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Section 1.  Responsibilities of the Platoon Commander

Introduction.  A great deal of your time, as a platoon commander and Marine officer will be spent on administrative matters—how you take care of your Marines.  Your administrative skills are a major concern of commanding officers from the operating forces who will be rating you.  This student handout, designed to aid you in administrative areas, addresses things such as

· Your responsibilities as a platoon commander

· How you can affect your Marines promotions

· Examples of 

· A few administrative remarks required for specific circumstances

· Awards and the required paperwork

This student handout will not solve your problems; however, it provides references that may save you time.

Meeting with Your Predecessor

If you are relieving

· A platoon commander who is simply moving on to a new job, you should have a conference with him or her to get his or her views on the strengths and weaknesses of the organization and its key people

· Someone who is being removed because of poor performance, you should have a conference with your future boss to discuss specific problems that have arisen.  Find out how much time you will have to resolve these problems, as this will determine the kind of leadership you should use and the need for making changes at the outset.

Throughout your meetings, be confident in your ability, but understand that you have much to learn.  Study, listen, evaluate, and look forward to growing into your command.

Learn what your predecessor’s long-range goals and objectives were.  It is often difficult to alter the momentum or direction set by a previous platoon commander.

Informal meetings before assuming your position as platoon commander can help you determine the best approach to potential problems.

After your meetings, analyze what you discussed and make a tentative inventory of what you need to do.  Set goals before you start rather than letting events shape your approach to command.

Transition periods can be awkward.  The unit cannot slow down or change its schedule to accommodate a new platoon commander.  Get yourself up to the speed of the unit and take command.

Important Early Impressions.  The way you initially come across to Marines will provide long-lasting impressions.  Some tips for a good start are to

· Set the example in personal appearance and behavior.

· Be honest and be yourself.

· Avoid the "my unit" syndrome.  You have been given stewardship, not ownership, and an opportunity to serve those above and below you better.

· Obtain impressions of your platoon and the people in it by taking time to talk with the

· Company executive officer

· First sergeant

· Other platoon commanders

· Take time to talk to the Marines.  If they sense that you have a genuine interest in their well-being, you will find out what's on their minds.  Talk with your Marines, not down to them.

· Exercise your listening skills more than your speaking skills.  Your Marines want to tell you of their concerns, problems, and accomplishments; doing so will be hard if you constantly dominate the conversation.  Their one-on-one opportunities with their platoon commander are rare.  Learn to listen.

Remember, you are not the only one in the unit who wants it to succeed.  A good sense of humor and consistency will make it easier for people to approach you.

Getting to Know Your Marines.  Marines are not in the unit; they are the unit.  They want to get to know you as much as you want to get to know them.  They will appreciate your efforts to "break the ice."

Look Marines straight in the eyes during informal and formal face-to-face visits.  Make the effort to put them at ease.

Seek your Marines’ opinions of your Marines and listen to what they have to say.  Be careful not to talk down to them.

Remember to tell them how much they are helping you learn about your new job and let them tell you about their "piece of the action."

Get out to observe and participate in athletic events, particularly those scheduled after duty hours; talk to Marines and their families.

Visit Marines or family members who are in the hospital.

Make announced visits to the BEQ.  Talk to Marines in the area as well as those performing off-hour duties.  Spend some time talking with all of your Marines.

Let your Marines know how important they are to you and the unit.  When you ask for their opinion, listen; then let them know that you heard what they said.

Addressing Your Marines.  Marines want to hear as well as to see their platoon commander.  Take the first step in establishing good communication up and down the chain.

Talk to the Marines as soon as possible after assuming your position as platoon commander.  Share with them your standards, goals, and expectations.

Meet first with your SNCOs, then with the NCOs separately, and finally address the entire platoon.

Beware of the heavy-handed "my policies" tone.  Instead, provide meaningful elements of your standards, goals, and expectations in terms that Marines understand.

Do not criticize your predecessor or his or her policies.

Beware of making promises that you cannot deliver.

Act on the feedback you get, solicited or volunteered; to not do so will injure your credibility.  Don't let your Marines think that you want to hear what they have to say but never do anything about it.

Checking Facilities.  There is no substitute for getting out from behind your desk to inspect the facilities that support your Marines.  Facilities can be critical to morale and readiness; you must quickly determine the impact they have on these two key areas.

Establish a rigid inspection system for all areas, especially for the BEQ, and walk through areas at least once during your first week.  Marines expect to see their platoon commander frequently.

Barracks.  Schedule a walk-through immediately and an inspection in the near future.  Get a first hand look at how your Marines are living.

Dinning Facility.  Eat in the dining facility as often as you can; encourage SNCOs to do the same.  React quickly to any problems you see that affect service.  Quality of the food and the service greatly affect morale in your platoon/section.

Inspect the following areas if you have them.

Motor Pool.  Conduct a walk-through of the facility and an inspection of your vehicles as soon as possible.  Find out how well your drivers are doing on the road as well as their preventive maintenance checks.

Warehouses/Storage Areas.  Tour them early.  See what is in them and insist on having the individual responsible for those areas present to answer your questions.  If you have problems in your platoon/section they may be hidden here.

Determine whether

· Physical security and property accountability are adequate.  Look for obvious excesses and ask about shortages.  You should only be storing essential equipment.

· Procedures for maintenance of the equipment stored are adequate.  Nothing should be adrift, everything should have a designated place, and everything must be properly marked.

Permit only authorized personnel in warehouses.  A dated, signed access list should be posted.  Working parties, when necessary, must be supervised.

Armory.  Refresh your technical information in this area to have a meaningful understanding of what is being shown.  Do not be too proud to ask what may seem like elementary questions.  Observe, in particular, the aspects of security and organization in this area during your initial visit.

Aid Station.  For those units fortunate to have an aid station or its equivalent, medical spaces and personnel have special considerations.  Do medical personnel feel that they are part of the unit?  Are they included in everything?

Leave

Computation.  Marines earn 2.5 days a month as shown in the table below.

	Day
	Earned

	6
	.5

	12
	.5

	18
	.5

	24
	.5

	30
	.5


Lost Leave.  Accrued leave over 60 days will be taken away on the first of October (new fiscal year) each year.

Advanced Leave.  Advanced leave is leave given after the Marine has used more leave than earned, but can earn enough to cover the deficiency before reaching his or her end of current contract.

Max Leave Accrual.  This is the total number of days leave a Marine can accumulate before reaching his ECC.

Emergency Leave.  Emergency leave is 

· Granted for personal or family emergency, due to death or illness of an immediate family member

· Chargeable as annual leave

Commanding officers normally grant 10 days of emergency leave.

Leave Papers.  Leave papers contain pertinent information about the Marine on leave and the leave address.  Marines must keep leave papers in possession at all times as they are orders.  On the leave papers, the

· Day of departure is a day of duty

· Leave

· Begins at end of duty hours

· Includes weekends/holidays

· Commences following day at 0800

· Day of return.  If the Marine returns before 0900, the day of return is not chargeable as an additional day of leave.

After working hours, officers and SNCOs may

· Sign own leave papers

· Telephone OOD

· Leave from immediate geographical location

Sell Back Leave.  Marines may elect to sell back up to 60 days of accrued leave during their career.

Liberty.  Liberty is permission to leave the base, not the geographical area.  Liberty is normally 1700-0700 weekdays and weekends.

Limits

· 2 days - 150 miles

· 3 days - 400 miles

· 4 days - 600 miles

"72"

· 3 day pass

· Combined with weekend

· Bn Cmdr approval

"96"

· 4 day pass

· Combined with weekend

· Div Cmdr approval

Leave and Earning Statement.  A Leave and Earning Statement (LES) is a tool a platoon commander can use to edit a Marine’s pay.  A Marine’s LES provides pay information for the preceding month.  Section “B” provides a forecast payment that a Marine should be paid for the upcoming pay periods.

The information provided on the LES is self explanatory, except Section “O”:

· Brought Forward - any amount not paid or overpaid during the previous month that is brought forward to the current LES.

· Carried Forward - any amount not paid or overpaid during the current month of the LES that is carried forward to the next LES (will be reflected in Brought Forward the following month).

· Remarks - remarks concerning pay, allowances, or leave not otherwise explained.

The following websites are useful in identifying and making minor pay corrections

· http://www.dfas.mil

· https://www.mol.usmc.mil

SAMPLE MARINE CORPS TOTAL FORCE LEAVE AND EARNINGS STATEMENT

	A ID INFO
	1  NAME (LAST, FIRST, MI)

DOE        JOHN


	2  SSN

123456789
	3  RANK

CAPT
	4  SERV
USMC
	5  PLT CODE
HSWF
	6  DATE PREP

20010106
	7  PRD CVRD

1-31 JAN
	8  PEBD

19860114
	9  YRS 

14
	10  EAS

00000000
	11 ECC 

00000000
	12  MCC DIST RUC

068      30370

	B  

FORECAST AMOUNT


	13  DATE

20010215
	AMOUNT

1445.00
	14  DATE
20010301
	AMOUNT

1443.00
	C

SPLIT

PAY


	15 START

     DATE
	16  AMOUNT

               .00
	17  BALANCE

               .00
	18  POE

12011
	D  DIRECT DEPOSIT/EFT/ADDRESS

NAVY FEDERAL CREDIT UNION 820 FOLLIN LANE VIENN

A                                                                    VA 221800000

	E                            LEAVE INFORMATION
	F                             AVIATION PAY INFORMATION

	19  

LV BF

44.5
	20

EARNED

2.5
	21

USED

     .0
	22

EXCESS

      .0
	23

BAL

47.0
	24

MAX

ACCRUAL

                 .0
	25

LOST

           .0
	26

SOLD/AS OF


	27

CBT LV

BAL

           .0
	28

OFFICER

BASE DATE

00000000
	29

AVIATOR

BASE DATE

00000000
	30

ACCUM OP

FLY TIME

  YRS     MO
	31

OP FLY TIME

BASE DATE

00000000
	32

OP FLY GATE INFO

                              0000

                              0000

	G                           TAX INFORMATION
	H  RIGHTS OF MARINES INDEBTED TO THE GOVERNMENT

	33  STATE TAX

STATE CODE                                                                CA
EXEMPTIONS                                                             M03
WAGES THIS PRD                                             $4,355.70
WAGES YTD                                                      $4,355.70
STATE TAX YTD                                                        $.00
	34  FEDERAL TAX

EXEMPTIONS                                                          M03
WAGES THIS PRD                                          $4,355.70
WAGES YTD                                                   $4,355.70
STATE TAX YTD                                               $463.98
	35  FICA (SOCIAL SECURITY TAX)

SSEC WAGES THIS PRD                                  $4,355.70
SSEC WAGES YTD                                            $4,355.70
SSEC TAX YTD                                                     $270.05
MEDICARE WAGES THIS PRD                       $4,355.70
MEDICARE WAGES YTD                                $4,355.70
MEDICARE TAX YTD                                           $63.16


	     YOU HAVE THE RIGHT TO:

--INSPECT AND COPY RECORDS PERTAINING TO DEBT

--QUESTION VALIDITY OF A DEBT AND SUBMIT REFUTING 

  EVIDENCE

--NEGOTIATE A REPAYMENT SCHEDULE

--REQUEST A WAIVER OF DEBT

MORE INFORMATION ABOT YOUR RIGHTS CAN BE OBTAINED FROM YOUR CO VIA YOUR CHAIN OF COMMAND

	I                                                       ADDITIONAL BAH INFORMATION
	J                         CARRER SEA PAY
	K       EDUCATION DEDUCTION
	L  ADMIN INFO

	36


	37  BAH ZIP
	38
	39
	40
	41
	42
	43  DATE         TOTAL CARRER SEA SVC

19960829             01  YRS  06  MO  01  DA
	44  TYPE

MGIB
	45  MONTHLY AMT

           $.00
	46  TOTAL

     $1200.00
	47  PAY STATUS

   00000000

	M      RESERVE DRILL INFORMATION
	N        RESERVE RETIREMEN INFORMATION
	48 PAY

GROUP

   010
	49 CRA

DATE

00000000

	52

REG
	53

REG

FYTD
	54

REG

ANNYTD
	55

ADD
	56

ADD

FYTD
	57

ADD

ANNYTD
	58

BF

ANNYTD
	59

ACDU

THIS PRD
	60

DRILL

THIS PRD
	61

OTHER 

THIS PRD
	62

MBR

THIS PRD
	63

END BAL

ANNYTD
	64

TOTAL

SAT YRS
	65

TOTAL

RET PTS


	50

RESERVE

ECC
	51

DSSN

6105

	O  REMARKS:

                             BROUGHT FWD                                                 .98

                                    ENTITLEMENTS

                  BASIC PAY                                                 4,355.70                     START 20010101 AMOUNT 4,355.70

                  BAS (OFFICERS)                                           160.42                     START 001 20010101 AMOUNT 160.42

                                    TOTAL                                       4,516.12

                                    DEDUCTIONS

                  SAVINGS ALLOT                                         560.00                      MARINE FED CREDIT UNION

                  DENTAL INSURANCE                                   19.08                     800 UCCI DENTAL START 20010101 AMOUNT 19.08

                  FITW (FED TAX)                                           463.98

                  SOCIAL SECURITY                                      270.05

                  MEDICARE                                                      63.16

                  SGLI $250,000                                                  16.00

                  ADVANCE PAY                                             236.00                    START 20000601 AMT 2,832.00 BAL REMAINING 944.00

                                    TOTAL                                       1,628.27

                                    PAYMENTS                                                                 DATE                                DSSN                 VOU                       RUC/PRNO

                  REGULAR PAYMENT                               1,443.00                    20010201                           6102                    0000000000           00000000

                  REGULAR PAYMENT                               1,444.00                    20010112                           6102                    0000000000           00000000

                                    TOTAL                                       2,887.00

                  CARRIED FWD                                                  1.83

                  REMARKS:

DFAS-KC  7220/39  (REV  1-97)                                                                                                                                                      EFT INFO-DFAS-KC  1-800-594-8302


Summary.  The largest responsibility you face is mission accomplishment and the welfare of your Marines.  You must train them.  You are accountable for their actions and their person.  Leading a platoon of Marines is a tremendous challenge and an extremely rewarding tour of duty.  You have the responsibility and obligation to provide your Marines the absolute best leadership and professional competence you can demonstrate.  Many experiences in your background will contribute to making you a successful platoon commander.  However, for most officers, successful leadership also takes a great deal of preparation and professional study—this is how you truly take care of your Marines!  The remainder of this student handout is designed to be a handy reference to some of the challenges you will face.  Press on!  Best of luck!

Section II.  Enlisted Promotion Process

Introduction.  As you develop your understanding of the authority you possess as a leader of Marines, you must keep in mind that your authority must be tempered by the knowledge of the responsibility inherent in leadership.  One of the areas of leadership where this will be evident on a regular basis is the responsibility to ensure that the right Marines are selected for promotion.

Although a Marine is both eligible and qualified for promotion, you must recommend him for promotion before he can be considered for promotion.  A Marine will not be promoted if, in the opinion of the commander, the Marine is not capable of performing satisfactorily in the higher grade, even though all other requirements have been met.  Each time you recommend a Marine for promotion, that Marine will be acting as one of your subordinate leaders.  You are, in fact, investing some of your authority with that Marine.

USMC Promotion Policy.  All promotions must positively contribute to the high standards of leadership and proficiency required for continued combat readiness.  Promotion is not only a reward for past performance, but more importantly, it is an expectation of future performance.  Marine Corps Order P1400.32_ is the authority for all enlisted promotions in the Marine Corps.  Promotions effected not in accordance with this order or by implementing directives not referenced in this order will be considered erroneous and immediately revoked.  This policy has no waivers.

Promotion System.  The promotion system provides a process whereby Marines within each grade and military occupational specialty/occupational field (MOS/OccFld) compete among themselves for promotion to the next grade.  The basic goal of the system is to advance the best qualified Marines to higher grades so that MOS/OccFld vacancies in the enlisted structure will be continuously occupied by Marines who are fully qualified to perform the duties and to assume the responsibilities of the next higher grade.  The table below lists the minimum time in grade/time in service (TIG/TIS) requirements for the enlisted ranks.

	USMC and USMCR Promotion To
	Regular Promotion
	Meritorious Promotion

	
	TIG
	TIS
	TIG
	TIS

	Sergeant Major (SgtMaj)
	3 years
	10 years
	----
	----

	Master Gunner Sergeant (MgySgt)
	3 years
	10 years
	----
	----

	First Sergeant (1stSgt)
	4 years
	8 years
	----
	----

	Master Sergeant (MSgt)
	4 years
	8 years
	N/A
	8 years

	Gunnery Sergeant (GySgt)
	3 years
	6 years
	N/A
	6 years

	Staff Sergeant (SSgt)
	27 months
	4 years
	N/A
	4 years

	Sergeant (Sgt)
	12 months
	24 months
	N/A
	18 months

	Corporal (Cpl)
	8 months
	12 months
	N/A
	6 months

	Lance Corporal (LCpl)
	8 months
	9 months
	N/A
	None

	Private First Class (PFC)
	6 months
	6 months
	N/A
	None


No provisions exist that allow commanders to waive composite scores.

Promotion to the grades of PFC through sergeant has no Commandant of the Marine Corps (CMC) directed professional military education (PME) requirements, but PME is highly encouraged.

No provisions exist to issue a temporary, honorary, or probationary enlisted appointment.

Restrictions.  The enlisted promotion process prohibits promotion of more than one pay grade at a time unless directed by the CMC.  Promotions will not be back dated for the purpose of increasing pay and allowances.  Additionally, Marines will not be promoted while in any of the following categories:

· On the date the Marine accepts an appointment to warrant officer

· One the date the Marine accepts a commission

· Within 18 months of the date convicted by a general court-martial.  Commanders may partially waive this restriction, in the cases of exceptionally well-qualified Marines in the grades of PFC and Pvt, 12 months after the date of conviction.

· Within 12 months of the date convicted by a special court-martial.  Commanders may partially waive this restriction, in the cases of exceptionally well-qualified Marines in the grades of PFC and Pvt, six month after the date of conviction if the Marine meets the minimum TIG/TIS requirements.

· Within six month of the date convicted by a summary court-martial

· In a probationary status resulting of a sentence from a court-martial

· Within three months of the date awarded nonjudicial punishment (NJP)

· In a probationary status as a result of NJP under the authority of the UCMJ, Article 15, where any portion of the punishment is suspended.  Commanders may partially waive this restriction, in the cases of exceptionally well-qualified Marines in the grades of PFC and Pvt, three months after the date of conviction.

· Within 18 months of the date confirmed, or distribution, use, or possession of illegal drugs.  For purposes of this paragraph, the 18-month period will begin on the date positive confirmation is received from the DOD-certified drug testing laboratory in the case of urinalysis detection, or from the date of the illegal drug incident, or other means of identification resulting in a conviction or finding of guilt.

· Within 12 months of conviction by military (to include a military magistrate) or civil authorities of driving under the influence (DUI) or driving while intoxicated (DWI).  Commanders may partially waive this restriction in the cases of exceptionally well-qualified Marines in the grades of PFC and Pvt, to six months after the date of conviction.

· Marines who are confined by civil and/or foreign authorities, on appellate leave, or in an unauthorized absence and/or deserter status.  If a Marine who is under consideration by an SNCO selection board enters into one of the above categories while the board is in session, the individual will be administratively deleted from the eligible list.  If the Marine is subsequently exonerated of any wrong doing, appropriate remedial consideration may be granted.

· Marines pending administrative separation for misconduct, unsatisfactory participation in the reserve component, homosexual conduct, unsatisfactory performance, alcohol rehabilitation failure, weight control failure, etc. are not eligible for selection consideration or promotion.  The loss of promotion eligibility begins the date the commander signs the administrative separation package for forwarding to the general court-martial convening authority for final disposition.  NOTE:  This includes medical separations determined to be not in the line of duty or due to a member’s own misconduct.

· While assigned to the weight control or military appearance program

· After failure of the Marine Corps Physical Fitness Test (PFT).  This restriction remains in effect until the Marine passes the PFT.

· While awaiting a pending court-martial or NJP

· When not recommended for reenlistment [reenlistment code (RE) RE-4/4B]

· When assigned an RE-3C/3P for substandard performance.  The RE-3C reenlistment code assigned in conjunction with a humanitarian transfer is not a promotion restriction.

· After refusing to execute permanent change of station (PCS) or unit deployment program (UDP) orders (RE-30).

· After refusing to extend or reenlist to obligate sufficient additional service to carry out PCS or UDP orders (RE-30)

No waivers of the promotion restrictions resulting from illegal drug use/possession will be granted.

The CMC reserves the authority to make final determination for promotion to the staff noncommissioned officer (SNCO) grades.  Any Marine who is selected by an SNCO selection board and subsequently enters a promotion restriction will be reported to CMC (MMPR-2).

Regular Promotions.  The number one requirement for promotion is the commander’s recommendation.  A Marine may meet minimum TIG and TIS requirements, other promotion provisions, and have no promotion restrictions but will not be promoted unless in the opinion of the commander that Marine is fully qualified for promotion.

Marines in the grades of PFC to Cpl are required to exercise an ever-increasing degree of

· Maturity

· Leadership

· Professionalism

To a large extent, accomplishment of the ultimate mission, success in battle, depends on the manner in which Marines are developed into small unit leaders and their professional abilities.  Consequently, no Marine should be promoted to PFC to Sgt, who has not positively demonstrated the

· Potential

· Motivation

· Maturity

to satisfactorily discharge the duties of a small unit leader and the desire to assume positions of higher responsibility.

Private First Class.  Marines who have served for six months on active duty in the grade of Pvt will be promoted to PFC, if the Marine’s service has been satisfactory (as determined by the commanding officer).  TIG will be computed from the first day of the month of entry on active duty.

Lance Corporal.  A PFC who has eight months TIG from the PFC date of rank and nine months TIS from the AFADBD and who is otherwise qualified for promotion, as determined by the commander, may be promoted to the grade of LCpt.

Corporal and Sergeant.  The CMC will control the number of Marines to be promoted to Cpl/Sgt through the use of the automated composite score.  Promotions will be authorized on the basis of vacancies existing throughout the Marine Corps for primary or intended MOSs.  These promotions will be based on composite scores (CS) which are automatically computed quarterly for each eligible LCpl/Cpl.  The term, “eligible,” as it relates to promotion, refers to any LCpt who meets the eight months TIG and 12 months TIS requirement and any Cpl who meets the 12 months TIG and 24 months TIS requirement by the end of the promotion quarter.

The determination of which eligible LCpls and Cpls will be promoted, subject to the composite score stipulation, is the sole responsibility of the commander.  Marines who are eligible but not recommended for promotion will have a “NOT REC PROM” (not recommended for promotion) entry on the unit diary byt the 15th of the month prior to the effective date of promotion as well as a page 11 entry made in the service record book (SRB).  Promotions will be effected once the command receives the monthly promotion authority, MARADMIN, and the “SELECT GRADE” is reflected on the unit’s Diary Feedback Report (DFR).  The command will effect the promotion on the unit diary and prepare the certificate of appointment.

Training.  You must conduct timely and accurate training for your Marines and ensure that training results are entered into a Marine’s Marine Corps Total Force System (MCTFS) record and/or SRB (i.e., PFT score, rifle score, MCIs, command recruiting points, and B-billet, Marine security guard, drill instructor duty, and recruiter duty).

Additionally, you must recommend timely and accurate proficiency and conduct marks.  You should task your platoon sergeant and squad leaders to review your Marines’ SRBs and MCTFS records and correct any discrepancies.

The table below is the schedule that indicates the cutoff date for input of data elements, the approximate date that composite scores will be computed, and the months the composite scores for each quarter are reflected on the unit’s DFR for each regular promotion quarter.

	Promotion Quarter
	MCTFS CS Data Elements
	CS Cutoff
	Months CS is Computed on Unit DFR

	Jan, Feb, Mar
	20 November
	30 November
	Dec, Jan, Feb

	Apr, May, Jun
	20 February
	28 February
	Mar, Apr, May

	Jul, Aug, Sep
	20 May
	31 May
	Jun, Jul, Aug

	Oct, Nov, Dec
	20 August
	31 August
	Sep, Oct, Nov


Composite Score.  A composite score is a number value score used to determine the number of Marines to be promoted by occupational field to the ranks of Cpl or Sgt.

Composite score elements will be reported by unit diary entry for regular Marines by the cutoff date shown in the promotional plan (see table above).  The unit will be informed via the DFR of the quarterly automated composite score for each eligible Marine assigned to the unit approximately 30 days prior to the promotion month.

If a composite score is not computed because of missing or invalid information, the Marine will receive a “0000” score on the DFR.  The DFR will give the reason why a composite score was not computed.  Composite scores generated by this system are only as accurate as the information resident in the MCTFS.  Commands must enter accurate and complete information in a timely manner.  Units will report missing/corrected elements on the diary and manually compute the score.  If the manually computed score meets the cutting score announced, remedial consideration should be requested.

Once the regular Marine’s composite score is computed, that CS is applied for each month of the promotion quarter and is reflected on the unit’s DFR for three months, unless the Marine is selected and the promotion is effected.

Commanding officers will ensure that Marines whose composite scores are automatically computed by virtue of satisfying TIG/TIS eligibility requirements are recommended for promotion.  Marines in the grades of LCpl and Cpl who are eligible for promotion by TIG/TIS, but are not recommended for promotion, must have their status entered in the MCTFS to prevent their composite scores from being used in the determination of cutting scores for their MOS or OccFld.  The “NOT REC FOR PROM” entry should be reported on the unit diary between the 1st and 15th of the month prior to the month for which the Marine is not recommended for promotion during that quarter.  In accordance with the current edition of MCO P1070.12, IRAM, and concurrent with the unit diary entry, an appropriate page 11 entry must be made in the Marine’s service record book for each month the Marine is not recommended for promotion.

If a selected Marines is to be transferred prior to receipt of the promotion authority and the Marine is not recommended for promotion, an appropriate entry concerning the commander’s non-recommendation will be made on the administrative remarks page of the SRB.

Remedial Promotions.  Remedial consideration is afforded to the grades of PFC through Sgt for administrative errors that delayed or prevented a Marine from being promoted.  The command will submit all requests for remedial consideration to the CMC (MMPR-2) for approval.  Administrative errors need to be corrected in the MCTFS prior to submitting a request for remedial promotion.  Due diligence requires that requests for remedial consideration must be submitted within one year from the date of error or injustice.

SNCO Promotions.  The CMC Will convene selection boards each calendar year to examine the qualifications of Marines in the grades of Sgt, SSgt, GySgt, MSgt, and 1stSgt for the purpose of recommending those “best and fully qualified” for promotion to the next higher grade.  The eligible Marine’s entire military career is viewed and a determination of the “best and fully qualified” is based on the “whole Marine” concept.  In the course of their evaluations, selection boards consider demonstrated

· Performance/achievement

· Leadership

· Professional and technical knowledge

· Experience (type and level)

· Growth potential

· Motivation

· Military proficiency

· Physical fitness

· Personal appearance

· Conduct

· Moral character

· Maturity

As an officer, the fitness report you write on a sergeant and above is your promotion recommendation.

The Official Military Personnel File (OMPF) is the primary record used by selection boards.

Authority to frock enlisted Marines to the SNCO ranks is delegated to Marine commanding generals.

Meritorious Promotion.  The CMC will promote, by means other than the regular promotion system, exceptionally well-qualified Marines in recognition of outstanding leadership and performance, per the provisions outlined below.  Meritorious promotions are intended to promote Marines whose performance is superior to that of their peers, or to promote Marines for specific actions/superior achievement.

Meritorious promotions are not authorized above the grade of MSgt.  Meritorious promotions to MSgt are limited to Drill Instructor and Recruiter of the Year Programs.  Meritorious promotion to 1st Sgt is not authorized.

Minimum TIG requirements are waived in the case of meritorious promotions.  However, compliance with minimum TIS requirements is mandatory.

Marines must have completed the required PME for the grade to which being recommended.

The Marine’s performance of duty, in comparison with all known Marines of the same grade without regard to MOS/OccFld, must be to a significant degree superior to that of their peers in order to merit promotion over other qualified Marines in that grade, regardless of TIG.

Composite Score Worksheet.  A sample composite score worksheet is on page 12.

Composite Score Worksheet

	Line No.
	
	Rating 

	Line 1.
	Rifle Marksmanship Score
	______
	=
	______ ______ (Date of qual YYMMDD)



	Line 2.
	PFT
	______
	=
	______ ______ (Date of test YYMMDD)



	Line 3
	Subtotal (Lines 1 + 2)
	______
	=
	______ 



	Line 4
	GMP Score (Line 3 divided by  2)
	______
	=
	______ (Score)



	Line 5.
	GMP Score (From line 4)
	______ x 100
	=
	______ 



	Line 6.
	Average Duty Proficiency
	______ x 100
	=
	______ 



	Line 7.
	Average Conduct
	______ x 100
	=
	______ 



	Line 8.
	TIG (Months)
	______ x 5
	=
	______ 



	Line 9.
	TIS (Months)
	______ x 2
	=
	______ (From AFADBD for active)



	Line 10.
	Di/Recruiter/MSG Bonus
	______ x 1
	=
	______ 



	Line 11.
	Self-Education Bonus:
	
	
	

	
	a.  MCI/Extension School
	______ x 1.5
	= 
	______ 



	
	b.  College/CLEP/Vocational
	______ x 1
	=
	______ 



	Line 12.
	Command Recruiting Bonus
	______ x 20
	=
	______ (A maximum of 100 points)



	Line 13.
	Composite Score (Sum of Lines 5 through 12)
	=
	______ 




Line 1:  Rifle Marksmanship.  Use the recorded score achieved on the “KD” or “B-modified” course of fire during the current qualification period regardless of the grade held.  Failed initial attempts at qualification and re-qualification will not be reported unless the CO determines that the failure was a result of a lack of effort or negligence on the part of the Marine.  If successful at subsequent remedial attempt to qualify, enter the score of 190 regardless of the score actually achieved.  If the individual has not yet fired for requalification during the current fiscal year prior to the cutoff date of the specific promotion quarter, then use the most recent rifle qualification score.  Marines who fail to qualify after subsequent remedial attempts will have an entry of “unqualified” (be assigned a “0”) entered into the MCTFS, which will remain for CS purposes until the Marine fires again in the following fiscal year.  Marines serving in billets with rifle qualification waivers will have their most recent rifle qualification score used in the computation of the composite score.

Rifle Conversion Table

	Rating
	Sustainment Course
	Entry Level Course

	Expert (EX)
	40
	220

	Sharpshooter (SS)
	35
	210

	Marksman (MM)
	25
	190


Conversion for Scores

	65 = 250
	52 = 234
	39 = 218
	26 = 192
	13 = 106

	64 = 248
	51 = 233
	38 = 216
	25 =190
	12 = 99

	63 = 247
	50 = 232
	37 = 214
	24 = 183
	11 = 92

	62 = 246
	49 = 230
	36 = 212
	23 = 176
	10 = 85

	61 = 245
	48 = 229
	35 = 210
	22 = 169
	9 = 78

	60 = 244
	47 = 228
	34 = 208
	21 = 162
	8 = 71

	59 = 242
	46 = 227
	33 = 206
	20 = 155
	7 = 64

	58 = 241
	45 = 226
	32 = 204
	19 = 148
	6 = 57

	57 = 240
	44 = 224
	31 = 202
	18 = 141
	5 = 50

	56 = 239
	43 = 223
	30 = 200
	17 = 134
	4 = 43

	55 = 238
	42 = 222
	29 = 198
	16 = 127
	3 = 36

	54 = 236
	41 = 221
	28 = 196
	15 = 120
	2 = 29

	53 = 235
	40 = 220
	27 = 194
	14 = 113
	1 = 22


Conversion Table (Rifle Marksmanship Score to Rating

	Score
	Rating

	240 – 250
	5.0

	235 – 239
	4.9

	230 – 235
	4.8

	225 – 229
	4.7

	220 – 224
	4.6

	215 – 219
	4.4

	210 – 214
	4.2

	205 – 209
	3.8

	200 – 204
	3.6

	195 – 199
	3.4

	190 – 194
	3.0

	000 –189
	0.0


Line 2:  Physical Fitness Test.  Enter the PFT score achieved during the current testing period.  If the Marine fails the PFT, assign a “0,” which will stand for composite score purposes during the current promotion quarter.  Remedial PFT scores will not subsequently replace failing scores in composite score calculations.  If the individual has not yet been administered the PFT during the current period, enter the score attained during the preceding testing period regardless of the grade held.  Convert this score to a PFT rating from the conversion table below and enter the rating under the rating column.

Conversion Table (PFT Score to Rating)

	Combined (17 – 26)
	Combined (27 and older)

	Class
	Score
	Rating
	Class
	Score
	Rating

	1st
	280 – 300
	5.0
	1st
	280 – 300
	5.0

	
	270 - 279
	4.9
	
	270 – 279
	4.9

	
	260 – 269
	4.8
	
	260 – 269
	4.8

	
	250 – 259
	4.7
	
	250 – 259
	4.7

	
	240 – 249
	4.6
	
	240 – 249
	4.6

	
	225 – 239
	4.5
	
	225 – 239
	4.5

	2nd 
	215 – 224
	4.4
	
	215 – 224
	4.4

	
	205 – 214
	4.3
	
	205 – 214
	4.3

	
	195 – 204
	4.2
	
	200 – 204
	4.2

	
	185 – 194
	4.1
	2nd 
	195 – 199
	4.2

	
	175 – 184
	4.0
	
	185 – 194
	4.1

	3rd 
	170 – 174
	3.9
	
	175 – 184
	4.0

	
	160 – 169
	3.8
	
	170 – 174
	3.9

	
	150 – 159
	3.7
	
	160 – 169
	3.8

	
	140 – 149
	3.6
	
	150 – 159
	3.7

	
	135 – 139
	3.5
	3rd 
	140 – 149
	3.6

	UnQual
	0 – 134
	0
	
	135 – 139
	3.5

	
	
	
	
	110 – 134
	3.0

	
	
	
	UnQual
	0 - 109
	0


Line 3:  Subtotal.  Add figures entered on lines 1 and 2 under the “Rating” column.  Enter subtotal.

Line 4:  Divide the subtotal on line 3 by 2.  Enter this number in the space provided on Line 4.  The result of this division will represent an average rating for those lines considered.  Round off the average to the nearest 10th (4.44 would be 4.4 or 4.45 would be 4.5).  Enter the results of the division under the “Rating” column on line 4.

Line 5:  GMP Score.  Enter on line 5 the score shown in the “Rating” column on line 4 and multiply by 100.  Enter the result under the “Score” column.

Line 6:  Average Duty Proficiency Marks.  The mark to be used is the average of all duty proficiency marks assigned since the date of the last promotion, reduction, or reenlistment (after a complete break in service of 24 hours or more), whichever is most recent and prior to the cutoff date.  In the absence of such marks, the commander will assign an anticipated or projected duty mark for use in the composite score.  Round off the average of duty proficiency marks to the nearest 10th (4.44 would be 4.4 or 4.45 would be 4.5).  Multiply the average marks by 100 and enter the result on line 6 under the “Score” column.

Line 7:  Average Conduct Marks.  The mark to be used is the average of all conduct marks assigned since the date of last promotion, reduction, or reenlistment (after a complete break in service of 24 hours or more), whichever is most recent and prior to the cutoff date.  In the absence of such marks, the commander will assign an anticipated or projected mark for use in the composite score.  Round off the average of duty conduct marks to the nearest 10th (4.44 would be 4.4 or 4.45 would be 4.5).  Multiply the average marks by 100 and enter the result on line 7 under the “Score” column.

Line 8:  Time in Grade.  The computation of total months in grade includes the number of months in the present grade on the current enlistment to the designated cutoff date of the TIG.  Multiply the number of months by 5 and enter the result on line 8 in the “Score” column.

Line 9:  Time in Service.  The computation of the total months in service accrued from the AFADBD for members of the USMC and Active Reserve, from the PEBD for members of the USMCR (Drilling Reserve) to the designated cutoff date for the specific promotion quarter.  Enter the total months in service and multiply by 2 and enter the result on line 9 under the “Score” column.

Line 10:  DI/Recruiter/MSG Bonus.  Bonus points will be awarded and added to the composite score of those who are in one of the following categories, provided that the Marine completes the assignment in a satisfactory manner.

· Commanding Generals, Marine Corps Recruit Depots and Marine Corps Combat Development Command, are authorized to add 100 points to the composite score of those drill instructors (DIs) in the grade of CPL who have graduated DI school and are performing satisfactorily on that duty.

· Commanding officers are authorized to add 100 points to the composite score of those CPLs who have graduated recruiter school and are assigned as recruiters.

· Commanding Officer Marine Security Guard (MSG) Battalion is authorized to add 100 points to the composite score of MSGs in the grades of LCpl and Cpl who have successfully completed MSG school and who are performing satisfactorily on that duty.

· Corporals assigned by billet as recruiters are not eligible for the Command Recruiting Program or its incentives.

Once bonus points are used in a composite score and a Marine is promoted, those points may not be applied for subsequent consideration for promotion.

Line 11:  Self-Education Bonus.  Bonus points will be awarded to Marines who have completed courses substantiated by appropriate documentation of completion (i.e., certificate).  Only bonus points completed since promotion, reduction, or reappointment upon reenlistment to the current grade will be utilized.  Determine the number of bonus points for each course completed and enter the total on line 11a and/or 11b (a maximum of 75 points may be awarded between MCI and college courses combined).  A course may be used only one time; regardless of how many times the Marine has actually taken it.  Multiply the number on each line by 10 and enter the results under the “Score” column.

	Course
	Bonus Points

	MCI course or other military service correspondence course
	1.5

	CLEP test (each portion)
	1.0

	College course (semester or quarter)
	1.0

	Vocational school course (semester)
	1.0


Line 12:  Command Recruiting Bonus Points.  Enter 20 bonus points for each individual referred while in the current grade.  Bonus points are to be awarded when the individual referred enlists.  A maximum of 100 bonus points may be awarded.

Line 13:  Composite Score.  Add values under the “Score” column for lines 5 through 12.  The total is a Marine’s composite score.

Summary.  As a leader of Marines, you have a responsibility to ensure that your Marines, who are found to be qualified in accordance with Marine Corps policy, are promoted in a timely manner.  By doing so, you are not only ensuring that the individual Marine is rewarded fairly for his or her efforts, but you are also ensuring that the future enlisted leadership of our Corps meets the same high standards as in the past.

Section III.  Proficiency And Conduct Marks

Introduction.  Proficiency and conduct (Pro/Con) marks are

· Used to record a Marines performance and conduct for a given reporting period

· Reported on every corporal and below for specific reporting occasions

· Used in the composite score computation for LCpls and Cpls meeting the minimum TIG/TIS requirements for promotion to the next higher grade

Seek additional guidance

· In MCO P1070.12K, IRAM, Chapter 4

· From your commanding officer prior to assigning Pro/Con marks.  Your commanding officer can provide guidance and insight on what his or her expectations for Pro/Con marks are.

Pro/Con Process.  The process for assigning Pro/Con marks begins with the Marine’s

· Adherence to prescribed individual training standards (ITS)

· Professional conduct that your subordinate leader should document on written counselings

When an occasion arises that requires a Pro/Con recommendation, subordinate leaders should

· Originate a Pro/Con counseling sheet or standard letter with their recommendations

· Forward the recommendation through the chain of command (Plt Sgt and 1stSgt should review and provide input) to the Commanding Officer for final approval of Pro/Con marks

Each leader concurs with the previous subordinate leader or recommends his or her own marks.

Once the commanding officer approves the Pro/Con marks, they should be returned via the chain of command, so the Marine reported-on can be counseled on the assigned marks.  Your company commander will review your recommendations and form an opinion on your character and leadership style.

Proficiency Markings

In assigning duty proficiency marks, use a scale of zero to five.  The mark should indicate how well a Marine performed the primary duty during the marking period.

Consider these areas when they have a definite relationship to the primary duty assignment

· Technical skills

· Specialized knowledge

· Leadership

· Physical fitness

Leadership, for example, should be considered when evaluating a

· Squad leader's performance of duty

· Marine assigned to recruiting duties where tact, persuasiveness, and personal appearance would have a definite bearing on the performance of those primary duties

Make an appropriate allowance when Marines are filling a billet inconsistent with their grade.  Consult with the officer or senior noncommissioned officer who supervises the Marine's performance of duty prior to assigning duty proficiency marks.

In addition to the standards listed in the table below, the following guidance applies to assignment of duty proficiency marks to Marines upon successful completion of recruit training based on a level of performance achieved in the areas of marksmanship, water survival, close order drill, physical fitness, academic tests, and inspections.

· The majority of duty proficiency marks will be in the 4.0 to 4.4 range.  For example, an average recruit would receive a duty proficiency mark of 4.2.

Recruits who

· Receive a meritorious promotion or are of meritorious promotion caliber for efforts in recruit training will receive a duty proficiency mark in the 4.5 to 4.8 range.

· Are selected as a platoon or series honor graduate will receive a duty proficiency mark in the 4.9 to 5.0 range.

· Refer to the ITS to help you determine what a Marine is supposed to be proficient doing.

Use the following guidance and standards in assigning duty proficiency marks; however, full discretion is left to commanders in assigning marks outside these standards for good and sufficient reasons.  Document a duty proficiency mark below 3.0 by a brief page 11 entry.

	Mark
	Corresponding Adjective Rating
	Standards of Performance

	0 to 1.9
	Unsatisfactory
	· Does unacceptable work in most of duties and is generally undependable

· Needs considerable assistance and close supervision on even the simplest assignments

	2 to 2.9
	Poor
	· Does acceptable work in some of duties but cannot be depended upon

· Needs assistance and close supervision on all but the simplest assignments

	3 to 3.9
	Fair
	· Handles routine matters acceptably

· Needs close supervision when performing duties not of a routine nature

	4 to 4.4
	Good
	· Can be depended upon to discharge regular duties thoroughly and competently

· Usually needs assistance in dealing with problems not of a routine nature

	4.5 to 4.8
	Excellent
	· Does excellent work in all regular duties

· Needs assistance in dealing with extremely difficult or unusual assignments

	4.9 to 5
	Outstanding
	· Does superior work in all duties

· Even extremely difficult or unusual assignments can be given with full confidence that they will be handled in a thoroughly competent manner


Conduct Markings.  In addition to observing the letter of law and regulations, conduct includes conformance to accepted usage and custom and positive contributions to unit and Corps.  Factors of conduct that should be considered in evaluating Marines include

· General bearing

· Attitude

· Interest

· Reliability

· Courtesy

· Cooperation

· Obedience

· Adaptability

· Influence on others

· Moral fitness

· Physical fitness as effected by clean and temperate habits

· Participation in unit activities not related directly to unit mission

The mark assigned, after consideration of these qualities and, if necessary, consultation with the officer or senior noncommissioned officer who supervises the Marine's performance of duty, should represent a fair objective evaluation of the Marine's conduct for the marking period.

Failure to make satisfactory progress while assigned to a weight control or military appearance program is one other factor, which should be considered when assigning conduct marks.

In addition to the standards listed in the table below, the following general guidance applies to the assignment of conduct marks to Marines upon successful completion of recruit training.

· Generally, a recruit will receive a conduct mark in the 4.0 to 4.4 range.  For example, an average recruit would receive a conduct mark of 4.2.  A recruit receiving nonjudicial (NJP) punishment will normally be assigned a conduct mark below 4.0.

· Recruits who

· Receive a meritorious promotion or are of meritorious promotion caliber for their efforts in recruit training will receive a conduct mark in the 4.5 to 4.8 range.

· Are selected as a platoon or series honor graduate will receive a conduct mark in the 4.9 to 5.0 range.

Use the following general guidance and standards in assigning conduct marks; however, full discretion is left to commanders in assigning marks outside these standards for good and sufficient reasons.

· Base assignment of marks subsequent to the assignment of reduction marks for a punitive reduction upon the Marine's conduct in the current grade.

· Do not consider the NJP that awarded the reduction during a subsequent marking period.

· Document the assignment of a conduct mark below 4.0 for any reason other than court-martial or NJP (where no reduction was awarded) by a page 11 entry.

	Mark
	Corresponding Adjective Rating
	Standards of Performance

	0 to 1.9
	Unsatisfactory
	· Habitual offender

· Conviction by general, special, or more than one summary court-martial

· Give a mark of "0" upon declaration of desertion

· Ordered to confinement pursuant to sentence of court-martial

· Two or more punitive reductions in grade

	2 to 2.9
	Poor
	· No special court-martial.  Not more than one summary court-martial

· Not more than two nonjudicial punishments

· Punitive reduction in grade

	3 to 3.9
	Fair
	· No court-martial.  Not more than one nonjudicial punishment

· No unfavorable impressions of the qualities listed in paragraph 4007.5a

· Failure to make satisfactory progress while assigned to the weight control or military appearance program

· Conduct such as not to impair appreciably one's usefulness or the efficiency of the command, but conduct not sufficient to merit an honorable discharge

	4 to 4.4
	Good
	· No offenses

· No unfavorable impressions as to

· Attitude

· Interests

· Cooperation

· Obedience

· After-effects of intemperance

· Courtesy and consideration

· Observance of regulations


	Mark
	Corresponding Adjective Rating
	Standards of Performance

	4.5 to 4.8
	Excellent
	· No offenses

· Positive favorable impressions of the qualities listed in paragraph 4007.6a:

· Demonstrated reliability

· Good influence

· Sobriety

· Obedience

· Industry

	4.9 to 5.0
	Outstanding
	· No offenses

· Exhibits to an outstanding degree the qualities listed in paragraph 4007.6a

· Observes spirit as well as letter of orders and regulations

· Demonstrated positive effect on others by example and persuasion


Occasions.  Use the reporting codes listed in the table below when reporting Pro/Con markings into the MCTFS.

	Occasion
	Code Regular
	Code Reserve

	· Transfer

· Assignment to

· Active Duty (Reserve)

· Involuntary Active Duty (Reserve)

· Release from

· Active Duty

· EAD, AR, etc. (Reserve)

· Completion of

· Initial Skill Training

· Recruit Training
	TR
	TR

	Temporary Disability Retired List (TDRL)
	DL
	DL

	Discharge
	DC
	DC

	Promotion to Corporal or Sergeant
	PR
	PR

	Reduction
	RD
	RD

	Declared Deserter (first day of UA period)
	DD
	---

	Last Day Prior to Declaring Deserter
	PD
	---

	To TAD
	TD
	---

	TAD Complete
	TC
	---

	Change of Primary Duty
	CD
	CD

	Service School Completion
	SC
	SC

	Semiannual (31 Jan and 31 Jul)
	SA
	---

	Annual (31 Dec, Reserves only)
	---
	AN

	Completion of Annual Training
	---
	AT


Summary.  As you develop your understanding of the authority you possess as a leader of Marines, keep in mind that understanding must be tempered by the knowledge of the responsibility inherent in leadership.  One area of leadership in which this will be evident on a regular basis is in your responsibility to recommend uninflated Pro/Con marks for your Marines to ensure that the right Marines are promoted and retained.

Section IV.  Marine Corps Administration

Introduction.  The ongoing efforts of the local administration shop allow each and every unit in the operating forces to continue to train for whatever the future might hold.  Correspondence, personnel records, files, directives maintenance, and the unit diary are just some of the important functional areas that must be covered each day in a thorough S-1 shop.

Administration.

Personnel Officer (0170).  The personnel officer (PersO) supervises the consolidated battalion/group/squadron administrative office in matters pertaining to personnel administration.  As such, PersOs must possess a thorough knowledge of the duties and tasks required for the military occupational specialty (MOS) 0193 (personnel/administrative chief, MgySgt to SSgt), 0121 (personnel clerk, Sgt to Pvt), 0131 (unit diary clerk, Sgt to Pvt), and 0151 (administrative clerk, Sgt to Pvt).

The PersO functions as a supervisor, coordinator, and administrator of the Marine Corps Total Force System (MCTFS), personnel record maintenance, and clerical matters.  The PersO advises Marines on personal affairs, rights, benefits, and privileges accrued as a member of the armed forces.  Due to the diversity of commands throughout the Marine Corps, the duties and tasks the PersO performs may overlap those the adjutant performs.

Adjutant (0180).  The adjutant (Adj) functions as a supervisor and coordinator of administrative matters at the staff level (battalion/squadron or higher).  The Adj formulates and supervises the execution of the command’s administrative policies and ensure coordination is effected between internal staff sections and external agencies.  Due to the diversity of commands throughout the Marine Corps, the duties and tasks the Adj performs may overlap those the PersO performs.

Naval Message.  The radio Naval Telecommunications System is used to send written messages of a time-sensitive nature between commands.  The message may be encrypted if the information contained in that message is classified.

One method for handling Naval messages is the Message Text Format (MTF).  MTF is a computer program that is menu driven and transmitted via telephone.

The four precedence types assigned to a Naval message are

· R – routine

· P – priority

· O – immediate

· Z – flash

Index and distribute Naval messages by the Date-time-group (DTG) method.  For example, DTG 271300Z Oct 02:

· DTG – Date Time Group

· 27 – day

· 1300 – time

· Z – Zulu (Greenwich mean time)

· Oct – month

· 02 – year

Sample Naval Message on next page.

ALMARS are messages the Commandant releases to all Marine units worldwide (ALMAR).  These messages are identified serially throughout the calendar year.  For example, ALMAR 001/94, ALMAR 012/95, ALMAR 123/96, etc.  You can view ALMARs at the website address:  http://www.usmc.mil.

Summary.  This student handout only addressees naval messages.  Common correspondence that every Marine Corps officer needs to know was covered in W6602.3 Writing Skills.  Refer to SECNAVINST 5216.5D, Navy Correspondence Manual, and the adjutant for additional assistance on correspondence.

Sample Naval Message

RTTUZYUW RUEACMC6221 3591434-UUUU—RULSMCA RULSMCD RULSMCE.

ZNR UUUUU

R 240902Z DEC 96 ZYB PSN 408148M25

FM CMC WASHINGTON DC//M-RA//

TO ALMAR

INFO RUEKJCS/JOINT STAFF WASHINGTON DC//J1//

RUENAAA/CNO WASHINGTON DC//09B//

RUEAHOF/CDRPERSCOM ALEXANDRIA VA//TAPC-PDA//

RULSJGA/COMDT COGARD WASHINGTON DC//GDWPM-3//

RUERNQA/NTAL PERS REC CEN MIL PERS REC GSA ST LOUIS MO

RUERNQA/NLO ST LOUIS MO//PERS-313E//

RUEAHQA/CSAF WASHINGTON DC//AF/XOXJ/DPXEQ//

RUEACNP/BUPERS WASHINGTON DC//PERS-313C//

RUCAMJK/MCRSC OVERLAND PARK KS//PMD//

BT

***THIS IS A 3 PART MSG COLLATED BY MRS***

UNLAS//N01650//

ALMAR 455/96

MSGID/GENADMIN/CMC MHM//

SUBJ/MCBUL 1650. AWARDS UPDATE//

REF/A/DOC/CMC MHM/02APR96//

REF/B/DOC/CNO/08AUG91//

REF/C/DOC/DOD/-/NOTAL//

PAGE 02 RUEACMC6221 UNCLAS

NARR/REF A IS NAVMC 2922, USMC UNIT AWARDS MANUAL. REF B IS

SECNAVINST 1650.1F, NAVY AND MARINE CORPS AWARDS MANUAL.  REF C IS

DOD 1348-M, MANUAL OF MILITARY DECORATIONS AND AWARDS.//

POC/MR. MCCUE/GS08/PRIPHN:DSN 426-2040/-/MHM//

RMKS/1.  THE PURPOSE OF THIS BULLETING IS TO PROVIDE AN UPDATE OF AWARDS.

2.  THE FOLLOWING AWARDS ARE AUTHORIZED AND WILL BE INCORPORATED IN THE NEXT REVISION OF REFS A AND B.

JOINT MERTIROIOUS UNIT AWARD

HQ, ALLIED AIR FORCES SOUTHER EUROPE

10APR94-07NOV96

HQ, ALLIED LAND FORCES SOUTHERN EUROPE

HQ, ALLIED NAVAL FORCES SOUTHERN EUROPE

HQ, NAVAL STRIKING AND SUPPORT FORCES SOUTHERN EUROPE

HQ, FIFTH ALLIED TACTICAL AIR FORCE

HQ, MARITIME AIR FORCES MEDITERRANEAN

HQ, ALLIED SUBMARINES MEDITERRANEAN

HQ, ALLIED COMMAND EUROPE RAPID REACTION CORPS

COMMANDER FOR SUPPORT

HQ, SPECIAL OPERATIONS COMMAND, PEACE IMPLEMENTATION FORCE

PAGE 03 RUEACMC6221 UNCLASS

(THE ABOVE JMUA IS FOR HQ PERSONNEL ONLY)

JOINT TASK FORCE – OLYMPICS

02OCT95-30SEP96

JOINT TASK FORCE 160

20MAY94-19MAY95

Section V.  Personnel Records

Introduction.  A variety of personnel records, when maintained accurately, can help you take care of your Marines.  Proper records will help you and other Marine leaders to make correct personnel decisions.

Official Military Personnel File (OMPF)

The OMPF is

· Opened at the beginning of a Marine's career

· Maintained throughout a Marine’s service

· The hard record used by 

· Promotion boards

· Performance review boards

· Augmentation boards

· The Manpower Management Branch when making assignments and other related personnel decisions

Completeness and accuracy is an individual Marine's responsibility.  A Marine may obtain a copy on CD by

· Submitting a request in writing to CMC, Manpower Management Performance Evaluation Branch (MMPE)

· Requesting in person from the branch that is located in building 2008, MCCDC

The OMPF contains material organized into five sections:

· Service folder

· Commendatory/derogatory folder

· Performance folder

· Field folder SRB/OQR

· Health folder

Service Folder.  Consists of

· Contract information

· Discharge documents

· Reserve documents

· Orders to active duty

· General administrative and service documents used to compute service time for benefits, programs, or retirement

Commendatory/Derogatory Folder.  Contains documents on

· Civilian and military education

· Personal awards information

· Courts-martial/nonjudicial punishments

· Other material reflecting significant personal achievement or adversity that is pertinent to making decisions for purposes of selection, assignment, and retention

Performance Folder.  Contains

· Fitness reports

· Standard addendum pages for all sergeants and above

The performance folder may contain memoranda originated by the CMC (MMSB) as necessary to record historical or administrative information.

Field Folder SRB/OQR.  Upon separation from the Marine Corps, documents contained in the Service Record Book/Officer Qualification Record (SRB/OQR) are filed in the Service Folder.  The field folder also contains documents from previous SRB/OQRs for a Marine with periods of broken service.  This field folder contains a partial listing of documents and standard pages suitable for inclusion in the OMPF.

Health Folder.  No health folder is maintained unless a Marine had broken service ending prior to 1994 or is presently on the Temporary Disability Retired List (TDRL).  Since 1994, health and dental records are sent to the Department of Veterans Affairs, Service Medical Records Center (SMRC), P.O. Box 150950, St. Louis, MO 63115, upon discharge.

Health and Dental.  Health and dental records are government property and as such will be maintained at the appropriate medical or dental clinic.  These records

· Are routinely screened to ensure that Marines are ready for deployment

· Will be used as the basis for determining a Marine's fitness for duty and, if necessary, for casualty identification

An individual Marine may not remove, enter, or alter anything in his or her health or dental record.

SRB/OQR.  The best source of information concerning any Marine that works for you is the SRB/OQR.  The cover is a manila folder-type book printed in

· Black for an SRB (enlisted)

· Green for an OQR (officer)

The SRB and OQR are divided into two sides:

· Standard pages on the right side

· Documents on the left side

The SRB/OQR records are used for three primary purposes:

· To record significant events, duties, awards, and other pertinent information in a Marine's career for historical purposes

· To assist local or immediate commanders in making decisions concerning assignments, promotions, and eligibility for attending formal schools or overseas duty

· To protect the privacy of individual Marines by consolidating information and limiting access to this information to personnel in the chain of command

The commanding officer exercising physical control over the SRB/OQRs is responsible for the care and maintenance of the books.  The records require safeguarding to prevent tampering or unauthorized access:

· Marines can have unlimited access to their records in the presence of a custodian

· Others working in an official capacity may also be granted access

Format for entries follow specific guidelines:

· All entries should be typewritten, stamped, or neatly printed.

· Erasures, strikeovers, and correction fluids are not permitted.  Make corrections by drawing a single line through the invalid entry and placing the correct entry nearby.

· Use only standard abbreviations as published in the IRAM.

· Enter dates in the YYMMDD format.

· Only a commanding officer or designated officer may sign/authenticate an entry.

Standard Side of the SRB/OQR.  Located on the right hand side of the folder, a standard page may

· Consist of more than one page

· Be often identified by its NAVMC form number rather than its title or actual position in the sequence.

The table below lists the documents on the standard side of the SRB/OQR.

Standard Side of the SRB/OQR

	SRB
	OQR
	Document Number
	Document Title
	Description

	---
	X
	NAVMC 763
	Appointment, Acceptance, and Record Page
	Represents the legal relationship between an officer and the United States government

	X
	---
	DD Form 4
	Enlistment/ Reenlistment Document
	· Enlistment/reenlistment document and signed statements of understanding stapled to the service record copy of the form

· Establishes legal relationship between the Marine and the U. S. government

	X
	X
	NAVMC 118 (page 3)
	Chronological Record
	· An historical record of a Marine’s career

· Lists all

· Significant billets held

· Units with whom Marine has served

· Periods of temporary additional duty and non-duty (UA, confinement, hospitalization, etc.)

· Does not record proceed, travel, and leave

	X
	---
	---
	Record of Service
	· Lists all sets of proficiency and conduct marks received while serving in rank of corporal or below

· Computer figures and presents average marks in 

· Service

· Grade

· Contains Marine’s current composite score used to calculate eligibility for promotion to grades corporal and sergeant

	X
	X
	NAVMC 118 (page 11)
	Administrative Remarks
	· Records any matter forming an essential and permanent part of a Marine’s military history not recorded elsewhere in the OQR

· Use guidance offered in the IRAM and separations manual on when and how entries must be made, especially when recording the results of a counseling session or negative recommendation for promotion or reenlistment

	X
	
	NAVMC 10132
	Unit Punishment Book
	If required, used to record

· UA in excess of 24 hours

· Declaration of desertion

· Results of nonjudicial punishment (NJP)

	X
	
	NAVMC 118 (page 13)
	Record of Conviction by Court-Martial
	· If required, used to record court-martial information

· If Marine has never been convicted at a court-martial, the OQR will not have a page thirteen


	SRB
	OQR
	Document Number
	Document Title
	Description

	X
	X
	NAVMC 10526/DD Form 93
	Record of Emergency Data (RED)
	· Provides current official and legally binding record of

· Relatives

· Beneficiaries

· Emergency information on each Marine

· Used to 

· Make casualty notification

· Adjudicate claims for various death benefits

· Specifically provides

· Current record of the

· Names, addresses, telephone numbers, and directions to the residence of persons to be notified in case of an emergency

· Persons related to the Marine who may be entitled to death benefits as prescribed by law (SGLV, disposition of remains, shipment of personal effects, etc.); includes the current spouse, all children (regardless of age, or dependency), parents (natural, adopted, step, etc.), guardians of minor children, persons acting in loco parentis to the Marine, and others as designated

· Names of insurance companies to be notified in the event of a Marine’s death

· Persons not to be notified due to ill health in the event a Marine enters a casualty status

· Specific beneficiaries designated to receive

· Death gratuity in the event the Marine is not survived by a lawful spouse or child

· Unpaid pay and allowances, any amounts due for unused leave, or any other monies due from the Department of the Navy which are unpaid at the time of the Marine's death

· Service Member's Group Life Insurance and payment method

	X
	X
	SGLV-8286
	Serve Member Group Life Insurance Election and Certificate
	· Must always be kept current

· Designates to whom this insurance will be awarded in the event of the Marine’s death

	X
	---
	NAVMC 321a
	Agreement to Extend Enlistment
	· File on top of enlistment/reenlistment document that it extends


Document Side of the SRB/OQR.  The left-hand side of the SRB/OQR contains 

· Superseded standard pages

· Official letters

· Certificates

· Various other documents of permanent value

Because there is no mandatory sequence for filing documents on the left-hand side of the SRB/OQR, the local command determines the order in which they will be placed.

The table below lists documents that are included on the document side of the SRB/OQR.

	Document Number
	Document Name
	Comments

	NAVPERS 5510/1
	Record of Personnel Reliability Program
	When an officer is involved in the Personnel Reliability Program

	
	Basic Individual Record/Basic Training Record (BIR/BTR)
	· The join or annual audit copy with signature

· Printing and filing a corrected copy only required upon deployment

· BTR, computer-generated printout of the Marine Corps Total Force System (MCTFS) contains Marine’s

· Date and score of last PFT

· Rifle, pistol, and swim qualifications

· Dates of last drug and annual security lectures

· Assignment to weight control and military appearance programs

· Service school attendance

· Test scores such as GCT, ASVAB, etc.

· Gas mask size and date of last gas chamber

· BIR, computer-generated printout of the MCTFS, containing Marine’s

· Contract information, including EAS, EOS, ECC, and extensions in effect

· Service information such as grade, date of rank, MOS, and deployment status

· Personal/military information, including awards, duty preference codes, home of record, religion, race, and citizenship

· Dependent information, including marital status, BAQ, location, and number

	NAVPERS 5510/3
	PRP Screening and Evaluation Record
	

	IRS Form W-4
	Employee’s Withholding Allowance Certificate (Federal and State)
	· Most recent signed copy filed

· Not required to reflect current exemptions contained in MCTFS

	IRS Form W-5
	Earned Income Credit Advance Payment Certificate
	

	DD Form 2058 and 2058-1
	State of Legal Residence Certificate
	If required

	NAVMC 10922
	Dependency Application
	File latest application approved by the commander

Certifies Marine’s right to BAH at the “with dependents” rate

	DD Form 1407 and DD1173
	Dependent Medical Care and Statement
	Only on separation or retirement


	Document Number
	Document Name
	Comments

	DD Form 2057
	Contributory Educational Assistance Program
	Statement of understanding

	DD Form 2366
	Montgomery GI Bill Act of 1984
	Statement of understanding

Retain on all personnel whether enrolled in or dis-enrolled from the program

	DD Form 2384
	Selected Reserve Educational Assistance Program Notice of Eligibility
	Reserve Marines only

	VA Form 21-8951
	Benefits/Waiver Certification
	Reserve officers only

	
	Documents supporting payment of allowances considered necessary by the commander
	

	DD Form 1966
	Application for Enlistment for the Armed Forces of the United States
	

	NAVMC 763
	Appointment, Acceptance, and Record
	Copy from the officer’s previous appointment

	DD Form 4
	Enlistment/Reenlistment Document
	Armed forces of the U.S. and any extension agreement (NAVMC 321a) thereto (officer, candidates, WO, LDO, ECPs, etc.)

	DD Form 214
	Certificate of Release or Discharge from Active Duty
	

	DD Form 398
	Personnel Security Questionnaire
	· Most recent copy retained as long as military status is maintained to expedite future updates

· Replaced by SF Form 86 upon updating information noted thereon and removed

	SF Form 86
	Questionnaire for National Security Positions
	Most recent copy retained as long as military status is maintained to expedite future update

	DD Form 1879
	Request for Personnel Security Investigation
	· Duplicate copy plus any supporting documents

· Retain until security clearance is granted or denied

	
	Release from Active Duty Orders
	

	
	Written Explanation of Eligibility Requirements for VA Dental Treatment
	· Signed by the Marine or by the CO if the Marine refuses to sign

· Applies to Marines who serve on active duty not less than 180 days

	
	Pre-Separation Counseling Acknowledgement
	Completed at time of separation

Filed in the record for permanent retention

	
	Marine’s Written Rebuttal Statement Concerning Derogatory Administrative Remarks
	

	
	General and Special Courts-Martial
	Duplicate originals or certified copies


The following items are on the document side of the SRB only:

· NAVMC 118(8A), Military/Civilian Occupational Specialties, Education Courses, Technical Training, and Tests.

· OPNAV Form 5211/9, Record of Disclosure.  Privacy Act of 1974. 

· NAVMC 11000, Privacy Act Statement for Marine Corps Personnel and Pay Record. 

· Certified copy of separation physical (medical and dental).

· NAVMC 631NAVMC (males) and NAVMC 631a (females), Individual Clothing Record. 

· Veterans' Administration Insurance Forms.

· NAVMED 6100/5, Abbreviated Limited Duty Medical Board Report.

· CMC letters which authorize remedial promotion.

· Standard Written Agreement to Train (SWAT).  (Reserve Marines only).

· Written Agreement for Reserve/Extension Bonus and Affiliation Bonus for the Selected Reserve Incentive Program.  (Reserve Marines only).

· Automated Career Retirement Credit Report (CRCR)

· File the original signed copies

· Upon completion of the next audit, remove the previous CRCR and replace with the CRCR containing the most current information

· HQMC directs the CRCR be prepared and filed between June 1992 and October 1992 upon which the Marine certifies the accuracy of previously reported reserve retirement credit points, will not be removed from the record

· This certified CRCR is a permanent historical document.

· Copy of approved administrative separation proceedings when the separating authority suspends its execution.

· Copy of administrative separation proceedings' finding 

· Of one or more allegations that are supported by a preponderance of the evidence

· The member is retained even though this finding is not disapproved by higher authority's action

· Any other document(s) required by current regulations or considered by the commanding officer to be a necessary part of the Marine's record

Record Book Audit.  The section that maintains your record books will conduct an annual audit with your Marines during the month that corresponds with the Marine’s last number of his or her SSN and as a Marine joins a command.  Your platoon sergeant should conduct monthly audits on selected record books to correct discrepancies.

Summary.  These are the most common and useful personnel records available in the Marine Corps.  Take care of your Marines and yourself by ensuring their accuracy and completeness at all times.  Your Marines are dependent upon the accuracy of these records for promotion and duty assignments.  You are responsible for record accuracy on all of your Marines.

Sample MCTFS Basic Individual Record

RUC: 30370     COMPANY CODE: H  PRES-GRADE: E3    RECSTAT: 0   COMP CODE: 11 

                   PLT CODE: HTS4   TRNGRP:     R-RECSTAT:    RCOMP CODE:    

--------------------------**CONTRACT INFORMATION**----------------------------

EAS: 20020302                  
COMPONENT CODE:  11 USMC ENLISTED   STR CAT: 0

EOS: 20060123  ECC: 20020302    
RESERVE COMPONENT CODE:                       

RESERVE ECC: 00000000           
DATE ACCEPTED FIRST COMMISSION: 00000000      

DATE OF ENL/ACCEPT: 19980303   
DOD TRNGRP:     TRAINING GRP:                 

AF ACT DU BASE DATE: 19980303   
DU STATUS: 1 DU                               

PAY ENTRY BASE DATE: 19980303  
DU LIMIT/ED:  0 NONE          / 19980303      

DATE OF ORIG ENTRY: 19980124   
START MANDATORY DRILL: 00000000               

LENGTH CURR ENL: 4  YRS         
END MANDATORY DRILL: 00000000                 

LENGTH CURR EXT: 00 MONTHS    
DATE OF BASIC ELIG: 00000000                  

NO EXT CURR ENL: 00             
PROGRAM ENLISTED FOR: CJ LOGISTICS OPTIONS    

TOTAL MONTHS EXT: 00 MONTHS  

ACTIVE DUTY MGIB STATUS: 5      

EFF DTE CURR EXT: 00000000      
MGIB-SR STATUS:                               

TIME LOST CURR ENL: 000 DAYS    
6 YEAR OBL START: 00000000                    

MONTHS LAST ENL EXT: 00         
DESIG MIL PILOT: 00000000                     

SOURCE OF ENTRY: ADBA           
OFFICER CANDIDATE CODE:                       

SOURCE OF INT ENTRY MIL SER:    
OFFICER CANDIDATE EFF DATE: 00000000 

---------------------------**SERVICE INFORMATION**-----------------------------
PRES GRADE: E3   DOR: 19981201
ACDU RUC: 30370        MCC: 068             
SEL GRADE:  000  DTE: 00000000   
RESERVE RUC:           MOB MCC:             
T/0#: 07427  LN#: 418HH          
1TAD RUC: 00000        MCC: 000             
WORK STATION:  418               
2TAD RUC: 00000        MCC: 000             
BILLET DESCRIPTION: AMMO TECH    
ANNIVERSARY DATE: 00000000           
 PEN: 

0804731M RCN: 000264          
FAPRUC: 00000      RESERVE MCC:             
DCTB: 19981003                   
FORMER RUC: 54065  FUTURE RUC:              
DATE JOINED PRES UNIT: 19981003  
IND LOC CODE: 153 51 2010 VA  PRINCE WILLI  
DATE JOIN SMCR: 00000000         
ACCUM DEPLOY TIME: 000                      
GEO LOC CODE: 221                
DEPLOY RET DATE: 00000000  DEPLOY STAT:     
GEO LOC DCTB: 199810             
ROTATION TOUR DATE: 00000000                
COMBAT SERV CODE:                
OVERSEAS CONTROL DATE: 00000000             
LAST COMBAT TOUR: 00000000       
LAST PHYS EXAM: 00000000                    
OFF REMOVAL DATE: 00000000       
LAST PHYS CERT: 00000000                    
CO DATE:  00000000               
RESERVE UNIT JOIN DATE:  00000000           
LAST SEP/DISCH DATE: 00000000 
REASON: 

---------------------------**SERVICE INFORMATION**-----------------------------

PMOS:  2311         ADMOS1:               ADMOS5:            ADMOS9:          

BMOS:  2311         ADMOS2:               ADMOS6:            ADMOS10:          

SMOS:  0000         ADMOS3:               ADMOS7:                              

JMOS:               ADMOS4:               ADMOS8:                              

---------------------------**PERSONAL INFORMATION**----------------------------

DATE OF BIRTH:  19741111           HOME OF RECORD: 103 22 2180 LA  ST TAMMANY  

CITIZENSHIP: CA  US                COUNTRY OF ORIGIN:                          

ETHNIC CODE: Y NONE                CIVILIAN ED LEVEL: 12 12TH GRADE            

RACE CODE: N BLACK                 CERT: L HS DIPL    MAJOR: 00 NO MAJOR 

SUBJEC
POPULATION GROUP: BLACK      BLOOD TYPE: 2 A POS  SEX: M                 

RELIGION: 62 ROMAN CATHOLIC CHURCH                                             

HOME PHONE: 7036305202             WORK PHONE: 0000000000                      

STREET ADDRESS: BURKE HALL RM 236                                              

CITY ADDRESS: QUANTICO             STATE: VA                     

ZIP-CODE: 221340000       

 ADDRESS VALIDATION: R RECORD BOOK 

----------------------------**PERSONAL INFORMATION**---------------------------
GOOD CONDUCT MEDAL DATE:  19980303                                             

ARMED FORCES RESERVE MEDAL DATE:  00000000                                     

SMCR MEDAL DATE:  00000000                                                     

DUTY PREF1:                                                                    

---------------------------**RECORD INFORMATION**------------------------------

RECORD STATUS: 0 ACTIVE STATUS        RESERVE RECORD STATUS:                   

DISPUTED DATE: 00000000               DISPUTED DATA:                           

LAST SCREENING: 00000000              REASON:                           

SCREENING RESULT:

---------------------------**DEPENDENTS INFORMATION**--------------------------

MARITAL STATUS:  S SINGLE                TOTAL NUMBER DEPENDENTS: 00           

DEPN CERT CODE:    NONE                  BAS/COMRATS: C COMRATS                

DEPN GEO-LOC CODE:                       DATE DEPN LOC BEGAN: 00000000         

SERVICE SPOUSE SSN:                      CUSTODY STATUS CODE:                  

SERVICE SPOUSE CODE:                     SPL POWER OF ATTORNEY: 00000000       

SERVICE SPOUSE DATE: 00000000    

Sample MCTFS Basic Training Record

------------------------------**UNIT TRAINING**-------------------------------
     PFT DATE:   200006     BST/EST DATE: 200005    ANNIVERSARY DATE: 00000000 
PFT SA:     1          PERFORMED:       072                               
PFT SCORE:  141        ATTEMPTED:       100                               
PFT CLASS:  3          SCORE:            36                               
 WEIGHT CONTROL STATUS:                    LEADERSHIP TRAINING:     1 BASIC    
WEIGHT CONTROL DATE:    00000000          LEADERSHIP TRAINING DT:  199806     
MIL APPEARANCE STATUS:                    SECURITY LECTURE DATE:   200005     
MIL APPEARANCE DATE:    00000000          WATER SURVIVAL CODE:     4 4TH CLASS
WT CNTL QY:  00         MILAP QY:  00     WATER SURV REQUAL DATE:  200204     
HIV-III TESTED:         199803            GAS MASK SIZE:           C MEDIUM   
HIV-III LECTURE DATE:   000000            GAS MASK TYPE:           N XM40     
DRIVER IMPROVEMENT:     1 PASSED          GAS CHAMBER DATE:        199803     
DRUG LECTURE DATE:      200005            HELMET SIZE:             C MEDIUM

CURRENT RIFLE QUAL DATE: 200005           CURRENT PISTOL QUAL DATE:  200009     
CURRENT RIFLE SCORE CD:     S25           CURRENT PISTOL SCORE CD:      298     
CURRENT RIFLE CLASS CD:       M           CURRENT PISTOL CLASS CD:        M     
-----------------------------**UNIT TRAINING**---------------------------------
 DISTINGUISHED DATE:      000000          DISTINGUISHED DATE:        000000     
PET DATE:                000000          PET DATE:                  000000     
EXCEPTION:                               EXCEPTION:                            
EXCEPTION DATE:          000000          EXCEPTION DATE:            000000     
 EXPERT RIFLE QUALIFICATIONS: 00          EXPERT PISTOL QUALIFICATIONS   00     
RIFLE FIELD FIRING                                                             
DATE:  000000     

------------------------------**SERVICE TRAINING**---------------------------- 
SECURITY INVESTIGATION:  TYPE- 1 ENTRANCE NATIONAL AGENCY   COMP DATE- 19980206
SEC CLEARANCE ACCESS LEVEL- Q NO CLEAR REQUIRED FAVORA     ADJU DATE- 19980206
SECURITY AGENCY CODE: 9 DEFENSE INVESTIGATIVE SERVICE                        
SECURITY REQUEST CODE:                  SECURITY ELIGIBILITY CODE: S SECRET             
 PLACE OF BIRTH:  STATE-  22 LA          COUNTY-   103 LA  ST TAMMANY  
INTELLIGENCE TRAINING HOURS: 00        LEVEL 1 ANTITERRORISM TRAINING:  00000000                    

Sample MCTFS Record of Service

                        **** MCTFS RECORD OF SERVICE ****
PAGE: 01 RUC: 30370    

COMPANY CODE: H  PRES-GRADE: E3    RECSTAT: 0   COMP CODE: 11   
PLT CODE: HTS4   TRNGRP:     R-RECSTAT:    RCOMP CODE:     
  DOR: 19981201      

AFADBD: 19980303          MCC: 068         PEBD: 19980303  
 **PROFICIENCY/CONDUCT**                           
    OCC     PRO     CON     EFF DATE        OCC     PRO     CON     EFF DATE    
SA      4.6     4.1     20000731                                            
SA      4.6     4.6     20000131                                            
SA      4.6     4.5     19990731                                            
SA      4.4     4.5     19990131                                            
TR      4.6     4.7     19980826                                            
SA      N/A     N/A     19980731                                            
TR      4.3     4.3     19980612                                             

                                   PRO        CON                            
AVERAGE MARKS IN GRADE:            4.6        4.4                            
AVERAGE MARKS IN SERVICE:          4.5        4.5                            
AVERAGE MARKS IN ENLISTMENT:       4.5        4.5                            
 SPECIAL DUTY BONUS POINTS:    0       SPECIAL DUTY BONUS DATE: 00000000 
COMMAND RECR BONUS POINTS:    0                                           
**COMPOSITE SCORE**
                    COMP DATE   SCORE         COMP DATE   SCORE            
20001127    1474          19991123    1410             
20000828    1453          19990830    1349             
20000528    1452          19990527    1318             
20000225    1431 
Sample Chronological Record


CHRONOLOGICAL RECORD (1070)

G

	
	
	

	UNIT/ORGANIZATION


	PRIMARY DUTY


	REMARKS



	2BN RTBN, RTR

MCRD, PISC 29905

RUC 32092 MCC 016


	RECRUIT

(9971) (03) 
	970318 JD FOR REC TRNG

970613 TR TO CG CAMLEJ NC MCC JA4 

	SOI MCB CAMLEJ

RUC 31407 MCC JA4 
	STUD FMCT

(9900) (01) 
	970827 JD TEMINS FMCT CL#39-97

970912 TR TO MCSSS CAMLEJ NM MCC K78 FOR TEMINS



	MCSS MCB CAMLEJ NC

RUC 31316 MCC K78


	STUD

(3300) (01) 
	970913 JD FOR TEMINS

971031 TR TO D3 FSSG OKI MCC 1C2 FOR DU



	3DSUPBN 3DFSSG MARFORPAC

UNIT 38410 FPO AP

RUC 29010 MCC 1C2


	WAREHOUSE CLK

(3051) (07)


	971127 JD FOR DU W/SUPP CO

980629 TR TO CO 3D MAINTBN OKI JA FOR DU W/MCC 1C2



	3D MAINTBN 3D FSSG MARFORPAC

UNIT 38422

RUC 29021 MCC 1C2


	WHS CLK

(3051) (05)


	980630 JD FOR DU

981114 TO TR TRNG EDCTR MCCDC QUANTICO VA MCC 068 FOR DU



	TBS MCCDC QUANTICO VA

RUC 30370 MCC 068


	GEN WHSMN

(3051) (22)


	981216 JD FOR DUTY W/HSCO

001013 TO TAD



	MARINE JR CHESTY A
	123 45 6789

	NAME (LAST, FIRST, MIDDLE)
	SSN


NAVMC 118(3)(REV. 6-78)


ADMINISTRATIVE REMARKS (1070)

G

	DATE:  970603

Articles UCMJ explained to me this date as required by Article 137, UCMJ.

Chesty A. Marine Jr________

(SIGNATURE)


	DATE:  971202

Articles UCMJ explained to me this date as required by Article 137, UCMJ.

Chesty A. Marine Jr________

(SIGNATURE)


	DATE:  970603

Articles UCMJ explained to me this date as required by Article 137, UCMJ.

Chesty A. Marine Jr________

(SIGNATURE)



	000401.  I understand I am eligible but not recommended for promotion to Sgt for the (Apr/3rd quarter), (00) promotion period because of NJP for DUI.  I was advised that within 5 working days after acknowledgment of this entry, a written rebuttal can be submitted, and this rebuttal will be filed on the document side of my SRB.  I choose (to) (not to) make a rebuttal.

Chesty A. Marine Jr____________________________________________________________

000701.  I understand I am eligible but not recommended for promotion to Sgt for the (Jul/4th quarter), (00) promotion period because of NJP for DUI.  I was advised that within 5 working days after acknowledgment of this entry, a written rebuttal can be submitted, and this rebuttal will be filed on the document side of my SRB.  I choose (to) (not to) make a rebuttal.

Chesty A. Marine Jr____________________________________________________________



	MARINE JR CHESTY A
	123 45 6789

	NAME (LAST, FIRST, MIDDLE)
	SSN


NAVMC 118(3)(REV. 3-82)

[image: image1.jpg]UNIT PUNISHMENT BOOK (5812) 1. See Chapter 2, Marine Corps Manual for Legal Administration,
NAVMC 10132 (REV. 10-81) (EF) (8-75) edition will be used.) MCO P5800.8.

SN: 0109-LF-063-1800
2. Form is prepared for each accused enfisted person referred to Commanding Officer's

a1 Aditionsl pages here. Office Hours.

3. Reverse side may be used to summarize proceedings as required by MCO P5800.8.

1. INDIVIDUAL (Last name, first name, middle initial) 2. GRADE 3. SSN
MARINE, I M SGT 123 45 6789
4. UNIT

H&S CO, TBS, MCCDC, QUANTICO, VA

5. OFFENSES (To include specific circumstances and the date and place of commission of the offense.)
Viol art 86 UCMJ. In that Sgt I. M. Marine, U.S. Marine Corps, H&S Co, The Basic School, Marine Corps Combat Development

Command, Quantico, VA, did, at Camp Barrett, on or about 1 Apr 02, without authority, absent himself from his unit from 0730,
20020401 to 1000, 20020515.

6. | have been advised of and understand my rights under Article 31, UCMJ. | also have been advised of and understand my right to demand trial by court martial in lieu of non-judicial punishment. | (do)
(do not} demand trial and (will) (will not) accept non-judicial punishment subject to my right of appeal. | further certify that | {have) (have not) been given the opportunity to consult with a military lawyer,

provided at no expense to me, prior to my decision to accept non-judicial punishment.

(DATE) 2002 05 15 (Signature of accused)

7. The accused has been afforded these rights under Article 31, UCMJ, and the right to demand trial by court-martial in lieu of non-judicial punishment.

(DATE) 2002 05 15 (Signature of immediate CO of accused)

8. FINAL DISPOSITION TAKEN AND DATE
Red to Cpl, Forf of 1/2 mos pay per mo for 2 mos (Total $1752.30), restr to the limits of place of mess, billet, duty and worship and

most direct route to and fr w/o susp fr du for 60 das.

9. SUSPENSION OF EXECUTION OF PUNISHMENT, IF ANY.
Red to Cpl susp for 6 mos at which time, unless sooner vacated will be remitted w/o further action.

10. FINAL DISPOSITION TAKEN BY (Name, grade, title)
S. M. Zotti, (LtCol), CO, InstrBn, TBS, MCCDC, Quantico, VA 22134

11. Upon consideration of the facts and circumstances surrounding (this offense) (these offenses) and upon further consideration of the needs of military discipline in this  |12. DATE OF
command, | have determined the offense (s) involved herein to be minor and properly punishable under Article 15, UCMJ, such punishment to be that indicated in 8 and 9. [NOTICE TO ACCUSED OF
FINAL DISPOSITION TAKEN.
(Signature of CO who took final disposition in 8 and 9)
13. The accused has been advised of the right of appeal. 14. Having been advised of and understanding my right of appeal, at this  |15. DATE OF APPEAL, IF
time | (intend) ANY.
(do not intend) to file an appeal.
(DATE) (Signature of CO who taok final action in 11) (DATE) {Signature of accused)
16. DECISION ON APPEAL (IF APPEAL IS MADE), DATE THEREOF, AND SIGNATURE OF CO WHO MADE DECISION. 17. DATE OF NO- TICE TO
ACCUSED
OF DECISION ON
APPEAL.
(DATE] (Signature of CO making decision on appeal))
18. REMARKS 18. Final administrative action, as

appropriate, has been completed.

Designed Using FormFlow 2.15, HOMC/ARAE, Mar 98




Section VI.  Administrative Remarks
Introduction.  Field commands’ past practices of indiscriminately recording

· Minor infractions

· Local command data

· Command requirements

prompted the decision to limit entries to an absolute minimum.  Review of entry requirements is a continuing process, and as policy decisions are made, changes to this manual will be published.

Restrictions

Limit administrative remarks to matters

· Forming an essential and permanent part of a Marine’s military history

· Not recorded elsewhere in the SRB or MCTFS

· That will be useful to future commanders

Commanders are authorized to make other entries on this page that are essential to document an event in a Marine’s career for which no other means or method of recording exists.  Authorized entries under this rule must meet two tests:  the information

· Contained in the entry is of permanent value to the Marine’s career

· Is not, or cannot be, documented anywhere else in the SRB, medical records, or the Marine’s MCTFS record

Participation in certain operations, excluding routine training exercises and/or operations not specifically identified as combat operations or as having a potential for escalating into combat operations and humanitarian relief efforts (i.e., California Loma Prieta Earthquake Relief, etc.), are considered to be significant events in a Marine’s military career.

Do not make entries on page 11

· Which concern administrative discharge or competency review proceedings if they do not, upon final review, result in discharge or reduction

· As a local training record.  Do not make entries to document local indoctrination lectures or acknowledgement of certain local regulations pertaining to drug/alcohol, uniform, and fraternization policies.  However, the commanding officer, MSG battalion, may make necessary counseling entries regarding fraternization with civilian personnel upon assignment of the Marines to certain posts

Do not make separate entries for assignment to or removal from the weight control/military appearance program.  The following items are considered sufficient to satisfy these recording and documentation requirements

· Administrative separation counseling entry required by MCO P1900.16 upon assignment to weight control.

· Completion of enclosure (4) to MCO 6100.10

· Assignment and removal entries reported in MCTFS

· Entries made in the Marine’s health record

Other than the MCTFS entry, there is no requirement to record a Marine’s removal from weight control/military appearance program.

The following instructions apply to entries recorded on this page:

· Entries required by any other Marine Corps directives, but not included in this manual, are unauthorized.  Excluded from this restriction are entries required by ALMARs, MARADMINs, personnel administrative advisories, and higher headquarters directives.

· If applicable, an adverse entry will include statements to the effect that the Marine

· Was provided the opportunity to make a rebuttal statement

· Did or did not choose to make such a statement.  If the Marine elects to submit a statement,

· File a copy of the statement on the document side of the record

· Ensure a reproduced copy of the Marine’s statement is forwarded with the reproduced page(s) 11 upon immediate reenlistment

· After referral of the entry, allow the Marine five working days to return the completed statement to the commander for filing in the service record

· See paragraph at the end of this section titled “When the Marine Desires to Make a Rebuttal Statement”

· Page 11 entries must include the following language only if they concern

· Misconduct

· Substandard performance

· Confirmed incidents of alcohol abuse

· Administrative measures

· Sample entry:

“I was advised that within five working days after acknowledgement of this entry, a written rebuttal can be submitted, and this rebuttal will be filed on the document side of the SRB.  I choose (to) (not to) make a rebuttal.”

_________________

______________________

(Signature of Marine)

(Signature of CO or by dir)

NOTE:   If the Marine refuses to acknowledge (sign) an adverse/derogatory entry, add the statement, “Marine refuses to acknowledge this entry” at the bottom of the entry.  By refusing to acknowledge the entry, the Marine forfeits the opportunity to make a rebuttal statement.  Make a counter-entry immediately following the counseling entry to verify the Marine was made aware of the adverse/derogatory entry.  The verification counter-entry may be signed by direction of the commanding officer.

Certain entries require the commanding officer’s authentication and/or the Marine’s acknowledgement (signature).  These specific signature requirements are indicated in the text or sample entries.  All other page 11 entries may be signed by direction of the commanding officer (unit commander) unless otherwise indicated.  “Unit commander” is defined as the company, battery, or squadron commander or their functional equivalent (i.e., OIC, I-I, etc.).

Authorized Entries

In Hands of Civil Authorities (IHCA)/In Hands of Foreign Authorities (IHFA).  When the Marine is IHCA/IHFA and later 

· Acquitted or released without trial, record

· Inclusive dates of confinement

· Fact of acquittal or release without trial

· Convicted, record

· Date of arrest

· Nature and date of the offense

· Trial date

· Fact of conviction

· Sentence adjudged

· Action taken by the commander

Personnel Reliability Program (PRP)

Preliminary screening incident to transfer for training that will lead to a PRP assignment is required.  Sample entry:

“(Date).  Preliminary PRP screening of personnel records, medical evaluation, and personnel interview IAW SECNAVINST 5510.35.  Appropriate investigation initiated.  You are suitable for transfer for training.  Capt. F. H. CLAYTON, USMC, SOI, 5 Jun 94.  (Signature of CO or official designated by CO)”

Formal PRP screening is required for personnel engaged in training leading to a PRP assignment.  The training command will review the individual’s personnel records to ensure that the preliminary screening was done, and if 

the individual is not qualified based on this record review alone, the training command will briefly state that the member was found unsuitable for PRP training assignment.  Sample entry:

“(Date).  Formal PRP screening has been conducted and based upon a review of records, you were found unsuitable for PRP training and assignment IAW SECNAVINST 5510.35.  Maj J. M. CARRIA, USMC.  (Signature of CO or official designated by CO)”

Permanent decertification is a formal determination the certifying official can no longer assert that the individual continues to meet the reliability standards provided in enclosure (3) to SECNAVINST 5510.35.  The following signed and dated entry will be made:

“(Date).  I, (Name/grade/MOS), have been advised that I have been permanently decertified for assignment to a reliability billet as defined in SECNAVINST 5510.35.  I understand this decertification will be made part of my permanent record.  I (did) (did not) submit a statement on my behalf with the report of decertification submitted to CMC.

_________________

______________________

(Signature of Marine)

(Signature of CO or by dir)”

Record of Issue of Wet-Type Driver’s Dress, Campaign Service Hat, Suitcase, and Trunks.  An entry is required when a Marine is issued any wet-type driver’s dress, campaign service hat, suitcase, and/or trunks.  The entry is considered permanent.  Do not change or delete the entry unless the Marine is separated under other than honorable conditions, and the equipment is returned.

Not Recommended/Recommended But Not Eligible for Reenlistment.  Commanding officers will counsel Marines not recommended or recommended but not eligible for reenlistment per MCO P1040.31, Career Planning and Development Guide.  Record the following entry on page 11 of the service record when an RE-3 or RE-4 reenlistment code is assigned or when the CMC assigns a reenlistment code of RE-1B or RE-1c.  Both the Marine and his or her commanding officer will sign this entry.

“I have been informed by my commanding officer that I am (not recommended) (recommended but not eligible) for reenlistment because (state reason) and (will be) (have been) assigned a reenlistment code of (RE-4, RE-3, RE-1B, or RE-1C).

_________________

______________________

(Signature of Marine)

(Signature of CO or by dir)”

Privates through Corporals Not Recommended for Promotion Due to Restrictions Listed in MCO P1400.32.  Privates through corporal not recommended for promotion due to restrictions listed in MCO P1400.32, paragraph 1204.3f through 3n require only an initial page 11 SRB entry recorded for the restricted period.  Monthly unit diary entry is still required until such time as the Marine is recommended for promotion.  Sample entry:

“(Date).  I understand that I am eligible but not recommended for promotion to (insert grade) due to (state restrictions) IAW MCO P1400.32, (para 1204.3f through 3n), as applicable, unless waived by appropriate authority.  I was advised that within five working days after acknowledgement of this entry, a written rebuttal can be submitted and this rebuttal will be filed on the document side of my SRB.  I choose (to) (not to) make a rebuttal.  (Signature of Marine).”

Eligible but Not Recommended for Promotion.  An entry is required when a Marine is eligible (refer to MCO P1400.32) but not recommended for promotion.  Make a not recommended promotion entry for each month/quarter a Marine is not recommended for promotion to the grades of PFC through sergeant.  The Marine will acknowledge (sign) the entry.

“(Date).  I understand I am eligible but not recommended for promotion to (grade) for the (month/quarter), (yr) promotion period because of (state reason).  I was advised that within five working days after acknowledgement of this entry, a written rebuttal can be submitted, and this rebuttal will be filed on the document side of my SRB.  I choose (to) (not to) make a rebuttal.  (Signature of Marine).”

Eligible but Not Recommended for Promotion (Reserve Only).  An entry is required when a Marine’s strength category is changed to “X” due to unsatisfactory participation.  Make a “final” not recommended for promotion 

entry upon completion of an administrative separation package for marine’s in the grades of private through corporal.  The Marine will acknowledge (sign) the entry.

“(Date).  I understand I am not recommended for promotion to (grade) because an administrative separation package recommending discharge was forwarded to GCMCA on (date).  This will be the final recommendation unless I am returned to a satisfactory drilling status.  I was advised that within five working days after acknowledgement of this entry, a written rebuttal can be submitted, and this rebuttal will be filed on the document side of my SRB.  I choose (to) (not to) make a rebuttal.  (Signature of Marine).”

Promotion Restriction for Marines Denied Further Service.  Make the following entry when a Marine is denied further service.  The Marine will acknowledge (sign) the entry.

“(Date).  I have been informed by my commanding officer that I am not eligible for extension of enlistment or reenlistment or I have been/will be denied further service for (reason).  I will be assigned a reenlistment eligibility code RE-(XX) upon separation.  I have been further informed that assignment of this RE code makes me ineligible for promotion or promotion consideration per MCO P1400.32.  (Signature of Marine).”

Delayed Promotions under the Musicians Enlisted Options Program (MEOP, MCO 1130.54).  Make the following entry when a Marine is not recommended for the next promotion on the eligibility date.  (The Marine does not automatically lose the promotion incentive; the commander may delay the promotion until the Marine is recommended.)

“(Date).  I have been informed by my commanding officer that I am not recommended for promotion to (insert grade) for a period of (not to exceed 90 days) because of (state reason).  I was advised that within five working days after acknowledgment of this entry, a written rebuttal can be submitted, and this rebuttal will be filed on the document side of my SRB.  I choose (to) (not to) make a rebuttal.  (Signature of Marine).”

Early Separation Upon Return to the CONUS.  The following entry is required when a Marine requests early separation upon return to CONUS per MCO P1900.16, par 1006.  Sample entry:

“(Date).  I hereby consent to be (discharged) (released) on (date) in lieu of my normal or established date of discharge or release on (date).  My enlistment (including any extension thereof) or period of extended active duty will expire 90 days or less after the date of my arrival in the CONUS.  I am not indebted to the U.S. Government.  I do not intend to reenlist.  I am not transferring to the Fleet Marine Corps Reserve.  I understand that entitlement to pay and allowances and credit for active federal service ceases on the actual date of my separation from active duty.  (Signature of Marine).”

Voluntary Withdrawal from Enlistment Incentives Program.  An entry is required when a Marine, prior to completion of Marine Combat Training, voluntarily withdraws from an enlistment incentive program.  Sample entry:

“(Date).  I have voluntarily withdrawn as an enlistee under my enlistment incentives program (Program Enlisted For (PEF) code).  I understand that I will now be assigned to any MOS, per the needs of the Marine Corps and that the MOS I am assigned may be an MOS within my original enlistment program.  (Signature of Marine).”

Certification and Suspension or Revocation of Air Traffic Control (ATC) Certification.  NAVAIR 00-80T-114, paragraph 3.3.1.2, requires a permanent record of ATC ratings.  Accordingly, make an entry upon initial certification of ATC ratings.  Local ATC recertifications do not require additional entries in the service record.  The initial certification entry is in addition to the entries required in the Marine’s ATC training and qualification record (NAVMC 11004).  NAVAIR 00-80T-114, paragraph 4.4, requires an entry in the service records of Marines whose certification as an ATC is suspended or revoked.  NAVAIR 00-80T-114 further stipulates that a suspension or 

revocation is an administrative action and is not to be construed as disciplinary action.  The entry must contain that information as part of the entry.  The Marine will sign the suspension/revocation entry.  Sample entry:

“(Date).  ATC Rating(s) (type(s)) (is) (are) (suspended) (revoked) this date.  I acknowledge this (suspension) (revocation) as an administrative action authorized by the ATC officer and this action is not of a disciplinary nature.  (Signature of Marine)”

Revocation of Aviation Insignia (Navy and Combat Aircrew/Explosive Ordnance Disposal (EOD) Insignia.  Make an entry when a Marine’s eligibility to wear the aviation insignia/EOD insignia is revoked.  Sample entry:

“(Date).  The authority to wear (type of aviation insignia/EOD basic, senior, master insignia) is revoked (cite reason and authority for revocation) effective (date).”

Revocation/Reinstatement of Authority to Wear Parachute Jumping Insignia.  Make an entry when a Marine’s eligibility to wear the parachute jumping insignia is revoked/reinstated.  Sample entry:

“(Date).  The assignment to duty involving parachute jumping is (terminated) (reinstated) (cite reason and authority) effective (date).  Authority to wear parachute jumping insignia (is) (is not) (revoked) (authorized).”

Confirmed Incidents of Illegal Drug Abuse or Possession.  (Refer to MCO P5300.12.)  Record in the SRB, all confirmed incidents (civil or military) of illegal involvement.  Consult MCO P1610.7 concerning requirements for submission of a “DC: fitness report.  Whenever the counseling entry is made, the Marine must be afforded the opportunity to make a written rebuttal.  File the rebuttal, if any, on the document side of the Marine’s SRB.  The entry must include the language concerning the Marine’s right to submit a rebuttal.  (See the paragraph at the end of 

this section for guidance if the Marine chooses to make a rebuttal statement.)  The Marine will acknowledge (sign) the counseling entry.  Sample entry:

“(Date).  Counseled this date concerning my illegal drug involvement, (cocaine usage identified through urinalysis confirmed by Navy Drug Lab JAXFL msg 120900Z Oct97).  Specific recommendations for corrective action:  don’t use drugs.  Seen by substance abuse counselor on (date).  I was advised that within five working days after acknowledgement of this entry a written rebuttal can be submitted, and this rebuttal will be filed on the document side of my SRB.  I choose (to) (not to) make a rebuttal.

__________________

______________________

(Signature of Marine)

(Signature of CO or by dir)”

NOTE:   “Failure to take corrective action,” is no longer applicable and should not be used since administrative separation processing of all personnel who use drugs is mandatory.  There is still a requirement, however, for substance abuse counselors to see all persons identified and confirmed as drug abusers.

Alcohol Abuse.  (Refer to MCO P5300.12.)  Commanders will direct an SRB entry be made after counseling a Marine for any alcohol-related misconduct or unsatisfactory performance.  Consult MCO P1610.7 for “DC” fitness report submission requirements on second and subsequent incidents, and mandatory Section C comment requirements.  Whenever the counseling entry is made, the Marine must be afforded the opportunity to make a written statement; file the statement, if any, on the document side of the Marine’s SRB.  The entry must include the language concerning the Marine’s right to submit a rebuttal.  (See the paragraph at the end of this section for 

guidance if the Marine chooses to make a rebuttal statement.)  The Marine will acknowledge (sign) the counseling entry.  Sample entry:

“(Date).  Counseled this date concerning my conviction of (list charge(s); provide specific recommendations for corrective action and assistance available).*  (Signature of Marine)”

*If the commander

· Plans to process the Marine for judicial or separation proceedings as a result of the offense, include the information in the entry

· Does not plan to process the Marine for separation due to deficiencies, include the following sentence and then have the Marine acknowledge the counseling entry:

“I am advised that failure to take corrective action may result in administrative separation or limitation on further service.  I was advised that within five working days after acknowledgment of this entry a written rebuttal could be submitted and that such a rebuttal will be filed on the documents side of the service record.  I choose (to) (not to) make such a statement.”

General Assignment Policy Career Enlisted Marines/General Overseas Assignment Policies.  (Refer to MCO P1300.8.)  The Marine will sign all sample entries contained in this subparagraph:  Career enlisted Marines

· In receipt of PCSOs issued by the CMC, who do not have sufficient obligated service to complete the prescribed tour, will be immediately afforded the opportunity to extend/reenlist in order to have the required active service.  When the Marine states that he/she does not desire to extend/reenlist, the CMC (MMEA) will be promptly notified and the following service entry made:

“(Date).  I have been assigned reenlistment eligibility code RE-30.  Reason:  I will not extend/reenlist to comply with PCS orders.  I have been advised that Marines assigned this code are not eligible for promotion, reenlistment, commissioning or warrant officer programs, special education programs, or involuntary separation pay unless specifically authorized by the CMC (MMEA).  I have been given the opportunity to submit a statement and that statement, if submitted, will be filed on the document side of my SRB.  I choose (to) (not to) submit a statement.  (Signature of Marine)”

· Transferred to CONUS for discharge prior to the completion of the prescribed tour length because they will not extend/reenlist, will be informed that they cannot extend/reenlist after their arrival in CONUS.  The following entry will be made:

“(Date).  I hereby accept transfer to the United States for discharge.  I have been assigned reenlistment eligibility code RE-30.  Reason:  I will not extend/reenlist in order to complete the tour length.  I have been advised that Marines assigned this code are not eligible for promotion, reenlistment, commissioning or warrant officer programs, special education programs, or involuntary separation pay unless specifically authorized by the CMC (MMEA).  I have been given the opportunity to submit a statement, and that statement, if submitted, will be filed on the document side of my SRB.  I choose (to) (not to) submit a statement.  (Signature of Marine)”

Request for Waiver of Privileges as a Sole Surviving Son or Daughter.  An entry is required for a Marine who requests a waiver of privileges as a sole surviving son or daughter.  The following entry will be made upon submission of the request to CMC (MMEA):

“(Date).  I hereby waive my rights to restrictive assignment as a sole surviving (son) (daughter) per MCO P1300.8.  (Signature of Marine)”

Revocation of Waived Status as a Sole Surviving Son or Daughter.  A Marine who has waived status as a sole surviving son or daughter may request reinstatement of that status at any time.  They will have the following statement made upon submission of the request to CMC (MMEA):

“(Date).  I hereby revoke the waiver of my sole surviving (son) (daughter) status and request reinstatement of that status per MCO P1300.8.  (Signature of Marine)”

Administrative Separation Counseling (6105) Entry.  Administrative separation processing for certain specific basis of separation may not be initiated until the Marine is counseled concerning deficiencies and afforded an opportunity to overcome these deficiencies.  (Refer to MCO P1900.16.)  Commanders may also use the below entry for counseling concerning deficiencies for which administrative separation or nonjudicial punishment actions are not appropriate or contemplated.  The entry must include the language concerning the Marine’s right to submit a rebuttal.  (See paragraph at the end of this section for rebuttal guidance.)  The Marine will acknowledge (sign) the counseling entry.  (See paragraph about privates through corporals not recommended for promotion due to restrictions listed in MCO P1400.32 concerning possible counter-entry requirements and Notes 1 through 4 below for commander’s guidance.)

“(Date).  Counseled this date concerning deficiencies:  (list deficiencies, provide specific recommendation for corrective action, and assistance available).*  I was advised that within five working days after acknowledgment of this entry, a written rebuttal can be submitted, and this rebuttal will be filed on the document side of the SRB.  I choose (to) (not to) make a rebuttal.  (Signature of Marine)”

If the commander

· Plans to process the Marine for judicial or separation proceedings as a result of the deficiencies, include that information in the entry

· Does not plan to process the Marine for separation due to the deficiencies, include the following sentence:

“I am advised that failure to take corrective action may result in administration separation or limitation on further service.”

NOTE 1:  The Marine’s signature acknowledges that counseling has occurred, not that the Marine concurs with the content of the entry.

NOTE 2:  The commanding officer/unit commander must physically sign this adverse page 11 entry.

NOTE 3:  The date entered is the day the commanding officer actually counsels the individual Marine.  The commander enters the date at the time of counseling using a date stamp or by pen.

NOTE 4:  Forward a photocopy of the completed page 11 entry and written rebuttal statement to CMC (MMSB-20) within 30 days.

When the Marine Desires to Make a Rebuttal Statement.  When the individual desires to make a statement, the following guidance applies:

· Complete the statement using plain, white paper, preferably typed.

· The statement must

· Conform to Article 1122, U.S. Navy Regulations regarding temperate language

· Be limited to pertinent facts concerning the deficiencies identified in the page 11 entry

· Not question or impugn the motives of another person

· The statement is not the forum for surfacing issues more timely and appropriately handled

· At request mast

· Through an Article 138, UCMJ, Complaint of Wrongs hearing

If the Marine annotates their desire “not to” make a statement, the entry is appropriately annotated as such, and no further action is required.

Section VII.  Awards

Introduction.  Awards are an important aspect of command responsibility at all levels.  Prompt and judicious recognition of an individual’s achievement or service is a vital factor of morale.  Commanders will

· Examine specific actions and outstanding performance, then prepare and submit recommendations for appropriate awards up the chain of command for approval.

· Limit decorations to those personnel whose performance of duty is exceptional and clearly recognized by superiors and contemporaries alike.

· Submit all awards utilizing the HQMC Awards Processing System (HQMC APS):

· Logon to the HQMC APS website at http://osprey.manpower.usmc.mil/manpower/mm/mmma/awards2000 

· Register on-line

· Submit the personal award recommendation with a “summary of action” and proposed citation via their chain of command to the appropriate awarding authority

· Submit all awards with sufficient time to enable administrative processing to be accomplished and to allow for the award to be returned for presentation prior to the anticipated ceremony date.

Awarding Authority.  The table below lists the key officer for various awards and special notes about the awards.

	Award
	Key Officer
	Notes

	Meritorious Service Medal (MM)
	Division commander
	OMPF entry

	Navy and Marine Corps Commendation Medal (NC)
	Division commander
	OMPF entry

	Navy and Marine Corps Achievement Medal (NA)
	Battalion commander/division commander
	OMPF entry

	Certificate of Commendation (CT)
	Any CO with NA authority
	OMPF entry

	Meritorious Mast
	Battalion CO
	OMPF entry

	Letter of Appreciation (LOA)
	Any officer
	No OMPF entry

	Commendatory Correspondence
	Anyone
	Forward to CO; can be made into award


Award Criteria.  The table below lists the award criteria for the various awards.

	Award
	Criteria

	Legion of Merit (LM)
	· Awarded to members of US armed forces of a friendly foreign nation who distinguish themselves by exceptionally meritorious conduct in performing outstanding service

· Service rendered must have been comparable to that required for the Distinguished Service Medal but in a duty of lesser though considerable responsibility

· Generally awarded to officers

· In lesser commands at sea

· In principle commands on shore

· Who have performed such exceptionally meritorious service to justify the award of the Distinguished Service Medal except as to degree of merit

NOTE:   Does not preclude award of LOM to any individual, regardless of grade or rate, whose acts or services meet the requirements

· When the degree of achievement or service rendered, although meritorious, is insufficient to warrant the award of the LOM, consider the

· Bronze Star Medal

· Meritorious Service Medal

	Navy and Marine Corps Medal (NM)
	· Awarded to any person serving in any capacity with the U.S. Navy or U.S. Marine Corps who distinguishes self by heroism not involving actual conflict with the enemy

· For acts of life saving or attempted life saving

· Actions must be at the risk of one’s own life

· Must include statements of at least two eyewitnesses

· Statements should furnish accounts of the incident

· Include opinions whether or not the person for whom the award is sought imperiled his or her own life

· May submit police reports and newspaper accounts

	Meritorious Service Medal (MM)
	· Awarded to any member of the armed forces of the United States or of a friendly foreign nation who distinguishes self by outstanding meritorious achievement or service to the U.S.

· Acts or services rendered, regardless of grade or rate, must have been comparable to that required for the LOM but in a duty of lesser responsibility

· Counterpart of the Bronze Star Medal for the recognition of meritorious noncombat service

· When degree of meritorious service rendered is insufficient to warrant award of the MM, consider the Navy Commendation Medal when appropriate


	Award
	Criteria

	Navy and Marine Corps Commendation Medal (NC)
	· Awarded to a person serving in any capacity with the Navy or Marine Corps (including foreign military personnel) who distinguished self after 6 December 1941 by heroic or meritorious achievement or service

· Acts or services must be performed in a manner above that normally expected and sufficient to distinguish individual above those serving similar services

· For acts of heroism, worthy of special recognition, but not to degree required for the

· Bronze Star Medal when combat is involved

· Navy and Marine Corps Medal when combat is not involved

· For meritorious achievement, achievement such as to constitute a definite contribution to the naval service (such as invention or improvement of design, procedure, or organization) and outstanding and worthy of special recognition, but not to the degree required for the

· Bronze Star Medal or Air Medal when combat is involved

· Meritorious Service Medal or Air Medal when combat is not involved

· For meritorious service,

· Outstanding and worthy of special recognition, but not to the degree required for the

· Bronze Star Medal or Air Medal when combat is involved

· Meritorious Service Medal or Air Medal when combat is not involved

· May cover an extended period of time during which a high award may have been recommended or received for specific act(s)

· Criteria is not period of service involved, but the circumstances and conditions under which service was performed

· Performance should be well above that usually expected of an individual commensurate with grade or rate and above degree of excellence, which can be appropriately reflected in the individual’s fitness report or personnel records

	Navy and Marine Corps Achievement Medal (NA)
	· Awarded

· To members of the Navy and Marine Corps of the grade of lieutenant commander/major and junior thereto

· For service performed on or after 1 May 1961

· For meritorious service or achievement in a combat or noncombat situation based on sustained performance or specific achievement of a superlative nature and such as to warrant more tangible recognition than possible by a fitness report or evaluation sheet, but which does not warrant an NC or higher award

· For professional achievement, must

· Clearly exceed professional achievement normally required or expected, considering individual’s grade or rate, training, and experience

· Be an important contribution of benefit to the U.S. and the naval service

· For leadership achievement, must

· Be sustained so as to demonstrate a high state of development or, if for a specific achievement, be of such merit as to earn singular recognition for the act(s)

· Reflect most creditably on the efforts of the individual toward the accomplishment of the unit mission

	Certificate of Commendation (CT)
	· May be issued by any general officer or commanders who have been delegated authority to approve the NA

· All other officers desiring to recommend CT, shall submit them to the general officer or commander having NA authority for approval and issue

· Awards are not submitted via HQMC APS but forward a copy to CMC (MMSB) for inclusion into the Marine’s OMPF

· May be awarded to civilians serving with the U.S. Marine Corps or to other civilians as deemed appropriate to recognize those who have made significant contributions to the Marine Corps


Meritorious Mast.  Whenever the performance of an enlisted Marine

· Is considered noteworthy or commendable beyond the usual requirements of duty

· Demonstrates the Marine’s exceptional industry, judgment, or initiative

the senior person who has observed the Marine’s performance shall report this performance to the Marine’s commander (battalion or equivalent echelon).  These reports shall be given careful consideration and, if appropriate, a Meritorious Mast awarded. 

Commanders use the Meritorious Mast (NAVMC 10935) form as a uniform means of recognizing efforts that warrant recognition.  The form, which is a two-part set, is available through the normal supply channels (NSN 0109-LF-064-6500).  Forward a copy to CMC (MMSB) for inclusion into the Marine’s OMPF.

Sample Meritorious Masts

During the period of 18 February 1986 through 7 March 1986, you were assigned to The Basic School Intramural Rifle and Pistol Team.  During this time, you participated in intensive marksmanship training for the purpose of competing in the Marine Corps Development and Education Command's Individual and Team Intramural Shooting Matches.  Your efforts involved overcoming severe weather conditions (below zero to mid-thirties, gusting winds, rain, and snow) and long hours of classes, dry firing, live firing, and competition.  Your hard work resulted in a respectable team finish with the rifle and a third place finish with the pistol team.  I am especially grateful because marksmanship is one of the important individual military skills there is for a Marine, and you have proven that you are willing to give what it takes to excel in this important skill.  Your performance has been highly commendable and is in keeping with the highest standard of the Marine Corps and the United States Naval Service.  Thanks for a job well done.

During the period of 1 September 1985 through 31 January 1986, you have conducted yourself in a highly commendable manner.  Serving primarily as an automatic rifleman and occasionally as a fire team leader, you have shown exceptional skill and knowledge in infantry tactics and weapons.  You have spent long, tedious hours in the field under adverse conditions and provided exceptional support for the training of the officer students at The Basic School.  Your can-do attitude and motivation have been instrumental in building esprit de corps, which is a tribute to your drive and character.  Likewise, your performance in garrison reflects these attributes by your noteworthy maintenance of your living quarters, the unit area, and personal appearance.  Your enthusiasm for your work, personal effort, and dedication to the infantry field have reflected great credit upon yourself, this battalion, the Marine Corps, and the United States Naval Service.  Thanks for a job well done.

During the period from 1 October 1985 to 1 February 1986, as a heavy vehicle operator, you displayed exceptional initiative and superb leadership abilities.  You worked with maximum efficiency in spite of the shortage of personnel.  Many primary instructors have reported favorably about your diligent efforts and resourcefulness.  Also, during this period, you have compiled more than 2,500 accident-free miles.  Your outstanding performance of duty clearly demonstrates your ability to lead and work in a highly trained and special unit.  Thanks for a job well done.

During the period from 1 October 1985 to 1 February 1986, you have displayed exceptional initiative and outstanding leadership qualities as a heavy vehicle operator as well as the assistant line noncommissioned officer for the light section.  Due to personnel shortages, you worked exceptionally long hours accomplishing all assigned tasks with maximum efficiency.  Your diligent efforts and initiative have been the source of many favorable comments from primary instructors for whom you have driven.  Also during this period, you were assigned to five three-day war problems and have driven more than 2,500 accident-free miles.  Your unselfishness and can-do attitude reflect great credit upon yourself and your unit and are in keeping with the highest traditions of the Marine Corps and the United States Naval Service.  Thanks for a job well done.

Letter of Appreciation.  Any officer senior to a Marine whose performance is considered noteworthy or commendable beyond the usual requirements of duty may issue a Letter of Appreciation.  A copy will not be entered into the Marine’s OMPF.

Commendatory Correspondence.  The commanding officer receiving commendatory correspondence regarding a Marine shall take appropriate action to recognize that individual’s achievements.  If the commander feels the 

achievements stated in the correspondence are enough to warrant a rewrite, he or she should rewrite the achievement into a

· Meritorious Mast

· CT

· Personal award recommendation

Procedures for Submitting Awards Via the HQMC APS

Registering on the HQMC APS.

	Step
	Action

	1
	Log-on to the HQMC APS at " http://osprey.manpower.usmc.mil/manpower/mm/mmma/awards2000". Follow instructions and submit your information.

	2
	Click on the “Registration” option.  A window will pop up which states that the only personnel required to register are

· All officers/civilians who originate awards

· Those enlisted Marines who aid in processing awards

If you fall into one of these two categories, click on “Click here to register or to update your registration.”

	3
	Under “New User” click “New Registration.”

	4
	A site called Manpower & Reserve Affairs will appear.  You will need to enter your user name information

· For login purposes, the user name is the first name, middle initial (not required), and last name as entered in the user name information box

· The password

· Is case sensitive

· Must be at least six characters

· Will not change unless you update it

	5
	Follow the directions for completing contact, general registration, and command information.

	6
	Awarding authorities must click on the awarding authority box that corresponds with the level of delegated awarding authority authorized.  Awarding authorities must have a valid, military email address.

	7
	You will receive a confirmation email with primary and alternate username and password in one to three hours.

NOTE:   To keep the registration database at a minimum, unless you are an awarding authority or board member of the HQMC Awards Board, your registration information will be valid for only six months.  You will be required to re-register after the six months.


Creating a New Award

	Step
	Action

	1
	Log-on to the HQMC APS.

	2
	Click on the “Submit an Award” option.

· A window will pop up asking for the “User Name” and “password.”  Enter them exactly as when you registered on the website.

· The screen will display medals for personal awards and ribbons for unit awards.  Click on the award you want to submit; you will be given the option to review the award criteria

· Eligibility details

· Standard opening sentence

· An award citation

	3
	Preparer’s Email Address.  Enter the entire email address of the preparer/originator.  An address book of all registered users is available if you do not know the forwarding email address.  Once an award is submitted, the preparer’s email address will be identified for tracking purposes.


	Step
	Action

	4
	Forwarding Email Address.  Enter the complete email address of the next person/unit mailbox in the chain of command.  Typically this will either be

· An OIC if they were not the preparing individual

· The command adjutant for review and subsequent routing

	5
	Carbon Copy Email Address.  Enter the entire email address for any other pertinent individuals within the command awards processing chain or info addressees.  Award recommendations will be sent as an information only copy to this addressee.

NOTE:  All email addresses noted in the preparer, forwarding, and carbon copy email address blocks will be sent an email from the HQMC APS that contains a link to the database allowing them access to the award.  When the link is clicked, the user will be asked to input their user name and password.

	6
	Comments.  This block is important!  Any entry made in this block creates the document history.  The history will tell you

· Each time the award has been accessed

· By whom

· Any comments the individual included in the document

A comment box has been provided for any user to add relevant information to the award.  All comments will be

Listed after that endorsee’s name in the document history box at the bottom of the APS 1650

A permanent part of the award submission


The Personal Awards Recommendation Form - HQMC APS 1650 (EF).  The table below describes the contents of each block of the personal awards recommendation form.

	Block
	Description

	From address
	Enter the billet and address of the originator

	To Address (Awarding Authority)
	Enter the billet and command of the authorized awarding authority for the recommended award

	Command POC Email address
	· Enter the email address of the command point of contact or unit organizational mailbox

· This email address will receive a carbon copy email of all endorsements

	Phone Number
	Enter DSN or commercial number of the individual/command listed in the command POC box

	Block 1.  Social Security Number
	Enter the complete SSN in the following format:  123456789

NOTE:   Do not use spaces/hyphens.  Once saved, this box cannot be changed.  On the follow-on views, only the last four digits will be visible on the APS 1650.

	Block 2.  DESIG/NEC/MOS
	· DESIG stands for naval officer designation, such as 1630, 1100, etc.

· NEC stands for Navy enlisted classification code

· Use the primary NEC

· If the person has no code, enter 0000 (four zeros)

· MOS stands for the USMC military occupational specialty

	Block 3.  Name
	· Type the

· Last name and any suffixes (i.e. JR., SR., II, III, etc.) followed by a comma (,)

· First name

· Then the middle initial

· Once saved, this box cannot be changed


	Block
	Description

	Block 4.  Component (USMC, USMCR, etc.)
	· Select the appropriate military component using the drop down menu

	Block 5.  Grade/Rank
	· Select the appropriate rank using the drop down menu (Pvt, PO2, 1stLt, etc.)

	Block 6.  Warfare Designator
	· Leave blank for all awards being submitted on Marines except

· Naval aviators

· Naval flight officers

· For US Navy personnel, enter the appropriate warfare designation

	Block 7.  UIC/RUC
	· Enter the appropriate UIC/RUC for the command

	Block 8.  Recommended Award
	· Select the appropriate personal award using the drop down menu (i.e. NA, NC, MM, etc)

· Once saved, this option cannot be changed

	Block 9.  Specific Achievement
	· “Yes” will appear in this box if block 15 is marked Impact Award

	Block 10.  Action Basis
	· The default is “Meritorious”

· If different, check the appropriate box

	Block 11. Number of Award of Recommended Medal
	· The default is “1”

· If this is the second or subsequent award, type in the appropriate number

	Block 12.  Action Date/Meritorious Period
	· The period covered for the award

· Enter the eight-digit date for the entire period

· Start with year

· Then month

· Then day

· I.e. 19990101-20000321

· For retirement or end of service awards, the ending date is

· Not the terminal leave date

· The actual last day of service

	Block 13. Geographical Area of Action/Service
	If the meritorious action

· Was performed in the continental United States, select CONUS

· Was not performed in the continental United States, select OCONUS

	Block 14.  EXP of Active Duty
	Enter

· The member’s expiration of active duty service date in year-month-day format (i.e. 20020601)

· Indefinite if applicable 

	Block 15.  Est. Date of Detachment/Ceremony
	· Enter the date in eight-digit year-month-day format (i.e. 20010321) for the expected presentation/ceremony date

· Click

· Retirement if the member is retiring or transferring to the FMCR.  If retiring/transferring to FMCR, enter number of years of service in the box above Block 15

· Transfer if the Marine is transferring (except to the FMCR)

· Terminal Leave if the member is transitioning out of the Marine Corps prior to retirement or transfer to FMCR eligibility

· Impact Award if the award is an impact award


	Block
	Description

	Block 16.  New Duty Station
	· For transfers, type in the authorized short title of the new duty station to include city, state, and zip code

· For terminal leave, type in the individual’s home of record address if a forwarding address is unavailable

	Block 17.  Unit at Time of Action/Service
	· Enter the name of the command to which the member was attached

	Block 18.  Duty Assignment
	· Enter the billet(s) the member held

	Block 19.  Previous Personal Decorations and Period Recognized
	· Enter the abbreviated personal award code followed by the 4-digit year month action period (e.g. NA 9503-9806)

· Do not include

· Marksmanship badges

· Good Conduct Medals

· Purple Hearts

· Combat Action Ribbons

· Other awards that are not classified as “personal awards”

	Block 20.  Personal Awards Recommended Not Yet Approved
	· Default is “None”

· If the member is pending approval of other decorations, list them accordingly

	Block 21.  Other Personnel Being Recommended for the Same Action
	· Default is “None”

· If other members are being considered for the same action/award, list them by

· Rank

· Name

· SSN

	Block 22.  Originator information
	· Should be the first officer within the Marine’s immediate chain of command

· Officer will signify his or her approval of the award by clicking the “Originator Sign” icon.  The originator’s electronic signature will automatically appear in the document.  Enter the award originator’s

· Full name

· Rank

· Billet

	Block 23.  Forwarding Endorsements by Via Addressees
	· Originator is required to fill out the Via addressees prior to forwarding

· Do not enter the name of the commander

· The commander authorized to endorse the award will select the award that he/she recommends from the drop down menu and then click on the “Endorse the Award” icon in the signature portion of Block 23.  After the award is forwarded/saved, their signature as well as rank, billet, and command will be visible in the signature block

NOTE:   Once the award is signed and forwarded, neither the recommendation nor the signature can be edited.  If the award was signed in error, send a request to "Awards@manpower.usmc.mil" to have the signature removed


	Block
	Description

	Block 24:  Approval Box
	· An authorized approval authority is the only person allowed to sign Block 24 and approve awards

· Click  on the

· Drop down menu for the “Disposition of Basic Recommendation.”  Approval authorities will only be authorized to approve award commensurate with their rank and billet

· “Approve the Award” link in the signature box. The database will sign that approval authority’s name once the award has been forwarded/saved

· Forward the award back to his/her administrative staff for processing (i.e. printing citation/certificate and forwarding to HQMC)


Summary of Action (SOA).  A summary of action provides a detailed account of a Marine's accomplishments during the award period.  An SOA will be written on all personal award recommendations.  The table below provides guidance on the length and format of the SOA based on the type of award.

	Award Type
	SOA Requirements

	All Navy Achievement (end of tour) awards and higher
	A full paragraph format

	All NA recommendations (to include impact awards)
	· Written in bullet format

· Limited to one page

	NC
	· Can be written in bullet or paragraph format
· Limited to two pages

	MM
	· Must be written in paragraph format

· Limited to three pages

	Legion of Merit (LM)
	· Must be written in paragraph format

· Limited to four pages

	Military Outstanding Volunteer Service Medal (OV)
	· No requirement for an SOA

· SOA highly recommended

· Forward to the commander authorized to approve the award

· Adds credibility to the award whe

· Approved

· Forwarded to CMC (MMSB) for inclusion in the OMPF


Citation.  The citation should provide a brief synopsis of the accomplishments of the Marine during the awarding period.  All citations

· Have a standard opening and closing sentence

· Will be used by the command Adjutant/S-1 to print out the hard certificate for awarding the Marine

The citation will be written per the guidance in the table below.

	Award
	Citation Format

	NA and NC
	· All capital letters

· Times New Roman font

· 9 point

· Landscape style

· 9 lines of text

· 1250 characters

	MM and LM
	· Regular capitalization
· Times New Roman font
· 12 point
· Portrait style
· 24 lines of text on
· Command letterhead

· Star stationary


Signing the Award

· Originating the award.  The first person required to sign the award is the originator; block 22 of the APS 1650 has a blue link stating, “Originator Sign.”  Only the originator should click this link.  The program is configured

· To sign the name, in script, of the person logged in at the time the link is clicked

· To print, under the signature, the rank, billet, and command as it was entered when the person registered on the database

· Endorsing the award.  Once the award has been “Originated,” the “Endorse the Award” icon will appear in block 23.  The same guidelines apply for signatures in this block.  Every via in the chain of command is required to

· Endorse the award by clicking on the icon

· Either save or submit the award to the next person in the chain of command

· Approving the award:  Only authorized approval authorities will see the “Approve the award” icon in Block 24.  Approval authorities must click on the icon to sign their name and approve the award.

Forwarding the Award.  To forward the award, type the email address of the individual or unit mailbox to which you want to forward the award.

NOTE:   Anyone that is forwarded the award will be able to modify the award.  The recipient receives an email from the HQMC APS indicating an “in-process award.”  The body of the email contains a link to the subject award on the HQMC APS.  When the recipient clicks the link, the recipient’s browser will open.  The recipient must provide their user name and password to continue.

Administrative Actions.  All administrative actions (preparation of citation/certificate) must be completed prior to forwarding the award to CMC (MMMA).

NOTE:   Any changes made to the proposed citation prior to printing must be reflected on the original recommendation before forwarding it to HQMC.

Forwarding Awards to CMC (MMMA).  All awards must be forwarded to CMC (MMMA) for action.

Summary.  We are quick to punish when our Marines make mistakes.  As a leader, you are responsible for praising those Marines whose performance goes beyond the high-expected performance/leadership level expected of Marines.  Public recognition, at a Marines unit with his/her peers, is among the highest moral boosters for Marines.  A large part of your success is due to the performance of the Marines you lead, do not forget them.

Sample NA Medal

DEPARTMENT OF THE NAVY
THIS IS TO CERTIFY THAT 
THE SECRETARY OF THE NAVY HAS AWARDED THE


NAVY AND MARINE CORPS ACHIEVEMENT MEDAL 
TO


SERGEANT ALLEN W. RUSSELL
UNITED STATES MARINE CORPS

FOR


professional achievement in the superior performance of his duties while serving as Recruiter Assistant for Marine Corps Recruiting Station, Columbia, South Carolina from 12 July 1995 to 22 September 1995. During this period, Sergeant Russell consistently performed his regular duties and Recruiter Assistant duties in an exemplary and highly professional manner. Through his diligent efforts and can-do attitude, Sergeant Russell's contribution of three qualified referrals significantly enhanced the overall mission of Marine Corps Recruiting Station, Columbia, South Carolina and Company 'Do, 8th Tank Battalion. Sergeant Russell's initiative, professionalism and total devotion to duty reflected great credit upon himself and were in keeping with the highest traditions of the Marine Corps and the United States Naval Service.




23 JUL 96 
FOR THE SECRETARY OF THE NAVY






THOMAS L. WILKERSON





MAJOR GENERAL, U.S. MARINE CORPS






COMMANDER, MARINE FORCES RESERVE

Section VIII.  Family Readiness

Introduction.  The intent of the family readiness system is to

· Emphasize problem prevention

· Reduce or eliminate work-related stressors

· Strengthen individual and family coping skills

· Enhance individual self-esteem

Program Goals

· Increase combat readiness

· Eliminate or prevent family stressors

· Promote healthy community environments

· Free personnel of family worries, so they can focus on the unit mission

People and Programs Involved with Family Readiness

Red Cross

· Provides emergency communication throughout the world

· Available 24 hours a day

· May be used to notify and verify deaths within the Marine's family

· Emergency financial assistance (loans, grants) may be available for travel

Navy/Marine Corps Relief

Provides family members with emergency financial assistance (loans, grants) for living expenses (bills, food, gas) of the service member including deployments

Family Service Center (FSC)

An on-base facility that

· Serves as the focal point for family readiness support program

· Information

· Referral

· Coordination

· May provide to eligible personnel and their family members

· Education

· Training

· Counseling

Family Advocacy Program (FAP)

The FAP is a program designed to address

· Prevention

· Evaluation

· Identification

· Intervention

· Treatment

· Rehabilitation

Follow-up

· Reporting

of child and spouse abuse, maltreatment, sexual assault, and rape.  The program consists of coordinated efforts designed to

· Prevent and intervene in cases of family distress

· Promote healthy family life

FAP offers 

· Intervention:  24 hour crisis intervention, command consultation, information and referrals, and victim advocacy.

· Treatment:  Clinical assessment, individual counseling, marital counseling, and domestic violence group for men.

· Prevention/Education/Training/Briefing:  Women’s group; learning to live without violence; suicide awareness; training on family advocacy overview, family child care provider, day care provider, SNCO, and military police; and workshops on couples communication, anger management, stress management, stress in relationships, assertiveness, learn to relax, good parenting, conflict management, teen dating, and violence prevention.

Marine Corps Family Team Building (MCFTB).  Predominantly staffed with volunteers, MCFTB provides educational resources, services and a roadmap to the Marine Corps lifestyle to foster the personal growth and enhance the readiness of Marine Corps families.  To date it is comprised of 

· Lifestyle, Insights, Networking, Knowledge, and Skills (L.I.N.K.S.)

· Prevention and Relationship Enhancement Program (PREP)

· Chaplain's Religious Enrichment and Development Operations (CREDO)

· Key Volunteer Network (Trainer)

Lifestyle, Insights, Networking, Knowledge, and Skills (L.I.N.K.S.).  For generations, military spouses have recognized the need to network and band together.  Spouses always have recommendations about

· What to plan for

· What to bring

· What to wear

· What does and doesn’t work

While many spouses today have managed to thrive in the Marine Corps life without MCFTB L.I.N.K.S., they recognize how valuable it would have been "back then" when they were starting out to have a program like L.I.N.K.S. available.  L.I.N.K.S. was designed by experienced Marine Corps wives representing a cross-section of the Marine Corps family

Reserve, retired, and active duty spouses whose Marines represent ranks from lance corporal to general – including the wives of the Commandant and the Sergeant Major of the Marine Corps

Because living in the Marine Corps is like a journey, a tote bag is provided to each participant upon completion of a session:

· L - Lifestyle means a new way of life. Now you are married to a Marine, you will experience a way of life that in many respects is different from the civilian society with which you are so familiar.

· I - Insights on Marine Corps lifestyle can only be passed on by those who know what it’s like, the real experts in Marine Corps living—the experienced Marine Corps spouses!

· N - Networking represents the people you get to know during L.I.N.K.S. and all the many others you will meet during your journey in Marine Corps living. 

· K - Knowledge is what the class is all about—g iving you a great deal of useful and credible information.

· S - Participants take the knowledge they’ve gained and develop their Skills to help them flourish in their new Marine Corps lifestyle.

Prevention and Relationship Enhancement Program (PREP).  PREP is a research-based approach to teach couples

· Constructive problem solving skills

· Strategies for building commitment and teamwork

· Within marriage

· In preparation for marriage

Key Volunteer Network (KVN).  The key volunteer network is

· An integral part of the commander’s official family readiness program

· The primary communication link between the commanding officer and the unit families for the enhancement of mission readiness

· A communication network designed to

· Provide a communication link between the unit and its families

· Help develop and maintain a sense of community within the unit

· Provide a reliable source of information and referral

The KVN provides

· Professional training and development

· Learning for a lifetime

· Encouragement

· Empowerment

· Fun

Unit commanding officers oversee the entire KVN their units.  The table below lists other staff officers who can provide services to enhance family readiness.

	Staff Officer
	Services They Provide

	Personnel Officer
	Information about

· Pay changes

· Tax information

· How to get financial questions answered while service member is deployed

	Legal Officer
	· Advice on setting up wills and power of attorney

· If the service member has children, legal officer can distribute and explain the emergency care form in the event an emergency occurs with spouse

	Chaplain
	Offers support during

Pre-deployment preparation

Deployment, can assist the commander when informing Marines of deaths


Logistics

Finances

Pay changes.  During a deployment, the Marine's pay will fluctuate depending on location/assignment.  It may be beneficial to during deployments to

· Set up an allotment

· Split pay for the spouse

To answer pay questions, Marines can call Kansas City 1-800-558-3327

Important Documents

· Will.  A will should be accurate and up to date prior to deployment.

· Power of Attorney (POA):  Marines will need advice on which type of POA to use for their specific situation

· Special power of attorney - authorizes your agent to act for you and in your name only for those matters you specify in the document.

· General power of attorney - authorizes your agent to act for you and in your name in all matters, including such things as borrowing money, signing contracts, and accessing your bank accounts.

· Revocation - cancels a power of attorney previously given to your agent.

· ID Cards.  Marine's and family member's cards should be accurate and up to date prior to deployment.

Summary.  If Marines have personal problems (themselves or family members), then their performance/leadership will drop or they will injure themselves or someone else.  As a platoon commander you need to identify Marines with personal problems.  Then you need to help them or refer them to someone who can provide assistance in order to get the Marine's mind back on his duties.  This handout provided you with some of the agencies and people that are there to assist you and your Marines.  Use them.
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