness.

3. Submit for endorsement. T T

4. Forward signed original package, as required.

5. Maintain file copy, as required.

REFERENCES:

1. DFAS-CL 7220.31-R Marine Corps Total Force System Rutomated Pay Systems
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Manual (APSM)
2, DOD FMR 7000.14-R Volume 7A DOD Financial Management Regulation, Milltary
Pay Policy and Procedure - BActive Duty and Reserve Pay

0111-PYAJ.-2502: Coordinate Total Force enlisted promoticn requirements

EVALUATION-CCDED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: SS5GT, GYSGT, MSGT, MGYSGT

INITIAL TRATNING SETTING: FORMAL

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

STANDARD: Ensuring current training data is resident in Marine Corps Total
Force System (MCTFS) prior to a promotion period cutoff date, member's MCTFS
records accurately reflect promotion eligibility, and promotion warrants are
completed without typograrhical or format error.

PERFORMANCE STEPS:

Verify promotion eligibility.

Verify current training information.

Monitor unit diary feedback reports for members selected for promotion.
Work zeroed out composite scores.

Verify manual computation of composite scores, as necessary.

Request remedial promotion, as necessary.

Verify preparation of promotion warrants.

Process prometions, as required.

. s

W -1 U W

REFERENCES:

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

2. MCO P1400.32 Marine Corps Promotion Manual Volume 2, Enlisted Promotiocrms

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

. MOL User Manual

=

ADMINISTRATIVE NOTE: Reserve promotions to Cpl and Sgt are conducted
gquarterly wvice monthly.

0111-PYAL-2503: Manage Document Tracking and Management System (DTMS)

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTICN: Document Tracking and Management System (DTMS) is utilized to
electronically forward pay related documents to the local disbursing office.

GRADES: S5GT, GYSGT, MS3GT, MGYSGT

INITiAL, TRAINING SETTING: MOJT

CONDITION: Given access to web-based and database systems, source documents,
and a decument scanner.
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STANDARD: Ensuring pay-related documents are tracked until completion, pay
documents are complete prior to submission, and pay adjustments are reported.

PERFORMANCE STEPS:

1. Review draft pay documents to ensure accuracy and completeness.

2. Forward to appropriate approving official.

3. Track approved pay document until completion at local disbursing office.

4. Ensure review of member's pay and personnel records for appropriate
disbursing actiecn.

5. Review all Advisory Notices for possible corrective acticn.

6. Submit any identified unit diary reportable entries into MCTFS.

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

Manual (APSM)

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

3., MCTFSPRIUM Marine Corps Total Force System Perscnnel Reporting
Instructions Users Manual :

0111-PYAL-2504: Verify service dates

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: Situations occur in the course of a member’s career that may
modify their Expiration of Active Service (EAS), End of Current Contract
(ECC), Armed Forces Active Duty Base Date (AFRBD), Pay Entry Base Date
(PEBD), Place Last Entered Active Duty (PLEAD), Date of Entry Armed Forces
(DOEAY), and Time Lost.

GRADES: 53GT, GYSGT, MSGT, MGYSGT

INITIAL TRAINING SETTING: FORMAL

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

STANDARD: Ensuring dates in the Marine Corps Total Force System (MCTFS} are
accurate and all necessary date adjustments have posted without error.

PERFORMANCE STEPS:

1. Review official military personnel file {OMPF) for missing documentation,
if required.

2. Verify computations on necessary dates.

3. Return for correction action, if necessary.

4. Distribute as appropriate.

REFERENCES:

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

2. MCO 1001R.1_ Marine Corps Reserve Administrative Management Manual
(MCRaMM)

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

4, MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual
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ADMINISTRATIVE NOTE: If questions arise as to Reserve specific entitlements,
administrators may alsco contact the MARFORRES Administrative Assistance Unit
at MFRAAUGusmc.mil or (504) 697-7269/7273, or check the MARFORRES AAU website
http://www.marines.mil/unit/marforres/MFRHQ/G]l/Operations/AAU/ARU. aspx for
information, The Marine Corps Administrative Analysis Teams, East and West,
can alsoc assist. The West Coast Team can be reached at (760) 725-3085/DSN
312-361-3085 or mch campen mcaat-wlusmc.mil; and the East Coast Team can be
reached at (910) 450-1258/DSN 312-450-1258 or lejeune mcaazt-elusmc.mil.

0111-PYAL-2505: Validate Total Force pay and allowances

EVALUATION-CCDED: NO SUSTATINMENT INTERVAL: 12 months

DESCRIPTION: Administrators are responsible to affect pay and allowance
changes based on member’s duty station, family, and persconnel status. This
includes but is not limited to reserve, operational, overseas, and regular
pay and allowances.

GRADES: SS5GT, GYSGT, MSGT, MGYSGT

INITIAL TRAINING SETTING: FORMAL

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

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

PERFORMANCE STEPS:

1. Verify the members eligible to receive the entitlement.

2. Direct preparation of pay document, if required.

3. Verify the accuracy of the source documents.

4, Forward for signature.

5. Ensure completion of appropriate unit diary actions, as reguired.
6. Submit any pay adjustments as required.

REFERENCES:

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

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

Pay Policy and Procedure - Active Duty and Reserve Pay

MCO 10110.47 Basic Bllowance for Subsistence (BAS}

MCO 1326.2 Administration of Temporary Flight Orders

. MCO 3571.2 Explosive Ordrnance Dispcsal (ECD) Program

MCO 7220.12 _ Special Duty Assignment (SDA) Pay Program

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

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

{MCRAMM)

9. MCO P1300.8 Marine Corps Personnel Assignment Policy

10. MCO P1751.3 . Dependency Determination and Basic Allowance for Housing -~
(BAH} Manual

11. MCTFSCODESMAN Marine Corps Total Force System Codes Manual

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

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

0 ~3 oY N W
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14, MCO 73000.19 Total Force Mobilization, Activation, Integration, and
Deactivaticon Plan (MAID-P)

ADMINTISTRATIVE NOTE: There are many reserve specific entitlements such as _
Annual Training (AT), IDT/drills, ADCS (over and under 30 days), special duty
pay, BAH, and CONUS COLA. :

If questions arise as to Reserve specific entitlements, administrators may
also contact the MARFORRES Administrative Assistance Unit at MFRAAURusmc.mil
or (504). 697-7269/7273, or check the MARFORRES AARU website
http://www.marines.mil/unit/marforres/MFREQ/GLl/Operations/AAU/AAU. aspx for
information. The Marine Corps Administrative Analysis Teams, East and West,
can also assist. The West Coast Team can be reached at (760) 725-3085/DSN
312-361-3085 or mcb campen mcast-w@usmc.mil; and the East Coast Team can be
reached at (910) 450-1258/DSN 312-450-1258 or lejeune mcaat-efusmc.mil.

0111-PYAL~2506: Manage meal card program

EVALUATION-CCDED: NO SUSTATNMENT INTERVAL: 12 months

GRADES: S5GT, GYSGT, MSGT, MGYSGT

INITIAL. TRAINING SETTING: MOJT

CONDITION: Given a completed DD Form 714, access to web-based or database
systems, and a meal card logbook.

STANDARD: Ensuring meal cards are valid and audit reguirements are complete.

PERFORMANCE STEPS:

1. Verify proper completion/authorization of meal card.

2. Ensure proper accountability of meal card within the logbock/database.

3. Verify retrieval of meal card from member departing unit or changing
eligibility status during inventory.

4. Ensure reporting of appropriate unit diary entries.

REFERENCES:

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

2, MCO 10110.47_ Basic Allowance for Subsistence (BAS)

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

4, MARADMIN 047/98 FY99 Reserve Lieutenant Colonel Selection Board

MARADMIN 497/00 Tetal Force Administration Quality Leadership Board (QLB)

Bfter Action Report

6. MCO 1050.3 Regulations for lLeave, Liberty, and Administrative Absence

o
+

0111-PYATL-2507: Manage travel entitlements

EVALUATION-CODED: MNOC SUSTAINMENT INTERVAL: 12 months

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

GRADES: S5GT, GYSGT, MSGT, MGYSGT

INITIAL TRAINING SETTING: FORMAL

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

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

PERFORMANCE STEPS:

1. Verify the member's entitlements.

2. Direct the preparation of the pay document, as reguired.

3. Review the accuracy of the source documents.

4. Obtain signatures.

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

6. Distribute as required.

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

REFERENCES :

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

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

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

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

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

€. MCO PL070.12 Marine Corps Individual Records Administraticon Manual (IRAM)

7. MCO P1300.8 _ "Marine Corps Personnel Assignment Policy

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

9. MCO 1001R.1 Marine Corps Reserve Administrative Management Manuzl
(MCRAMM)

10. MCO P30Q00.19 Tectal Force Mokilization, Activation, Integration, and
Deactivation Plan (MAID-P)

0111-RESA-2501: Manage Marine Corps Medical Evaluation Disability System
{(MCMEDS) case files

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: If a Marine reservist becomes injured in the line of duty while
on inactive duty or active duty orders for a period ¢f 30 days or less, they
may apply for medical care and incapacitation pay. .

GRADES: CPL, SGT

INITIAL TRAINING SETTING: MOJT
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CONDITICN: Given access to web-based or database systems, a case file,
source documents including employer certification letfters, Line of Duty
investigations, and non-medical assessments.

STANDARD: FEnsuring data is entered into MCMEDS.

PERFORMANCE STEPS:

1. Review source documents.

2. ©Leog into MCMEDS.

3. Enter data.

4. Submit data for authentication.

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

{MCRAMM)

1.
2.

0111-RESA-2502: Manage reserve medical requests

EVALUATION-CODED: NO SUSTAINMENT TNTERVAL: 12 months

DESCRIPTION: Reserve Marines may incur injuries while on active/inactive
duty or during periods of non-duty. An administrator needs to determine the
classification and the appropriate process required to ensure that those
Marines are reported into Marine Corps Total Forces System correctly. This
includes but is not limited to temporary not physically gqualified, not
physically gqualified, line of duty, and active duty medical hold.

GRADES: S8GT, GYSGT, MSGT, MGYSGT

INITIAT, TRAINING SETTING: FCRMAL

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

STANDARD: Ensuring data is entered into Marine Corps Total Force System
(MCTFS) .

PERFORMANCE STEPS:

1. Determine medical classification.

2. Complete reguired documents.

3. Cocrdinate orders process, as required.
4, Complete required entries.

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

REFERENCES :
1.
2.

0111-RESA-2503: Manage mobilization/demobilization of reserve units/members

EVALUATION-CODED: ©NO SUSTAINMENT INTERVAL: 12 months
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DESCRIPTION: The mobilization or activation of a reserve member to active
duty changes thelr status in the Marine Corps. Administrators must
understand the unigue pay and allowances associated with the reservists
change in status. Pay and allowances are contingency-based and thus will
vary based on the contingency and orders issued.

GRADES: 8S8GT, GYSGT, MSGT

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given access to web-based and database systems, the intent for
mobilization message, and source documents

STANDARD: Ensuring eligible members are mobilized/demobilized in performance
step seguence.

PERFORMANCE STEPS:

1. Coordinate personnel for mokilization.

2. Publish notification to reserve members.

3 Coordinate mobilization initial processing.
4. Coordinate further assignment of personnel.
5. Review personnel records while deployed.
6
9
8

Coordinate inbound personnel while unit is deployed.
. Coordinate return of deployed personnel.
. Coordinate demobilization processing.

REFERENCES:

1. MCO 1001.59_ Active Duty for Operational Support (ADOS) in Support of the

Total Force.

2. MCO 1001.54_ Marine Corps Reserve Incremental Initial Active Duty
Training (IIADT) Program (May 99)

3. MCO 1001R.1 Marine Corps Reserve Administration Management Manual
{MCRAMM)

4. MCO P1040R.35_ Marine Corps Reserve Career Planning and Retention Manual

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

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

7. MFR Admin LOI for Mobilization

8. Title 10 USC - Armed Forces s

9. DOD 7000.14-R Department of Defense Financial Management Regulations
{CoDFMR}, Volume 7A

10. NAVSO P—-6034 Joint Federal Travel Regulaticons (JFTR), Volume 1

0111-8CTY-2501: Safeguard Personally Identifiable Information (PII)

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: The administrative office may be contacted in order to obtain
personally identifiable informaticn about a service member. Administrative
personnel must be able to determine what information can be provided and
ensure provided information is properly safeguarded.

GRADES: SSGT, GYSGT, MSGT, MGYSGT
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INTTIAL TRAINING SETTING: DL

CONDITION: Given a request for information, access to web-based and database
systems, service record, OPNAV Form 5211/9 (Disclosure Accounting Form-Record
of Disclosure}, and the Privacy Act of 1974 as amended.

STANDARD: FEnsuring only personally identifiable information authorized by
the references or individual is released, all released information is
documented, and all OPNAV Form 5211/9s are maintained in the service record.

PERFORMANCE STEPS:

1. Receive a request for disclosure of perscnally identifiable information.

2. Determine if personally identifiable information can be released.

3. Obtain member’s permissicon to release information that is not authorized
for release.

4. Extract requested information from the service record and/or computer

record.

5. Effect release of information.

6. Document the release of all information on OPNAV Form 5211/9.

7 Maintain OPNAV Form 5211/9 in the sexrvice record.

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

2. MCTFSPRIUM Marine Corps Total Force System Perscnnel Reporting
Instructicns Usexrs Manual
3. SECNAVINST 5510.36 _ Dept of the Navy Information and Personnel Security

Program Regulations

0111-8SEPS-2501: Manage separations package

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: SS5GT, GYSGT, MSGT, MGYSGT

INITIAT, TRATNING SETTING: FORMAL

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

STANDARD: BEnsuring administrative documents are prepared without
typographical or format error, and required unit diary transactions are
reported.

PERFORMANCE STEPS:

1. Ensure accurate preparation of documents.
2. Forward for signature.

3. Verify required entries.

4. Distribute as reqguired.

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

Service Members .
2. MCO 1001.39 Pre-Separation Counseling Concerning Marine Corps Reserve

{MCR} Participation
3. MCO P1070.12 Marine Corps Individual Records Administration Manual (IRAM)
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MCO P1900.16 Marine Corps Separation and Retirement Manual {MARCORSEPMAN)
MCO P4650.37_ Marine Corps Travel Instructions Manual (MCTIM)
MCTFSCODESMAN Marine Corps Total Force System Codes Manual

MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual

=l oy O s

0111-SEPS-2502: Manage humanitarian procedures

EVALUATICN-CODED: NO SUSTAINMENT INTERVAL: 12 months

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

GRADES: SSGT, GYSGT, MSGT, MGYSGT

——ar——t—

INITIAL TRAINING SETTING: FORMAL

CONDITION: .Given access to web-based systems, the service record, source
documents, and Headguarters Marine Corps (HQMC) approval messages.

STANDARD: FEnsuring case files contain all regquired documentation.

PERFORMANCE STEPS:

1. Interview member.

2. Verify leave.

3. Ensure member’s command is contacted.

4, Ensure HOMC is contacted.

5. Ensure package is updated.

6. Verify unit diary entries.

7. Track packages.

8. Separations precess, if appropriate.

¢. Transfer by service record, if appropriate.

REFERENCES : .

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

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

3. MCO 10110.47_ Basic BRllowance for Subsistence (BAS) N

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

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

6. MCC PLl07C.12 Marine Corps Individual Records Administration Manual {IRAM)

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

8. MCTFSCODESMAN Marine Corps Total Force System Codes Manual

9. MCTFSPRIUM Marine Corps Tctal Force System Personnel Reporting

Instructions Users Manual

0111-SERR-2501: Supervise reenlistments and extensions
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EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: To ensure members are not erroneously dropped or discharged
upon their Expiration of Active Service (EAS), administrators must report
into Marine Corps Total Force System (MCTFS) the member's intent to reenlist
or extend.

GRADES: S3GT, GYSGT, MSGT, MGYSGT

INTTIAT, TRATINING SETTING: MOJT

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

STANDARD: Ensuring members’ pay and personnel records are properly adjusted
to reflect their intent to reenlist or extend prior to their end of service
date.

PERFORMANCE STEPS:

1. Review EAS roster.

2. Identify members approcaching end of service.

3. Coordinate with subordinate uniits' career retention specialist for status
of members reenlisting or extending.

4. Receive the completed extension/reenlistment documents.

5. Review the unit diary transactions for accuracy.

6. Forward unit diary to supervisor for certification.

7. Ensure transactions properly adjusted the member's pay and personnel
record.

8. Ensure source documents are filed and maintained, as required.

9. Ensure timely reporting of Will Reenter entry, as applicable.

10. Ensure appropriate documents are forwarded to the local finance office, as
required.

REFERENCES:

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

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

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

4. MCTFSCODESMAN o

0111-SERR~-2502: Manage service record audit process

EVALUATION-CODED: NO SUSTATNMENT INTERVAL: 12 months

GRADES: SSGT, GYSGT, MSGT, MGYSGT

INITIAL TRAINING SETTING: MOJT

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

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

1. Coordinate occasion for audit.

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

3. Return for corrective action, if necessary.

4, Distribute as required.

REFERENCES :

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

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

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

4. MCO 10110.47 Basic RAllowance for Subsistence (BAS)

5. MCO 7220.21 Advance Pay Incident to & Permanent Change of Staticon (PCS}

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

7. MCO P107C.12_ Marine Corps Individual Reccords Administration Manual (IRAM)

8. MCO pl741.8_ Government Life Insurance Manual

9. MCTFSCODESMAN Marine Corps Total Force System Codes Manual

10. MCTFSPRIUM Marine Corps Total Force System Perscnnel Reporting
Instructions Users Manual.

11. MCO 1CGQ01R.1_ Marine Corps Reserve Administrative Management Manual
(MCRAMM)

0111-UNDR-2501: Manage Unit Diary/Marine Integrated Fersonnel Systems
(UD/MIPS) transactions

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: SS5GT, GYSGT, MSGT, MGYSGT

INITTAL TRAINING SETTING: TORMAL

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

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

PERFORMANCE STEPS:

. Review the rough unit diary.

. Verify the transactions.

Return for correction, as necessary.

Submit the unit diary to supervisor for review and/or certification.
Distribute as required.

ks W

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

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

REFERENCES :
1.
2.
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0111-UNDR-2502: Manage Electronic Diary Feedback Report (EDFR)

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: SS5GT, GYSGT, MSGT, MGYSGT

INITIAL TRAINING SETTING: MOJT

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

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

PERFORMANCE STEPS:

1. Verify accuracy.

2. Return for corrective action, if required.

3. Notify supervisor when complete for review and certification.

REFERENCES :

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

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

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

4. UDS-1080-02 Unit Diary System (UDS} Users Manual
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ADMIN T&R MANUAL

CHAPTER 5

MOS 0147 INDIVIDUAL EVENTS

5000. PURPOSE. This chapter details the individual events that pertain to
the Equal COpportunity Advisor. FEach individual event provides an event
title, along with the conditions events will be performed under, and the
standard to which the event must be performed to be successful.

5001. ADMINISTRATIVE NOTES. T&R events are coded for ease of reference.
Events in the T&R Manual are depicted with a 12 field alphanumeric system,
i1.e. 0147-EOA-2001. This chapter utilizes the following methodology:

a. The first four digits represent the occupational field or military
occupational field {e.g., Occupational Field 01 or Equal Opportunity Advisor
MOS 0147). This chapter contains 0147 events.

b. The second up to four alpha characters represent the functional or
duty arez {(e.g., EOA - Egual Opportunity Advisor). The functional area for
Equal Opportunity Advisors is:

EQA - Equal Opportunity Advisor

c. The last four digits represent the task level and numerical
sequencing. The Equal Opportunity Advisor individual training events are
only:

2000-Level - Core Plus Skills (follow-on MOS formal training conducted
at formal schools, MOJT, or Distance Learning)

Every individual event has a numerical identifier from 001 to 989.

d. The individual task condition statement sets forth the real-world
circumstances in which the task is to be performed. Condition statements
describe the eguipment, tools, materials, environmental or safety
considerations, and resources needed to perform the task and the assistance,
location, etc. that relates to performance of the task. In a garrison or
field environment and with the aid of references are commnon conditions for
all MOS 0147 tasks. If the indiwvidual training event cannot be pexrformed in
both environments (garrison and in the field) or references are not to be
utilized, the condition statement will indicate which environment and
references are not to be utilized.

5002, INDEX OF INDIVIDUAL EVENTS

. 2000-LEVEL EVENTS. There are no 1000-level events for MOS 0147 Equal
Cpportunity Advisor. MOS 0147 is a Free MOS (FMOS). A FMOS is a non-Primary
MOS (PMOS) that can be filled by anv Marine regardless of PMOS. A FMOS v
requires skill sets unrelated to primary skxills. Egual Opportunity Advisor
individual events are taught at follow-on schools, MOJT, or by Distance
Learning.
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EVENT DESCRIPTION PAGE
POSTAL FINANCE SERVICES
0147-E0B-2001 Conduct command climate assessment -
0147-E0A-2002 Process egual oppertunity related complaint -
0147-E0A-2003 Conduct cultural awareness activities -

0147-EQR-2004 Provide equal opportunity program advice

0147-BOA-2005 Conduct mediations

0147-EOR-2006 ?rov1dg alece on Equal Opportunity (EC)
investigations

0147-EOR-2007 Conduct Equal Cpportunity (EQ) inspections

0147-EQA-2008 Conduct Equal Opportunity (EQ) training

U‘lU'lL}'IU'l(_]ﬂL}'lmU'lU'l
-1 [y i L]l W

Conduct Defense Equal Opportunity Climate Survey
(DEOCS) analysis

1

0147-EOR-2002

5003. 2000-LEVEL EVENTS

0147-EQA-2001: Conduct command climate assessment

EVALUATION-CCDED: NO SUSTAINMENT TNTERVAL: 12 months

BILLETS: EOR
GRADES: SS8GT, GYSGT, MSGT, MGYSGT

INITIAT, TRAINING SETTING: FORMAL

CONDITION: Given a requirement and access to survey materials.
STAMDARD: Within %0 days of assumption of command and/or as directed.

PERFORMANCE STEPS:

1. Plan for command climate assessment.

. Conduct climate assesswment in-briefing.

Revise climate assessment plan, as required.

Conduct unii observaticn via walkthrough, as required.

Review unit records and reports, as reguired.

Administer climate assessment survey, as required.

Conduct climate assessment focus group meetings, as required.
Conduct individual climate assessment interviews, as required.
. Prepare survey analysis.

1C. Prepare climate assessment report for commander.

11. Conduct climate assessment out-briefing.

12. Conduct climate assessment follow-up, as required.

OO0 aN

REFERENCE :
1. MCO P5354.1 Marine Corps Equal Oppertunity Manual (Shert Title: EOM}

0147-EQA-2002: Process equal opportunity related complaints

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

BILLETS: EOA

Fnclosure (1)

(4]
1
S8}



GRADES : SSGT, GYSGT, MSGT, MGYSGT

INITIAL TRAINING SETTING: FORMAL

NAVMC 3500.3C
15 Jun. 2012

CONDITION: Given a complaint of illegal discriminaticn or sexual harassment.

STANDARD: IAW MCO P5354.1 , Chapter 5.

PERFORMANCE STEPS:
1. Conduct intake interview.
2. Document complaint.

3. Mediate and/or resolve conflict if requested by complainant.

4. Submit FORMAL complaints to HOMC.

5. Ensure complainant is provided status update every 14 days.

REFERENCE :

1. MCO P5354.1 Marine Corps Equal Opportunity Manual (Sheort Title: EOM)

0147-EOA-2003: Coordinate cultural awareness activities

EVALUATION-CODED: NO SUSTATNMENT INTERVAL:

BILIETS: EOA
GRADES: SS5GT, GYSGT, MSGT, MGYSGT

INITIAT, TRAINING SETTING: FORMAL

CONDITION: Given a reguirement.
STANDARD: IAW MCO P5354.1 , Chapter 4.

PERFORMANCE STEPS:

12 months

1. Establish working relaticnships with military and external agencies.

2. BArrange for special observance activities.

3. BAdvise special observance committee or human relations council on
celebrations, events, guest speakers, or displays, as required.
4, Maintain relationships with military and external agencies.

REFERENCE :

1. M™MCO P5354.1 Marine Corps Equal Opportunity Manual (Short Title: EOM)

0147-EOA-2004: Provide equal opportunity program advice

EVALUATION-CODED: WNO SUSTAINMENT INTERVAL:
BILLETS: EOA
GRADES: S8GT, GYSGT, MSGT, MGYSGT

INITIAL TRAINING SETTING: FORMAL

12 months
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CONDITICON: Given a requirement.
STANDARD: IAW MCO P5354.1 , Chapter 1.

PERFORMANCE STEPS:

1. Prepare egual opportunity program documentation.

2. Interpret egual opportunity regulations, policies, and procedures.

3. Advise commander in developing local equal opportunity peolicy memoranda.
4. Monitor command climate.

5. Establish werking relationships in military and civilian agencies.

6. Maintain relationships in military and civilian agencies.

REFERENCE :

1. MCO P5354.1 Marine Corps Egual Opportunity Manual (Short Title: EOM)

0147-EQ2~2005: Conduct mediations

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 6 months

BILLETS: EOA
GRADES: S55GT, GYSGT, MSGT, MGYSGT

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given a requirement.
STANDARD: To resclve conflict at the lowest level.

PERFORMANCE STEPS:

1. Notify participants.

2. Coordinate venue.

3. Write settlement agreement, as required.
4. Conduct follow-up.

REFERENCE :
1. MCO P5354.1 Marine Corps Eqgual Opportunity Manual (Short Title: EOM)

0147-E0A-2006: Provide advice on Equal Opportunity (EO} investigations

EVATLUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

BILLETS: EOA
GRADES: SSGT, GYSGT, MSGT, MGYSGT

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given an investigation. SR N
STANDARD: TIAW MCO P5354.1 , Chapter 5,

PERFORMANCE STEPS:
1. BAdvise the Investigating Officer (I0D).
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2. Conduct EOQ suifficiency review.
3. Submit DASH repcrts, as required.

3500.3cC

REFERENCE :

1. MCO P5354.1 Marine Corps Equal Opportunity Manual (Short Title: EOM)
0147-EOA-2007: Conduct Inspections

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months
BILLETS: EOA

GRADES: SS5GT, GYSGT, MSGT, MGYSGT

INITIAT, TRAINING SETTING: TFORMAL

CONDITION: Given a requirement to inspect.

STANDARD: IAW AIRS 190 Equal Opportunity Checklist.

PERFORMANCE STEPS:

1. Conduct in-brief.

2. BAssess conmmand.

3. Conduct out-brief.

REFERENCES:

1. MCO P5354.1 Marine Corps Equal Opportunity Manual (Short Title: EOM)

2. RIRS 190 Eqgual Opportunity Checklist

0147-E0A-2008: Conduct Egual Opportunity (EO) training

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: & menths

BILLETS: EOA
GRADES: S5GT, GYSGT, MSGT, MGYSGT

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given & requirement and course materials.
STANDARD: IAW MCO P5354.1 , Chapter 4.

PERFCRMANCE STEPS:

. Locate a venue.

Identify students.

Request funding, as required.
Review lesson material.

Conduct activity prep.

Present lesson material.

. Conduct after lesson management.

~S oYU s N
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REFERENCE :
1. MCO P5354.1_ Marine Corps Equal Opportunity Manual (Short Title: EOM)

0147-EQA-2009: Conduct Defense Equal Opportunity Climate Survey (DEQCS)
analysis

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

BILLETS: EOA
GRADES: SS5GT, GYSGT, MSGT, MGYSGT

INITIAT: TRAINING SETTING: FORMAL

COMDITION: Given a requirement and a DEOCS.
STANDARD: IAW MCO P5354.1 , Chapter 2.

PERFORMANCE STEPS:

1. Review assessment.

2. Record trends.

3. Prepare executive summary
4, Conduct out-brief.

REFERENCES :
1. MCO P5354.1 Marine Corps Equal Opportunity Manual (Short Title: EOM)
2. www.deomi.org Defense Equal Opportunity Management Institute website
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CHAPTER 6

MCS 0149 INDIVIDUAL EVENTS

6000. PURPOSE. This chapter details the individual events that pertain to
the Substance Abuse Control Officer/Specialist. FEach individual event
provides an event title, along with the conditions events will be performed
under, and the standard to which the event must be performed to be
successful.

6001. ADMINISTRATIVE NOTES. T&R events are coded for ease of reference.
Events in the T&R Manual are depicted with a 12 field alphanumeric system,
i.e. 0149-SAC0O-2001. This chapter utilizes the following methodology:

a. The first four digits represent the occupational field or military
occupational field (e.g., Occupaticnal Field 01 or Substance Bbuse Control
Officer/Specialist MOS 014%). This chapter contains 0149 events.

b. The second four alpha characters represent the functional or duty
arez (e.g., SACO - Substance Abuse Control). The functional area for
Substance Abuse Control Cfficer/Specialists is:

SACO - Substance BAbuse Control Officer/Specialist

c. The last four digits represent the task level and numerical
sequencing. The Substance Abuse Control Officer/Specialist individual
training events are only:

2000-Level - Core Plus S8kills (follow-on formal MOS training, MOJT, oxr
Distance Learning} )

Every individual event has a numerical identifier from 001 toc 999.

d. The individual task condition statement sets forth the real-world
circumstances in which the task is to be performed. Condition statements
describe the equipment, tools, materials, environmental or safety
considerations, and resources needed to perform the task and the assistance,
location, etc. that relates to performance of the task. In a garrison ox
field environment and with the aid of references are common conditions for
all MOS 0149 tasks. If the individual training event cannot be performed in
both environments (garriscn and in the field) or references are not to be
utilized, the condition statement will indicate which envirconment and
references are not to be utilized.

6002. INDEX OF INDIVIDUAL EVENTS
2000-LEVEL EVENTS. There are no 1000-Level events for MOS 0149 Substance
Abuse Control Officer/Specialist. -MOS (0149 is & Free MOS (FMOS). A FMOS is

a non-Primary MOS (PMOS} that can be filled by any Marine regardless of PMCS.
A FMOS requires skill sets unrelated to primary skills. Substance Abuse

6-2 Enclosure {1)



NAVMC 3500.3C
15 Jun 2012

Control Officer/Specialist individual events are taught at follow-on schools,
by MOJT, or through Distance Learning.

EVENT DESCRIPTICN PAGE

SUBSTANCE ABUSE CONTROL

0149-3AC0O-2001 Administer a urinalysis test

0149-SAC0O-2002 Train urinalysis administrators

0149-SACO-2004 | Conduct Prevention Awareness training

6-3
6-3
0149-SAC0O-2003 | Document case administrative records 6-4
6-4
6=-5

0149-3AC0-2005 Monitor after care

6003. 2000-LEVEL EVENTS

0149-SACO-2001: Administer a urinalysis test

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: S$5GT, GYSGT, MSGT, 1STLT, CAPT

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given a requirement, accéss to DOD Drug Testing Program (DTP)
software, DD Form 2624, and urinalysis collecticn materizls.

STANDARD: 1In order to assess the command’s readiness IAW MCCO 5300.17.

PERFORMANCE STEPS:

Recelve Commander’s intent.

Populate personnel screening list.

Validate DD Form 2624 information.

Establish collection site.

Notify personnel.

Verify identification of individual.

Collect urine sample.

Document urine sample.

Maintain chain of custody.

10. Ship specimen.

11. Review internet forensics drug testing laboratory (IFDTL) portal.
12. Process Medical Review Officer (MRO)} letter, if reguired.

13. Brief the Ccmmander.

14. Submit MRO letter to Drug Demand Reduction Coordinator, when applicable.

W3R Wi

REFERENCE :
1. MCO 5300.17 Marine Corps Substance Abuse Program

0145-8SAC0~-2002: Train urinalysis administrators

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: This event trains Urinalysis Program Coordinators and Observers
to ensure they adhere to the roles and responsibilities of the assigned
duties.
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GRADES: S5GT, GYSGT, MS3GT, 18TLT, CAPT
INITIAL TRAINING SETTING: FORMAL
CONDITION: Given a reguirement.
STANDARD: To ensure compliance IAW MCC 5300.17.
PERFORMANCE STEPS:
1. Review unit’s administrator list.
2. ABAnalyze trends. i
3. Conduct sustainment training.
REFERENCE :
1. MCO 5300.17 Marine Corps Substance Abuse Program
0149-8aC0-2003: Document case administrative records
EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months
GRADES: S5GT, GYSGT, MSGT, 1STLT, CAPT
INITIAL TRAINING SETTING: FORMAL
CONDITION: Given a drug or alcchel related incident.
STANDARD: Without error and IAW MCO 5300.17.
PERFORMANCE STEPS:
"1l. Determine case type.
2. Prepare document(s).
3. Create SACO records.
4. Brief the Commander.
5. Coordinate referral, if applicable.
6. Submit deocumentation te treatment facility, when required.
7. Review screening assessment recommendation.
8. Maintain treatment correspondence.
9. Forward records upon transfer.
10. Destroy records, when applicable.
REFERENCE :
1. MCO 5300.17 Marine Corps Substance Abuse Program
0149-SACO-2004: Conduct Prevention Awareness training
EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: SSGT, GYSGT, MSGT, 1S8TLT, CAPT

INITIAL. TRAINING SETTING: FORMAL

CONDITION: Given a redquirement.
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STANDARD: To enhance unit readiness IAW MCO 5300.17.

PERFCRMANCE STEPS:

1. ©Schedule unit training.

2. Review unit trends.

3. Prepare presentation.

. Coordinate quest speakers, if applicable.
Decument attendance.

Assess measure of effectiveness.
Maintain training records.

NRRY. T

REFERENCE :
1. MCO 5300.17 Marine Corps Substance RAbuse Program

0148-8AC0O-2005: Monitor after care

EVALUATION~-CODED: NO SUSTATNMENT INTERVAL: 12 months

GRADES: SsSG6T, GYSGT, MSGT, 1STLT, CAPT

INITIAT TRAINING SETTING: FORMAL

CONDITION: Given an individualized recovery plan.
STANDARD: To meet the needs of the individual IAW MCO 5300.17.

PERFORMANCE STEPS:

Review recovery plan.

Establish schedule.

Conduct individual sessicn.

Document session(s).

Follow up on individual (s) appointment(s).

Brief the Commander.

Coordinate with counseling center, if applicable.
Maintain records.

Lec e B D G T LN

REFERENCES:
1. MCO 5300.17 Marine Corps Substance Abuse Program
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ADMIN T&R MANUAL

CHAPTER 7

MOS 0161 INDIVIDUAL EVENTS

7000. PURPCSE. This chapter details the individual events that pertain to
the Postal Clerk. Each individual event provides an event title, along with
the conditions events will be performed under, and the standard to which the
event must be performed to be successful.

7001. ADMINISTRATIVE NOTES. T&R events are coded for ease of reference.
Events in the T&R Manual are depicted with a 12 field alphanumeric system,
i.e. 0161-FINA-1001. This chapter utilizes the fcllowing methodology:

a. The first four digits represent the occupational field or military
occupational field (e.g., Cccupational Field 01 or Postal Clerk MOS 0161).
This chapter contains 0161 events.

b. The second four alpha characters represent the functional or duty
area (e.g., FINA - Postal Finance Services). Fuanctional areas for Posgtal
Clerks are:

FINA -~ Postal Finance Services
OPER - Postal Operations

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

1000-1level - Core Skills (initial MOS entry level formal training
conducted at formal schools)

2000-1level - Core Plus Skills (follow-on formal schocling,
MOJT, or Distance Learning)

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

d. The individual task condition statement sets forth the real-world
circumstances in which the task is to be performed., Condition statements
describe the equipment, tools, materials, environmental or safety
considerations, and resources needed to perform the task and the assistance,
location, etc. that relates to performance of the task. 1In a garriscn or
fielid envirconment and with the aid of references are common conditions for
all MOS 0161 tasks. If the individual training event cannot be performed in
both environments {garriscn and in the field) or references are not to be
utilized, the condition statement will indicate which environment and
references are not to be utilized.

7002. INDEX OF INDIVIDUAL EVENTS

1000-1LEVEL

EVENT [ DESCRIPTION PAGE
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POSTAL FINANCE SERVICES

0161-FINA-1001

Operate an Integrated Retail Terminal (IRT)

0161-FINA-1002

Accept domestic mail

0161-FINA-1003

Accept internaticnal mail

0161-FINA-1004

Receive stamp stock

0161-FINA-1005

Issue domestic postal money crders

01L61-FINA-1006

Cash domestic postal money orders

D161-FINA-1007

Perform pcstal money order corrective measures

POSTAL OPERATIONS

“0161-OPER-1001

Prepare ordinary mall for dispatch

0161-0PER-1002

Process mail for distribution to MPO

0161-0PER-1003

Process incoming registered mail

0161-0PER-1004

Process cutgoing registered mail

0161-0PER-1005

Close a Registry Section

0161-0PER-1006

Deliver official accountable mail

0161-QPER-1007

Deliver perscnal accountable mail

0161-0PER-1008 Cperate a Postal Service Center 7-11
0161-0PER-1009 | Perform postal directory service 1-11
0161-QPER-1010 | Prccess postal claims 7-12
2000-LEVEL
EVENT DESCRIPTION PAGE
POSTAL FINANCE SERVICES
0161-FINA-2001 [Monitor mail acceptance procedures 7-12
0161-FINA-2002 | Perform Custodian of Postal Effects (COPE) duties 7-13
01.61-FINA-2003 | Conduct clerk audit of a flexible credit account 7-13
POSTAL OPERATIONS

0161-OPER-2001 | Monitor official mail 7-14
0161-0PER-2002 | Perform Quality Assurance/Quality Control 7-14
C161-0PER-2003 | Monitor postal operations 7-15

7003. 1000-LEVEL EVENTS

01l61l-FINA-1001: Operate an Integrated Retail Terminal (IRT)

EVALUATION-CODED: NOC SUSTAINMENT INTERVAL: 12 months

GRADES: PVT, PFC, LCPL

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given access to an IRT and a clerk diskette.

STANDARD: Ensuring postal clerk can use basic IRT functions.

PERFORMANCE STEPS:

1. Log onto the IRT.

2. Enter clerk ID number.

3. Retrieve/file “Start of Day” report.

4. TIdentifyv proper functions for mail and/or services requested.

5. Print applicable list or reports at the end of the business dav.

6. Log off the IRT.

REFERENCES : -

1. USPS F-1 Handbook United States Fostal Service (USPS) Post Office
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Accounting Procedures

2. USPS F-101 Handbook United States Postal Service (USPS) Field Accounting
Procedures

3. USPS Integrated Retail Terminal (IRT) Instructicnal Manual

0161-FINA-1002: Accept domestic mail

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: PVT, PFC, LCPL

INITIAT, TRAINING SETTING: FORMAL

CONDITION: Given a request to send an article of domestic mail and standard
USPS supplies and equipment.

STANDARD: Ensuring proper procedures are followed for acceptance into the
Military Postal System (MPS), change is delivered to the customer without
error, and postage is securely affixed to the mail, and the prcper
endorsement is affixed.

PERFORMANCE STEPS:

1. Verify customer's authecrization to use the Military Post Office (MPC).

2. Determine if the article is mailable.

3. Determine clasg of mail/rate of postage.

4. BAdd special service endorsements as applicable.

5. Ensure that all postage stamps (if used) are affixed by the mailer.

6. Affix PVI (Postage Validation Imprinter) label.

7. Ensure customs documentation is attached to required articles addressed to
all QCONUS locations.

8. Endorse the article.

REFERENCES:

-1. DMM Domestic Mail Manual

2. DOD 4525.6-M Department of Defense Postal Manual

3. USPS NOTICE 123 United States Postal Service (USPS) Ratefold {Postage
Rates)

0161-FINA-1003: Accept international mail

EVALUATION-CODED: NC SUSTAINMENT INTERVAL: 12 months

GRADES: PVT, PFC, LCPL

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given a regquest {o send an article of international mail.
STANDARD: Ensuring proper procedures are followed for acceptance into the

MPS system, change is delivered without error, and postage is securely
affixed to the mail, and the proper endorsement is affixed.
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PERFORMANCE STEPS:

1. Verify customer's authorization to use the MPO.

2. Determine if the article is mailable according to individual Country
mailing reguirements.

Determine class of maill/rate of postage.

Add special service endorsements as applicable.

Ensure all postage stamps, if used, are affixed by the mailer.

Affix PVI (Postage Validation Imprinter} label.

Ensure customs documentation is attached to required articles addressed to
all OCCHNUS locations.

8. Endorse the article.

=l oy o W

REFERENCES:

1. DOD 4525.6-M Department of Defense Postal Manual

2. IMM International Mail Manual

3. USPS Poster 51 United States Postal Service (USPS) International Postal
Rates and Fees

0161-FINA-1004: Receive stamp stock

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: ©PVY, PFC, LCPL

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given the requirement to receive a flexikle credit account.
STANDARD: Ensuring stamp stock is replenished for daily business.

PERFORMANCE STEPS:

1. PDetermine denominations of stamp stock reguired.

2 Submit a stamp requisition.

3. Receipt for the filled requisition with a witness.

4 Input total amount of the stamp reguisition into the IRT.

REFERENCES:

1. DOD 4525.6-M Department of Defense Postal Manual

2. USPS F-1 Handbook United States Postal Service {USPS) Post Offlce
Accounting Procedures

3. U8ps ¥-101 Handbook United States Postal Service (USPS) Tield Accounting
Procedures

0161-FINA-1005: 1Issue domestic postal money orders

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: PVT, PFC, LCPL

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given a blank postal money order, money order imprinter, and an
IRT.

7-5 Enclosure (1)



NAVMC 3500.3C
15 Jun 2012

STANDARD: Ensuring domestic postal money orders are issued without error.

PERFORMANCE STEPS:

Verify the customer's authorization te use the MPO.

. Verify the amount of the money order desired.

Enter the amcunt of desired money order into the IRT.

Imprint the money order with the correct date and desired dollar amount.
Validate money order for accuracy of date, amount desired, and legibility.
. Retain the money order voucher in numerical seguence in the drawer.

Oy e W R
[P .

DOD 4525.6-M Depariment of Defense Postal Manual
USPS F-1 Handbook United States Postal Service (USPS) Post Office
Accounting Procedures

3. USPS F-101 Handbook United States Postal Service (USPS) Field Accounting
Procedures

REFERENCES :
1.
Z2.

0161-FINA-~1006: Cash domestic postal money orders

EVALUATION~-CODED: NO SUSTATNMENT INTERVAL: 12 months

GRADES: PVT, PFC, LCPL

INITIAY, TRAINING SETTING: FORMAL

COMDITION: Given a list of lost or stolen money orders from the most recent
USPS Postal Bulietin and access to an IRT.

STANDARD: Ensuring applicable monies are paid to the patron without error.

PERFORMANCE STEPS:

1. Verify customer's authorization to use the MPO.

2. Verify that the money order presented dees not appear on the USPS list of
lost or stolen money orders.

3. Determine that there are sufficient funds (AIC 752, cash remitted final)
en hand to cash the presented money order.

4. Verify money order is properly completed.

5. Place impression of an Bll Purpose Date Stamp (APDS) on the reverse side
of the money order and initial.

6. Press the key "Checks" on the IRT and enter the amount of the check when
prompted.

7. Ensure amount to be given to the customer is correct.

REFERENCES :

1. DOD 4525.6-M Department of Defense Postal Manual

Z. USPSs F-1 Handbook United States Postal Service (USPS) Post Cffice
Accounting Procedures .

3. USPS F-101 Handbook United States Postal Service (USPS) Field Accounting
Procedures

4, USPS Postal Bulletin

0161-FINA-1007: Perform postal money order corrective measures
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EVALUATION-CODED: NO SUSTATNMENT INTERVAL: 12 months

GRADES: PVT, PFC, LCPL

INITIAT. TRAINING SETTING: FORMAL

CONDITION: Given an improperly prepared postal money order, access to an
IRT, and a money order imprinter.

STANDARD: Ensuring a replacement postal money order is prepared without
error.

PERFORMANCE STEPS:

1. Print or stamp the word "Spoiled™ in the "Pay To" or "From" block cn the
face of the money order.

2. Depress the void/change money order key on the IRT.

3., Verify the voided money order against the displayed serial number on the
screen.

4. Press CE to change the amount to zero and press enter.

5. File improperly prepared (spoiled} postal money orders in numerical
sequence with the retained money order vouchers.

6. Destroy spoiled money order voucher and customer receipt.

7. Prepare new postal money order for the customer.

8. Submit all improperly prepared (spoiled) money orders to the Supervisor at
the close of the business day with all other close out documents and
receipts.

REFERENCES :

1. DOD 4525.6-M Department of Defense Postal Manual

2. USPS F-1 Handbook United States Postal Service (USPS} Post Office
Accounting Prccedures

3. USPS F-101 and book United States Postal Service (USPS) Field Accounting
Procedures

0161-OPER-1001: Prepare ordinary mail for dispatch

EVALUATION-CCDED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: PVT, PFC, LCPL, CPL, SGT

INITIAT, TRAINING SETTING: FORMAL

CONDITION: Given an operational post office and standard USPS supplies and
equipment.

STANDARD: Ensuring ordinary mail is processed IAW appropriate routing
scheme.

PERFORMANCE STEPS:

Check mail for proper postage.

Cancel stamps.

Sort mail to appropriate destinations.
. Tray/pouch/sack mail for dispatch.
Weigh and enter weights on tags/labels.

ok W N
N PR
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REFERENCES :
1. DMM Domestic Mail Manual
2., DOD 4525.6-M Department of Defense Postal Manual
3. POM Postal Operations Manual
0161-0PER-1002: Process mail for distribution to MPO
EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: PVT, PFC, LCPL, CPL, SGT

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given an operational mail sorting facility, incoming mail, and
standard USPS supplies and equipment.

STANDARD: Ensure ordinary mail is processed for distribution to MPC upon
receipt.

PERFORMANCE STEPS:

1. Verify incoming mail manifest.

2. Sort incoming mail by destination.
3. Dispatch mail by destination

REFERENCES:
1. DMM Domestic Mzil Manual
2. DOD 4525.6-M Department of Defense Postal Manual

0161-0OPER-1003: Process incoming registered mail

EVALUATION-CODEDR: NO SUSTAINMENT INTERVAL: 12 months

GRADES: PVT, PFC, LCPL, CPL, SGT

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given an operational post office, PS Form 3854, articles of
registered mail, and standard USPS supplies and eguipment.

STANDARD: Ensuring registered mail is processed as prescribed in DOD 4525.6-
M.

PERFORMANCE STEPS:

1. vVerify all registered pieces are listed on the PS Form 3854.
Z. Enter number of pieces received on the PS5 Form 3854.

3. Open all containers/sacks.

4. Postmark all pieces of registered mail upon receipt.

REFERENCES:
1. DMM Domestic Mail Manual
2. DOD 4525.6-M Department of Defense Postal Manual
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ADMINISTRATIVE NOTES: Per Dol 45325.6-M, when processing registered mail, a
witness is to be used whenever possible.

0161-0OPER-1004: Process outgoing registered -mail

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: PVT, PFC, LCPL, CPL, SGT

INITIAT TRAINING SETTING: FORMAL

CONDITION: Given an operaticnal post office, PS Form 3854, articles of
registered mail, and standard USPS supplies and equipment.

STANDARD: Ensuring outgoing registered mail is prepared for dispatch and
maintained in a secure location.

PERFORMANCE STEPS:

1. Sort registered mail by destination.

2. Prepare the PS Form 3854 (Inside Bill) for all pieces of registered mail
to be sacked.

3. Ensure that PS lzbel 87 is used on all registered 0OSPs (Cutside Pieces),
as applicable.

4. Prepare the PS Form 3854 (Outside Bill) for all outside pieces of
registered mail.

5. Maintain 100% accountability of all registered articles.

REFERENCES:
1. DOD 4525.6-M Department of Defense Postal Manual
2. DOD 4525.6_ Mail Distribution Instruction and Labeling Handbook

ADMINISTRATIVE NOTES: Per DoD 4525.6-M, when processing registered mail, a
witness is to be used whenever possible.

0161-OPER-1005: Close a Registry Section

EVALUATION-CODED: NO SUSTATNMENT INTERVAL: 12 months

GRADES: PVT, PFC, LCPL, CPL, SGT

INITIATL TRAINIMNG SETTING: FORMAL

CONDITION: Given a secure area or structure, blank DD Form 2261, DD Form
2261 from the previous day, all required supporting deocuments, and standard
USPS supplies and equipment.

STANDARD: FEnsuring all registered mail on hand is properly inventoried at
the end of each business day.

PERFORMANCE STEPS:

1. Verify number of registered pieces on-hand.

2. Balance the DD Form 2261 according to number of items processed during the
business day.
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3. Obtain a verifying official to verify accuracy of the DD Form 2261.
4, File DD Form 2261 and all supporting documentation.
5. Secure the Registry Section.

REFERENCE :
1. DOD 4525.6-M Department of Defense Postal Manual

ADMINISTRATIVE NOTES: Per DoD 4525.6-M, when processing registered mail, a
witness is to be used whenever possible. :

0161-0PER-1006: Deliver official accountable mail

EVALUATION-CODED: NC SUSTAINMENT INTERVAL: 12 months

GRADES: ©PVT, PFC, LCPL, CPL, SGT

INITIAL, TRAINING SETTING: FORMAL

CONDITION: Given an operational post office and applicable postal forms.

STANDARD: Ensuring that cfficial accountable mail is delivered to an
authorized agent.

PERFORMANCE STEPS:

1. APDS all accountable mail.

2. Prepare PS Form 3883 for each type of accountable mail.

3. Verify identity of authorized agent agesinst the DD Form 285 or PS Form
3801.

4., Remove return receipts (PS5 Form 3811} from the article for signature, if
applicable.

5. Obtain signature from authorized agent for each PS Form 3883.

6. Provide authorized agent a copy of each PS Form 3883.

7 File copies of all signed PS Forms 3883.

REFERENCES:
1. DMM Domestic Mail Manual
2. DOD 4525.6-M Department of Defense Postal Manual

0161-OPER-1007: Deliver personal accountable mail

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: PVT, PFC, LCPL, CPL, SGT

INITIAT TRAINING SETTING: FORMAL

CONDITION: Given an operational post office and PS Form 3849,
STANDARD: Ensuring that personal accountable mail is delivered.
PERFORMANCE STEPS:

1. APDS all accountable mail.
2. Prepare PS5 Form 3849 for each accountable piece.
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3. Verify identity of addressee/authorized agent.
4. Obtain signature of addressee/authorized agent.
5. Ensure all return receipts are signed and dated by the
addressee/authorized agent, if applicable.
6. File all signed PS5 Forms 3849,
REFERENCES :
1. DMM Domestic Mail Manual i .
2. DOD 4525.6-M Department of Defense Postal Manual
0161-OPER-1008: Operate a Postal Service Center
EVALUATION-CODED: NO SUSTATNMENT INTERVAL: 12 months

GRADES: PVT, PFC, LCPL, CPL, SGT

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given a Postal Service Center (PSC) and required forms and
equipment.

STANDARD: Ensuring personal mail is placed in the mail receptacles.

PERFORMANCE STEPS:

1. Ensure mail receptacles are assigned to authorized personnel only.
2. Ensure a DD Form 2262 is on file for each receptacle.

3. Utilize DD Form 2258 as needed.

4., Conduct periodic visual inspection of mail receptacle.

5. Conduct periodic inspections of receptacle records.

REFERENCE :

1. DOD 4525.6-M Department of Defense Postal Manual

0161-OPER-1008: Perform postal directory service

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: PVT, PFC, LCPL, CPL, S5GT

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given articles of mail that cannot be delivered as addressed,
available automated directory databases, and standard USPS forms and
supplies.

STANDARD: &Ensuring mall undeliverable as addressed is processed.

PERFCRMANCE STEPS:

1. Identify undeliverable mail.
2. Process casualty mail.

3. Process undeliverable mail.
4. Prepare mail for dispatch.
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REFERENCES:
1. DMM Domestic Mail Manual
2. DOD 4525.6-M Department of Defense Postal Manual
0161-OPER-1010: Process §05tal claims
EVALUATION-CODED: NO SUSTATNMEWT INTERVAL: 12 months
GRADES: PVT, PFC, LCPL, CPL, S5GT
INITIAL TRAINING SETTING: FORMAL
CONDITION: Given a claim and required USPS forms.
STANDARD: Ensuring postal claims are adjudicated.
PERFORMANCE STEPS:
1. Receive claim inquiry.
2. Provide assistance to customer.
3. Maintain damaged articles until adjudicatioen.
REFEREMNCES:
1. DMM Domestic Mail Manual
2. DOD 4525.6-M Department of Defense Postal Manual
7004. 2000-LEVEL EVENTS
0161-FINA-2001: Monitcor mail acceptance procedures
EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: CPL, SGT, SSGT, GYSGT, MSGT, MGYSGT

INITIAT, TRAINING SETTING: MOJT

CONDITION: Given a post office, incoming mail, and standard USPS supplies
and equipment.

STANDARD: Ensuring postal personnel are in 100% compliance with established
mail acceptance procedures.

PERFORMANCE STEPS:
1. Verify all classes of mail are endorsed.
2. Verify proper postage has been applied.

REFERENCES :

1. DMM Domestic Mail Manual

2. DOD 4525.6-M Department of Defense Postal Manual

3. IMM International Mail Manual

4, USPS NOTICE 123 United States Postal Service (USPS) Ratefold (Postage

Rates)
USPS Poster 51 United States Postal Service (USPS) International Postal

Rates and Fees

w
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0161-FINA~-2002: Perform Custeodian of Postal Effects (COPE} duties

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 mcnths

GRADES: CPL, SGT, SSGT, GYSGT, MSGT, MGYSGT

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given a post office, main stamp stock, appropriate USPS postal
forms, and standard USPS equipment and supplies.

STANDARD: Ensuring acccuntability of postal effects.

PERFORMANCE STEPS:

Maintain main stamp stock.

Maintain money order accountability.

Conduct audit of clerk stamp stocks.

Prepare PS Form 1590 for USPS supplies and equipment.

Prepare PS Form 3977, Duplicate Key Envelope, to record and safeguard
duplicate keys, combinations, and passwords.

Verify Unit PS Form 1412, the Daily Financial Report.

7. Submit bank deposits within 24 hours or as required.

vl W
PO .
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REFERENCES;

1. DOD 4525.6-M Department of Defense Postal Manual

2. DOD 4525.6 Department of Defense Postal Supply Catalocg

3. USPS F-1 Handbook United States Postal Service (USPS) Post Office
Accounting Procedures

4. USPS F-101 Handbook United States Postal Service (USPS} Field Accounting
Procedures

5. OPNAVINST 5112.6 Department of the Navy Postal Instructions

6. USPS Publication 247 United States Postal Service (USPS) Material
Management Equipment and Supply Catalcg

7. USPS Publicaticon 223 United States Postal Service (USPS) Directives and

Forms Catalog

01l6L-FINA-2003: Conduct clerk audit of a flexible credit account

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: CPL, SGT, SSGT, GYSGT, MSGT, MGYSGT

INITIAL TRAINING SETTING: MOJT

CONDITION: Given a requirement te conduct an audit, and PS Forms 3368 and
3294,

STANDARD: Ensuring a complete audit i1s conducted and the stamp stock does
not exceed 1% of the total wvalue.

PERFORMANCE STEPS:

1. Verify amcunt of the flexible credit on PS Form 1412.
2. Count all stamps and accountable paper.

3. Count all cash on hand.

4. Verify money orders.
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5. Ensure auditor and clerk being audited sign the PS Form 3294.
6. Record result of audit on clerk's PS Form 3368, Stamped Credit Examination
Record.

REFERENCES:

1. DOD 4525.6-M Department of Defense Postal Manual

2. USPS F-1 Handbook United States Postal Service (USPS) Post Office
Accounting Procedures

3. USPS F-101 Handbook United States Postal Service (USPS) Field Accounting
Procedures

0161-0PER-2001: Monitor official mail

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: CPL, SGT, S8GT, GYSGT, MSGT, MGYSGT

INITIAL TRAINING SETTING: MOJT

CONDITION: Given an official meter machine, articles of official mail, and
standard USPS supplies and eguipment.

STANDARD: Ensuring official mail is processed as prescribed in DOD 4525.8-M,
Department of Defense Official Mail Manual.

PERFORMANCE STEPS:

1. Verify all items received for mailing are official.

2. Verify all processed mail has the required postage/endorsements.
3. Ensure cost saving measures are implemented.

4., Maintain sufficlent funds.

NOD 4525.8-M Department of Defense Official Mail Manual

REFERENCES :
1.
2. MCO P5110.4 The Marine Corps Official Mail Program

0161-0PER-2002: Perform Quality Assurance/Quality Control

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: S85GT, GYSGT, MSGT, MGYSGT

INITIAT, TRAINING SETTING: MOJT

CONDITION: Given a requirement from the DOD 4525.6-M and inspection
checklists.

STANDARD: Ensuring postal functions are in compliance with DOD 4525.6-M,
Department of Defense Official Mail Manual.

PERFORMANCE STEPS:

1. Instruct unit mail clerk/postal officer Indoctrination Ccurse.
2. Conduct unannounced inspectlons.

3. Document inspection results.
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4. Brief results to unit commander/section QIC.
5. Submit results to Inspector General {IG) Office.
6. TFile reports.
REFERENCES :
1. DOD 4525.6-M Department of Defense Postal Manual
2. MCC P5110.6 SOP for Marine Corps Unit Mailrocms
0161-OPER-2003: Monitor postal coperations
EVALUATION-CCDED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: CPL, SGT, S8S5GT, GYSGT, MSGT

INITIAL TRAINING SETTING: MOJT

CONDITION: Given a requirement to provide postal services for tenant
commands and authorized DOD civilian/contractors, within an established area
of responsibility.

STANDARD: Ensuring postal services are provided within established
guidelines of DOD 4525.6-M, Department of Defense Official Mail Manual.

PERFORMANCE STEPS:
. Mecnitor mail handling procedures.
. Conduct pre-deployment brief.

1
pa
3 Monitor search and seizure.

4. Monitor postal supply/equipment.

5. Monitor postal directory functions.

6. Monitor Postal Claims Section.

7. Maintain postal facility security.

8 Maintain Automated Military Postal Systems.
) Maintain publication and directives.

10. Monitor postal embarkation egquipment.

REFERENCES:
1. DOD 4525.6-M Department of Defense Postal Manual
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ADMIN T&R MANUAL

CHAPTER 8

MOS 0171 INDIVIDUAL EVENTS
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ADMIN T&R MANUAL

CHAPTER 8

MOS 0171 INDIVIDUAL EVENTS

8000. PURPOSE. This chapter details the individual events that pertain to
the Manpower Information Systems {(MIS) Analyst. FEach individual event
provides an event title, along with the conditions events will be performed
under, and the standard to which the event must be performed to be
successful .

8001. ADMINISTRATIVE NOTES. T&R events are coded for ease of reference.
T&R events are coded for ease cof reference. Events in the T&R Manual are
depicted with a 12 field alphanumeric system, i.e. 0171-MPSP-2001. This
chapter utilizes the following methodology:

a. The first four digits represent the occupational field or military
occupational field (e.dg., Occupational Field 01 or Manpower Information
Systems (MIS) Analyst MOS 0171). This chapter contains 0171 events.

b. The second four alpha characters represent the functional or duty
area (e.g., MPSP - Manpower Support). The functional area for MIS Analysts
is:

MPSP - Manpower Support

c. The last four digits represent the task level and numerical
sequencing. The MIS Analysts individual training events have only cne level:

2000-Level - Core Plus Skills (follow-on schooling, MOJT, or Distance
Tearning)

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

d. The individual task condition statement sets forth the real-world
circumstances in which the task is to be performed. Condition statements
describe the equipment, tools, materials, environmental or safety
considerations, and rescurces needed to perform the task and the assistance,
locaticn, etc. that relates to performance of the task. In a garrison or
field environment and with the aid of references are common conditions for
all MOS 0171 tasks. If the individual training event cannot be performed in
both environments (garrison and in the field) or references are not to be
utilized, the condition statement will indicate which environment and
references are not to be utilized. ‘

8002. INDEX OF INDIVIDUAL EVENTS
2000-LEVEL EVENTS. There are no 1000-Lewvel events for MOS 0171 MIS Analyst.
MOS 0171 is a Necessary MOS (NMOS). A NMCS is a non—Primary MOS (PMOS) that

has a pre-requisite of cne or more PMOSs. This MOS identifies a particular
skill or training that is in addition to a Marine’s PMOS and can only be
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filled by a Marine with a specific PMOS. The particular skill or training
required is gained by MOJT.

EVENT DESCRIPTION PAGE

MANPOWER SUPPORT

Prepare Manpower Information Systems Support Office a-3

O171-MPSP-2001 | (\1555) Unit Diary (UD)

Research accurate processing of Type Transactlon

0171-MPSP-2002 Codes (TTC) . 8-4
0171-MPSP-2003 Provide technical assistance in support of software a_s
releases to support Class 1 Systems
. _ Monitor reporting within Marine Corps Total Force _
0171-MPSP-2004 System (MCTFS) 8-5
B _ Recommend MCTFS procedural and system changes to _
0171-MPSP-2005 CMC/DFAS B-6
0171-MPSP-2006 | Process special roster requests 8-7
0171-MPSP-2007 | Control access to CMC sponsored manpower databases 8-17
0171-MPSP-2008 Troubleshoct Marine Corps Manpower Class I System g-8
problems
0171-MPSP-2009 | Certify MISSO Unit Diary 8-9
0171-MPSP-2010 Operate Marine Corps Manpower Reporting Class I 8-9

Systems

0171-MPSP-2011 | Submit Marine Corps Total Force System problem sheet B-10

0171-MPSP-2012 | Process incoming Unit Piary 8-11

0171-MPSP-2013 Process Manpowe; Information Systems Support Office g-12
(MISSO) Advisories

8003. 2000-LEVEL EVENTS

0171-MPSP-2001: Prepare Manpower Information Systems Support Office (MISSO)
Unit Diary (UD)

EVALUATION-CODED: NC SUSTATNMENT TINTERVAL: 12 months

DESCRIPTION: Manpower Information Systems Analysts prepare and submit unit
diaries for review and further inclusion into Marine Corps Total Force System
(MCTF'S), Manpower Information Systems Support Office (MISSO) unit diaries.

MOS PERFORMING: 0171

BILLETS: Manpower Information Systems (MIS) Analyst
GRADES: CPL, SGT, SS5GT, GYSGT, MSGT, MGYSGT

INITIAL, TRAINING SETTING: MCJT

CONDITION: Given a unit diary reportable event, access to Marine Corps Total
Force System (MCTFS), and source documents.

STANDARD: Ensuring source documents and events are reported on the unit

diary for processing into MCTFS through web based/database management
systems. .

8-3 Enclosure (1)



NAVMC 3500.3C
15 Jun 2C12

PERFORMANCE STEPS:

Receive source documents to report on unit diary.

Type a rough working unit diary from source documents.

Print a rough working diary.

Forward printed rough and scurce documents for review.

Take corrective acticn in unit diary; update if necessary.
Forward to certifying official for signature.

File signed copy of unit diary and source documents as reguired.

=1y O

REFERENCES : ‘
1. MCO P1080.33 Manpower Information System Support Office Manual (MISSO
Manual)

MCO P1C80.40 Marine Corps Total Force System Personnel Reporting
Instruction Manual

MCTFSCODESMAN System-based online Marine Corps Manpower Codes Manual
UDS-1080-02 Unit Diary System (UDS) Users Manual

AN}
.

e

0171-MPSP-2002: Research accurate processing of Type Transaction Codes (TTC)

EVALUATION-CCDED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION£ Manpower Information Systems Analysts research and analyze the
correct processing of Type Transaction Codes (TTC) within Marine Corps Total
Force System (MCTFS).

MOS PERFORMING: (0171

BILLETS: Manpower Information Systems (MIS) Analyst
GRADES: CPL, SGT, S8GT, GYSGT, MSGT, MGYSGT

INITIAL TRALNING SETTING: MOJT

CONDITION: Given a reportable event, & reported transaction error within
MCT¥S, and access te MCTFES.

STANDARD: Providing administrative corrective action commands within the
MISSO's jurisdiction, or forwarding recommended corrective action to the
MISSA or higher headquarters.

PERFORMANCE STEPS:

1. Obtain TTC Decision Logic Table.

2. Select Decisicn Logile Table corresponding with the specific TTC.

3. 1Interpret specific processing instructicn to determine if the TTC is
processed correctly.

4, Prepare a MCTFS Problem Sheet if the TTC failed to process correctly.

REFERENCES : :
1. MCO P1l080.33 Manpower Information System Support Qffice Manual {MISSO.
Manual)

2. MCO P1l080.4C Marine Corps Total Force System Personnel Reporting
Instruction Manual

MCTFSCODESMAN System-based online Marine Corps Manpower Codes Manual
UDS-1080~02 Unift Diary System (UDS) Users Manual

= L)
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0171-MPSP-2003: Provide technical assistance in support of software releases
to support Class 1 Systems

EVALUATION-CODED: NO SUSTAINMENT INTERVAT,: 12 months

DESCRIPTION: Manpower Information Systems Bnalysts provide technical
assistance for updating software release to reporting units with the MISSO's
jurisdicticon.

MOS PERFORMING: (171

BILLETS: Manpower Information Systems (MIS) Analyst
GRADES: CPL, SGT, SS8GT, GYSGT, MSGT, MGYSGT

INITIAL TRAINING SETTING: MOJT

CONDITION: Given a unit diary system, new software release, and access to
MCTES.

STANDARD: Ensuring reporting units within the MISSO's jurisdiction receive
appropriate assistance when the software release updates current web-
based/database systems.

PERFORMANCE STEFPS:

.1. Receive request for support.

2. 1Identify deficiencies.

3. Determine type of supporit required.

4 Perform corrective action or forward to higher headgquarters for
appropriate acticn.

REFERENCES :

1. MCO P1l080.33 Manpower Information System Suppcrt Office Manual {(MISSO |
Manual)

2, MCC PL080.40 Marine Corps Total Force System Personnel Reporting
Instruction Manual

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

0171-MPSP-2004: Monitor reporting within Marine Corps Total Force System
(MCTFS)

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: Manpower Information Systems Analysts analyze the command’s
reporting within MCTFS.

MOS PERFORMING: 0171

BILLETS: Manpower Information Systems (MIS) Analyst
GRADES: CPL, SGT, S5SGT, GYSGT, MSGT, MGYSGT

INITIAT, TRAINING SETTING: MOJT
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CONDITION: Given a command's reporting of events within MCTFS and access to
MCTFS.

STANDARD: In performance step sequence, ensuring corrective action and
recommendations are provided to commands within the MISSO's jurisdiction, .or
recommended corrective action are forwarded to higher headquarters within
established timeframes.

PERFORMANCE STEPS:

1. Determine if the MCTFS cycle has completed processing.

2. Verify all unit diaries submitted have completed processing.

3. Ensure reperted information has been entered into the Central Master File
(CMF) by researching individual records.

4. Monitor the reporting unit advisory file for rejected transactions.

5. BAnalyze reporting unit deficiencies and suggest methods for improvement.

REFERENCES :

1. MCO P1080.33 Manpower Information System Support Office Manual (MISSO
Manual)

2. MCO P1080.40 Marine Corps Total Force System Personnel Reporting
Instruction Manual

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

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

0171-MPSP-2005: Recommend MCTFS procedural and system changes to CMC/DFAS

EVALUATION-CODED: NO SUSTATINMENT INTERVAL: 12 months

DESCRIPTION: Manpdwer Information Systems Analysts research, analyze and
prepare manpower information data logic response to the MISSA on identified
MCTFS procedural and systems changes.

MOS8 PERFORMING: 0171

BILLETS: Manpower Information Systems (MIS) Analyst
GRADES: CPL, SGT, SS5GT, GYSGT, MSGT, MGYSGT

INITTAT, TRATNING SETTING: MOJT

CONDITION: Given a procedural or systems change and access to MCTFS.

STANDARD: In performance step sequence, providing the MISSA with appropriate
research and justification for the need to recommend MCTFS procedural and
system changes to CMC/DFAS.

PERFORMANCE STEPS:

Identify the recurring system problem.

Research to establish the extent of the system problem.

Analyze research to establish common patterns for each occurrence.

Develop a proposed solution based upon analysis of the problem.

Recommend MCTFS procedural and system changes to the operating system when
necessary.

U= WMo
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REFERENCES :
1. MCO P1080.33 Manpower Information System Support Office Manual (MISS0
Manual)

2. MCO P1080.40 Marine Corps Total Force System Personnel Reporting
Instruction Manual

3. BSECNAVINST 5216.5D DoN Correspondence Manual

4. UDS-1080-02 Unit Diary System (UDS} Users Manual

0171-MP8P-2006: Process special roster requests

EVALUATION-CODED: NO SUSTATINMENT INTERVAL: 12 months

DESCRIPTION: Manpower Information Systems Analysts develop and distribute
command special requested resters using web based/database management systems
to commands within the MISSO's jurisdiction.

MOS PERFORMING: 0171

BILLETS: Manpower Information Systems (MIS) Analyst
GRADES: CPL, SGT, S5SGT, GYSGT, MSGT, MGYSGT

INITIAL TRAINING SETTING: MOJT

CONDITION: Given a reguest for special rosters and access to the Operational
Data Store Enterprise {QDSE).

STANDARD: In performance step Seguence, ensuring the special roster request
is accurate and forwarded to the requesting unit within established
timeframes.

PERFORMANCE STEPS:

1. Receive request for special roster.

2. Log into appropriate systew.

3. Create desired report format.

4. Write retrieval program using retrieval language users manual

5. Print or electronically save the redquested report.

6. Distribute report to the requesting activity.

REFERENCES:

1 MCO P1080.33 Manpower Information System Support Office Manual {MISSO
Manual)

2. MCO P10B0.40 Marine Corps Total Force System Personnel Reportlng
Instruction Manual

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

4, Operational Data Store Enterprise (ODSE) and Impromptu Users Guide

0171-MPSP-2007: Control access to CMC sponsored databases

EVALUATION-CODED:- NO SUSTATINMENT INTERVAL: 12 months

DESCRIPTION: Manpower Information Systems Analysts monltor access to
information retrieved through CMC sponsored databases. This includes access
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to the Marine Corps Tctal Force System, the Operational Data Store
Enterprise, Web Orders and Marine Online and Estimated Date of Arrival (EDA)

MOS PERFORMING: 0171

BILLETS: Manpower Information Systems (MIS) Analyst
GRADES: CPL, SGT, SSGT, GYSGT, MSGT, MGYSGT

INITIAT, TRAINING SETTING: MOJT

CONDITION: Given control of and authority to access databases and access to
MCTFS.

STAMDARD: In performance step sequence, ensuring all access to CMC sponsored
databases is restricted to users with the need to know.

PERFORMANCE STEPS:

1. Determine if the reguirement for the requested database can be met by
other than Class 1 systems.

2. Determine if the reguested database can meet the regquirement, if the
regquirements are not available by the current Class 1 System.

3. Torward approval reguest to appropriate security office at local computer
center department/central design and programming activity (CDPA) to
establish access.

4., Notify requesting command upon approval/disapproval.

REFERENCE :
1. MCO P1080.33 Manpower Information System Support Cffice Manual (MISSO

Manual)

0171-MpPSP-2008: Troubleshoot Marine Corps Manpower Class I System problems

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: Manpower Information Systems Analysts research, analyze and
provide appropriate action to take with software on an End User Computer
Equipment (EUCE) within the MISSO's jurisdiction.

MOS PERFORMING: 0171

BILLETS: Manpower Information Systems {MIS) Analyst
GRADES: CPL, S5GT, S8GT, GYSGT, MSGT, MGYSGT

INITIAY, TRAINING SETTING: MOJT

CONDITION: Given a command regquest for support and access to manpower
information systems supported by the MISSO.

STANDARD: In performance step sequence, ensuring that the EUCE issued is
appropriately identified and the user is advised cof corrective action
required.
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PERFORMANCE STEPS:

1. Receive notification of problem through phone call or trouble tickets.

2. Identify the problem as either hardware or software related.

3. So¢lve the problem, if possible and send corrective action to user.

4. Refer problem to other source for sclution if problem is beyond MISSO's
capabilities to repair.

REFERENCE :
1. MCO P1080.33 Manpower Information System Support Office Manual (MISSO
Manual)

0171-MPSP-2009: Certify MISSO Unit Diary

EVALUATION-CCDED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: The MISSO will type diaries to report and correct entries that
the Reporting Units do not have the authority to report. These diaries need
to be certified to be uploaded for submission into the Marine Corps Total
Force System headquarters diaries under the RUC assigned to the MISSO.

MOS PERFORMING: 0171

BILLETS: Manpower Information Systems {(MIS) Analyst
GRADES: SSGT, GYSGT, MSGT, MGYSGT

INITIAL, TRAINING SETTING: MOJT

CONDITION: Given a unit diary reportable event and proper authority from the
unit and access to MCTFES.

STANDARD: To allow the upleoading and processing into MCTES through current
web based/database management systems and ensuring entries post to MCTFS.

PERFCRMANCE STEPS:

i. Recelve reviewed printed rough unit diary with source documents.

2. Verify rough unit diary with source documents for complete accuracy.

3. Return rough for corrections, if needed.

4.  Certify 100% accurate unit diary.

5. Ensure source documents are annotated and filed as required.

REFERENCES:

1. MCO P1080.33 Manpower Information System Support Office Manual (MISSO
Manual)

2. MCO P1080.39 Administrative Instructions for Manpower Management System of

Headguarters Marine Corps (AIMMS)
3. MCO P1080.40 Marine Corps Total Force System Personnel Reporting
Instruction Manual
MCTFSCCDESMAN System-based online Marine Corps Manpower Codes Manual
SECNAVINST 5216.5D DoN Correspondence Manual “
UDS-1080-02 Unit Diary System {(UDS) Users Manual

o N

0171-MPSP-2010: Cperate Marine Corps Manpower Reporting Class I Systems
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EVATLUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: The MISSC accesses and operates Marine Corps Manpower Reporting
Class I Systems (i.e. CICS, MOL, UD/MIPS, DCIPS, DTMS, ODSE, and MCTFS).

MOE PERFORMING: 0171

BILLETS: Manpower Information Systems {MIS) Analyst
GRADES: CPL, SGT, SSGT, GYSGT, MSGT, MGYSGT

INITIAL TRAINING SETTING: MOJT

CONDITIOM: Given a reporting requirement within a Class I System and access
to appropriate MCTFS or MIS system.

STANDARD: In performance step sequence, ensuring the appropriate processing
and reporting of requested information within established timeframes.

PERFORMANCE STEPS:

1. Log on to the appropriate system.
2. Determine application reguired.
3. Select appropriate option.
4.
5.

Operate selected option.
Produce/print results of option selected.

REFERENCE :
1. MCO P1080.33 Manpower Information System Support Office Manual (MISSO

Manual)

0171-MPSP-2011: Submit Marine Corps Total Force System problem sheet

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: As system problems in MCTFS or UD/MIPS occur Manpower
Information Systems Analysts submit system discrepancy notices to the MISSA
for research of the corrective action. '

MOS PERFORMING: 0171
BILLETS: Manvower Information Systems (MIS) Analyst
GRADES: CPL, SGT, 3SGT, GYSGT, MSGT, MGYSGT

INITIAT, TRAINING SETTING: MOJT

CONDITICN: Given a problem sheet, discrepancy or system generated error, and
access to MCTES.

STANDARD: In performance step sequence, identifies fo the MISSR a system
problem and providing the appropriate research and background information.

PERFORMANCE STEPS:
1. TIdentify the problem.
2. Open a problem sheet.
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3. Research the problem.
4. Complete problem sheet.
5. Attach documentation.
6. Distribute copies, per the MISSC manual
7. File copies in the problem file sheet.
8. Maintain problem file sheet, per the references.
REFERENCES:
1. MCO P1080.33 Manpower Information System Support Office Manual (MISSO
Manual)
2. MCO P1080.40 Marine Corps Total Force System Personnel Reporting

Instructicn Manual
3. SECNAVINST 5216.5D DoN Ccrrespondence Manual
4, UDS-1080-02 Unit Diary System (UDS) Users Manual

0171-MPSP-2012: Process incoming Unit Diary

EVALUATION-CODED: NO SUSTAINMENT TNTERVAL: 12 months

DESCRIPTION: 1In the event a reporting unit is unable to uplocad a unit diary
courier, the MISSO will receive a unit diary courier for processing and
submission into MCTFS.

MOS PERFORMING: 0171

BILLETS: Manpower Information Systems (MIS) Analyst
GRADES: CPL, SGT, SsGT, GYSGT, . MSGT, MGYSGT

INITIAL TRAINING SETTING: MOJT

CONDITION: Given a unit diary courier file and access to MCTFS.

STANDARD: In performance step sedquence, ensuring the unit diary is uploaded
on the day received into MCTFS for processing and verifies the unit diary
processed correctly.

PERFORMANCE STEPS:

1. Receive the unit diary and transmittal sheet.

2. Date stamp the transmittal sheet with the date received and return a copy
to the reporting unit.

3. Update unit diary electrcnically.

4. Verify leoading of unit diary.

5. Log completion of unit diary.

6. Maintain the control log, per the references.

REFERENCES:

1. MCO P1080.33 Manpower Informaticn System Support Office Manual (MISSO

Manual} .

2. MCO P1080.40 Marine Corps Total Force System Personnel Reporting
Instruction Manual

3. UDS-1080-02 Unit Diary System (UDS) Users Manual
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0171-MPSP-2013: Process Manpower Information Systems Support Office (MISS0})
advisories

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: The MISS0O processes reguired system advisory messages to
commands within the MISSO's Jjurisdiction.

MOS PERFORMING: 0171

BILIETS: Manpower Information Systems (MIS) Analyst
GRADES: CPL, SGT, S8GT, GYSGT, MSGT, MGYSGT

INITIAT TRAINING SETTING: MOJT

CONDITION: Given a system advisory for the MCTFS from MISSA, DFAS, or Higher
Headguarters, and access to MCTFS.

STANDARD: Ensuring all commands within the MISSC's jurisdiction are notified
of advisories within established timeframes.

PERFORMANCE STEPS:

1. Receive information that needs to be pushed to all commands within JURIS.

2. Prepare a MISSO advisory.

3. Have MISSQ advisory reviewed by supervisor before releasing.

4 Publish MISSO advisory manually or release it electronically for
distribution to reporting units.

5. File MISSO advisory in the MISSO advisory file.

REFERENCES:

1. MCO P1080.33 Manpower Information System Support Office Manunal (MISSO
Manual)

2. MCO P1080.39 Administrative Instructions for Manpower Management System of
Headquarters Marine Corps (RIMMS)

3. MCO P1080.40 Marine Corps Total Force System Personnel Reporting

Instruction Manual

MCTFSCODESMAN System-based online Marine Corps Manpower Codes Manual

SECNAVINST 5216.5D DoN Correspondence Manual

UDS-1080-02 Unit Diary System (UDS) Users Manual

G e
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8000. PURPOSE.

with the conditions events will be performed under,
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MOS 0160 INDIVIDUAL EVENTS
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This chapter details the individual events that pertain to
the Postal Officer.

Each individual event provides an event title, along

the event must be performed to be successful.

9001. ADMINISTRATIVE NOTES.

and the standard to which

T&R events are coded for ease of reference.

Events in the T&R Manual are depicted with a 12 field alphanumeric system,
This chapter utilizes the following methodology:

i.e. 0160-MGMT-2001.

a. The first four digits represent the occupaticnal field or military
occupational field (e.g., Occupational Field 01 or Postal Officer MOS 0160).
This chapter contains 0160 events.

». The second four alpha characters represent the functional or duty

area (e.g., MGMT — Management).

MGMT - Management

The functicnal area for Postal Officers is:

c. The last four digits represent the task level and numerical
sequencing. The Postal Officer individual training events are separated int

two task levels:

2000 - Core Plus S8kills (follow-on MOS formal training conducted at
formal schocls)

2900 — Core Plus Skills (follow-on schooling,

Learning)

MOJT,

or Distance

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

d. The individual task condition statement sets forth the real-world

circumstances in which the task is to be performed.

Condition statements

describe the equipment, tools, materials, environmental or safety

considerations,

location, ete. that relates to performance of the task.

all MOS 0160 tasks.
both environments

and resources needed to perform the task and the. assistance,

In a garriscn ox
field environment and with the aid of references are common conditions for
If the individual training event cannot be performed in

{garrison and in the field) or references are not to be

utilized, the condition statement will indicate which environment and
references are not to be utilized.

9002, 1INDEX OF INDIVIDUAL EVENTS

2000-LEVEL o
EVENT DESCRIPTICHN PAGE
MANAGEMENT
0160-MGMT-2001 Rudit Custodian of Postal Effects (COPE) 9-3

Enclosure {1}



NAVMC 3500.3C
15 Jun 2012

Conduct inspection of Military Postal
Finance Units

0L60-MGMT-2002

9-3
0160-MGMT-2003 Coordinate international customs operations 9-4
0160-MGMT-2004 Coordinate domestic customs operations 2-5
016C-MGMT-2005 Coordinate postal operations 9-5
0160-MGMT-2006 Conduct search and seizure 9-6
0160-MGMT-2007 Manage postal operations 9-6
0160-MGMT-20C8 Plan postal support 9-7
0160-MGMT 2009 Conduct phys%cgl security inspections of 9-7

postal facilities
0160-MGMT-2010 Submit Postal Incident Report 9-7
0le0-MGMT-2011 Review Postal Operations Plan (POP) 9-8
0160-MGMT-2012 Manage installation cfficial mail program 9-8
2300-LEVEL
EVENT DESCRIPTION PAGE
MANAGEMENT

0L16C-MGMT-2901 Monitor unit mailroom inspections 9-9
0160-MGMT-2902 Develop command mail handling order 9-9

2003. 2000-LEVEL EVENTS

0160-MGMT-2001: BAudit Custodian of Postal Effects (COPE)

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: WO-1, CWO-2, CWO-3, CWO-4, CWO-5

INTITIAL TRAINING SETTING: FORMAL

CONDITION: Given a requirement to conduct an audit and proper postal forms.
STANDARD: Ensuring an accurate audit of the COPE is conducted quarterly.

PERFORMANCE STEPS:

1. Verify that the COPE has been correctly designated.

2. Verify that required records are being maintained for the specified
period.

3. Verify that the COPE has correctly receipted for all accountable postal
equipment.

4. Audit the COPE's Flexible account.

5. Verify that all blank money orders are accounted for.

6. Verify =21l stamp requisitions.

7. Verify that an originzl PS Form 3369 is maintained for each flexible
credit.

8. Verify that the COPE maintains the duplicate kXeys or safe combinations for
all issued flexible credits. '

9. Verify Unit PS5 Form 1412 and bank deposit slips

REFERENCE :
1. DOD 4525.6-M Department of Defense Postal Manual

0160-MGMT-2002: Conduct inspection of Military Postal Finance Units
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EVALUATION-CODED: NO SUSTAINMENT IMTERVAL: 12 months

GRADES: WO-1, CWO-2, CWO-3, CWO-4, CWO-5

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given a military post office, a reguirement to conduct a
quarterly inspection, and proper postal forms.

STANDARD: Ensuring a mission capable inspection 1s conducted quarterly.

PERFORMANCE STEPS:

1. Verify physical security.

2. Verify post office lobbies are accurately maintained.
3. Ensure all mail is properly processed.

4. Ensure all postal clerks are properly appointed

5. Ensure correct procedures are followed to replenish the clerk stamp steck.

6. Ensure postal clerk receipted for blank money orders.

7. Audit the Flexed credit of each clerk

8. Ensure original PS Form(s) 3369 for each assigned Flexed credit is
retained.

9. Ensure cash received for all transactions is accurately collected and
submitted te the COPE.

10, Ensure all blank money order forms are accurately accounted for.

11. Ensure the daily statistical sheet is maintained

12. Ensure all claims/inquiries are handled correctly.

REFERENCE:
1. DOD 4525.6-M Department of Defense Postal Manual

0160-MGMT-2003: Coordinate international customs operations

EVALUATION-CODED: NO SUSTATNMENT INTERVAL: 12 months

GRADES: WO-1, CWO-2, CWO-3, CWO-4, CWO-5

INITIAT TRAINING SETTING: FORMAL

CONDITION: Given the references and a requirement to exchange mail with
local foreign post offices in ceonjunction with local custom officials.

STANDARD: FEnsuring international mail is properly processed through the
military post office.

PERFORMANCE STEPS:

1. Conduct liaison with foreign postal authorities.

2. Arrange for receipt of military mail arriving through international
channels.

3. Arrange for dispatch of mail requiring entry into local postal system.

4. Arrange for timely inspection of incoming military mail.

5. Develop points of contact with local and customs authorities for
assistance in unusual circumstances.

REFERENCES:
1. BApplicable Status of Forces Agreement ({SOFA)
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2. DOD 4525.6-M Department of Defense Postal Manual
0160-MGMT-2004: Coordinate domestic customs cperations
EVALUATION-CCDED: NO SUSTATINMENT INTERVAL: 12 months

GRADES: WO-1, CWO-2, CWO-3, CWO-4, CWO-5

INITIAL TRAINING SETTING: TFORMAL

CONDITION: Given the references and a requirement to exchange mail with
carriers tc allow custom officials inspecticns.

STANDARD: Ensuring domestic military mail is properly processed through the
Postal System.

PERFORMANCE STEPS:

1. Conduct liaison with domestic custom authorities.

2. Arrange for receipt/dispatch of mail through local carriers.

3. Arrange for inspection of incoming military mail.

4, Develop points of contact with carriers and customs authorities for
assistance in unusual circumstances.

REFERENCES:
1. BApplicable Status of Forces Agreement (SOFA)
2. DOD 4525.6-M Department of Defense Postal Manual

02160-MGMT-2005: Coordinate postal operations

EVALUATTON-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: WO-1, CWO-2, CWO-3, CWO-4, CWO-5

INITTAT, TRAINING SETTING: FORMAL

CONDITION: Given a requirement to coordinate daily mail coperations with USPS
and MPSA authorities and the references.

STANDARD: Establishing postal services IAW USPS and MPSA standards.

PERFORMANCE STEPS:

1. Conduct liaison with local postal authorities.

2. Arrange for receipt of incoming mail.

3. Arrange for dispatch of cutgeing mail.

4. Obtain and replenish Flexible credit accounts.

5. Obtain blank domestic money orders.

6. Arrange for ordering of postal supplies and equipment.
7. Obtain permits for bulk mailings.

8. Obtain a permit for business reply mail.

REFERENCES:

1. DMM Domestic Mail Manual
2. DOD 4525.8-M DOD Official Mail Manual
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3. DOD 4525.6-M Department of Defense Postal Manual
0160~MGMT-2006: Conduct search and seizure
EVALUATION~-CODED: NO SUSTATNMENT INTERVAL: 12 months

GRADES: WO-1, CWO-2, CWO-3, CWO-4, CWO-5

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given a mail-related incident at a military post office.

STANDARD: Ensuring USPS and DOD guidelines are followed during the
search/seizure process.

PERFORMANCE STEPS:

1. MNotify the Major command (MACOM) and local investigative authorities.

2. ©Submit postal offense report via AMPS.

3. Ensure authorized personnel have a duly authorized search warrant.

4. Ensure correct procedures are feollowed in authorizing use of a mail cover.

5. Ensure the appropriate chain of receipts is maintained for articles of
mail confiscated.

REFERENCES:

1. DOD 4525.6-M Department of Defense Postal Manual
2. USPS Postal Operations Manual (POM)

0160-MGMT-2007: Manage postal operations

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: WO-1, CWO-2, CWO-3, CWO-4, CWO-5

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given a requirement to provide postal services for tenant-
commands and authorized DOD civilian/contractors and within an established
areaz of responsibility.

STANDARD: Ensuring postal services are provided within the established
guidelines of DOD 4525.6-M.

PERFORMANCE STEPS:

1. Ensure only authorized personnel are provided postal support.

2. Monitor mail routing.

3. Ensure proper use of mailing addresses.

4. Maintain liaisen with main airport terminals, Fleet Mail Centers and/or
mail control activities.

Verify that Inter-service Agreements are on file.

6. Brief CO on postal matters.

un

REFERENCE:
2. DOD 4525.6-M Department of Defense Postal Manual
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'0160-MGMT-2008: Plan postal support

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: WO-1, CWO-2, CWO-3, CWO-4, CWO-5

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given a requirement for a contingency operation and local mail
handling instructions.

STANDARD: Ensuring postal services during contingency operaticns.

PERFORMANCE STEPS:

1. Establish routings for affected units.

2. Conduct deploying unit Command pre-deployment brief.
3. Establish TO&E requirements.

4, .Coordinate alternate transportation requirements.

5. Request free mail services wvia MPSA. ‘

6 Monitor movement cof mail for deployed units.
REFERENCE :

1. DOD 4525.6-M Department of Defense Postal Manual

0160~-MGMT-2009: Conduct physical security inspections of postal facilities

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

CRADES: WO-1, CWO-2, CWO-3, CWO-4, CWO-5

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given local command security instructions, a2 reguirement to
validate security for all mail, funds, and postal supplies and equipment.

STANDARD: FEnsuring that the facility, mail transpertation, and personnel are
in compliance with DOD 4525.6-M.

PERFORMANCE STEPS:

1. Verify structural reguirements.

2. Verify interior/exterior security lighting.

3. Ensure Registry Section meets security standards.

4. Verify the secure transportation of mail.

5. Validate continuous security of postal facilities.

6. Validate security documentation.

7. Verify security for classified material, if applicable.
REFERENCES :

1. ©DOD 4525.6-M Department of Defense Postal Manual
2. Local Command Security Instructions

0160-MGMT-2010: Submit Postal Incident Report
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EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: WO-1, CW0O-2, CWO-3, CWO-4, CWO-5

INITIAT, TRAINING SETTING: FORMAL

CONDITION: Given a pestal incident.

STANDARD: Ensuring the report is submitted within 72 hours of an incident.

PERFORMANCE STEPS:

1. Identify the type of postal offense(s) committed.

2. WNotify the local investigating agency immediately.

3. WNotify the commander immediately.

4. DNotify the Major command{s) as regquired.

5. Notify the Headguarters component.

6. Submit an initial report to the Military Postal Service RAgency (MPSA).
7. Submit a follow-up report(s).

REFERENCS:

1. DOD 4525.6-M Department of Defense Pcstal Manual

0160-MGMT-2011: Review Postal Operations Plan (POP)

EVALUATION-CODED: NO SUSTATNMENT INTERVAL: 12 months

GRADES: WO-1l, CWO-2, CWO-3, CWO-4, CWC-5

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given a requirement to review a POP, operational data and
schedules, and an coperaticnal post office.

STANDARD: Ensuring the Plan is current, contains all required information,
and is reviewed annually.

PERFORMANCE STEPS:

1. Review existing POP for format/content.

2. Ensure the POP contains basic facility information.
3. Ensure the POP contains mail processing profiles

4. Ensure the POP contains transportation information
5. Ensure the POP contains any special instructions.
REFERENCE : .

1. DOD 4525.6-M Department of Defense Postal Manual

0160-MGMT-2012: Manage installation official wail program

EVALUATION-CODED: NO SUSTATINMENT INTERVAL: 12 months
GRADES: WO-1, CWO-2, CWO-3, CWO-4, CWO-5

INITIAL TRAINING SETTING: FCRMAL

9-8 Enclosure (1)



NAVMC 3500.3C

15 Jun 2012

CONDITION: Given an official mail requirement.

STANDARD: Ensuring official mail 1s processed in accordance with DOD 4525.8-

M.

PERFORMANCE STEPS:

Verify appointment letters are on file.

Reguest funds annually through Base Comptroller.
Ensure equipment supporis command requirements.

Ensure maintenance agreement is funded.

Verify official mail cost contrecl program is complied.

S I N P WS

REFERENCES:

1. DMM Domestic Mail Manual

2. DOD 4525.8-M DOD Official Mail Manual

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

9004. 2%00-LEVEL EVENTS

0160-MEMT-2901: Monitor unit mailroom inspections

EVALUATION-CODED: NO SUSTATNMENT INTERVAL: 12 months

GRADES: WO-1, CWO-2, CWO-3, CWO-4, CWO-5

INITIAL TRAINING SETTING: MOJT

CONDITION: Given a requirement to inspect unit mailrooms.

STANDARD: Ensuring unit mailrooms are in 100% compliance with MCO P5110.6.

PERFORMANCE STEPS:

1. Verify that previous discrepancies are corrected.

2. Verify that the inspection checklist is completed.

3. Review results of unit mailroom inspections

4. Verify that copies of the inspection checklist are distributed.

5. Verify that the command is briefed on the results of the inspection.
REFERENCES :

1. DOD 4525.6-M Department cof Defense Postal Manual

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

3. MCO $5110.6 S0P for Marine Corps Unit Mailrooms

4. Tocal Standard Operating Procedures (SOF)

0160-MGMT-2802: Develop command mail handling order

EVALUATION-CODED: NO SUSTATINMENT TNTERVAL: 12 months

GRADES: WO-1, CWO-2, CWO-3, CWO-4, CWO-5

INITIAL TRAINING SETTING: MOJT

CONDITION: Given a requlrement teo develop & command mail handling orderx.
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Ensuring that Postal guidelines established for the command are in

PERFORMANCE STEPS:

1. Verify
2. Verify
mail.

3. Verify
4, Verify
5. Verify
6. Verify
7. Verify
8. Verify
9. Verify
10. Verify
1%.
REFERENCES :
1.

2.

3.

4,

order has location and hours of the Post Office.
hours of mail collection from receptacles for cutgoing

order

order
order
order
order
order
order
order

order

has

has
has
has
has
has
has
has

has

contrecl program.
Verify order has

time and method of distribution of incoming mail
instructions relative to the custom regulations.
samples of correct and complete mailing addresses.
instructions for use of change of address cards.

information
information
information

information

concerning non-mailable matter.
on emergency destruction procedures.
on security postal effects.

regarding the command official mail cost

mail routing information for mobile units.

DOD 4525.6-M Department cof Defense Postal Manual
DOD 4525.8-M DOD Official Mail Manual

MCO P5110.4 The Marine Corps Official Mzil Program
MCO P5110.6 SOP for Marine Corps Unit Mailrooms
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MOS 0170 INDIVIDUAL EVENTS
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ADMIN T&R MANUAL

CHAPTER 10

MOS 0170 INDIVIDUAL EVENTS

10000. PURPOSE. This chapter details the individual events that pertain to
the WO-1 through CWCO-5 Personnel Officers. Each individual event provides an
event title, along with the conditions events will be performed under, and
the standard to which the event must be performed to be successful.

10001. ADMINISTRATIVE NOTES. T&R events are coded for ease of reference.
Events in the T&R Manual are depicted with a 12 field alphanumeric system,
i.e. 0170-LGAD-1001. This chapter utilizes the following methodology:

a. The first four digits represent the occupational field or military
occupational field (e.g., Occupational Field 01 or Personnel Officer MOS
017C). This chapter contains 0170 events.

b. The second four alpha characters represent the functional or duty
area (e.g., LGAD — Legal Administration). Functional areas for Personnel
OCfficers are:

CORP - Correspondence

FIDR - Files and Diractives
INBD - Inkound Process

LGAD - Legal Administration
MPSP - Manpower Support
MPSY — Manpower Systemns
OFMN - Office Management
OUTE - Outbound Process
PYAL - Pay and Allowances
RESA — Reserve Administration
SERR - Service Records
UMDR - Unit Diary

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

2100-1level - Core Plus Skills (initial MOS formal training
conducted at formal schools; Warrant Officers}
2200-1level - Core Plus Skills {follow-on formal schooling, for PAC
Director and PAC Deputy Director; CWO3 through CWO5)
2900-1level — Core Plus Skills (MCJT)

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

d. The individual task condition statement sets forth the real-world
circumstances in which the task is to be performed. Condition statements
describe the equipment, tools, materials, environmental or safety
considerations, and resources needed to perform the task and the assistance,
locaticn, etc. that relates to performance of the task. In a garrison or
field environment and with the aid of references are common conditions for
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all MOS 0170 tasks. If the individual training event cannot be performed in
both environments {garrison and in the field) or references are not to be
utilized, the conditicon statement will indicate which environmeni and
references are not to be utilized. :

10002, INDEX OF INDIVIDUAIL: EVENTS
2100-LEVEL
EVENT DESCRIPTION PAGE
LEGAL ADMINISTRATION
0170-LGAD-2101 Supervise the processing of involuntary appellate 10-4
leave corders
0170-LEGAD-2102 Supervise the process of wveoluntary appellate leave 10-5
orders ,
_ ~ Supervise reporting of Recocrd of Conviction by _
0170-LGRD-2103 | ¢ oyris-Martial (NAVMC 118(13)) 10-6
MANPOWER SYSTEMS
0170~MPSY-2101 Manage permissions for Marine Online (MOL) 10-6
OFFICE MANAGEMENT
0170-0OFMN-2101 | Supervise Defense Travel System (DIS) process 1C0-7
PAY AND ALLOWANCES
0170-PYAL-2101 | Manage Total Force pay and allowances 10-17
Q0170-PYAL-2102 Verify Total Force date data elements 10-8
0170-PYAL-2103 Supervise operational pay entitlements process 10-9
0170-PYAL-2104 Supervise reporting of overseas station allowances 10-10
RESERVE ADMINISTRATION
a Supervise the personnel administrative actions
0170-RESA-2101 required for the activation/deactivation of a 10-10
reserve member/unit
UNIT DIARY
~ _ Supervise the generation of personnel _
0170~UNDR-2101 administrative lists, reports, and crosstab reports 30-11
0170-UNDR-2102 Supervise Electronic Diary Feedback Report (EDFR) 10-12
process ]
0170-UNDR-2103 | Manage unit diary reporting 10-12
2200-LEVEL
EVENT DESCRIPTION PAGE
MANPOWER SUPPORT
0170-MPSP-2201 Manage Personnel Administration Center (PAC) 10-13
structure
- 2900-LEVEL
EVENT DESCRIPTION PAGE
CORRESPONDENCE
0170-CORP-2201 Manage naval correspondence 10-14
FILES AND DIRECTIVES
0170-FIDR-2901 Supervise maintenance of correspondence files . 10-14
INBOUND PROCESS
0170-INBD-2901 Supervise inbound process 10-15
LEGAL ADMININSTRATION
Supervise the process of reporting of
0170-LGAD~-2901 Deserter/Absentee Wanted by the Armed Forces (DD 10-16
Form 553)
0170-LGAD-2902 | Supervise the reporting of Return of Absentee 10-16
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Wanted by the Armed Forces (DD Form %16)

Supervige Unit Punishment Book (UPB) (NAVMC 10132)

0170-LGAD-2903 10-17
process
0170-LGAD-2904 Process straggler orders 10-17
OFFICE MANAGEMENT
0170-0FMN-2901 Manage ¢ivilian personnel 10-18
0170-0FMN-2902 Supervise travel control procedures 10-19
CUTBOUND PROCESS
Supervise Permanent Change of Assignment
0170-QUTB-2901 (PCh) /Permanent Change of Station (PCS) orders 10-20
process
0170-0UTB-2502 Supervise separations process 10-20
PAY AND ALLOWANCES
0170-PYAL-2901 ?Egiéyise Document Tracking and Management System 10-21
0170-PYRAL-2202 Supervise Meal Cards (DD Ferm 714) process 10-21
RESERVE ADMINISTRATION ’
0170-RESA-2901 Supervise Line of Duty (LOD) determination process 10-22
: Advise the commander on reserve component member
0170-RESA-2302 | irinistration limitations 10-22
0170-RESA-2903 Supervise Marine Reserve Orders Writing System 10-23
(MROWS) process
SERVICE RECORDS
0170-SERR-2901 Supervige service record maintenance 10-24
0170-SERR-2902 | Supervise the limited duty process 10-24
UNIT DIARY
0170-UNDR-2901 Mange the Timeliness Management Report (TMR) 10-25

10003.

0170-LGAD-2101:

orders

EVALUATION-CODED :

DESCRIPTION:

2100-LEVEL EVENTS

Supervise the processing cof involuntary appellate leave

NO SUSTAINMENT INTERVAL: 24 months

As a result of a Court-martial, where a punitive discharge

was

awarded, a member can be placed on inveluntary appellate leave following the
Convening Authority's (CA)-action.

GRADES:

INITIAL TRAINING SETTING:

WOo-1, CWO-2, CWO-3, CWO-4

FORMAL

CONDITION:

Given a Convening Authority's (Ca)

action,

access to Marine Corps Total Force System (MCTFES).

STANDARD :

Ensuring there are no typographical or format errors in the

source documents,

and

involuntary appellate leave orders, and appropriate unit diary transactions
are reported IAW the MCTEFSPRIUM.

PERFORMANCE STEPS:

1.

2.
3.

Review involuntary appellate leave orders for compliance with appropriate

references.

Report appellate leave entries.
Ensure audit of service record is completed.

iG-4
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4. Ensure proper join actions are completed by Navy and Marine Corps
Bppellate Leave Activity (NAMALA).
5. Ensure source documents and orders are maintained.

REFERENCES:

MCO 1C050.16 Appellate Leave Awaiting Punitive Separation

MCCO 1050.3  Regulations for Leave, Liberty and Administrative Absence

MCO 1640.3 Procedures for the Transfer of Marine Corps Prisoners

MCO 46€30.16 Air Transportation Eligibility

MCO P1070.12 Marine Corps Individual Reccords Administration Manual {IRAM)

MCO P1400.32 Marine Corps Promotion Manual, Volume 2, Enlisted Promoticons

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

MCO P4650.37_ Marine Corps Travel Instructions Manual

MCO P5512. 11 Ideptification Cards for Members of the Uniform Services,

Their Dependents, and Other Indiwviduals

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

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

12. MCO P1400.31 Marine Corps Promotion Manual, Volume 1, Officer Promotions
(MARCORPROMMAN VCL 1 OFFPROM)

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

14, SECNAVINST M-5210.1 Department of the Navy Records Management Program

W -1 WM

0170-LGAD-2102: Supervise the processing of voluntary appellate leave orders

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 24 months
DESCRIPTION: As a result of a Court-martial, where a punifive discharge was
awarded, a member can be placed on voluntary appellate leave following the
results of trial.

GRARDES: WO-1, CWO-2, CWC-3, CWO-4

INITIAL TRAINING SETTING: FORMAL

CONDITIOM: Given the results of trial, source documents, and access to
Marine Corps Total Force System (MCTFES).

STANDARD: Ensuring there are no typographical or format errors in the
voluntary appellate leave orders, and appropriate unit diary transactipps are
reporited IAW the MCTESPRIUM.

PERFORMANCE STEPS:

1. Review voluntary appellate leave orders for compliance with appropriate
references.

2. Report appellate leave entries.

3. Ensure audit of service record is completed.

4. Ensure socurce documents and orders are maintained.

REFERENCES:

1. MCC 1050.16_ Appellate Leave Awalting Punitive Separation

2. MCO 1050.3 Regulations for Leave, Liberty and Administrative Absence
3. MCO 1306.l16e Conscienticus Objectors

4. - MCO 1640.3. Procedures for the Transfer cof Marlne Corps Prisoners

5. MCO 4630.16_ Air Transportatlon Eligibility - o e
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MCO P1070.12 Marine Corps Individual Records Administration Manual (IRAM)

MCO P1400.32 Marine Corps Promotion Manuzal, Volume 2, Enlisted Promotions

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

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

0. MCO P5512.11 Identification Cards for Members of the Uniform Services,
Their Dependents, and Other Individuals

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

12. MCO P1400.31 Marine Corps Promotion Manual, Volume 1, Officer Promotions

(MARCORPROMMAN VOL 1 QFFPROM)
13. SECNAV M-5210.2 Standard Subject Identification Codes (SSIC) Manual
14, SECNAVINST M-5210.1 Department ¢f the Navy Records Management Program

iR e B s« BE 5 ) Y

0170-LEAD-2103: Supervise reporting of Record of Conviction by Courts-
Martial (NAVMC 118(13))

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 24 months

GRADES: WO-1, CWO-2, CWO-3, CWGO-4

INITIAT TRAINING SETTING: FORMAL

CONDITION: Given source documents and access to the service record.

STANDARD: Ensuring the record of conviction is accurate and complete and the
member's pay and personnel records are updated in Marine Corps Total Force
System (MCTFS) IAW the MCTFSPRIUM,.

PERFORMANCE STEPS:

Review scurce documents.

Ensure required unit diary entries are reported.
Certify unit diary.

Ensure service record is updated.

Review MCTFS to verify properly posted adjustments.

(SR VR I B

REFERENCES:

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

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

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

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

0170-MPS8Y-2101: Manage permissions for Marine Online (MOL)

EVALUATION-CODED: NO SUSTATNMENT INTERVAL: 24 months

DESCRIPTICN: The unit commanding officer delegates authority for access to
Marine Online (MOL) modules by use of electreonic permissions.

GRADES: WO-1, CWO-2

INMITIAL TRAINING SETTING: FORMAL
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CONDITION: Given appropriate permissicns from the commanding officer and
access to Marine Online (MOL).

STANDARD: Ensuring only those personnel identified by the commanding officer
have access to MOL modules.

PERFORMANCE STEPS:
1. Log into MOL.
2. MAssign permissions based upon the commander’s intent.

REFERENCE :
1. MOL User Manual

0170-0FMN-2101: Supervise Defense Travel System (DTS) process

EVALUATION-CCDED: NO SUSTATNMENT INTERVAL: 12 months

GRADES: WO-1, CWO-2, CWO-3, CWO-4

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given a member That has returned from official government travel,
access to service records, and access to DTS.

STANDARD: Ensuring Temporary Additional Duty (TAD) travel reports are
reviewed as required for recording of perscnnel- and pay-related
transactions, IAW the MCTFSPRIUM.

PERFORMANCE STEPS:

1. Pull ftravel report.

2. Review completed vouchers.

3. Ensure appropriate unit diary action is taken.

REFERENCES : 7

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

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

3. MCO P4650.37 Marine Corps Travel Instructions Manual

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

0170-PYAL-2101: Manage Total Force pay and allowances

EVALUATION-CODED: NO SUSTATNMENT INTERVAL: 12 months

GRADES: WO-1, CWO-2, CWO-3, CWO-4, CWO-5

INITIAT, TRAINING SETTING: FORMAL

CONDITION: Given an indivicdual’s situation, service record access, source
documents, and access t¢ Marine Corps Total Force System (MCTES).
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STANDARD: Ensuring a member's records reflect the correct pay and

al
WO

lowances, and appropriate unit diary transactions are reported within five
rking days of the occurrence of a reportable event IAW the MCTFSPRIUM.

PERFORMANCE STEPS:

(&2 IS PV I VI S
P

Receive source documents.

Review pay and allowances.

Ensure unit diary entries are reported, as required.
Verify service record updates are completed.

Ensure source documents are maintained, as reguired.

FEREMNCES:

RE
1.

™~

L
.

~1 Oy (N o

pte e}

16

DFAS-CL 7220.31-~R Marine Corps Total Force System Automated Pay Systems
Manual (APSM)
DCD MR 7000.14~R Veolume 7A DOD Financial Management Regulation, Military
Pay Poclicy and Procedure — Active Duty and Reserve Pay
JFTR NAVSO P-6034 Volume 1 Joint Federal Travel Regulation, Uniformed
Service Members
MCO 10110.47_  Basic Allowance for Subsistence (BAS)
MCO 7220.12  Special Duty Assignment (SDA) Pay Program
MCO 7220.21 Advance Pay Incident to a Permanent Change of Station (PCS)
MCO 1C01R.1 _ Marine Corps Reserve Administrative Management Manual
" (MCRAMM)
MCO P1300.8 Marine Corps Personnel Assignment Policy
MCO P1751.3 Dependency Determination and Basic Allowance for Housing (BAH)
Manual

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

0170-PYAL-2102: Verify Total Force date datz elements

EVALUATION-CODED: NO SUSTATNMENT INTERVAL: 24 months

GRADES: WO-1, CWO-2, CWO-3, CWO-4, CWO-5

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given access to MCTFS, source documents, and the service record.

STANDARD: Ensuring date data elements in Marine Corps Total Force System
(MCTFS) are accurate for the Total Force and all necessary adjustments have
posted IAW the MCTFSPRIUM.

PERFORMANCE STEPS:

1. Receive change notification from service member/advisory.

2. Receive extracted information from the service record/MCTFS.

3. Review computations on necessary adjusted date data elements.

4, Certify unit diary.

5. Review MCTFS to verify properly posted adjustments.

REFERENCES:

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

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

(MCRAMM)
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3. MCC P1070.12_ Marine Corps Individual Records Administration Manual {IRAM)
4, MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual

ADMINISTRATIVE INSTRUCTIONS: Based upon Performance Step $#1 date data
elements, which could be effected and which would require verification, are
as follows: EAS, ECS, ECC, RESERVE ECC, DATE ACCEPTED FIRST COMMISSION, DATE
OF ENL/ACCEPT, AFADB, PEBD, MaNDATORY DRILL START, END, DATE OF ORIG ENTRY,
DATE OF BASIC ELIG, EFF DTE CURR EXT, DESIG MIL PILOT, PROM RESTR TERM DTE,
ANNTVERSARY DATE, DCTB, DATE JOINED PRES UNIT, DATE JOINED SMCR, DEPLOY RET
DATE, ROTATION TCUR DATE, OVERSEAS CONTROL DATE, LAST PHYS EXAM, RESERVE UNIT
JOIN DATE, LAST SEP/DISCH DATE, DATE OF BIRTH, LAST SCREENING, SERVICE SPOUSE
DATE, DU LIMIT/ED, STR CAT/ED, AVI SVC ENTRY DATE, OPFLY BASE DATE, OPFLY
COMP DATE, -OPFLY STRT DATE, OPFLY STOP DATE, EARLY NOTICE DT, DOEAF, CSB
ELECT DATE. This listing way not be all inclusive; therefore, the references
listed abowve should also be reviewed.

0170-PYAT-2103: Supervise operational pay entitlements process

EVALUATION-CODED: NO SUSTATNMENT INTERVAL: 24 months

DESCRIPTICN: Source documents will prompt the preparation of a unit diary
containing transactions effecting operational pay for deploved members,
including those returned for medical reasons. Hostile Fire Pay, Deployed Per
Diem, Hazardous Duty Pay-Locaticn, Combat Zone Tax Exclusion and Family
Separation RAllowance-T are examples of operational pay.

GRADES: WO-1, CWO-2, CWO-3, CWO-4, CWO-5

INITIAT, TRAINING SETTING: FORMAL

CONDITION: Given source documentation.

STANDARD: Ensuring eligible members receive appropriate operational
entitlements, and all pay related documentation is accurate IAW the
MCTFSPRIUM,

PERFORMANCE STEPS:

1. Verify member's eligibility to receive the entitlement.
2. Verify the accuracy of the source documents.

3. Certify unit diary.

4., Review MCTFS to verify properly posted adjustments.

REFERENCES:

1 DFAS~-CL 7220.31-R Marine Corps Total Force System RAutomated Pay Systems

Manual (APSM)

DOD FMR 7000.14-R Volume 72 DOD Financial Management Regulation, Military

Pay Policy and Procedure - Active Duty and Reserve Pay

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

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

[y
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0170-PY¥AT.-2104: Supervise the reporting of overseas station allowances

EVALUATION~CODED: NO SUSTATNMENT INTERVAL: 24 months

DESCRIPTION: Pay and allowances vary from station to station, member to
member. Upon arrival at an overseas duty station, members may be zuthorized
special pay or entitlements associated with their overseas duty station.
Bdministrative personnel must ensure that the member's pay and allowances are
current and accurate.

GRADES: WO-1, CWO-2, CWO-3, CWO-4

INITTAL TRAINTING SETTING: FORMAL

CONDITION: Given access to Marine Corps Total Force System [MCTFS), service
records, and supporting documents.

STANDARD: Ensuring eligible members receive all appropriate entitlements IAW
the MCTFSPRIUM.

PERFORMANCE STEPS:

Receive documents requiring pay and allowance changes.
Verify the member’s eligibility to receive the entitlement.
Verify source documents’ accuracy.

Certify unit diary.

Review MCTFS to verify properly posted adjustments.

[S 2R VRN AN I

REFERENCES:

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

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

MCO 10110.47_ Basic Allowance for Subsistence (BAS)

MCO 7220.12  Special Duty Assignment (SDA) Pay Program

MCO 7220.21 _ Advance Pay Incident to a Permanent Change of Station (PCS)
MCO 1001R. Marine Corps Reserve Administrative Management Manual (MCRAMM)
MCO P1300.8 Marine Corps Personnel Assignment Policy

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

MCTFSCODESMAN System-based online Marine Corps Manpower Codes Manual
MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual

N

w -1 e w

=0
=3
.

0170-RESA-2101: Supervise the persconnel administrative actions required for
the activation/deactivation of a reserve member/unit

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: The mobilization or activation of a reserve member to active
duty changes their status in the Marine Corps. Personnel Officers must
understand the unique pay and allowances associated with the reservists
change in status. Pay and allowances are contingency-based and thus will
vary based on the contingency and orders issued.

GRADES: WO-1, CWO-2, CWO-3, CWO-4
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INITIAL TRAINING SETTING: FORMAL

CONDITION: Given source documents and access to MCTFS, and service records.

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

PERFORMANCE STEPS:

1. Receive documents requiring personnel administrative changes.
2. Verify the member’s eligibility to receive entitlements.

3. Verify source documents’ accuracy.

4. Certify unit diary.

5. Review MCTFS to verify properly posted adjustments.

REFERENCES:

1. MCO 1001.59 Active Duty for Operational Support (ADO0S) in Support of the
Total Force

Z. MCO 1C01R.54 Marine Corps Reserve Incremental Initial Active Duty Training
(IIADT) Program

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

4, MCO P1040R.35_ Marine Corps Reserve Career Planning and Retention Manual

5. MCO P3000.12 Total Force Mobilization, Activation, Integration, and
Deactivation Plan (MAID-P)

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

Q0170-UNDR-2101: Supervise the generation of personnel administrative lists,
reports, and crosstab reports

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTICN: Personnel Administration Centers are required to pull a variety
of reports in support of various processes, including, but nol limited to,
the CSB program, limited duty, and promotions.

GRADES: WO-1, CWO-2, CWO-3, CWO-4, CWO-5

INITIAL TRAINING SETTING: FORMAL

CONDITION: Given access to web-based or database systems and a requirement
for a report.

STANDARL: Providing required reports within the established timeframe.

PERFORMANCE STEPS: .
Search system to obtain required data elements.

1.

2. Format report as reguired.

3. Run report.

4. Print/export report.

5. Forward printed/saved report fcllowing current Personally Identifiable
Information (PII) standards.

REFERENCES:

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

2. SECNAVINST 5510.36_ Dept of the Navy Infermation and Personnel Security
Program Regulations

3. AILS Users Guide

0170-UNDR-2102: Supervise Electronic Diary Feedback Report (EDFR) process

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: Marine Corps Total Force System (MCTFS) autocmatically gensarates
The EDFR during every cycle for review with UD/MIPS. Individual items on the
EDFR require research tc determine appropriate unit diary, service record or
pay adjustments.

GRADES: WO-1, CWO-2, CWO-3, CWO-4, CWO-5

INITIAT TRAINING SETTING: FORMAL

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

STANDARD: Ensuring items received on the Electronic Diary Feedback Report
{EDFR) are researched on a daily basis and all appropriate service record and
unit diary action is taken within five working days from date of cycle IAW
the MCTFSPRIUM.

PERFORMANCE STEPS:

1. Access EDFR module.

2. Review notifications in part I, II, and III.

3. Ensure proper annotation of appropriate EDFR comment.

4. Certify the EDFR.

5. Ensure EDFR is archived.

REFERENCES:

1. DFAS-CI. 7220.31-R Marine Corps Total Force System ARutomated Pay Systems
Manual {(APSM)

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

Pay Policy and Procedure - Active Duty and Reserve Pay

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

4, UDS-1080-02 Unit Diary System {UDS} Users Manual

0170-UNDR-2103: Manage unit diary reporting

EVALUATION-CODED: NO SUSTAINMENT TINTERVAL: 12 months

DESCRIPTION: Unit diary preparation and certification involwves the
management of source documents, electronic database information,. and service
records. Knowledge of Electronic Signatures (ELSIGs), tickler files, Marine
Corps Integrated Personnel System (MIPS), Marine Corps Total Force System
(MCTFS), situational reporting, event reporting, group entries, wvolume
entries, filing of Electronic Diary Feedback Report (EDFE) and Intelligent
Forms is required. Unit Diary reporting includes, but is not limited to, the
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CSB Program, the promotions process, and reporting of non-punitive
reducticns.

GRADES: WO-1, CWO-2, CWO-3, CWO-4, CWO-5

INITIAL TRAINING SETTING: FORMAL

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

STANDARD: BEnsuring appropriate pay and personnel data elements are recorded
into Marine Corps Total Force System (MCTFS) without error and within
established timeframes IAW the MCTFSPRIUM.

PERFORMANCE STEPS:

1. Receive documents requiring personnel administrative changes.
2. Verify the member’s eligibility to receive entitlements.

3. Verify source documents’ accuracy.

4. Certify unit diary.

5. Review MCTFES to verify properly posted adjustments.
REFERENCE :

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

10004. 2200-LEVEL EVENTS

0170-MPSP-2201: Manage Personnel Administration Center (PAC)} structure

EVALUATION-CODED: NO SUSTATNMENT INTERVAL: 12 months

DESCRIPTICN: The Director or Deputy Director of a PAC are responsible for
managing structurce within the PAC. Where persconnel or equipment shortfalls
or excesses are identified, a TOECR will be submitted in order to request the
appropriate change. This event dees not put 0170s in the overall TOECR
process, but speaks only to the PAC Director’s role in managing the internal
structure of the PAC.

The Director or Deputy of a PAC is responsible to provide adequate personnel
administrative support through reach-back. This may require assignment of
IPAC personnel to deploying units or forming IPAC support forward. This
requires coordination with supported units and management of personnel to
meet mission requirements. This includes the internal rotation of personnel
to ensure administrators are being cross trained and are not assigned to the
same section within the IPAC for a three year tour. This also includes
management of external tasks and individual personnel task requirements (IAs)
that are above and beyond the simple manpower assignment coordination with
CMC [MMOA/MMER) .

GRADES: CWO-3, CWO-4, CWO-5

BILLETS PERFORMING: PAC Director, PAC Deputy Director

INITIAL TRAINING SETTING: FORMAL
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CONDITION: Given an organization or functicn, the unit Table of Organization
and Equiprent {TO&E), and current web-based systems.

STANDARD: Ensuring the TO&E accurately reflects current unit manpower
reguirements and IAW MCO 5311.1 .

PERFCRMANCE STEPS:

Review reguirements.

Access capabilities.

Identify shortfalls.

Prepare, review and staff the TOECR, as reguired.

Submit TOECR, as reguired.

Monitor the progress of TOECR approval/disapproval through HOMC, as
required.

Y U W N

REFERENCE :
1. MCO 5311.1 Total Force Structure Process (TFSP}

10005, 2900-LEVEL EVENTS

0170-CORP-2901: Manage naval correspondence

EVALUATION-CODED: NO SUSTAINMENT TNTERVAL: 24 months

DESCRIPTION: Letters, messages, endorsements, and Administrative Action (AA)
Forms are the most commen types of correspondence generated by a unit.
Administrative individuals will process correspondence from rough draft
through finished, signed document.

GRADES: WO-1, CWO-2, CWO-3, CWO-4, CWO-5

INITIAT, TRAINING SETTING: MOJT

CONDITION: Given prepared correspondence and source documents.

STANDARD: Ensuring correspondence is completed without typographical,
format, or grammatical errors TAW SECNAV M-5216.5 .

PERFORMANCE STEPS:

Ensure utilization of appropriate format.
Edit/proof prepared correspondence.

Submit correspondence for signature, as required.
Sign correspondence, as regquired.

. Process signed correspondence.

O W N =

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

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

0170-FIRPR-2901: Supervise maintenance of correspondence files

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 24 months
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DESCRIPTION: Correspondence files are maintained to provide a record of the
unit's administrative actions and provide a record cof communications that
take place in and outside the leccal command.

GRADES: WO-1, CWO-2, CWO-3, CWO-4, CWO-5

INITIAL TRAINING SETTING: MOJT

CONDITION: Given command correspondence, file folders, and a files ocutline.

STANDARD: Ensuring command correspondence is correctly filed and storage
containers are properly marked IAW SECNAVINST M-5210.11_.

PERFORMANCE STEPS:

1. Review the references to ensure the file folders meef the established

-guidelines.

Review the files outline.

Compare established file folders against files outline.

Correct any discrepancies.

. Ensure accuracy of identification labels.

. Ensure Privacy Act statement placement on all correspondence storage
containers. : :

o U W

REFERENCES :

1. MCCO 5000.14 Marine Corps Administrative Procedures (MCAP)

2. MCC 5210.11_ Marine Corps Records Management Program

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

4. SECNAVINST M-521C.1 DON Records Management Manual

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

0170-INBD-2901: Supervise inbound process

EVALUATION-CODED: NC SUSTATINMENT INTERVAL: 24 nonths

GRADES: WO-1, CWO-2, CWO-3, CWO-4

INITIAL, TRAINING SETTING: MOJT

CONDITION: Given a set of orders, access to Marine Corps Total Force System
(MCTEFS), the service record, and perscnnel,

STANDARD: Ensuring ordexrs are properly endorsed and lst and 2Znd stage audits
are conducted IAW the MCTFSPRIUM.

PERFORMANCE STEPS:

1. Verify proper endorsement of the orders.

2. Ensure that travel claim is processed.

3. Ensure completion of appropriate service record updates.
4

5

6

. Ensure completion of appropriate unit diary entries.
. Ensure that unit diary entries post.
. Ensure that travel claim is settled.

REFERENCES :
1. MCO 1326.5 Marine Corps Web Orders Systems (WEB ORDERS)
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2. MCO PL300.8 Marine Corps Personnel Assignment Policy
3. MCTFSPRIUM Marine Corps Total Feorce System Perscnnel Reporting
Instructions Users Manual

0170-LGAD-2901: Supervise the process of reporting of Deserter/Absentee
Wanted by the Armed Forces (DD Form 553)

EVALUATION-CODED: NO SUSTATINMENT INTERVAL: 24 months

GRADES: W0-1, CWO-2, CWO-3, CWO-4

INITIAL TRAINING SETTING: MOJT

CONDITION: Given a completed DD Form 553, access to Marine Corps Total Force
System (MCTFS}, service records, source documents, and personnel.

STANDARD: Ensuring appropriate unit diary transactions are reported within
five working days of the member being declared a deserter IAW the MCTFSPRIUM.

PERFORMANCE STEPS:

1. Verify information contained on the DD Form 553 against source documents.
2. Ensure service record updates are completed.

3. Ensure unit diary actions are completed.

REFERENCES: ‘
1. MCO 1620.3 Marine Corps Absentee and Deserter Apprehension Program

2. MCO P1070.12_ Marine Corps Individual Records Administration Manual (IRAM)
3. MCO P5800.16é Marine Corps Manual for Legal Administration (LEGADMINMAN)
4. MCTFSPRIUM Marine Corps Toctal Force System Personnel Reporting

Instructions Users Manual

0170-LGAD-2802: Supervise the reporting of Return of Absentee Wanted by the
Armed Forces (DD Form 616)

EVALUATICON-CODED: MNO SUSTAINMENT INTERVAL: 24 months

GRADES: WO-1, CWO-2, CWO-3, CWO-4

INITIAL TRAINING SETTING: MOJT

CONDITION: Given a member's return from desertion, access to Marine Corps
Total Force System (MCTFS}), a completed DD Form 616, service records, and
source documents.

STANDARD: Ensuring appropriate unit diary transactions are reported within
five working days of the return of the absentee/deserter IAW the MCTFSPRIUM.

PERFCRMANCE STEPS:

1. Verify information contained con DD Form 616.
2. Verify service record updates are completed.
3. Verify unit diary actions are completed.

10-16 Enclosure (1)



NAVMC 3500.3C
15 Jun 201z

REFERENCES :

1. MCO 1620.3 Marine Corps Absentee and Deserter Apprehension Program

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

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

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

0170-LGAD-2803: Supervise Unit Punishment Book (UPB) (NAVMC 10132) process

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 24 months

GRADES: WO-1, CWO-2, CWO-3, CWO-4

INITIAL TRAINING SETTING: MOJT

CONDITION: Given a completed Unit Punishment Book (UPB) (NAVMC 10132),
access to the service record, and source documents.

STANDARD: Ensuring the UPB is complete and prepared without typographical
and format errors, accurately reflects the punishment authorized, and
appropriate unit diary transactions are reported within five working days to
adjust member's pay and personnel records IAW the MCTFSPRIUM.

PERFORMANCE STEPS:

1. Review UPB.

2. Ensure punishment awarded does not exceed maximum allowable.
3. Ensure reguired unit diary entries are reported.

4, Certify unit diary.
5
6

Ensure service record is updated.
Review MCTFS to verify properly posted adjustments.

REFERENCES :

1. MCM Manual [wr Courts Martial (current edition)

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

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

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

0170-LGAD-2904: Process siraggler corders

EVALUATION-~-CODED: NO SUSTAINMENT INTERVAL: 24 months

DESCRIPTION: Members that are in an Unauthorized Absence (UA) or Deserter
status may return to military control in locations other than their permanent
duty station. Straggler orders must be prepared to send them back tc their
parent command. This task is typically performed at stand-alone units such
a5 Inspector-Instructor staffs, Security Force battalions, etc.

GRADES: WO-1, CWO-2, CWO-3, CWO-4, CWO-5

INITIAT TRAINING SETTING: MOJT
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CONDITION: Given completed stragglers orders, source documents, and access
to Marine Corps Total Ferce System (MCTFES).

STANDARD: Ensuring orders are without format or typographical errors and the
DD Feorm 139 (Pay Adjustment Authorization) is completed without error.

PERFORMANCE STEPS:

1. Issue signed straggler orders tc member:

2. Submit signed DD Form 139 to Finance Office.

3. Ensure proper filing/maintenance of socurce documents.
4. Ensure processing of DD Form 139.

REFERENCES:

1. MCO 1640.3 Procedures for the Transfer of Marine Ccrps Prisoners

2. MCO 1640.6 Marine Corps Corrections Program

3. MCO 5800.10  Return of Marine Corps Bbsentees and Deserters

4. MCO Pl000.6 Assignment, Classification, and Travel Systems Manual (ACTS
MANUAL} ’

MCO P4650.37 Marine Corps Travel Instructions Manual

MCO P5800.16 Marine Corps Manuzl for Legal Administration {LEGADMINMAN)

oy U1
PE

0170-OFMN-2801: Manage civilian personnel

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTICN: Civilian persconnel now fill many formerly military
zdministrative positions. As a result, administrators need an understanding
of civilian personnel matters.

GRADES: WO-1, CWO-2, CWO-3, CWO-4, CWO-5

INITIAL TRAINING SETTING: MCJT

CONDITION: Given access to civilian personnel management automated
information systems.

STANDARD: Ensuring administrative actions are 100% compliant with
established civilian personnel practices IAW the local Master Labor
Agreement.

PERFORMANCE STEPS:

1. Review civilian perscnnel directives.

2. Supervise the civilian performance evaluation program.

3. Supervise the preocessing of grievances.

4. Maintain liaison with HRO for disciplinary actions, as reguired.

REFERENCES :

1. Local Master Labor Agreement i

2. DOD 1400.25 DOD Ciwvilian Personnel Manual (CPM)

3. MCO 12000.10 Employment Protection for Certain Non-Appropriated Fund
Instrumentality Employees/Applicants

MCO 12301.1_ Authority to Approve Fxtensions to the DOD 5-Year Overseas
Employment Limitaticn and Movements Between Overseas Areas for Civilian
Employees

5. MCO 12335.1 Merit Staffing Program

1=
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6. MCO 12410.21 Consolidated Civilian Career Training (CCCT) Program

7. MCO 12410.24  Civilian Leadership Development

8. MCC 12430.2 Performance Management Program

9. MCO 12451.2 Honorary Awards for Civilidn Employees

10. MCO 12451.3 Time-Off Incentive Awards

11. MCO 12510.2 Civilian Workforce Management: Managing to Payroll

12. MCO 12620.1 Flextime/Compressed Work Schedule (CWS) Program

13. MCO 12630.1 Voluntary Leave Transfer Program

14. MCO 12630.2 Hours of Duty, Absence, and Leave

15. MCO 12630.3 Family and Medical Leave

16. MCO 12771.2 Grievance Procedure

17. MCO 12790.2 Civilian Non-Appropriated Fund Instrumentality (NAFI) and
Civilian Mcrale, Welfare, Recreation (MWR} Activities

18. MCO 12792.1 Drug-Free Workplace Program (DEWP) for Civilian Employees

0170-OFMN-2802: Supervise travel control procedures

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: Regulations and local policies dictate procedures for
processing government funded travel claims. The command is required to
manage travel contrcl procedures to ensure the timely and accurate submission
of travel claims. This also includes retention of the claims upcn
settlement. :

GRADES: WO-1, CWO-2, CWO-3, CWO-4

INITIAL TRAINING SETTING: MOJT

CONDITION: Given access to web-based or database systems, Permanent Change
of Station (PCS)/Permanent Change of Assignment (PCA)/Temporary Additional
Duty {TAD)/reserve travel orders, and source documents.

STANDARD: Ensuring travel claims are 100% complete prior to submissicn Lor
settlement, appropriate unit diary transactions are reported within five
working days cof the receipt cof a claim IAW the MCTFSPRIUM.

PERFORMANCE STEPS:

1. Review travel claims.

2. Ensure required unit diary entries are reprorted.

3. Certify unit diary.

4. Review MCTFS to verify properly posted adjustments.

5. Ensure claims are tracked through completion.

6. Ensure proper filing of completed/settled travel claims.

REFERENCES:

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

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

3. MCO P4650.37  Marine Corps Travel Instructions Manual {MCTIM}

4. MCTFSPRIUM Marine Corps Total Force System Personnel Reporting

Instructicns Users Manual
5. NAVSO P-6034 Volume 1 Joint Federal Travel Regulations (JFTR}, Uniformed
Service Members
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0170-0UTB-2801: Supervise Permanent Change of Assignment (PCA)/Permanent
Change of Station (PC8} orders process

EVALUATION-CODEb: NO SUSTAINMENT INTERVAL: 12 months

GRADES: WO-1, CWO-2, CWC-3, CWO-4, CWO-5

INITIAL, TRAINING SETTING: MOJT

CONDITION: Given a set of orders, access to Marine Corps Teotal Force System
(MCTFS), and the service record.

STANDARD: Ensuring orders are properly endorsed, appropriate unit diary
transactions are reported within five working days o¢f the occurrence of the
reassignment/transfer, and orders are issued within the established timeframe
IAW the MCTFSPRIUM.

PERFORMANCE STEPS:

1. Review orders.

2. Verify proper endorsement of the orders.

3. Ensure completion of appropriate service record updates.

4. Ensure members are briefed on PCS/PCA entitlements.

5. Ensure orders are issued.

6. Ensure completion of appropriate unit diary entries.

7. Ensure that unit diary entries post.

REFERENCES:

1. MCC P1l000.6_ Assignment, Classification, and Travel Systems Manual (ACTS

MANURL)

Z., MCO P1070.12 Marine Corps Individual Records Administration Manual (IRAEM)

3. MCO P1300C.8_ Marine Corps Personnel Assignment Policy

4, MCIFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manuzl

5. NAVSC P-6034 Volume 1 Joint Federal Travel Regulaticns {JFTR), Unifocrmed
Service Members

0170-QUTB-2802: Supervise separations process

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 24 months

GRADES: WO-1, CWO-2, CWO-3, CWO-4

INITIAT, TRAINING SETTING: MOJT

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

STANDARD: Ensuring the timely and accurate processing of separating
personnel IAW the MCTFSPRIUM.

PERFORMANCE STEES:

1. Review applicable directives.

2. Verify source documents’ accuracy.
3. Review separations documents.

4. Process separations documents.
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5. Certify unit diary.
6. Review MCTFS to verify properly posted adjustments.

REFERENCES:

1. MCO P1200.16_Marine Corps Separation and Retirement Manual (MARCORSEPMAN)

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

0170-PYAL-2801: Supervise Document Tracking and Management System [DTMS)
process

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: Document Tracking and Management System (DTMS) is a web-based
application that electronically delivers NAVMC 11116 (Miscellaneous Military
Pay Order/Special Payment Authorization), NAVMC 11060 (Separation/Travel Pay
Certificate), and DD Form 13%1-2 {Travel Voucher or Subvoucher) to the
servicing finance office. :

GRADES: WO-1, CWO-2, CWG-3, CWO-4

INITIAL TRAINING SETTING: MOJT

CONDITION: Given access to Marine Corps Total Force System {MCTFS) and the
Document Tracking and Management System (DTMS).

STANDARD: FEnsuring pay related decuments are forwarded and tracked to
completion and pay adjustments reported into MCTFS are 100% accurate and
complete IAW DFAS-CL 7220.31-R.

PERFORMANCE STEPS: .
1. Process all pay-related documents.
2. Ensure MCTFS record is updated.

REFERENCES :

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

2. DOD FMR 7000.14-R Veolume 74 DOD Financial Management Regulation, Military
Pay Policy and Procedure - Active Duty and Reserve Pay

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

01l70-PYAL-2902: Supervise Meal Cards (DD Form 714} process

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 menths

GRADES: WO-1, CWO-2, CWO-3, CWO-4

TNITIAT, TRAINING SETTING: MOJT

CONDITION: Given a completed DD Form 714, access to web-based or database
systems, and service records. :
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STANDARD: Ensuring meal cards are properly completed prior to issuance,

appropriate unit diary transactions are reported upon issue/recovery, and
reqguired audits/inspections are conducted of meal card inventory IAW MCO
10110.47 .

PERFORMANCE STEPS:

1. Review completed meal card.

2. Sign completed meal card.

3. Verify meal card accountability.

4., Ensure that signed meal card is issued to member.

%, Verify recovery cf meal cards from members departing station/base.
6. Verify destruction of meal cards, as regquired.

7. Conduct required accountability inspections of meal card inventory.
REFERENCES:

1. MCO 10110.47 Basic Allowance for Subsistence (BAS)
2. MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual

ADMINISTRATIVE INSTRUCTIONS: Tracking methods may be, but are not limited
to, the following: logbook, datzbase, Excel Spreadsheet, etc.

0170-RESA-2901: Supervise Line of Duty (LOD) determination process

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 24 months

DESCRIPTION: If a reservist becomes injured in the line of duty either while
on inactive duty or active duty orders, they may apply for medical care and
incapacitation pay. Once approved by Headguarters Marine Corps (HQMC), they
are eligible to receive medical care for that specific injury until they are
returned to duty or separated from the service through the AIS.

GRADES: WO-1, CWO-2, CWO-3, CWO-4

INITIAT. TRAINING SETTING: MOCJT

COMDITICON: Given access tc web-based or database systems and supporting
documents.

STANDARD: Ensuring eligible reserve personnel receive Line of Duty {LOD)
benefits IAW MCO 1770.2 .

PERFORMANCE STEPS:

Receive LOD supporting deocumentation.

. Review supporting documentation for accuracy and completeness.
. Return supporting documentation for corrections, as necessary.
Forward to approving official for final determination.

Ensure LOD determination is reflected in MCTFS.

Ensure required monthly updates are uploaded to MCMEDS.
Maintain individual case files.

W N

MCGC 1770.2  1OD Benefits for Members of the Marine Corps Reserve
MCO 1001R.1_ Marine Corps Reserve Administrative Management Manual
(MCRAMM)

REFERENCES :
1.
2.
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3. MCO P1070.12_ Marine Corps Individual Records Administration Manual (IRAM)

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

5. MCTFSPRIUM Marine Corps Total Force System Perscnnel Reporting
Instructions Users Manual

[y

0170-RESA-2902: Advise the commander on reserve component member
administration limitations

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

DESCRIPTION: Administrative personnel need to understand the administrative
limitations of each reserve component.

GRADES: CWO-3, CWO-4, CWO-5

INITIAL TRAINING SETTING: MOJT

CONDITION: Given access to Marine Corps Total Force System {(MCTFS) and
service records.

STANDARD: FEnsuring command compliance with Title 10 USC.
PERFORMANCE STEPS:

1. TIdentify assigned reserve component.
2. TIdentify the administrative limitations of assigned component.

REFERENCES:

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

2. MCO 1001.52 Active Resexrve (RR) Support to the Reserve Component (RC)

3. MCO 1001.59_  Active Duty for Operational Support (ADOS) in Support of the
Total Force

4. MCO 1001R.54 Marine Corps Reserve Incremental Initial Active Duty Training
(IIADT) Program

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

6. MCO P1l04CR.35 Marine Corps Reserve Career Planning and Retention Manual

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

8. MCTFSCODESMEN Marine Corps Total Force System Codes Manual

9. MCTFSPRIUM Marine Corps Total Force System Perscnnel Reporting
Instructions Users Manual

10. Title 10 USC - Armed Forces

0170-RESA~-2903: Supervise Marine Reserve QOrders Writing System (MROWS)
process

EVATUATION-CODED: NO SUSTAINMENT INTERVAL: 18 months

DESCRIPTION: Marine Reserve Order Writing System (MRCOWS) is a system that
-automates the reserve order writing process, which creates, modifies and
issues orders. It includes the capability to track erders throughout the
process and maintains a historical archive.
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GRADES: WO-1, CWO-2, CWO-3, CWC-4

INITIAL TRAINING SETTING: MOJT

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

STANDARD: Ensuring reserve pay and personnel records are complete and
accurate IAW MCO 1001R.1 .

PERFORMANCE STEPS:

1. vValidate MROWS reguest.

2. Authenticate MROWS requests, as required.

3. Ensure appropriate unit diary entries are completed.

REFERENCES:

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

2. MCO 1510.39 Reserve Counterpart Training (RCT) Program

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

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

5. MCC P1070.12 Marine Corps Individual Records Administration Manual (TRAM)

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

7. MROWS Users Manual

0170~-SERR-2901: Supervise service record maintenance

-EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 12 months

GRADES: WO-1, CW0O-2, CWO-3, CWO-4

MOS PERFORMING: 0170

INITIAT. TRAINING SETTING: MOJT

CONDITION: Given an audit occasion or personal event, source documents,
access to web-based or database systems, and the service record.

STANDARD: Ensuring documents contained in the service record match
information contained in Marine Corps Total Force System (MCTFS) and are 100%
accurate and complete, IAW MCO P1070.12_ .

PERFORMANCE STEPS:

Ensure auditors are appointed in writing.

. Review source documents.

Review MCTFS data elements against service record documents.
Ensure required changes are entered into MCTFS via unit diary.
. Ensure required service record updates are made.

Vs W N

REFERENCES:
1. MCO 1001R.1_ Marine Corps Reserve Administrative Management Manual
(MCRAMM}
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2. MCC P1070.12 Marine Corps Individual Records Administration Manual (IRAM)
3. MCTFSPRIUM Marine Corps Total Force System Personnel Reporting
Instructions Users Manual

0170-SERR-2902: Supervise the limited duty process

EVALUATION-CODED: NO SUSTAINMENT INTERVAL: 24 months

GRADES: WO-1, CWO-2, CWO-3, CWO-4

MOS PERFORMING: 0170

INITIAT, TRAINING SETTING: MOJT

CONDITION: Given an abbreviated limited duty bcard document and access to
Marine Corps Total Force System (MCTFES).

STANDARD: Ensuring that MCTFS is updated properly from assignment through
termination from limited duty IAW the MCTFSPRIUM.

PERFORMANCE STEPS:

Verify a member's current duty status.

. Ensure updated limited duty status in MCTFS.

Review limited duty roster.

Identify discrepancies.

Coordinate with subordinate units to resolve deficiencies.
Ensure processing of corrections into MCTFS.

Ensure service record is updated.

~I oUW N e

REFERENCES:

1. MCO 6100.13 Marine Corps Physical Fitness Program

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

3 MCO P1400.31 Marinc Corps Promotion Manual, Volume 1, Officer Promotions
{MARCORPROMMAN OQFFPROM)

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

5. DMCTFSCODES Marine Corps Total Force System Codes

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

01l70-UNDR-2901: Manage the Timeliness Management Report {TMR)

EVALUATION-CODED: NO SUSTATNMENT INTERVAL: 12 months

DESCRIPTION: The Timeliness Management Report (IMR) provides information to
assist the commander and Personnel Administrative Center [PAC) leadership in
the anzlysis of unit timeliness and the evazluation of personnel reporting
performance.

GRADES: W0O-1, CWO-2, CWO-3, CWO-4, CWO-5

INITIAL TRAINING SETTING: MOJT
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CONDITICN: Given a timeliness management report (TMR) and with the aid of
references.

STANDARD: Ensuring timely and accurate reporting of unit diary transactions
IAW the MCTFSPRIUM.

PERFORMANCE STEPS:

1. Analyze TMR.

2. Determine corrective action.
3. Supervise corrective action.

REFERENCE :

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

10-26 Enclosure (1)



	DOC
	DOC001
	DOC002
	DOC003
	DOC004

