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040         CAREER PLANNING

            Functional Area Manager: MMEA-6

            Point of Contact: MGYSGT SUMABAT   DSN 278-9261

            Date Last Revised: 14 February 2003

040 01      N C O I C  INSPECTION CHECKLIST

040 01 001  Did the NCOIC conduct quarterly meetings/training with all subordinate Career Retention Specialists?


              Reference

              MCO P1040.31, PAR 3003

040 01 002  Was an indoctrination program established for new Career Retention Specialists of 3/6/9 months? 

              Reference

              MCO P1040.31, PAR 3003

040 01 003  Does the NCOIC maintain training jackets on all subordinate Career Retention Specialists to include inspection results?  

              Reference

              MCO P1040.31, PAR 3003

040 01 004  Does the NCOIC advise the Commanding General/Commanding Officer of current Marine Corps enlisted retention matters?

              Reference

              MCO P1040.31, PAR 3003

040 01 005  Does the NCOIC keep subordinate Career Retention Specialists informed with the most up-to-date information and materials? 

              Reference

              MCO P1040.31,3003

040 01 006  Does the NCOIC review the current boatspace report and pertinent fiscal year retention apportioning requirements? 

              Reference

              MCO P1040.31, PAR 3003, AND

              CURRENT FY ENLISTED RETENTION GUIDELINES

040 01 007  Does the NCOIC, with the Commanding General/Commanding Officer and command Sergeant Major develop a strategy to achieve all apportioning requirements?

              Reference

              MCO P1040.31, PAR3003,

              AND CURRENT FY ENLISTED RETENTION GUIDELINES

040 01 008  Does the NCOIC ensure the unit Career Retention Specialists understand their apportioning requirements? 

              Reference

              MCO P1040.31, PAR3003,

              AND CURRENT FY ENLISTED RETENTION GUIDELINES

040 01 009  Does the NCOIC monitor the progress of each Career Retention Specialist in obtaining apportioning requirements?

              Reference

              MCO P1040.31, PAR 3003,

              AND CURRENT FY ENLISTED RETENTION GUIDELINES

040 01 010  Does the NCOIC have a remedial training program to support subordinate Career Retention Specialists? 

              Reference

              MCO 3500.40

040 01 011  Does the NCOIC conduct on sight inspections of subordinate commands IAW AIRS checklist?

              Reference

              MCO 3500.40

040 01 012  Does the NCOIC complete a monthly career planning retention report?

              Reference

              MCO 3500.40

040 02      CAREER RETENTION SPEC  INSPECTION CHECKLIST

040 02 001  Does the Career Retention Specialist demonstrate satisfactory knowledge and understanding of the various types of reenlistments? 

              Reference

              MCO P1040.31, PAR 4103

040 02 002  Does the Career Retention Specialist demonstrate satisfactory knowledge and understanding of the reenlistment eligibility criteria? 

              Reference

              MCO P1040.31, PAR 4103

040 02 003  Does the Career Retention Specialist demonstrate satisfactory knowledge and understanding of the purpose and scope of the request procedures for waiver of reenlistment eligibility criteria? 

              Reference

              MCO P1040.31, PAR 4103

040 02 004  Does the Career Retention Specialist demonstrate satisfactory knowledge and understanding of the policy and procedures for canceling voluntary extensions of enlistment? 

              Reference

              MCO P1040.31, PAR 4201

040 02 005  Does the Career Retention Specialist demonstrate satisfactory knowledge and understanding of the current FY Enlisted Retention Plan and unit apportioning requirements?  

              Reference

              CURRENT FY RETENTION GUIDELINES

040 02 006  Does the Career Retention Specialist demonstrate satisfactory knowledge and understanding of the purpose and types of career planning interviews?

              Reference

              MCO P1040.31, PAR 6002

040 02 007  Does the commanding officer demonstrate satisfactory knowledge and understanding of the purpose and types of career planning interviews? 

              Reference

              MCO P1040.31, PAR 6002

040 02 008  Does the examination of career planning contact records reveal the command was properly conducting required interviews? 

              Reference

              MCO P1040.31, PAR 6005, AND MARADMIN 23/98

040 02 009  Does the command have a satisfactory interview management system? 

              Reference

              MCO P1040.31, PAR 6006

040 02 010  Does the Career Retention Specialist understand the responsibility and procedures between parent and host commands regarding FAP and TAD Marines? 

              Reference

              MCO P1040.31, PAR 1002.5

040 02 011  Does the Career Retention Specialist have immediate access to the minimum required references? 

              Reference

              MCO P1040.31, APDX A

040 02 012  Are the Selective Reenlistment Bonus Program, Statements of Understanding certified by the Commanding Officer and properly filed.

              Reference

              MCO 7220.24M

040 02 013  Are the oaths of enlistment/extension administered by a commissioned officer? 

              Reference

              MCO P1040.31, PAR 4109.A

040 02 014  Are the proper reenlistment codes assigned upon discharge? 

              Reference

              MCO P1040.31, FIG 6-2

040 02 015  Does the Career Retention Specialist correctly complete the career planning contact record? 

              Reference

              MCO P1040.31, PAR 6005.3

040 02 016  Does the Career Retention Specialist have additional duties that either compromised the Career Retention Specialist's position or required the preponderance of their time? 

              Reference

              MCO P1040.31, PAR 3001.4

040 02 017  Does the Career Retention Specialist have an assigned work area conducive to an effective career planners program?

              Reference

              MCO P1040.31, PAR 3004

040 02 018  Is the Career Retention Specialist familiar with restrictions affecting further service authorizations? (service limits) 

              Reference

              MCO P1040.31, PAR 4106

040 02 019  Does the Career Retention Specialist demonstrate satisfactory knowledge and understanding of the purpose of extension of enlistment? 

              Reference

              MCO P1040.31, PAR 4200, 4201, 4202, 4203

040 02 020  Does the Career Retention Specialist demonstrate satisfactory knowledge and understanding of local command authority to execute extensions of enlistment? 

              Reference

              MCO P1040.31, PAR 4200.2B AND 4200.2C

040 02 021  Does the Career Retention Specialist demonstrate satisfactory knowledge and understanding of TFRS procedures? 

              Reference

              MCO 1040.31

040 02 022  Does the Career Retention Specialist correctly complete the Reenlistment-Extension Lateral Move requests (RELM) NAVMC 10842

              Reference

              MCO P1040.31, 7003 AND FIG 7-4

040 02 023  Does the Career Retention Specialist correctly complete the agreements to extend enlistment, NAVMC 321A?

              Reference

              MCO P1040.31, PAR 7004, FIG 7-5

040 02 024  Does the Career Retention Specialist correctly file the agreements to extend enlistment?

              Reference

              MCO P1040.31, PAR 7004.5

040 02 025  Is the Career Retention Specialist familiar with involuntary separation? 

              Reference

              MCO P1040.31, APDX C

040 02 026  Does the Career Retention Specialist understand the target enlisted progression pattern? 

              Reference

              MCO P1040.31, FIG 1-1

040 02 027  Does the Career Retention Specialist understand the organization of the enlisted retention section (MMEA-6), HQMC? 

              Reference

              MCO P1040.31, FIG 1-2

040 02 028  Does the Career Retention Specialist understand the definitions of terms contained in the Enlisted Career Planning and Retention Manual? 

              Reference

              MCO P1040.31, PAR 2000

040 02 029  Does the Career Retention Specialist understand the reenlistment lengths? 

              Reference

              MCO P 1040.31, PAR 4100.6

040 02 030  Does the Commanding Officer understand his/her responsibilities regarding the CO's recommendation/certification. 

              Reference

              MCO P1040.31, PAR 4102

040 02 031  Does the Career Retention Specialist understand the career development policies? 

              Reference

              MCO P1040.31, CHAPTER 5

040 02 032  Does the Career Retention Specialist, with the guidance of the Commanding Officer and command Sergeant Major develop an adequate plan to meet the current FY enlisted retention goal? 

              Reference

              CURRENT FY ENLISTED RETENTION GUIDELINES

040 02 033  Does the Career Retention Specialist interview 100% of the required first term population?

              Reference

              MCO P1040. 31, PAR 6002

040 02 034  Does the Commanding Officer interview a preponderance of the required first term population? 

              Reference

              MCO P1040. 31, PAR 6002

040 02 035  Does the Career Retention Specialist understand all the current enlistment incentives?

              Reference

              CURRENT FY ENLISTED RETENTION GUIDELINES

040 02 036  Does the Career Retention Specialist submit   lateral move request correctly? 

              Reference

              MCO P1040.31, PAR 5003

              MCO P1200.7

040 02 037  Does the Career Retention Specialist provide Marine for Life guidance to Marines who will not reenlist? 

              Reference

              ALMAR 068/02

040 02 038  Does the Career Retention Specialist correctly complete the reenlistment contract, DD Form 4? 

              Reference

              IRAM

040 02 039  Does the command correctly screen applicants for assignment to Special Duty. 

              Reference

              MCO P1326.6D

040 02 040  Does the Career Retention Specialist complete a monthly career planning retention report? 

              Reference

              MCO 3500.40

040 02 041  Does the Career Retention Specialist maintain the career planning contact record for a period of two years? 

              Reference

              MCO P1040.31, PAR 7000

040 02 042  Does the Career Retention Specialist maintain the IRE for a period of two years?

              Reference

              MCO P1040.31, PAR 7000

