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070         PERSONNEL ADMINISTRATION

            Functional Area Manager: MIFD

            Point of Contact: MR. JERRY WELCH, DSN 278-9049/50

            Date Last Revised: 15 August 2003
070 01      GENERAL                                           

070 01 001  Does the command limit access to field service records?

              Reference

              MCO P1070.12K, PAR  2003.4

070 01 002  Are required items of information properly recorded on the cover of the field service records?

              Reference

              MCO P1070.12K, PAR 3002 AND PAR 4002

070 01 003  Do field service records contain erasures, improper strikeovers and/or corrective fluids or ink eradicators?

              Reference

              MCO P1070.12K, PAR 2004.5

070 01 004  Are entries recorded in the field service record using black typewriter ribbon or black ink?

              Reference

              MCO P1070.12K, PAR 2004.4

070 01 005  Are entries which have been incorrectly entered in the field service record properly deleted as erroneous?

              Reference

              MCO P1070.12K, PAR 2004.5B

070 01 006  Are dates properly entered in the field service record?

              Reference

              MCO P1070.12J, PAR 2005.2

070 01 007  Are entries in the field service record properly authenticated?

              Reference

              MCO P1070.12K, PAR 2005.4

070 01 008  Does the command use incorrect abbreviations when making entries in the field service records?

              Reference

              MCO P1070.12K, CHAP 6

070 01 009  Do field service records contain pen changes which are not initialed?

              Reference

              MCO P1070.12K, PAR 2004.5

070 01 010  Do field service record standard pages contain the remark "continued on supplemental page" or its authorized abbreviated form when the standard page is continued?

              Reference

              MCO P1070.12K, PAR 2004.2A

070 01 011  Do field service records contain miscellaneous discrepancies, not recurring, which would indicate a lack of attention to detail on the part of cognizant personnel?

              Reference

              MCO P1070.12K, PAR 2004.2A

070 01 012  Does the command submit fitness reports for sergeants and above who are reduced at non-judicial punishment, administrative proceedings/courts-martial?

              Reference

              MCO P1610.7E, PAR 3004.1

070 01 013  Are field service record entries authenticated by a person other than the commander or an individual duly designated in writing by the commander?

              Reference

              MCO P1070.12K, PAR 2005.4

070 01 014  Does the command have procedures in effect to ensure eligible personnel reporting for duty after normal working hours are afforded immediate opportunity to make application for commuted rations?

              Reference

              DODFMR PAR 30111

070 01 015  Are supplemental pages in the field service record correctly labeled, .i.e., (3)a, (9a)a, etc?

              Reference

              MCO P1070.12K, PAR 2004.2A

070 01 016  Does the command submit fitness reports for sergeant and above who are declared deserters, for the period preceding the declaration of desertion?

              Reference

              MCO P1610.7E, PAR 3014.1A

070 01 017  Does the command ensure official photographs are forwarded to the CMC (MMPR) on the required occasions?

              Reference

              MCO P1070.12K, PAR 2002.1

070 01 018  Does the command maintain records which provide positive proof of notification of unsatisfactory SMCR participation?

              Reference

              MCO P1001R.1J, CHAP 3, SECTION 3

070 01 019  Is the command aware that a reservist being recommended for involuntary active duty must be afforded an opportunity to make a statement concerning information contained in the recommendation?

              Reference

              MCO P1001R.1J, PAR. 3301.3

070 01 020  Is the command aware of or complying with instructions for executing a sworn "affidavit of service by mail" for orders to involuntary active duty which are not delivered personally to reservist?

              Reference

              MCO P1001R.1J, PAR. 3301.2

070 01 021  Does the command provide adequate safeguards for DD Forms 214, 214ws, 215, and discharge certificates?

              Reference

              SL-8-09993A, PAR 4

              MCO P1900.16E, PAR. 1101.2B(1) AND 1203.2

              MCO P5000.14C APP B, PAR 14

070 01 022  Does the command initiate tracer action within 2 weeks when a NAVMC 941 is not returned when required?

              Reference

              MCO P1070.12K, TABLE 2-1, NOTE 3

070 01 023  Does the command reproduce and forward to CMC (MMBR-20) copies of required pages from the field service record, along with the original DD Form 4, upon reenlistment?

              Reference

              MCO P1070.12K, TABLE 4-1

070 01 024  Does the command's file copies of NAVMC 941 indicate that field service records of deceased personnel were being forwarded to CMC (MCR) within 2 days of the date of death?

              Reference

              MCO P1070.12K, PAR 2007.4, 5, AND 9E, TABLE 2-1

              MCO P3040.4C, PAR 3008

070 01 025  Is the command requesting service records for prior active service Marines?

              Reference

              MCO P1070.12K, PAR 2007.10B

070 01 026  Does the command have procedures in effect to ensure appropriate disposition of SRB/ORG and health/dental records when closing out the service record? 

              Reference

              MCO P1070.12K, PAR 2007.9 AND TABLE 2-1

070 02      AUDIT OF SERVICE RECORDS                          

070 02 001  Has the commander designated an officer, SNCO, responsible Cpl or GS-4 or above in writing to assist administrative personnel in verifying that information recorded in  various records is compatible and that information is recorded in various records is complete and correct?

              Reference

              MCO P1070.12K, PAR 5000.3

070 02 002  Does the command audit the field service records on the occasions specified?

              Reference

              MCO P1070.12K, PAR 5000.5

070 02 003  Does the command audit field service records in the presence of the individual concerned?

              Reference

              MCO P1070.12K, PAR 5000.4A

070 02 004  Does the command conduct a monthly audit of all field service records to ensure accountability?

              Reference

              MCO P1070.12K, PAR 5002

070 03      DOCUMENTS                                         

070 03 001  Are Internal Revenue Service (IRS) forms W-4 filed on the document side of all field service records?

              Reference

              MCO P1070.12K, PAR 3001.3D AND PAR 4001.2A(4)

              MCO P1080.40, PAR 5063

070 03 002  Are completed state legal residence certificates (DD Forms 2058) filed on the document side of all field service records?

              Reference

              MCO P1070.12K, PAR 3001.3F AND PAR 4001.2A-6

              MCO P1080.40, PAR 5063.9

070 03 007  Does the dependency application form (NAVMC 10922) on file in the field service record reflect the correct number of dependents or does it require updating?

              Reference

              MCO P1751.3E

              MCO P1070.12K, PAR. 3001.3G AND 4001.2A(9)

070 03 008  Was the NAVMC 10922 on file in the field service record properly prepared, certified, and submitted?

              Reference

              MCO P1751.3E, CHAP. 1

070 03 015  Is an original completed DD Form 2057 filed on the document side of the field service record for members' participating/not electing to participate in the veteran's education assistance program?

              Reference

              MCO 1560.28B

              MCO P1070.12K  PAR 3001.3I, AND PAR 4001.2A(7)

070 03 018  Does the DD Form 2057 on file in the field service record contain an eligibility statement in the "remarks" section?

              Reference

              MCO 1560.28B

070 03 019  Is there a copy of DD Form 2366, Montgomery GI bill act of 1984 (MGIB) on the document side of the SRB/OQR?

              Reference

              MCO 1560.28B

              MCO P170.12K, PAR 3001.3J AND PAR 4001.2A(8)

070 03 028  Is an excessive amount of extraneous matter filed on the document side of the field service record?

              Reference

              MCO P1070.12K, PAR. 3001.3 AND 4001.2

070 03 030  Was the command filing the benefits/waiver certification VA Form 21-8951 or NAVMC 11058) on the document side of the field service?

              Reference

              MCO P1070.12K, PAR. 3001.3L AND 4001.2A(25)

              MCO P1080.40, PAR 5171

070 03 031  Had the command filed previous enlistment contracts on the document side of the field service record upon immediate reenlistment?

              Reference

              MCO P1070.12K, PAR. 3001.3P AND 4001.2A(11)

070 04      SERVICE RECORD STANDARD PAGES                     

070 04 001  Does the command properly prepare the DD Form 4 executed for the purpose of reenlistment?

              Reference

              MCO P5000.14B, PAR. 4005

              MCO P1070.12K, PAR 4003

070 04 002  Does the command recommend ineligible applicants for appointment the LDO and/or warrant officer programs?

              Reference

              MCBUL 1040 SERIES

070 04 003  Was the copy of the appointment acceptance and record on file in the OQR certified a true copy by the officer concerned?

              Reference

              MCO P1070.12K, PAR 3003.3D

070 04 004  Was the command properly completing NAVMC 321a (agreement to extend enlistment), forwarding the duplicate copy to the CMC (mmsb-20), and filing the form as the top document on the standard page side of the field service record?

              Reference

              MCO P1040.31G, PAR. 4404

              MCO P1040R.35B, PAR. 5407

070 04 005  Do entries placed in the remarks section of the chronological record (page 3) reflect the proper effective date of the occurrence?

              Reference

              MCO P1070.12K, PAR 3004 AND PAR 4004 AND TABLE 4-2

070 04 006  When a Marine had a change in primary duty, was it recorded on page 3 of the field service record?

              Reference

              MCO P1070.12K, PAR 3004 AND PAR 4004 AND TABLE 4-2

070 04 007  Do entries made in the remarks portion of the page 3 reflect correct periods of no duty (i.e., IHCA/IHFA, desertion, UA in excess of 24 hours, etc.)?

              Reference

              MCO P1070.12K, PAR 3004 AND PAR 4004 AND TABLE 4-2

070 04 008  Is the Marine's billet MOS properly recorded on page 3 of the field service record?

              Reference

              MCO P1070.12K, PAR 3004 AND 4004 AND TABLE 4-2

070 04 009  When a Marine is assigned additional duties, is the assignment properly recorded on page 3 of the field service record?

              Reference

              MCO P1070.12K, PAR 3004 AND PAR 4004 AND TABLE 4-2

070 04 011  Is the command applying correct dates when recording assignment of conduct and duty proficiency marks upon reduction in grade?

              Reference

              MCO P1070.12K, PAR 4005 AND TABLES 4-3

070 04 012  Is the command assigning conduct and duty proficiency marks upon reduction in grade?

              Reference

              MCO P1070.12K, PAR 4005 TABLE AND 4-3

070 04 013  Is the command recording all periods of AT on page 3 of the field service record (ready reserve records only)?

              Reference

              MCO P1070.12K, PAR 3004 PAR 4004 AND TABLE 4-2, RULE 39

070 04 014  Is the command assigning conduct and duty proficiency marks upon completion of AT (ready reserve records only)?

              Reference

              MCO P1070.12K, TABLE 4-3

070 04 016  Is the command assigning annual conduct and duty proficiency marks on 31 December (ready reserve records only)?

              Reference

              MCO P1070.12K, TABLE 4-3

070 04 017  Is the command assigning conduct and duty proficiency marks when a Marine has a change of primary duty?

              Reference

              MCO P1070.12K, TABLE 4-3

070 04 018  Is the command assigning conduct and duty proficiency marks upon  promotion to CPL and Sgt.

              Reference

              MCO P1070.12K, TABLE 4-3

070 04 019  Is the command assigning conduct and duty proficiency marks upon  assignment to and/or completion of TAD/TEMINS?

              Reference

              MCO P1070.12K, TABLE 4-3

070 04 020  When a Marine returned from desertion and the mark of desertion had  not been deleted as an administrative error, was the command removing the conduct mark of "o" assigned upon declaration of desertion?

              Reference

              MCO P1070.12K, TABLE 4-3, RULES 11 AND 12, NOTE 1

070 04 021  Does the command enter a conduct mark of "o" with no duty proficiency mark on the ROS in the case of Marines declared a deserter?

              Reference

              MCO P1070.12K, TABLE 4-3, RULES 11 AND 12

070 04 041  Have any personnel in the command posses a basic MOS for an excessive period of time?

              Reference

              MCO P1000.6G, PAR. 3103.1B

070 04 049  Is the command properly reporting all awards and subsequent awards as the inclusive date awarded on and after the date of issuance?

              Reference

              MCO P1080.40B, PAR. 5011

070 04 050  Is the command reporting the date medals and/or ribbon bars were issued/authorized, or the date such issuance/authorization became known?

              Reference

              MCO P1080.40B, PAR 5011

070 04 051  Does the command report all certificates of commendation, letters of appreciation, and/or meritorious masts? 

              Reference

              MCO P1080.40B, PAR 5011

070 04 052  Are entries in the MCTFS on personnel of the command concerning awards, medals, decorations and ribbons current?

              Reference

              MCO P1080.40B, TABLE 9-1

070 04 059  Does derogatory information recorded on page 11 indicate the member was afforded the right to make a statement?

              Reference

              MCO P1070.12K, PAR 3005.2D AND PAR 4006.2E

              U. S. NAVY REGULATIONS, ART 1122

070 04 060  Is the command properly/completely recording entries on page 12 NAVMC 10132 of the field service record for the imposition of non-judicial punishment (NJP)?

              Reference

              MARADMIN 301-02

070 04 072  Is the command properly preparing records of conviction by court-martial for each summary, special or general court-martial which results in a conviction?

              Reference

              MCO P1070.12K, PAR 4008.2 ( AND MARADMIN 301-02)

070 04 073  When all items are completed on page 13, is the signed duplicate copy forwarded to CMC (MMBS)?

              Reference

              MCO P1070.12K, PAR 4008.2A(6)

070 04 074  Is the command preparing a supplementary record of conviction by court-martial in all cases involving convictions by GCM and in those cases involving conviction by SPCM where an approved BCD was included as part of the sentence?

              Reference

              MCO P1070.12K, PAR 4008.4

070 04 075  When the actions of review by higher authority resulted in the setting aside of the findings on all charges and specifications, is the command removing and destroying the record of conviction by court-martial?

              Reference

              MCO P1070.12K, PAR 4008.2A(5)

070 04 076  Is the command filing the record of emergency data (RED) in the field service records?

              Reference

              MCO P1070.12K, PAR 3006 AND 4009

070 04 077  Does the command include directions or an address on the RED when the next of kin's address is indicated as a route number or post office box?

              Reference

              MCO P1080.40B, PAR 5133.8K

070 04 078  Does the RED on file in the field service records contain incorrect information or require updating?

              Reference

              MCO P1080.40B, PAR 5133

070 04 079  Does the command have the Marine sign and date corrections made to the RED?

              Reference

              MCO P1080.40B, PAR 5133.5

070 04 080  Is the RED on file in the field service record properly  witnessed by personnel in the grade of corporal/GS-4 or above?

              Reference

              MCO P1080.40B, PAR 5133.5

070 04 081  Are SGLI election forms (SGLV-8286) on file in the field service records, dated, properly executed, and properly witnessed?

              Reference

              MCO P1741.8D

              MCO P1070.12 K, PAR 4011

070 05      SPECIAL / P C S  ORDERS

070 05 001  Are unit special orders prepared in the proper format? 

              Reference

              MCO P1000.6G, PAR 4500

070 05 002  Are signed original file copies of unit special orders being retained for the current calendar year plus one?

              Reference

              MCO P1000.6G, PAR 4500.2K

070 05 003  Are official file copies of unit special orders signed and do they contain an original signature?

              Reference

              MCO P1000.6G, PAR 4500.2K

070 05 004  Are unit special orders signed per the current edition of SECNAVINST 5216.5?

              Reference

              MCO P1000.6G, PAR 4500.2K

070 05 005  Are unit special orders numbered consecutively in separate series for each calendar year and are they retired one year after the current calendar year plus one?

              Reference

              MCO P1000.6G, PAR 4500.1A

070 05 006  Did the command obtain and retain on file for one year, emergency data information to include name, address, and relationship of person(s) to be notified in case of death/injury on personnel transferred outside the immediate vicinity of the command (note: for Reserve Commands. include SMCR personnel assigned to IADT)?

              Reference

              MCO P1000.6G, PAR 4109.2

070 05 007  Does the command obtain a receipted copy of PCS orders and retain them on file for one year?

              Reference

              MCO P1000.6G, PAR 4109.1

070 05 008  Do receipted copies of PCS orders include the date, hour and place of receipt?

              Reference

              MCO P1000.6G, PAR 4109.2

070 05 009  Do PCS orders require personnel to report to the appropriate command housing office prior to making lease or rental agreements?

              Reference

              MCO P1000.6G, PAR 4109.2 AND 4400.2M (3) (H)

070 05 010  Do PCS orders for Marines with dependents include the dependent(s) full name, relationship to the Marine, and date of birth?

              Reference

              MCO P1000.6G, PAR 4109.2 AND 4400.2E (4)

070 05 011  Were duplicate original orders issued to absentees/deserters retained on file: was the required distribution of the orders made: and, do they bear all required original signatures?

              Reference

              MCO P5800.16A, PAR 5009.5D AND FIG. 5-4

070 05 012  Do PCS orders transferring personnel overseas contain the correct information for whom to contact at LAX Airport?

              Reference

              MCO 4650.30K, PAR 10

070 05 013  When more than one Marine/USN is listed on any type of orders (special/PCS/TAD, etc,) are only the last four digits of social security number preceded by zero's shown?

              Reference

              MCO P1000.6G, PAR 4500.2A

ON-LINE UNIT DIARY SYSTEM (OLDS)/UNIT DIARY SYSTEM (UDS)

1.  A 30/31 day tickler file is used to ensure that all known reportable events  (i.e., TAD orders, leave authorizations, SGLI reductions/notifications, missing composite scores, separation documents, RIDT sheet, etc) are routed to and reported on the unit diary. (Ref: MCTFSPRIM, par 1300.5g; MCTFSAPSM par 110103;and MCO P1050.3G, par 4007.3b, MCRAMM, par 3202.4b) 


Yes (  ) No (  )



2.  The transaction counter page is annotated to reflect the information contained in Part I of the DFR, to include the number of statements processed, rejected and total transactions. If there are less than the numbers submitted, missing entries are researched using TRF. (Ref: MCTFSPRIM, par 2115.2b) 

Yes (  ) No (  )



3.  Diary Feedback Reports
    a.  The diary feedback report is printed on the date a cycle completes processing or the first working day thereafter.  (Ref:  MCTFSPRIM, pars 1300.6 and 8103.1) 



Yes (  ) No (  )



    b.  The diary feedback report is certified and dated by the commanding officer or a certifying officer within 5 working days.  

(Ref: MCTFSPRIM, pars 1300.6e and 8103.2b)





Yes (  ) No (  )



    c.  Each rejected/advisory message is audited and annotated with the corrective action taken, to include UD number and date. (Ref: MCTFSPRIM, pars 1300.6e and 8103.1c(1)) 






Yes (  ) No (  )



    d.  Are procedures in place to frequently review entitlements on those Marines with a service spouse to ensure Marines are in receipt of proper entitlements?  (MCTFSPRIM, par 5078.2 and 5158)

Yes (  ) No (  )



    d.  Written internal control procedures have been established for the UD section to include audit procedures, billet responsibilities, document flow within the office, and relationships with other organizations and are complied with. (Ref:    MCTFSPRIM, par 1300.3; and MCTFSAPSM, par 110103.2)

Yes (  ) No (  )



4.  Electronic Signature (ELSIG) Security
    a.  ELSIG’s are known only to the personnel to whom assigned. (Ref:     MCTFSPRIM, par 2114.3b(2))





  










Yes (  ) No (  )



    b.  ELSIG’s for personnel who are transferred, detached or discharged are deleted from the active ELSIG file for the unit.  (Ref:MCTFSPRIM, par 2114.3b(2) 

Yes (  ) No (  )



    c.  The Master ELSIG diskette(s) is maintained in a sealed envelope in a safe with limited access and the commanding Officer or the ELSIG Control Officer (ECO) (If not destroyed prior to 23 April 1999) controls access.  (Ref PAA 5-98 and PAA 4-99) 







Yes (  ) No (  )


5.  PersTempo
    a.  Are procedures in place to ensure PersTempo information is reported

into MCTFS?  (Ref:  MARADMIN 556/00)












Yes (  ) No (  )



    b.  Are procedures in place to ensure that leave taken while deployed does not count towards deployed time for high deployment perdiem?  (Ref:  MARADMIN 556/00) 

Yes (  ) No (  )



    c.  Marines who are deployed more than 400 days of the preceding 730 days

receive high deployment perdiem payment of $100.00 per day beginning on the 401st day.  (Ref:  MARADMIN 556/00)      











Yes (  ) No (  )



    d.  Are procedures in place to ensure orders writing activities forward 

PersTempo information to the appropriate reporting activity prior to the commencement of travel?  (Ref:  MARADMIN 556-00)

Yes (  ) No (  )



    e.  Are procedures in place to ensure PersTempo information is reported on

Reserve Marines who are performing active duty which is not at the Marine’s training site and is at least 100 miles from the Marine’s residence or is a lesser distance that requires at least 3 hours of travel via ground transportation?  (Ref:  MARADMIN 556/00) 

Yes (  ) No (  )



    f  Are procedures in place to ensure PersTempo information is tracked on

other service personnel who are assigned to Marine Corps Commands?  (Ref:  MARADMIN 556/00). 

Yes (  ) No (  )



ADMINISTRATION MANAGEMENT PROCEDURES

1.  Publications/Messages

    a.  Does the command maintain on site publications sufficient in quantity (regardless of medium) to sustain its administrative operations.  Digitized publications obtained from the internet, CD-ROMS or other sources must be downloaded and maintained on site as either electronic files or paper copies.  For the purpose of analysis, electronic files will suffice and need not be printed. (Ref: MCO P5600.31_, par 3206.1 (w/ch 2) (SEE PUBS CHECKLIST ON WEBSITE (WWW.LEJEUNE.USMC.MIL/MCAAT)).

Yes (  ) No (  )



    b.  The unit maintains current pay related and administrative publications as reflected in the most recent catalog of publications (NAVMC 2761) to include changes published by ALMAR/MARADMIN: (Ref: MCO P5600.31_, par 3206 and NAVMC 2761).

Yes (  ) No (  )



    c. The unit receives and retains (paper or electronic) MCTFS Msgs, Personnel Admin Advisories (PAAs), and other notices such as SAOs/SAANs/PAANs/TANs/ ALMARSs/MARADMINs.  (Ref: MCTFSAPSM, par 60109).

Yes (  ) No (  )



2.  MOS Training

a.  Is office training being conducted to maintain MOS proficiency to include use of authorized Marine Corps ADPE applications?  (Ref: MCO 1510.53A; MOS Manual; FMFM 0-1).

Yes (  ) No (  )



LEGAL PROCEDURES
1.  Unit Punishment Book (UPB)
    a.  Punishments are correctly reported on the unit diary. (Ref:  MCTFSPRIM, par 5112).

Yes (  ) No (  )



    b.  Forfeitures are within the maximum allowable amounts. When punishment includes both reduction in grade, whether or not the reduction was suspended, and forfeiture of pay, the forfeiture is applied to the grade to which reduced. (Ref: DODFMR, pars 490301 and 490303; and MCM).

Yes (  ) No (  )



    c.  Absences that have been determined to be time lost are reported on the unit diary.  (Ref:  MCTFSPRIM, pars  5032, 5088, 5089, 5163, 5166).

Yes (  ) No (  )



    d.  A copy of the UPB is delivered to the Marine and a copy sent to CMC (MMSB) in cases involving an unsuspended reduction.(Ref: MCO P5800.16, par 3006)

Yes (  ) No (  )



    e.  Written internal control procedures have been established for the legal/reduction section to include audit procedures, billet responsibilities, document flow within the office, and relationships with other organizations and are complied  with.  (Ref:  MCTFSPRIM,  par 1300.3; and MCTFSAPSM, par 110103.2; MCAP)

Yes (  ) No (  )



COURTS-MARTIAL/APPELLATE LEAVE PROCEDURES
1.  COURTS-MARTIAL
    a.  Adjudged forfeitures and reductions are effective on the 15th day (count day of court-martial as day one) or upon action of the convening authority, whichever is earlier. (Ref: PAA 6-98) 

Yes (  ) No (  )



    b.  GCM-SPCM.  Automatic forfeitures take effect the 15th day after the court-martial sentence (GCM = forfeiture of all pay and allowances; SPCM = forfeiture of 2/3 basic pay only for period of confinement).  (Ref:  PAA 6-98)

Yes (  ) No (  )



    c.  When awarded a special court-martial (SPCM) and the punishment includes both confinement and a punitive discharge, two thirds (2/3) of pay is automatically being forfeited while confined regardless of the forfeiture adjudged.  (Ref:  PAA 2-97)  (Was a NAVMC 11116 completed, if required?)

Yes (  ) No (  )



    d.  When awarded a general courts-martial (GCM), all pay and allowances 

are being automatically forfeited only while confined in excess of 6 months or for the period of confinement when awarded a punitive discharge regardless of the forfeiture adjudged. (Ref: PAA 2-97) (Was a NAVMC 11116 completed, if required?).

Yes (  ) No (  )



    e.  GCM-SPCM.  Automatic reductions take effect the date of the CA’s action.  Automatic reductions occur when a Marine is not adjudged a reduction to Pvt/E1 and either a punitive discharge or confinement for more than 90 days has been awarded.  The CA may suspend the reduction to Pvt/E1 and retain the member at an intermediate pay grade.  (Ref:  PAA 6-98 and JAGINST 5219.1D).

Yes (  ) No (  )



2.  APPELLATE LEAVE
    a.  Are all appropriate Unit Diary entries reported prior to sending a member to Voluntary Appellate Leave to include:  Return member to normal duty status, report court-martial, stop Clothing Replacement Allowance (CRA) and ensure all Time Lost (TL) is reported.  (Ref: MCTFSPRIM, par 5086.8; MCO P1050.3_, par 2027; MCO 1050.16_ par. 11a(1)).

Yes (  ) No (  )



    b.  For Voluntary Appellate Leave, are the number of days accrued reported in the “TO APP LV” statement?  Is it computed to the day before the effective date of orders directing Appellate Leave. (Ref:  MCO 1050.16_, par 9, and MCTFSPRIM, par 5094.9d; MCO P1050.3_, par 2027.1).

Yes (  ) No (  )



    c.  For Voluntary Appellate Leave, is member electing to either, receive pay and allowances during the period of accrued Leave while charging any leave beyond the accrued Leave as excess leave, or payment for accrued leave to be credited on the day before leave begins with the total period of appellate leave charged as excess leave.  (Ref:  MCO 1050.16_, par 9a, and MCTFSPRIM, par 5094.9; MCO P1050.3, par 2027).

Yes (  ) No (  )



    d.  Are the number of days computed to the day before the effective date of orders directing Leave, or reported as “00” if the member elects to receive payment for Leave?  (Ref:  Personnel Admin Advisory 11-95; and MCO 1050.16_, par 9a; MCO P1050.3_, par 2027).

Yes (  ) No (  )



    e.  The Commanding Officer is notifying all personnel being placed in an involuntary appellate leave status, in writing, that they were transferred to the Navy and Marine Corps Appellate Leave Activity (NAMALA), and the SNM is to keep NAMALA informed of a current mailing address or status changes to include:  marriage, divorce, and gain/loss of dependent children.  (Ref:  MCO 1050.16_ par 6; and MCTFSPRIM, par 5094.9d(2)(1)(a)).

Yes (  ) No (  )



    f. The Commanding Officer is ensuring all personnel ordered to an involuntary appellate leave status have been transferred via service record book to NAMALA. (Ref:  MCO P1050.16_, par. 13, and MCTFSPRIM, par 5094.9)

Yes (  ) No (  )



    g.  Are service records mailed to the NAMALA via the U.S. Postal Service, using certified return receipt mail?  (Ref:  MCO 1050.16_, par. 13b)

Yes (  ) No (  )



    h.  Written internal control procedures have been established for the legal section to include audit procedures, billet responsibilities, document flow within the office, and relationships with other organizations and are complied  with.  (Ref:  MCTFSPRIM, par 1300.3; and MCTFSAPSM, par 110103.2; MCAP).
Yes (  ) No (  )



PROMOTION PROCEDURES

1.  Promotions
    a.  Corrective action is taken to ensure that missing information causing a Marine to receive a “0000” composite score, or corrected information which supports the automated composite score process is reported via the unit diary in the same promotion quarter with an appropriate “REQ RECOMPUTE COMP SCORE” entry.  (Ref:  SR 2/99)              

Yes (  ) No (  )



    b.  The unit reports “REQ REMEDIAL SELECTION” for all Marines who required a recomputed composite score via the unit diary.  (Ref:  SR 2/99).

Yes (  ) No (  )



    c.  The unit reports “Not Recommended for Promotion” entries  on or before the 15th of each month for Marines not recommended for promotion and a page 11 entry is made.  (Ref: MARCORPROMMAN, par 2300.1; IRAM, par 4010.3n; and MCTFSPRIM, par 5113

Yes (  ) No (  )



    d. Marines with a “Select Grade” in the MCTFS are properly/promptly promoted.  (Ref: MARCORPROMMAN, Vol 2 par 2300.2 and MCTFSPRIM, par 5130) 

Yes (  ) No (  )



   e.  Written internal control procedures have been established for the promotion section to include billet responsibilities, unit diary reporting timeliness, document flow, promotion recommendation procedures, remedial promotion procedures, and “0000” composite score procedures.  (Ref: MCTFSPRIM, par 1300.3; and MCTFSAPSM, par 110103.2)

Yes (  ) No (  )



HUMANITARIAN TAD PROCEDURES
1.  Procedures have been established by the TAD command and the members PDS to ensure proper pay entitlements are received by Marines in a humanitarian TAD status. (Ref: DODFMR, chaps 25 and 26; JFTR, APP P; MCTFSPRIM, par 5009.15 and MCTFSAPSM PAR 110104.2a).

Yes (  ) No (  )



2.  Marines who have humanitarian attachments terminated and are subsequently joined for duty by the TAD command have BAH and BAS started properly.  (Ref:  MCTFSPRIM, pars 5012, 5013 and 5161.3; JFTR, APP P and MCTFSAPSM PAR 110104.2a)


Yes (  ) No (  )



3.  Marines are attached for humanitarian reasons at the end of authorized leave unless authorized by CMC.  (Ref: MCO P1000.6 par 1301.8)

Yes (  ) No (  )



4.  Humanitarian requests are completed and submitted within 15 calendar days from the date of attachment.  (Ref: MCO P1000.6 par 1301.10)

Yes (  ) No (  )



5.  All periods of chargeable leave are reported on the unit diary upon being attached for humanitarian reasons.  (Ref: MCTFSPRIM, par 5086; and MCO 1050.3h, par 5007)

Yes (  ) No (  )



6.  Written internal control procedures have been established for the humanitarian section to include audit procedures, billet responsibilities, document flow within the office, and relationships with other organizations and are complied  with.  (Ref:  MCTFSPRIM,  par 1300.3; and MCTFSAPSM, par 110103.2; MCAP).

Yes (  ) No (  )



AUDIT PROCEDURES
1. Join Audit 

    a.  Stage one of the join audit is conducted upon arrival at the new PDS, returning from TAD,FAP, IADT, or Deployments in excess of 30 days.  The audit will include  LES’s, Option N, CRCRs, and BIRs /BTRs (with signatures and dependency certification) against the service record (face to face with the Marine) and filed in the service record.  (Ref: MARADMIN 535-99

Yes (  ) No (  )



    b.  The Diary Retrieval System (DRS) Option 23 is retrieved upon arrival at new PDS, audited, and corrective action taken via UD.  The audited Option 23 with  annotations is filed in the correspondence file with the join checklist or check-in sheet.  (Ref: MCTFSPRIM, pars 9100.1c and 9103)

Yes (  ) No (  )



    c.  Units are conducting a second stage audit after elapsed time has posted to MCTFS, or 60 days after the join posts (reservists) whichever is earlier.   The second stage audit includes a thorough comparison of MCTFS records and join documents (i.e. TRS remarks, MCAAT printouts, travel claim and LES’s), (Ref:  MARADMIN 535-99)

Yes (  ) No (  )



    d.  Procedures are in place to notify DO/FO via NAVMC 11116 if elapsed time has not posted to MCTFS within 45 days to include DOV #, DATE, and DSSN of the claim. (Ref: MCTFSPRIM, par. 9104.3b, MARADMIN 535-99)

Yes (  ) No (  )



2.  Annual/Triennial/Deployment Readiness LES Audit  

    a.  A thorough annual/triennial/deployment readiness or anniversary/AT LES audit is conducted on the appropriate occasions and within the required timeframe, and the audited BIR/BTR with signatures and dependent certification is filed in the service record until the next join/triennial audit is completed. (Ref: MCTFSPRIM chapter 9, MCTFSAPSM, par 110104.2b)

Yes (  ) No (  )



    b.  The Annual Screening Complete entry (TTC 815 000) is reported upon completion of any audit when a BAH certification is certified by the member. (Ref: Soft Release 1-00)

Yes (  ) No (  )



    c.  Written internal control procedures have been established for the SRB section to include audit procedures, billet responsibilities, document flow within the office, and relationships with other organizations and are complied with. (Ref: MCTFSPRIM, par 1300.3; and MCTFSAPSM, par 110103.2)

Yes (  ) No (  )



LEAVE PROCEDURES

1.  Original leave authorizations (NAVMC 3) are maintained in the command’s correspondence file once the  leave has been reported on the unit diary.    (Ref: MCO P1050.3G,par 4008.3d; and IRAM, par 4001.2c(3))

Yes (  ) No (  )



2.  All periods of chargeable leave are being reported. (Ref:  MCTFSPRIM, par 5094; and MCO P1050.3G, par 4008.2a(1))

Yes (  ) No (  )



3.  The Commanding Officer is ensuring that personnel are signed out and in properly and that Marines not sign out on leave prior to the end of the normal workday. (Ref: MCO P1050.3G, par 2005.2; and MCTFSPRIM, par 5094, note 2) 



Yes (  ) No (  )



4.  Procedures are in place to ensure that Marines that take leave in conjunction with special liberty are within the vicinity of the PDS. (Ref:  PAA 10-98and MCO P1050.3G par 2005.3)

Yes (  ) No (  )



5.  The statement is typed on or attached to leave papers: “if emergency care is needed, get care immediately, then contact 1-800/888- (the respective phone number for the region in which the member is enrolled, refer to paragraph (3) of MarAdmin 049-01

Yes (  ) No (  )



6.  Written internal control procedures have been established for the leave section to include audit procedures, billet responsibilities, document flow within the office, and relationships with other organizations and are complied with. (Ref: MCTFSPRIM, par 1300.3; and MCTFSAPSM, par 110103.2)

Yes (  ) No (  )



MEAL CARD PROCEDURES

1.  Are meal cards retrieved when Marines transfer, or depart on TAD, leave, etc. (Ref: MCO 10110.47, App B to encl (2))

Yes (  ) No (  )



2.  Is there an issuing official/agent appointed in writing and a copy of the letter placed in the logbook.  (Ref:  MCO 10110.47, encl (2) par 4a(1)) 



Yes (  ) No (  )



3.  Is there a designated representative appointed in writing and a copy of the letter placed in the logbook, if applicable. (Note: Must not be assigned to additional duties as the meal card issuing official/agent.) (Ref:  MCO 10110.47, encl (2) par 4a(1))

Yes (  ) No (  )



4.  Is there a meal card auditing agent appointed in writing and in the logbook, for those commands that have cognizance of government messhalls, if applicable.  (Ref:  MCO 10110.47, encl (2) par 4a(1))

Yes (  ) No (  )



5.  Does the Commanding Officer or their designated representative conduct proper inventories when required? (Ref:  MCO 10110.47, encl (2) par 4a(3)) 



Yes (  ) No (  )



6.  Does the logbook contain the following required items:  Meal Card Number/SSN,  Grade/Name of Individual to Whom Issued, Date of Issue, Date of Recovery/Reason, Signature of Individual, and Signature of Issuing Agent?  (Ref: MCO 10110.47, encl (2) APP B)

Yes (  ) No (  )



TRAVEL CONTROL PROCEDURES

1.  Travel Controls
    a.  One complete copy of PCS and TAD Orders, travel claim and supporting documents, to include finance office computations are maintained on file for 2 years.  (Ref:  SECNAVINST 5212.5C, Chap 1 (SSIC 1320))

Yes (  ) No (  )



    b.  All Marines reporting by PCS or returning from TAD are submitting a travel claim to the servicing Finance Office within five days of reporting/ return.  (Ref: ALMAR 141/97)

Yes (  ) No (  )



    c.  Procedures are in place to track the submission of travel claims, receipt by the Finance Office, and the final return of orders/travel checks to the member.  (Ref: MCTFSAPSM, par 130201)

Yes (  ) No (  )



    d.  Procedures have been established to inform Marines of the potential entitlement to Temporary Lodging Expense (TLE), when applicable, and to assist Marines in completion of necessary forms upon submission of PCS travel claims.  (Ref: MCTIM, Chap 4 Sect 4; JFTR, Chap 5, Part H; and MCTFSAPSM, App I)      


Yes (  ) No (  )



    e.  DLA claims are being submitted when entitled. (Ensure supplemental claim is submitted when authorization to reside on the local economy and it has been approved by the commanding officer within 60 days of reporting.  (60 additional days may be granted by the CO)  (Ref: JFTR, Par U5610A&B)

Yes (  ) No (  )



    f.  Are supplemental claims being submitted if dependents arrive at the PDS after the Marines report date.  (Ref: MCTFSAPSM, par 130201; and MCTIM, pars 30401 and 80401)

Yes (  ) No (  )



    g.  Procedures are in effect to ensure that Individual Active Duty orders are promptly settled.  (Ref:  MCO 7220.50B, par 10)

Yes (  ) No (  )



    h.  TAD (away from permdusta) orders and PCS orders include the following statement: “if acute, non-emergency medical care is required for you or your family members, call 1-800/888- (the respective phone number for the region in which the member is enrolled, refer to paragraph 3) to obtain guidance and to receive the required authorization.  If emergency care is needed, get care immediately, then contact the number listed above once care is received.”

Yes (  ) No (  )



    i.  Written internal control procedures have been established for travel controls to include audit procedures, billet responsibilities, document flow within the office, and relationships with other organizations and are complied with. (Ref: MCTFSPRIM, par 1300.3;MCTFSAPSM, par 110103.; MCAP)

Yes (  ) No (  )



ORDER WRITING PROCEDURES 

1.  Funded
    a.  If it is known that BOQ/BEQ facilities are not available for the TAD location, a non-availability statement (e.g., Government quarters not available)is included in TAD orders and they indicate the duration and daily cost of lodging reserved at the TAD site, if known.  (Ref: ACTS Manual, par. 4402.5a;  MCTIM, par 80121.3)

Yes (  ) No (  )



    b.  An estimate of miscellaneous out-of-pocket expenses (e.g., parking, taxi, skycap, etc.) and registration fees are included in the orders indicate whether any meals or lodging are included with the fee.  (Ref: ALMAR 141/97; MCTFSAPSM, par 130201 and MCTIM, par 80121.8)

Yes (  ) No (  )



    c.  TAD orders or the delivery endorsement specifies a mode of transportation. (Ref: MCTIM, par 80121.11 and ACTS Manual, pars 4204.1 and 4205.5) 

Yes (  ) No (  )



    d.  When travel by POV has been authorized for the member’s convenience the constructive common carrier cost is placed in the TADO’s. (Ref: MCTIM, par 80121.11; JFTR, par U3310.A1; and ACTS Manual, par 4205.5

Yes (  ) No (  )



    e.  Does the unit have an SOP and internal control procedures for the preparation and submission of classified travel orders and claims. (Ref:  DODFMR VOL 9, par. 080406 and MCTIM, par. 20901)

Yes (  ) No (  )


 

    f.  Orders to school house training directs the utilization of government quarters and messing, which enables the school house commander to determine availability.  (Ref:  JFTR U1045.B.2(a), U4400 (Bold Note) and U4125.A.3b(3) 

Yes (  ) No (  )



    g.  The orders indicate the maximum lodging and M&IE allowances for the locality where the TAD is to be performed. (Ref: MCTIM, par 80121.4) 

Yes (  ) No (  )



    h.  TAD orders indicate when the Finance Officer is authorized to make an advance, or direct the traveler to obtain the advance from an Automated Teller Machine.  (Ref: MCO 4600.40)

Yes (  ) No (  )



    i.  TAD orders indicate “Charge Card Holder” or “Frequent Traveler” in the remarks block or other appropriate location for designated personnel.  (Ref:  MCTIM, par 80121.1; ACTS Manual, par 4402.5d; MCO 4600.40 and MARADMIN 094-00)

Yes (  ) No (  )



   j.  When circumstances prevent use of the charge card (e.g., ATM not available, card not accepted or received, etc.) the statement “charge card cannot be used” is included in the orders. (Ref:  MCTIM, par 81021.1)






Yes (  ) No (  )



    k.  The amount of travel advance authorized is indicated on the orders to allow for the reimbursement of ATM and charge card fees.  (Ref: ACTSMAN, par 4402.5c)

Yes (  ) No (  )



    l.  Orders directing members traveling together (formerly group travel) addresses “limited or no reimbursement” when subsistence has been provided.  (Ref:  JFTR, par. U4000)

Yes (  ) No (  )



2.  Unfunded

    a.  Orders directing members traveling together are treated as normal per diem reimbursement when the orders do not address “limited or no reimbursement”.  (Ref:  JFTR, par U4000)

Yes (  ) No (  )



    b.  Permissive TADO’s indicate that travel is “authorized” instead of “directed” and they indicate that  the traveler may refuse the orders. (Ref: MCTIM, pars 20103.6 and 80104.1; and ACTS Manual, pars 4103.7 and 4404)





Yes (  ) No (  )



3.  PCS
    a.  A paragraph is included in the PCS orders or endorsements concerning the Marines entitlement to Temporary Lodging Expense (TLE) which contains the number of days entitled, location of temporary quarters, and statement of non-availability of government quarters.  (Ref:  MCTIM, Chap 4, Sect 4; JFTR, Chap 5, Part H; and ACTS Manual, par 4400.2s)

Yes (  ) No (  )



    b.  A paragraph is included in the PCS delivery endorsement for Marines who are entitled to dependents transportation, and who are being assigned to a dependents restricted/unaccompanied tour overseas concerning designated place moves within CONUS.  (Ref: ACTS Manual, par 4400.2r; and JFTR, Chap 5, Part C)

Yes (  ) No (  )



    c.  A statement is included in the PCS delivery endorsement notifying the Marine that he is required to recertify his BAH entitlement within 30 days upon joining his new command.  (Ref:  MARADMIN 535/99)

Yes (  ) No (  )



4.  STRAGGLERS

    a.  Orders are signed and the Command maintaines “Duplicate Original Orders”, when issued to stragglers to include receiving endorsement? (Ref: MCO P5800.16A par 5009)  

Yes (  ) No (  )



    b.  Is proper distribution of stragglers orders being made? (Ref: MCO P5800.16A par 5009)

Yes (  ) No (  )



    c.  Are GTR’s being issued properly in conjunction with stragglers orders to

include notation “Good for Destination Only”. Least costly service and of transportation will be used”.  (Ref: MCO P5800.16A par 5009)

Yes (  ) No (  )



    d.  Is a copy of Pay Adjustment Authorization (DD 139) on file when straggler orders/GTR’s are used?  DD 139 should be forwarded to Marine Corps Support Activity (FCRAI). (Ref: MCO P5800.16A par 5009)

Yes (  ) No (  )



    e.  Are weekly reports prepared and distributed by the command issuing the stragglers orders?  (Ref:  MCO P5800.16A, par 5009)

Yes (  ) No (  )



PAY POLICY PROCEDURES
1.  Active Pay Policy
    a.  The Commanding Officer/Executive Officer or an officer in the personnel office is approving/signing NAVMC 11116s, which direct special payments. (Ref:  MCO 7220.44A, par 7a and MARADMIN 167-99

Yes (  ) No (  )



    b.  The Commanding Officer/Executive Officer or an officer in the personnel office is approving all requests for advance pay outside the normal parameters.  (Ref:  MCO 7220.21E, par 5c and MARADMIN 167-99)

Yes (  ) No (  )



    c.  A NAVMC 11116 with the Marine’s written justification attached, is on file for authorized advance pay outside normal parameters.  (Ref: MCO 7220.21E, pars 5 and 7)

Yes (  ) No (  )



    d.  Advance pay authorized in excess of one month, or liquidation scheduled in excess of 12 months is only approved for the amount or liquidation period that the Marine has substantiated. (Ref: MCO 7220.21E par 7)

Yes (  ) No (  )



    e.  The Marine’s written justification includes a minimum of a list of actual and anticipated expenses, and an explanation of the circumstances, which cause the greater than normal expenses to be incurred and a listing of other advances provided (e.g. dependent travel, advance BAH, DLA, etc.).  (Ref:  MCO 7220.21E par 7)

Yes (  ) No (  )



    f.  Current Commanding Officer’s “By direction” authorizations (NAVMC Form 11119) are being properly maintained to include all certifying officials.  (Ref:  MCTFSAPSM, par 0801012)

Yes (  ) No (  )



    g.  Undelivered treasury checks are returned to the Finance Office within two weeks of receipt for cancellation (Ref: MCTFSAPSM, pars 50305 and 50306; and DODFMR, Vol 5, par 080302b)

Yes (  ) No (  )



    h.  Procedures have been established to monitor combat leave balances, and notify the FO when a Marine who earned combat leave uses that leave to adjust the taxes.  (Ref: MCTFSAPSM, par 10206; and PAAN 29-97)

Yes (  ) No (  )



    i.  Are procedures in place to ensure source documents relating to other 

service personnel assigned to the unit are forwarded to the appropriate personnel support detachment for reporting?  (Ref: DODFMR chaps 17, 25, and 27; MCTFPRIM, par 1300.5c)

Yes (  ) No (  )



SPECIAL/HAZARDOUS DUTY PAY PROCEDURES

1.  Procedures have been established to ensure that Marines are authorized (SDA; Jump; Scuba; DemoDu; Flight Pay, Flight DeckDu Pay, etc.), and that orders are not antedated where prohibited. (Ref: MCO 1326.2F; MCO 3500.20; MCO 3571.2F; MCO 7220.12M; OPNAVINST 7220.4H; and ACTS Manual pars 1205, 1206, 1207, 1208, 1209, 1210, 1211, 1217)

Yes (  ) No (  )



2.  Procedures have been established to ensure that the number of Marines receiving Special/Hazardous Duty Pays does not exceed the number authorized by T/O billets.  (Ref: MCO 1326.2F; MCO 3500.20; MCO 3571.2E; MCO 7220.12M; OPNAVINST 7220.4G; ACTS Manual, pars 1205, 1206, 1207, 1208, 1209, 1210, 1211)

(Note:  DI, Rctr, MSG, CarPlnr NOT included for T/O purposes)

Yes (  ) No (  )



3.  Procedures have been established to monitor requirements for continued receipt of Hazardous Duty Pay (i.e., quarterly parachute jumps or flight hours, flight deck   takeoff/landing evolutions).  (Ref:  MCO 1326.2F; and MCO 3500.20) 

Yes (  ) No (  )



4.  Procedures have been established to monitor payments of Hazardous Duty Pay with minimum requirements (parachute duty pay, enlisted flight pay) to ensure that payments made to the member are based on applying credit to the earliest possible month (i.e., performs a jump in March the quarterly credit is used for January and February if member was not already eligible).    (Ref: MCO 1326.2F; and MCO 3500.20)

Yes (  ) No (  )



5.  Is the annual certification for SDA pay being conducted and documented.  (Ref: DODFMR, par 080101c and MCO 722O.12M)


Yes (  ) No (  )



6.  Have procedures been established to ensure that TTC 136 001 “STRT HDP-L

COUNTRY CODE ED” is reported on all Marines, officer and enlisted, that are permanently stationed in a location which entitles them to Hardship Duty Pay – Location (HDP-L)?  (Ref:  PAAN 73/00)

Yes (  ) No (  )



7.  Have procedures been established to ensure that TTC 136 001 “STRT HDP-L

COUNTRY CODE ED” is reported on all Marines, officer and enlisted, that are temporarily assigned in excess of 30 days (effective the 31st day and retroactive to the first day of the assignment) in a location which entitles them to HDP-L?

Yes (  ) No (  )



NON-EAS SEPARATION PROCEDURES

1.  How many personnel of the reporting unit are presently being recommended for discharge prior to their normal ECC.               List Number:    __________

2.  For personnel recommended for discharge prior to ECC, has the Finance Officer been notified to (a) stop allotments, (b) Direct Deposit enrollment terminated, and (c) checkage for indebtedness be started to include NMCRS loans when applicable in each case.  (This does not apply for Marines applying for hardship discharge.) (Ref: MCTFSAPSM, pars 40401.2b(1) and 70501.4)

If no, in how many cases was the FO not notified?   List Number:    _________

3.  The Commanding Officer has reported a new ECC for Marines being separated before their normal ECC and immediately notified the FO of the new ECC. (Ref: MCTFSAPSM, par 40401.B2a; and MCTFSPRIM, par 5065.11)

Yes (  ) No (  )



4.  The Commanding Officer submits the original and at least one copy of the appropriate NAVMC forms  to  the Finance Officer ten working days prior to the date of separation.   (Ref: MCTFSAPSM, par 40401.B1a (3); and MARCORSEPMAN, par 1101.6a) 

Yes (  ) No (  )



5.  The Commanding Officer reports all changes affecting pay and allowances by NAVMC 11116 which occur after the NAVMC 11060 is forwarded to the finance office.   (Ref:  MCTFSAPSM, par 40401.B1b and 5094.13)

Yes (  ) No (  )



6.  Changes to entitlements resulting from the member departing on authorized separation/terminal leave have been  reported. (e.g., BAH)  (Ref:  MCTFSPRIM, Table 5-2, rule 4 and 5094.13; MCTFSAPSM, App J, Table 3, rule 6; and SAAN 8-95) 

Yes (  ) No (  )



SEPARATION PROCEDURES

1.  Retirement
    a.  The unit notifies CMC if “REQ RET/FMCR PEND” is not received on the DFR within 10 days of reporting “REQ RET/FMCR”. (Ref: MARCORSEPMAN, par 7007 and App F, pars F004.1b and F006.b(3))

Yes (  ) No (  )



    b.  The unit informs the Marine of unauthorized allotments while in the FMCR/Retired List, and notifies the finance office of the Marine’s desires to terminate those allotments at least 60 days prior to the FMCR/retirement date.  (Ref:  DFAS-KC 7220.45-R (B&A Manual), par 30402.2 and MARCORSEPMAN, App F, par F007.3)

Yes (  ) No (  )



    c.  The unit reports a home address with an effective date at least one day prior to the Ret/Tr FMCR date, but not later than 3 days after the Ret/Tr FMCR date.  (Ref:   MARCORSEPMAN, App F,  par F007.2; and  MCTFSPRIM,  par 5080.3) 

Yes (  ) No (  )



    d.  The unit sends the DD Form 2656 (Retired Pay Data Form) to DFAS-CL, Director for Retired Pay, P. O. Box 99191, Cleveland, OH 44199-1126 NLT 30 days prior to the approved retirement date.  (PH# 1-800-321-1800 and FAX 

1-216-522-5589) (Ref: MARCORSEPMAN, par 7006.4b(1) and App F, pars F004.1h and F007.4 and MCO P1741.11B par 1002.1(a))

Yes (  ) No (  )



3.  Reenlistment/Extension
    a.  “Will Reenter” is only reported on those Marines who have submitted a request for reenlistment / augmentation as appropriate. (Ref:  MCTFSPRIM, par 5058.8; and MCTFSAPSM, par 0101010.B3)

Yes (  ) No (  )



    b.  A “delete as erroneous Will Reenter” is reported on Marines who later elect to separate or whose reenlistment is denied. (Ref:  MCTFSPRIM, par 5058.8)

Yes (  ) No (  )



    c.  Are Marines afforded the opportunity to sell leave in connection with first extension and any reenlistments.  (Ref: DODFMR par 350101 and IRAM 4005.3b(3)(a))

Yes (  ) No (  )



    d.  If the DD Forms 214/215 is completed electronically, are proper measures taken to ensure security (Using only Formflow on a separate directory, using LAN security, and restricting access only to authorized personnel creating the actual form)?  Are the forms logged in using a serial number to include:  command UIC, four digit calendar year, and four digit consecutive number (i.e. SER: 54883-2000-0001)  Ref:  MARADMIN 559/00, MCO P1900.16, DODINST 1336.1, SECNAVINST 5212.5d

Yes (  ) No (  )



    e.  Written internal control procedures have been established for the separation section to include billet responsibilities, document flow within the office, relationship with other organizations and are complied with.  (Ref: MCTFSPRIM, par 1300.3; MCTFSAPSM, par 110103.B; and MCAP)

Yes (  ) No (  )



ORDERS HOME AWAITING PHYSICAL EVALUATION BOARD (PEB)

(MEDICAL PROCESS)
1.  Medical Separation
    a.  Does the command have a tracking system established for identification and tracking medical board processing through final disposition?  (Ref:  MCO  1900.16, par 8607.1 and MARADMIN 17/00)

Yes (  ) No (  )



    b.  Is the command separating/retiring members as required in accordance with a letter or message as directed by CMC MMSR? (Ref:  MCO 1900.16, par 8106.2)

Yes (  ) No (  )



    c.  Marines are not removed from a full duty status in excess of 60 days without medical board action.  (Ref:  MCO 1900.16, par 8603.3 and MARADMIN 17/00)

Yes (  ) No (  )



    d.  Does the command notify CMC MMSR-4 immediately of members in the disability process who may be pending administrative separation for misconduct of punitive discharge?  (Ref:  MCO 1900.16, par 8508.2)

Yes (  ) No (  )



2.  PEB PROCESS
    a.  Marines awaiting results of PEB proceedings who have elected to be 

ordered home are reported with a constructive hour and date of arrival via authorized transportation mode as 0001 following the last day of constructive travel. (for example, a Marine departs at 0800 on x day, his hour of arrival is 2359 for applicable entitlements). 

Note: Individual location is also reported by unit diary and Conus Cola if applicable.  (Ref: DODFMR, Chap 25, Table 25-4; MCTFSPRIM, par 5010.3 and 5010.7)

Yes (  ) No (  )



    b.  The Credit of TAD Rations entry is reported from 0001 on the date of departure through 2359 on the last day of authorized travel/constructed travel.  BAS (at the RIKNA rate) is reported from the 0001 the day following the date of arrival at the designated place through the discharge  date. (Ref: DODFMR, Chap 25; and  MCTFSPRIM, par 5013.15)

Yes (  ) No (  )



    c.  BAH is started at the PDS zip code from the date of entitlement to BAH through the day prior to the date of arrival at the designated place. BAH at the designated place is started from the actual or constructive date of arrival (construct via authorized mode) whichever is earlier.  Single Marines (E4 under 4 and below) who cannot be constructed home on the date of departure from the PDS receive no BAH for the travel time.  (Ref JFTR, App P, MCTFSAPSM, App J, MCTFSPRIM, par 5012.8, Table 5-2, Note 3 and Table 5-4, and DODFMR Vol 7, chapter 26 (IC 29-98))

Yes (  ) No (  )



    d.  Written internal control procedures have been established for the separations/PEB section to include audit procedures, billet responsibilities, document flow  within  the office, and relationships with other organizations and are complied with. (Ref: MCTFSPRIM, par 1300.5c; and MCTFSAPSM, par 110103.B)

Yes (  ) No (  )



DEPLOYMENTS/EXERCISES

1.  Operations/Exercises

    a.  Are source documents being maintained to support payments related to operations/exercises?  (Ref: MCTFSPRIM, par 1300.5c) 

Yes (  ) No (  )



    b.  Are entitlements reported correctly in MCTFS via UD and travel claims in conjunction with operations/exercises? (Ref: DODFMR, JFTR, etc.)

Yes (  ) No (  )



2.  Deployed Per Diem
    a.  Deployed Per Diem is being checked by unit diary entry for those Marines who are TAD or embarked on ship away from the designated deployment location.   (Ref: MCTFSPRIM, par 5052.7 and Table 5-18,; TAN 11-90; and ACTS Manual, par 4402.7a(3)(m))

Yes (  ) No (  )



    b.  Members of UDP units performing concurrent TAD under separate TAD orders are being placed on “locality” per diem. Also, check for HDP, Imminent Danger Pay, Career Sea Time/Pay, Tax exclusion, Flight Deck Duty Pay, etc. (Ref:  MCTIM, par 80512; TAN 11-90; and ACTS Manual, par 4402.7a(3)(m))

Yes (  ) No (  )



    c.  Members of UDP units on advance or rear parties (including legal hold) are on “locality” per diem vice deployed per diem. (Ref: MCTIM, par 80512; and MCTFSPRIM, par 5052.4)

Yes (  ) No (  )



    d.  Members of UDP units on legal hold are not being kept at the UDP location in excess of 180 days (including time with main body) without CMC approval.  (Ref: MCTIM, par 80511)

Yes (  ) No (  )



    e.  Procedures are in place to ensure that Marines participating in the Unit Deployment Program are not checked deployed perdiem while deployed when they enter/depart a group travel status.  In other words, Deployed Perdiem is not checked for period of group travel in support of UDP.  (Ref:  TAN 11-90)

Yes (  ) No (  )









