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1.  Purpose.  To set forth operating procedures and policies

within the Sixth Marine Corps District and Recruiting Stations.

2.  Information.  Many practices are repetitive in nature and subject to standardization.  This manual seeks to codify procedures which are already in use and establish procedures where none are in effect.  It is written with the direction of prescribing policies and procedures at both the District Headquarters and Recruiting Station levels.

3.  Recommendation.  Recommendations concerning the contents of this manual are invited.  Such recommendations will be forwarded to the Commanding Officer, 6th Marine Corps District via the RS Commanding Officer or Principal Staff Section Officer.

4.  Certification.  Reviewed and approved this date.





 

W. P. LEEK

DISTRIBUTION:  A

RECORDS OF CHANGES

Log completed change action as indicated.

	Change

Number
	Date of

Change
	Date

Received
	Date

Entered
	Signature of Person

Entering Change

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


LOCATOR SHEET

Subj:  











Location:  










             (Indicate location(s) of copy(ies) of this Manual).










ENCLOSURE (1)

CONTENTS

CHAPTER

1 ADMINISTRATION

2 OPERATIONS

3 LOGISTICS
4 FISCAL
5 ISMO
6 QUALITY OF LIFE (QOL)
CHAPTER 1

ADMINISTRATION










PARAGRAPH

PAGE
TEMPORARY ADDITIONAL DUTY . . . . . . . . . 
  1000

 6

PROCEDURES TO ACCOUNT FOR CHANGES IN 

  BASIC ALLOWANCE FOR HOUSING (BAH)

  FOR MARINES ON RECRUITING DUTY  . . . . . 
  1001

 9

DISTRICT MERITORIOUS PROMOTION BOARD

  PROCEDURES  . . . . . . . . . . . . . . .
  1002

 9

RECRUITER AND SUPPORT STAFF AWARDS  . . . . 
  1003

 12

BANK OF AMERICA (BOA) VISA GOVERNMENT

  TRAVEL CHARGE CARD PROGRAM  . . . . . . . 
  1004

 13

ADMINISTRATIVE PROCEDURES FOR SERVICE RECORD

  BOOK/OFFICER QUALIFICATION RECORD (SRB/OQR)

  AUDITS, PROMOTIONS, AND ANNUAL LEAVE  . .    1005

 14 

NEW JOIN CHECKLIST . . . .  . . . . . . . .    APPENDIX A    19

ROUTING OF TAD REQUEST FORM . . . . . . . .    APPENDIX B    21

MODIFICATION/CANCELLATION OF TAD ORDERS

  REQUEST FORM . . . . . . . . . . . . . . .   APPENDIX C    22

CHAPTER 1

ADMINISTRATION

1000.  TEMPORARY ADDITIONAL DUTY (TAD)
1.  Basic definitions and administrative instructions for the preparation of TAD orders are contained in MCO P1000.6F.  The Routing of TAD Request form illustrates the routing of TAD requests from the member to the appropriate sections and back to the member.  TAD orders will be prepared in the SABRS Travel Subsystem.  Authorized entitlements will be as stipulated in JFTR, Vol I.  Liquidation procedures will be as outlined in MCO P4650.37C.  This headquarters is the order writing activity for headquarters personnel.  The Recruiting Stations (RS) are the order writing activity for headquarters personnel.  The Recruiting Stations (RS) are the order writing activities for personnel assigned within their MCC (to include medical and legal TAD orders).  TAD will be administered as set forth and within the guidelines established by MCO 7300.22.

2.  Requests for TAD orders will be initiated by the Marine/Civilian employee.  All requests will be approved by cognizant principal staff officer at the District Headquarters or the RS CO.  Once approved, the request is forwarded to the District Comptroller/RS Supply Chief for fiscal accounting purposes, then to the Personnel Officer or RS Admin Chief for issuance of orders.  Following completion of travel, the member submits a travel voucher with one copy and all receipts within three working days to the Dist/RS admin section.

3.  Funding:


a.  Funding will generally be provided by the command generating the orders.  The District Comptroller will allocate funds to the appropriate Budget Execution Activity (BEA).  These funds will be allocated based on the yearly budget preparation and mid-year review.  Management and accountability of these funds is the responsibility of the RS Supply Section.  Order-writing is the responsibility of the RS Admin Section.


b.  Funding for medical, legal, QOL/KVN, formal schools, or any unusual circumstances will be maintained at the District level.  Commanding Officers will be maintained at the District 

level.  Commanding Officers will submit TAD Requests to the District Personnel Officer/Comptroller for approval.  If

approved, funding will be passed to the RS who will generate the orders.

4.  Action:

a. Commanding Officers/Principal Staff Officers

(1) Submit projected TAD requirements to the District

 Comptrollers office as requested during budget preparation.  During mid-year review, revalidate those budgeted requirements against those that were funded and report any increases or decreases to current and projected obligations.  Management and accountability of these funds will be the responsibility of the RS Supply Section or appropriate FA at the District Headquarters.

(2) Provide to the Comptroller cost analysis data for 

all conferences involving > 30 attendees required by MCO 7300.22.

(3) Ensure:

(a) All requests for TAD orders are submitted

 using the TAD Request Form.

(b) Requests for TAD orders are submitted to

the Comptroller or RS Fund Administrator for approval 10 working days prior to the expected departure date.

(c) Completed travel claims are submitted 

within three working days following completion of TAD to the Finance Office.  (A SABRS active file screen print will be attached to every 1351/2 travel claim).

(d) A tracking system is developed/maintained

which contains the following information:  Name/SSN/TAD dates/Travel Claim submission date/Travel Claim settle date.

(e) Requests for modifications or cancellations 

are submitted using enclosure (3).  If 

tickets were issued, upon cancellation, immediately return the Original Orders with tickets to the District PersO for return to Omega Travel.

(4) Ensure travelers make travel arrangements prior

to submission of the TAD Request Form.  All supporting documentation will be attached to the TAD Request Form before being forwarded to the Personnel Officer for preparation of orders.

(5) Direct travelers to utilize the mode of travel

that is most cost effective for the District without affecting the mission.

(6) The TAD Request Form will reflect what lodging

arrangements have been made and the cost per night.  Lodging will not exceed the maximum authorized for the TAD location without waiver from District Comptroller.

(7) Members traveling via commercial air will attach

a copy of the itinerary to the TAD Request Form.  Travel arrangements for commercial air and/or rental car will be made through the Parris Island Omega Travel Office, (843) 525-1926 or 1-800-456-6342, Fax:  (433) 228-3349.

b. Personnel Officer/RS Admin Chiefs

(1) Upon receipt of an approved TAD Request Form,

prepare orders for issuance.

(2) Ensure adequate internal controls are in place to

tract settled/unsettled travel claims.

(3) Assist in the monthly validation process by

providing copies of settled travel vouchers to the responsible BEA.

(4) Conduct a monthly validation of Outstanding

Travel Orders (OTO) and Outstanding Travel Advances (OTA) using SABRS Cycle Report G714AF3B (TON/WC REPORT), the TON Travel Log and Travel Vouchers.

c. District Comptroller/RS Fund Administrator

(1) Coordinate and consolidate all TAD requirements

for inclusion in the annual budget submissions.  Additionally, review historical data from prior fiscal years and current annual obligations against current budgeted authorizations to determine necessity for funding adjustment.  Identify to higher headquarters any unfounded requirements identified.

1001.  PROCEDURES TO ACCOUNT FOR CHANGES IN BASIC ALLOWANCE FOR 

  HOUSING (BAH) FOR MARINES ON RECRUITING DUTY
1.  JTFR Volume 1 APP A, defines Permanent Duty Station (PDS)/Official Station as the official post of duty or official station to which a member is assigned or attached for duty other than Temporary Duty or Temporary Additional Duty.  Further, it defines Duty Station as the place at which a member is actually assigned for duty, including a place from which a member is actually assigned for duty, including a place from which the member commutes daily to an assigned station.  MCO P1000.6G Acts Manual, states that PCA orders are issued for close proximity or intra-command transfer in which no proceed, delay or travel time is authorized.

2.  The BAH rate is based on the zip code of the PDS.  The PDS is defined in the above paragraph.  The Marine will draw BAH based on the zip code of their PDS.

     a.  If an RS CO wants to move a Marine to a new PDS and determines the new PDS to be within a reasonable commuting distance the RS CO must provide the Marine with PCA orders, and have the Marine sign the statement provided in the Memorandum of Acceptance of possible BAH changes due to PCA Orders.  Copies of the PCA orders, and the statement need to accompany the request to change the BAH rate for the unit diary personnel to use as source documents.

     b.  If the RS CO wants to move a Marine to a new PDS and determines that the commute to the new PDS is unreasonable, the RS CO must request an Intra-District PCS move from the District Commanding Officer.  Approval for such moves will be base upon 

the RS CO’s justification for the move and available moves as allocated by MCRC per FY.

1002.  DISTRICT MERITORIOUS PROMOTION BOARD PROCEDURES
1.  Meritorious Promotions recognize Marines that consistently perform their jobs above that which is expected of them.  Our job is to make sure that the most qualified Marines are selected.  In this respect “paper boards” will not suffice.  The procedures set forth in this correspondence are designed to make sure that only the most qualified Marines are recommended for promotion, that all packages are administratively correct, and that the selection process is conducted fairly.

2.  Policy:

a.  All meritorious promotion packages will be due to the 

District Adjutant Office 4 days after the “on production observation period cut off dates” from MCRBul 1426 dtd 7 December 1999.  The Meritorious Selection Board Brief Sheet is a copy that will be used by the Recruiting Stations for their promotion packages.  Electronic copies of this brief sheet will be provided to each administration section to ensure ease of submission, ease of correction, and legibility of data.  Packages must be submitted with an electronic copy of this brief sheet.

3.  Screening of Packages:

     (1)  A team from the following sections will screen all packages to ensure they meet the requirements for format and standards as described in MCO P1400.32B and DepO 1400.2K:

(a) District Adjutant Section

1 Adjutant

2 Administration Chief

(b) Contact Team OIC or NCOIC

          (c
) Operations Chief or Assistant Operations Chiefs

     (2)  A spread sheet of eligibility requirements and standards will be used to show that each package was considered by the screening team.

(a) If a package fails the screening due to 

eligibility standards, it will be returned to the RS with an explanation.

(b) If a package needs administrative corrections the

screening team will coordinate with the RS to make the corrections prior to the meeting of the Board.

(c) If a package passes the screening team, the

respective RS will be notified and it will be submitted to the selection board for consideration.  The respective RS Sergeant Major will brief each screened package to the District Selection Board.

4.  Selection Board: 

     (1)  Copies of promotion packages that pass the screening team and copies of the screening team spread sheet will be made for each selection board member.  The District Board will consist of the following personnel.

(a) Primary

(1) District Executive Officer

(2) District Sergeant Major

(3) District Operations Officer

(4) Operations Chief

(5) Contact Team Officer

(b) Alternate

(1) Assistant for Enlisted Recruiting (AER)

(2) Contact Team Chief

5.  Meritorious Promotion Package Brief

     (1)  The respective RS Sergeant Major will brief each package by allocation.

(a) Gunnery Sergeant (Regular)

(b) Gunnery Sergeant (EAD)

          (c) 
Staff Sergeant (Regular)

          (d)
Staff Sergeant (EAD)

(e) Sergeant (Regular)

(f)
Sergeant (EAD)


(2)  There will be a time of discussion after each allocation is briefed, then the board will vote on the allocation at hand.

(3)
The Adjutant or the Administration Chief will act as recorder for the board.

6.  Board Results:


(1)  Upon completion of the board the District Adjutant will provide the results for the District     


(2)  If the District Commanding Officer accepts the recommendations of the board, the Adjutant will prepare the proper endorsements.


(3)  Upon completion of the endorsements, the packages will be delivered to Eastern Recruiting Region on their due date.  All other packages that were considered but not recommended will be returned to the respective recruiting stations.

1003.  RECRUITER AND SUPPORT STAFF AWARDS  

1.  DistO 1650.10 clearly identifies awards that are available from the District Commanding Officer and higher levels of command.  A review of the recruiting station awards order has made it necessary to provide additional guidance concerning

quarterly and annual awards.

2.  Apart from the awards authorized in DistO 1650.10, awards will be considered recognizing the following with a Navy & Marine Corps Achievement Medal:


a.  One Recruiting Station “Rookie of the Year” award for each RS if the RS CO sends the proper OPNAV 1650/3 (Rev. 1-94) Personal Award Recommendation, and a proposed citation.


b.  Two Recruiting Station “RSS/NCOIC of the Year” awards.  One for Large Station (NCOIC + 4 Rec’s), and one for Small Station (NCOIC + 1 to 3 Rec’s) per RS.  The RS CO must send the proper OPNAV 1650/3 (Rev.1-94) Personal Award Recommendation, and a proposed citation.


c.  District Certificates of Commendation may be awarded in lieu of a Navy & Marine Corps Achievement Medal for either of the above-mentioned awards if the RS CO’s request them.

d. Recruiting Station Commanding Officers have the option

of not selecting a “Rookie of the Year” and using that Navy and Marine Corps Achievement Medal to recognize their “RS Support Marine of the Year”.  District Certificates of Commendation will 

be provided to each “RS Support Marine of the Year” not recognized with a medal at the RS level or not selected as “RS Support Marine of the Year” for the District.

3.  Action.


a.  It is essential that each RS revisit their respective awards orders to make sure they reflect the guidance given in the District Order, 1650.10.  The intent of this note and the review of your orders are to ensure proportionality of the awards we give to our recruiters.  If the highest award given in recruiting is a Navy Commendation Medal awarded by the CG, MCRC, then our system must reflect the value of that award.  Official awards are valuable method of recognizing superior performance.  Our job is to not cheapen their impact.  We have more than sufficient recruiter incentive awards to recognize monthly and quarterly performance.


b.  Any deviation to the District Order or the guidance provided in this note must be obtained in writing prior to any announcement in campaigns or promises to our recruiters.

1004. BANK OF AMERICA (BOA) GOVERNMENT TRAVEL CHARGE CARD 

      PROGRAM (GTCCP) 

1.  The BOA Visa charge card is for use by individuals conducting official travel.

2.  The BOA Visa charge card is for any official costs incurred during official travel.  This includes, but is not limited to lodging, meals, rental car, and fuel.  The Visa charge card may be used to draw cash advances at automated teller machines, but the cash must be used during official travel only.  The Visa charge card is not to be used for the purchase of airline tickets.

3.  Payment is due upon receipt of the monthly statement.  Payment may be deferred until the settlement of travel claims, only if the member submitted the claim within three working days of the completion of travel.  Late submission of travel claims does not excuse delinquency.  Utilizing the split-payment disbursement option in order to pay the entire balance is highly recommended.

4.  The District Agency Program Coordinator (APC) will notify the APC of each recruiting station of the individuals who are 60, 90, and 120 days delinquent.  The following action will be taken.

     (1) 60-Day Delinquency.  The member’s BOA Visa charge card will be suspended.  Once the account is paid and returned to a non-delinquent status, the account can be unsuspended by the District APC.

     (2) 90-Day Delinquency.  The member’s BOA Visa charge card will be cancelled.  Requests for reinstatement will not normally be approved.

     (3) 120-Day Delinquency.  The Recruiting Station Commanding Officer will correspond to the District Commanding Officer via the District APC as to what administrative or disciplinary action is being taken.

1005.  ADMINISTRATIVE PROCEDURES FOR SERVICE RECORD BOOK/OFFICER 

  QUALIFICATION RECORD (SRB/OQR) AUDITS, PROMOTIONS, AND 

       ANNUAL LEAVE
1.  MCO P1080.40 states audits will be accomplished to ensure accuracy, completeness, currency, and consistency of the Leave and Earning Statement (LES), Basic Individual Record (BIR), Basic Training Record (BTR), Career Retirement Credit Report/Annual Retirement Credit Report (CRCR/ARCR) (reserve personnel), SRB/OQR, and all other source documents available to the Marine or parent command.  It further states to report on the Unit Diary when a Marine is not recommended for promotion, per MCO 4600.40A, by the 15th of each month.  MCO P1400.32, defines each specific type of leave and when it is to be reported via the Unit Diary.

2.  Joint audits will be conducted and submitted to this Headquarters via unit diary no later than 5 working days from the Marine’s report date to the Recruiting Station.  All 45-day audits will be completed and submitted within 60 days JOIN claim.  Promotion recommendations will be submitted via unit roster with the Commanding Officer signature to this Headquarters by the 10th of each month in order for all non-recommendations to be reported via unit diary in a timely manner.  Leave will be reported via unit diary no later than 5 working days after the Marine returns to duty.

3.  Audit Occasions:


a.  Join Audit.  Conduct whenever joined by a RUC or return from TAD from a period of 31 days or more.


b.  Triennial Audit:  At least once every three years from the date of the last join process audit or triennial audit.  To reduce the number of times a Marine is required to physically visit the administrative section, Marines or administrative personnel are able to declare any visit for routine service as their triennial audit.


c.  Administrative Review.  Required for Reserve personnel to include those individuals service on the Active Reserve Program or extended active duty.  This review will include an audit of the Annual/Career Retirement Credit Report.  Once the review of the ARCR and CRCR is complete, the certification date (TTC 922 000) will be reported to record the annual review of the reservist’s retirement credit history.

4.  Audit Reports/Tools.  To assist the administrator in conducting the audit, the following automated reports will be used in the audit process:

a. Leave and Earning Statements (LES)

b. Basic Individual Record (TBIR)

c. Basic Training Record (TBTR)

d. Diary Retrieval System (DRS) (Option 23)

e. Record of Emergency Data (TRED)

f. Record of Service (TROS)

g. MOS Record (TMOS)

h. Education Record (TEDU)

i. Awards Record

j. Career Retirement Credit Report (CRCR) and Annual 

Retirement Credit Report (ARCR) for reserve personnel

k. Performance Evaluation Record.  The MCTFS option

includes fitness reports through 30 September 1998.  

Subsequently, fitness reports may be view on www.mmsb.usmc.mil.

l.  Service Records and Medical/Dental Records

5.  Audit Requirements.  Audits will be accomplished to ensure the accuracy and completeness of the SRB/OQR with the information within the MCTFS.  Each commander will designate in writing Marines authorized to conduct audits.  Marines in the rank of Lance Corporal and above may be assigned to conduct audits to include certification of the BIR/BTR and RED.  The auditor will ensure all audit items are annotated with the corrected information and is legible.

6.  Audit Certification.  Upon completion of the audit, the auditor will sign and date the appropriate block on the BIR.  The Marine subject to the audit shall certify his/her eligibility to Basic Allowance for Housing (BAH) on the BIR upon completion of the audit.  When the Marine is not available to conduct a personal interview or is not located near the unit administratively responsible, the audit will be accomplished via telephone, fax, or other means of communication.  

7.  Audit Process:

a. The Join Audit.  This audit consist of two stages:

(1) Utilizing the New Join Checklist, the first stage

consist of personal contact with the Marine upon arrival at the new permanent duty station or return from TAD excess.  The Marine will be required to certify the entitlement to BAH if they have dependents.  This BAH certification fulfills the requirement for a triennial audit.  The items to be audited will be the BIR/BTR, Option 23, RED, ROS, Performance Evaluation Record, TMOS, awards, EDU, SGLI, and the CRCR.

(2) Utilizing the 45 Day Audit Checklist, the second

stage of the join process is an audit of all pay and allowances after the Marine’s elapsed time (travel/delay) has posted in the MCTFS or 60 days after the join posts, whichever is earlier.  This stage does not require the physical presence of the Marine being audited.  The tools used for this audit will be the LES, MCAAT printouts, TRS Remark Summary in the MCTFS, and Option 23.  If the elapsed time has not posted within 45 days of the join posting, notify the District Headquarters and a NAVMC 11116 (Payday Adjustment/Special Payment Authorization) will be prepared and submitted to the Disbursing Office.  For joins where no travel entitlements exist, conduct the second stage 

audit immediately after the join post.


b.  Triennial Audit.  This audit will be conducted on all Marines assigned to a reporting unit who have not been the subject of a triennial or join process audit within the past 3 years.  Upon completion, report TTC 815 via unit diary.  The items to be audited will be the BIR/BTR, RED, ROS, Performance Evaluation Record, TMQS, awards, EDU, SGLI, and the CRCR.


c.  Upon completion of the above audits, the Recruiting Station administrator will submit all documentation to the District Headquarters with all supporting documentation via unit diary to disposition.

8.  Promotion Recommendations.  On or around the 26th of each month, the Recruiting Station will receive a copy of the Promotion Recommendation Sheet with a list of eligible Marines.  The Administrative Chief will verify each Marine’s eligibility for the next rank.  The Commanding Officer will sign each recommendation sheet.  In his absence, the Executive Officer may sign as Acting.  The recommendations will be submitted to the District Headquarters by the 10th of the month.  A page 11 entry will accompany each non-recommendation.  This Headquarters will report all non-recommendations via the unit diary for input to the MCTFS by the 15th of the month.


a.  Select Grades.  The promotion section at the District Headquarters will send a select grade roster to each Recruiting Station administrative office on or around the 25th of the month.  The Administrative Chief will verify that each Marine listed is still eligible/qualified for promotion, type the promotion warrant and submit a copy along with the promotion proficiency/conduct marks to the promotion section for reporting via unit diary.  The Administrative Chief must forward all documentation and a page 11 entry to the promotion section for Marines who will not be promoted for reasons in accordance with MCO P1400.32.  The promotion section will run WILL NOT PROMOTE via unit diary.


b.  Zeroed out composite score.  The promotion section will correct zeroed out composite scores.  The RS Administrative Chief will be responsible for ensuring all missing information is submitted to the promotion section to correct the score.

9. Leave Papers.  Leave Papers for annual/emergency leave will be submitted on unit diary no later than 5 working days from the date the Marine returns to duty.  The RS Administrative Chief will track leave using a 30/31 day 

tickler for all Marines of their command.  Once a Marine has returned from leave, the Administrative Chief will ensure all the required signatures and granted extensions are annotated on the papers correctly prior to submitting as a source document for unit diary reporting.  Leave papers for the RS Commanding Officer, will be submitted to the District Commanding Officer for approval prior to the departure.

APPENDIX A

6th MCD NEW JOIN CHECKLIST

RANK________       NAME_________________________    SSN__________________

RS________ DCTB__________  MOS_______  DATE OF MARRIAGE      ________

ACTIVE DUTY SPOUSE   Y or N       

PHASE I:  Initial join.

1. Log Marine into the new join log.   ________

2. Complete a travel claim and submit a copy with the SRB.  ________

3. Print the following from MCTFS  

-BIR/BTR  _________

-RED  _________

-EDUCATION SCREEN  _________

-AWARDS SCREEN  _______

-REMARK SUMMARY  _______

-OPTION 23  (AUDIT OPTION 23)  _______

-ROS   (E-4 AND BELOW, SGT’S UNDER 2 YRS TIG) ________

-PERFOMANCE EVALUATION SCREEN (www.mmsb.usmc.mil/) (E-5 AND ABOVE)  _______

4. Audit the BIR/BTR and RED.  Make sure the Marine signs the BAH certification section on the BIR.  Make any corrections that need to be made.  Make sure that signatures and dates are made after each correction of the RED. _______

A) Check EAS/ECC for required obligated time, if they don’t have obligated service type an extension.  Recruiters 36 months.  A billets 36 months. _______ 

5. Audit the SGLI (SGLV 8286 APRIL 2001) and FAMILY SGLI.  The SGLI CAN NOT have any corrections or mistakes.    Have the Marine complete a new SGLI if needed. _______

6. Audit the 10922 (BAQ FORM).  Make sure that all of the family members are on the form.  Ensure BAQ form and dependent info on the BIR match.  If a dependent(s) require validation in the BIR, member needs to go to the nearest Deers location to make necessary corrections.  _______

7. Audit the 2058(STATE OF LEGAL RESIDENCY), 2058-1(STATE TAX EXEMPTION) AND W-4 for the correct tax information.  ________

8. Complete the Pg. 3 Join Entry.  ________

9. Ensure all page 11 entries are sign.  Marines with over 18 years active service must sign a Pg 11 entry for SBP counseling by the CO. (SEE IRAM AND MARADMIN 369/99) _______

10. Ensure all Pg 12 entries are signed with a unit diary number.  Make sure the Good Conduct Date is correct.  NJP’s are reflected on D925 screen in MCTFS. _______

11. Pages 12 and 13 viewed for pay forfeitures or rank reductions. _______

12. Statement of understanding and SRBP worksheet on file with the contract.______

13. Complete the SDA certification letter for members in receipt of SDA.  _______ (INCLUDE IN AUDIT PACKAGE) 

14. Submit all other documents as necessary i.e. BAQ form for dependent add/loss, Government Quarters form etc._______

15. Inform the Marine that his LES will be stopped and that he/she must utilize MYPAY. (www.dfas.mil) Will take you to mypay.

16. Mail the complete audit package to include the checklist inside the SRB to this HQ NLT 5 days of reporting.  ________

AUDITORS NAME _____________________

AUDITORS SIGNATURE____________________
DATE____________

REMARKS______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
APPENDIX B

ROUTING OF TAD REQUEST
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MODIFICATION/CANCELLATION OF TAD ORDERS REQUEST FORM
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S-1

From:

To:          Commanding Officer,  6th Marine Corps District

Subj:       MODIFICATION/CANCELLATION OF TEMPORARY ADDITIONAL DUTY ORDERS, CASE OF

Ref:        (a)  District Policy Ltr 5-03

Encl:      (1)  SNM Basic TAD Orders with supporting documentation

1.  Per the reference, it is requested that the TAD orders provided in the enclosure be

modified/cancelled.

2.  The justification for this request is as follows:

CHAPTER 2
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CHAPTER 2

OPERATIONS

2000.  MONTHLY TRAINING REQUIREMENTS
1.  Sustained systematic training is key to long-term, consistently successful recruiting.  Just as a recent boot camp graduate is a basically trained Marine, the new Recruiter School Graduate is a basically trained recruiter.  Additional training is required to maximize his/her recruiting efficiency and effectiveness.

2.  In addition to continuous coaching, counseling, and evaluation, every recruiter, NCOIC, Officer Selection Team and Command Group members must receive a minimum of twelve hours of recruiting specific Refresher and Reinforcement (R&R) Training each quarter as specified in the Guidebook for RS Operations (Vol III Chap 8 Para 8011).  Ideally, commanders should plan to conduct at least four hours of R&R Training every month, avoiding whenever possible the less effective approach of conducting all 12 hours of the minimum quarterly requirement in just one month.  This latter approach is neither consistent nor effective.  Similarly, commanders should not cancel training, feeling that they “can’t afford the time to train”—this is a shortsighted solution.  Training is an investment in our most precious asset, our Marines.

3.  Refresher and Reinforcement Training specifically includes monthly training conducted by Command Group Members for recruiters, NCOIC;s and members of the OST and should be scheduled so as to not interfere with the recruiting effort.  R&R Training may be conducted at one central location, or at various locations within the RS boundaries that are convenient and advantageous (i.e., sector training).  How best to accomplish your training requirements rests with the Recruiting Station Commanding Officer, who is ultimately in the best position to objectively analyze your training needs.  The Recruiting Station Commanding Officer will take appropriate action to ensure that quality and meaningful training is conducted, with minimal negative impact on production.

4.  The Commanding Officer must ensure that there is a clear distinction between R&R Training and Training and Assistance Visits conducted by Command Group Members during the month.

5.  The following training requirements will be strictly adhered to:


a.  Command Group/NCOIC/Recruiter/OST R&R Training.  12 hours per fiscal quarter, with a strong emphasis on 4 hours of training per month.


b.  The District Commanding Officer will meet with RS CO’s monthly or as directed by the CO.


c.  NCOIC Meetings.  Monthly NCOIC Meetings will be held.  It is key/non-negotiable that the RS CO sit down with his Field Commanders/NCOICs and look them squarely in the eye and collaborates success!  NCOIC Meetings are critical to the operational efficiency and morale of the RS.  Ideally, every effort should be made to hold your meeting at the RS.  This will allow the RS Staff Members to give briefs when appropriate.


d.  Monthly All Hands are highly encouraged.  It is a rare opportunity to “exploit success” and ensure the word is clear.  R&R Training must be conducted in a group setting to meet the requirement, although the entire group need not be present at the same time and the RS may execute Refresher and 

Reinforcement Training through a variety of means available (i.e., sector training).


e.  Training will be reported to the District via the Monthly Training Report.  Training will be reported in hours 

and minutes (i.e., 1 hour and 30 minutes) vice fractions in tenths (i.e., 1.30 hours).


f.  The Guidebook for RS Operations (Vol III Chap 8 Para 8011) contains monthly training suggestions to assist in planning.

2001.  WAIVER SUBMISSION POLICY REGARDING TATTOO REMOVAL AND 

  BODY MUTILATION
1.  As per MCO P1100.72C (MPPM), Table 3-16, note 8, the following requirements apply.  Any tattoo/body marking that is removed requires an administrative approval from the CG, ERR.  The concerns germane to this issue are:

a. What was the reason and meaning of the removed tattoo?

b. How was the tattoo(s) removed?

c. Was the applicant encouraged by recruiting personnel

to have the tattoo(s) removed?

2.  Prohibited areas.  As amplified, any tattoos, branding or ornamentation on the head and/or neck are strictly prohibited.  The neck, for this purpose has been defined as any portion above the collarbone in the front area, above the first cervical vertebrae in the back area, or others wise visible due to the open collar of the short sleeve Khaki shirt, without skivvies shirt.  More than Four(4) Body Markings (Tattoo’s, brands, body mutilations or ornamentations) requires administrative review (to include digital photo’s) and enlistment approval by the regional CG. 

3.  Waiver Authority/Endorsements.  An applicant that had a tattoo(s) removed that would either be a bar to enlistment (INELIGIBLE CATEGORIES THAT ARE NOT WAIVERABLE – MCO P1100.72C MPPM, Table 3-16, Item 12), requires a waiver per Eastern Recruiting Region Operations Note 09-01.  The RS Commanding Officer must personally review, approve, and endorse the waiver.  Additionally, the personal statement and the Commanding Officer’s narrative must specifically address the content of the removed tattoo(s) and the removal procedure.

4.  Prejudicial to good order and discipline.  In other areas of the body, tattoos, ornamentation, or brands that are sexist, excessive, racist or eccentric in nature are prohibited.

5.  Command Influence.  At no time will any member of this command instruct, suggest or encourage an applicant to have tattoos, ornamentation, or brands removed in order to qualify for enlistment.

6.  Body Mutilation.  A recent fad has been noted in regards to body mutilation, i.e., tongue splitting/forking.  Regardless if the applicant is found to be medically qualified, appropriate documentation (to include photographs) will be forwarded to this headquarters for administrative review.

7.  Recruiting Station Commanding Officers.  Submit complete and accurate quality waiver packages to this headquarters in accordance with the references and this policy letter.  Call and confirm receipt of all waiver packages.

8.  Quality Control Section.  Confirm receipt of all waiver packages.  Conduct quality control checks and process all waiver packages in accordance with the reference and this policy letter.

9.  AER.  Enforce and monitor the District’s waiver submission policy, ensuring that all Recruiting Stations submit waivers within the guidelines.

2002.  ASSIGNMENT OF ENLISTMENT OPTION PROGRAMS
1.  The foundation of Professional Selling Skills (PSS) is based on “NEED SATISFACTION SELLING”.  Need satisfaction must be approached and understand from two perspectives, (1) from the wants and desires of the young men and women that we enlist and (2) the needs of the Marine Corps.  Every effort must be made to accomplish both of these needs.

2.  Each fiscal year over 5,000 Enlistment Option Programs, 500 Bonus Programs and 260 Marine Corps College Funds (MCCF) guarantees are allocated to the 6th Marine Corps District.  We historically do not assign the appropriate quantity of programs as the year progresses.  This results in programs being assigned to less qualified applicants just to use them up.  

3.  Although we continue the tradition of selling the Marine Corps, not jobs, only 40%-60% of our poolees historically have EIPs assigned; yet we ship 85% of our poolees with EIPs.  Once a young man or woman makes the decision to join the Marine Corps, it is expected that he/she will ask, “what will I be doing in the Marine Corps?”  Be assured that the individual’s parents and peers (who may be prospective applicants) are asking.  Simply stated, we are currently failing our future Marines by not assigning them programs, at the earliest possible opportunity.  Additionally, we may be doing irreconcilable damage to a

Recruiter’s creditability by failing to assign available programs, based on needs.

4.  Information on program availability must be accurate and timely in order to achieve maximum utilization.  Program availability will be forwarded to the NCOIC’s weekly and monthly to ensure sales presentations are taking place to satisfy the needs of the Marine Corps as well as the individual applicant. Upon closure of a specific occupational field, or program, all efforts must be made to notify NCOIC’s, Recruiters and Military Entrance Processing Station (MEPS) NCOs to assist in re-orienting towards the needs of the Marine Corps.

5.  Program requests will be turned into the RS Operations Officer at the time a new working applicant is declared by the NCOIC.  Service after the sale starts with the declaration of the NWA and doing everything possible to satisfy the applicants wants and desires.  Only those programs that the applicant 

qualifies for (after proper and complete screening), and are available (based on weekly and monthly reports) will be provided to the Operations Officer.  

6.  Commanding Officers will ensure that every effort is made to assign programs while applicants are at MEPS, upon initially enlisting.  At a minimum, 60% of the poolees will have programs assigned within 30 days of enlisting.  The responsibility rests with the NCOIC, Operations Chief, and the Operations Officer to ensure not only that available programs are identified but also that the applicant is fully aware of his or her options and assignment.  This will decrease the number of administrative discrepancies with program SOU’s and also decrease the number of missing documents.  Also at a minimum, 80% of the poolees will have programs assigned 30 days prior to their projected active duty date.

2003.  EDUCATION STATUS DETERMINATION
1.  Information:


a.  Traditional high school graduates have the lowest probability of MCRD attrition and the highest probability of successfully fulfilling their first term of enlistment when compared to non-traditional high school graduates.  Recent studies indicate that the Marine Corps over-inflates the education Tier determination of approximately six percent of accessions, shipping some actual Tier II recruits as Tier I.  This is a direct result of improper and incomplete screening.  As non-traditional high school graduates have much higher MCRD attrition, eliminating incorrect Tier I determination will significantly lower a Recruiting Station’s MCRD attrition.  The reference outlines Tier determination, as well as assigning responsibility for screening and proper enlistment documents.


b.  Educational screening of an applicant, at all levels, is more than simply asking if one has a diploma.  Because many schools have alternative programs, what looks like a bonafide high school diploma may, in fact, be an alternative diploma.  Only through questioning, screening, and constant attention while the Poolee is in school, or before a graduate is contracted, can an accurate determination be made.


c.  “Social Promotion: of a student is not an acceptable basis to enlist an applicant in the Delayed Entry Program.  If a student is classified by the school as a Senior, this fact alone is not sufficient to enlist the applicant as an 11S.  In 

reviewing an applicant’s transcripts, it is usually obvious if an applicant is a high risk to graduate, requiring more credit than he will realistically complete.  Invariably, this applicant will require summer school at a minimum and will probably be a 

dropout or a Tier II upon completion of whatever credits he does manage to obtain during the traditional school year.

3.  Policy:


a.  Commander’s Intent.  Our goal is the enlistment of only the best and brightest for service as Marines.  As Marine leaders, we must commit to a quality Marine Corps, and to the preparation of our recruits for success at MCRD and during their first enlistment.  A further goal is the reduction of DEP attrition; best accomplished by significantly reducing or eliminating failure to graduate.  All of these goals can only be accomplished by focusing on quality (to include appropriate Tier determination) at the very beginning of our prospecting process.


b.  RS Commanding Officers will ensure the strict adherence to references MPPM and Volume III; concerning educational determination.  The enclosure (Education Screening Form) is provided as a more thorough screening tool to indicate that further questioning and determination is required before making a final determination on Tier status of an individual.  The use of this form is optional, however, RS Commanders will ensure that the contents of this for are utilized for those they designate, according to their own policy, and when directed by the District Commanding Officer (such as with a District Quality Control probationary period).  The form is designed for use by Recruiters, RSS NCOICs, and MEPs Liaisons to screen for Tier determination.  It may also be used for a requirement of an RS Letter of Caution or Probation to help Marines properly determine education status of an applicant.  This page, when utilized, will be maintained in the RS Operations residual package once the individual has shipped.


c.  An applicant needing more than one quarter of his hours to graduate traditional high school, to be obtained during his senior year, will not be enlisted.


d.  The RS Operations Officer will call and verify attendance of applicants at those High Schools that are not familiar or in their area of operations, prior to contracting the applicant.  Along with this phone call, questions will be asked verifying Tier determination status.  This is important with all applicants, but especially graduates that are only required to produce a diploma to enlist.  With the sophistication of computers and printers, a genuine looking diploma is easy to duplicate.

4.  The Assistant for Enlisted Recruiting (AER) will monitor the District’s pool and coordinate with and direct Recruiting Stations in the prudent execution of this policy.

5.  RS Commanding Officers will ensure that this policy is strictly enforced.

2004.  GUIDANCE CONCERNING THE ADJUSTMENT OF RECRUITER BUSINESS 

  PERCENTAGE AND CRITERIA FOR CONSTRUCTION OF THE RECRUITER 

  SCHEDULING AND RESULTS BOOK (S&R BOOK)
1.  On 22 November 2000, the Volume I Guidebook for Recruiters was modified to provide organization, duties, and procedures used in the Recruiting Substation.  During the aforementioned evolution, some critical information was inadvertently left out due to an administrative oversight.

2.  RS Commanding Officers will ensure that Scheduling and Results Book (S&R Book) and Recruiter Business Percentage Adjustment are implemented.  Training will be specifically conducted at the next “All Hands” training and periodically as needed at “Refresher and Reinforcement” training.

3.  The Training and Analysis Team Officer (T&A O) will monitor the District’s training status and coordinate with and direct Recruiting Stations in the prudent execution of this policy.

2005.  PRIOR SERVICE ENLISTED PERSONNEL (PSEP) ADMINISTRATIVE 

  PROCEDURES
1.  There have been occasions where individual PSEP Marine were not joined properly into the Marine Corps Total Force System (MCTFS) due to a lack of understanding on how the PSEP process works.  This would adversely affect the Marine’s pay and ability to receive and execute Permanent Change of Station (PCS) orders.  In the best interest of the Marines and the Marine Corps we must actively work to avoid this situation within the 6th Marine Corps District (6th MCD).

2.  Process.

a. Recruiting Substation (RSS)

(1) Complete a MCRC LEVEL PRIOR SERVICE MARINE WAIVER

per MCO 1130.80.  MCRC Level Prior Service Marine Waiver Checklist is a checklist for a complete package.

(2) Once the package is complete, forward it to the

Recruiting Station (RS) Operations Section.

b. Recruiting Station (RS)
(1) Operations Section.  Screen and forward the PSEP

package to 6th MCD Operations (Quality Control Chief).

(2) Admin Section.  Upon receipt of DMS MSG traffic

with approval of the PSEP package, which will include a NLT date to reenlist the Marine, the RS must:

(a) Reenlist the Marine at the Military Entrance

Processing Station.  No DEP time is authorized.  The Marine is considered reenlisted at the time he signs his DD Form 4.

(b) If the Marine is a member of the Individual

Ready Reserve, complete DD Form 4 (Reenlistment Contract) and orders to active duty.  Fax the approval message from MCRC along with DD Form 4 and orders to active duty of Central Records, IRRD Section, Marine Corps Reserve Support Command (MCRSC) 816-843-3394.

(c) If the Marine is a member of the Selected

Marine Corps Reserve (SMCR), complete DD Form 4, and orders to active duty.  Provide a copy of DD form 4, orders to active duty and approval message from MCRC to the Marine’s SMCR unit for transfer to active duty.

(d) If the Marine is not longer obligated for

further service, submit a message requesting re-accession, as in the Reassessing Message (Example), to Commandant of the Marine Corps (MI) for building of a skeletal record in the MCTFS.  This message is to be submitted to the 6th MCD Personnel Section for release.

(e) Complete a PSEP JOIN PACKAGE, (PSEP Join

Checklist).  This is to be faxed to the 6th MCD Admin Section (Unit Diary Chief) once the Marine’s “Rec Stat” Code is changed in MCTFS to “H” (meaning the Marine is waiting initial join).  Once the joined status has posted to the MCTFS, submit via message format a PSEP reenlistment message to the MCTFS, submit via message format a PSEP reenlistment message to the 6th MCD Personnel Section for release.  (See PSEP Reenlistment Message – Example).

(f) Report to the 6th MCD Operations Section

(Quality Control Chief) by the 1st and the 15th of each month the PSEP Marines that have been properly joined and are awaiting orders.

(g) Upon receipt of orders (AWOP/DMS MSG)

prepare letter-type orders for the Marine and assist in the execution of aforementioned orders.  The orders will be sent to the 6th MCD from HQMC (MMEA) via DMS MSG or AWOP MSG.  Each message system is checked daily by the 6th MCD Personnel Section (Orders Chief) and forwarded to the appropriate RS for issuance.

c. 6th MCD 

(1) Operations Section (Quality Control Chief).  

(a) Admit completed PSEP request to CG, MC for

approval.

(b)  Track and report to MCRC (PSEP Chief) by the

1st and the 15th of each month the PSEP Marines that have been properly joined to active duty and are awaiting orders.

(c)
Coordinate with the Personnel Chief to 

assure properly joined to active duty and are awaiting orders.

(2) District Personnel Section 

(a) 
Personnel Chief make liaison with the

Quality Control Chief by the 1st and 15th of each month to assist in getting the PSEP Marines their orders ASAP.

(b) 
Unit Diary Chief process all PSEP Join

Packages in a timely manner to ensure the Marine is joined and is eligible to receive and execute PCS orders ASAP.  The UD Chief will release all messages for re-accession and PSEP reenlistment.

(c)
Orders Chief will check daily for all DMS

and AWOP MSGs to ensure each RS receives orders in a timely manner for transferring of PSEP Marines.

2006.  REQUESTING RS (RSS) STRUCTURE CHANGES

1.  Historically, changes to RSS structure were initiated and performed internally by the RS Command Group with little, if any, coordination with higher headquarters.  In the Spring/Summer of 1999, the CG, MCRC initiated a “top down/bottom up” process of attacking and analyzing structure.  The 6th District went through this process and specific RS structures were approved for FY2000.  The summer, 1999 process was not a one-time drill; rather the first structure review under the prescribed MCRC method.  In the months since, RSs have initiated and completed RSS structure changes without proper coordination with district.  With the annual review of structure at the MCRC level, the necessity of refining our internal processes is far more evident.  Additionally, the impact of an increasingly tougher recruiting environment demands stricter adherence to the stability resulting from a deliberate RSS and RS structure review process.

2.  RS Commanders will not change RSS structure without submission (and approval) of the pre-formatted request found in RS(RSS) Structure Change Request.  This request “vehicle” will allow the district staff an opportunity to identify any concerns or rectify any problems with the proposed changes.  Moreover, this process will improve communication between the district and RS staffs thereby ensuring a flow of information up and down the chain.

3.  Action.


a.  The Deputy for Recruiting Operations (DRO) shall coordinate with the Deputy for Support Operations (DSO/XO) in directing Recruiting Stations and the cognizant district staff in the execution of this policy.

b. RS Commanders shall initiate justification of RSS structure change requests per the format in the RS(RSS) 

Structure Change Request.  NOTE:  Once the district staff has reviewed the proposal, the request will be delivered to the Commanding Officer for decision.  Once approval is granted, then and only then, may you initiate the final actions required affecting the change.

2007.  REACCESSION OF PREVIOUS “DEP” DISCHARGES
1.  Prior to October 1998, there was a steadily growing percentage of contracts being reassessed, after having been 

discharged from the DEP; sometimes numerous times.  Without any logical quality control measure, the practice became a major contributor to massive and wide-spread pool instability.  In October 1998, the Commanding General promulgated the ERR Operation Note 2-99 dated 16 October 1998, which required that ALL previous DEP discharges obtain a waiver from the Commanding General in order to be authorized to re-DEP.

2.  The ERR Operations Note 2-99 dated 16 October 1998 is cancelled.  ERR Operations Note 6-00 dated 2 March 2000 gives new guidance on approval authority.  The District now has the authority to “police our own ranks”.  The Commanding General has authorized only the District Commander (personally) to exercise approval authority of re-DEP waivers under similar criteria.  The desired result will be more expedient processing of this type waiver.  This policy in no way supercedes or eliminates other waiver requirements that may be necessary in accordance with MCO P110.72B (MPPM).

a.  The maximum time allowed in the DEP will be 14 days for all re-DEP contracts (re-accessions).  NOTE:  There will be No DEP time authorized for prior “Refusals”, “Failure to Report”; they may direct ship (no DEP time) ONLY.


b.  The only deviation from the above-authorized DEP time may be for prior “Fail to Graduate” discharges.  DEP time may be extended to 15-30 days on a case-by-case basis.  See the Standard Waiver Request Form for more specific case details.

3.  Action.


a.  The Deputy for Recruiting Operations (DRO) will monitor the District’s enforcement of reassessed poolees and ensure each ships as required.  Shippers not in compliance with this policy will be identified and adjudicated by District Operations.  Coordinate with and direct Recruiting Stations in the execution of this policy.


b.  RS Commanders will ensure that this policy is widely disseminated, instituted and judiciously enforced.  RS Commanders will utilize the information in the Prior DEP Discharge Reaccession Reference Table in order to prepare appropriate waivers using the Standard Waiver Request Format.

c.  Under normal conditions, re-DEP waivers should be identified and sent to the District NLT 1630 the day before intended processing.

d.  Waivers submitted to the district commander will be endorsed by a recruiting officer at the RS level (CO, XO, OpsO).

2008.  HIGH RISK ACTIVITIES AT POOL FUNCTIONS
1.  Volume III, Guidebook for RS Operations sets policy on the type of activities that may or may not be conducted at RS sponsored Pool Functions.  Commanding General’s (MCRC) Policy Letter dated November 1999 and Commanding General’s (MCRC) Policy Letter February 2000, set policies for requesting approval for conducting “High Risk” events (“Paint Ball” and “Rock Climbing”) at RS sponsored Pool Functions.

2.  Recruiting Station Commanding Officers will follow the set policy for conducting appropriate Pool Functions within the guidelines of Volume III, Guidebook for RS Operations.  The conduct of all other activities, to include those specifically sited in the CG’s (MCRC) Policy letters dated November 1999 and February 2000, will be requested to the Commanding Officer 6th Marine Corps District for approval.  Approval of the absence of the Operations Officer, all requests will be approved by the District Executive Officer.  RS Commanding Officers will ensure they understand and comply with the strict guidance required by CG MCRC Policy Letters and Volume III, Guidebook for RS Operations prior to their request for approval of any event/

2009.  REITERATION OF VOLUME III GUIDANCE REGARDING OFF-DUTY 

  EMPLOYMENT AND OFF-DUTY EDUCATION
1.  Recruiting is a duty requiring the full and undivided attention of those specifically designated to “get the mission done” (Command Group Members and 8411/12 MOS holders).  To a lesser degree, all other “A” billets are included.  The influences and distractions of off-duty employment and off-duty education, if left unaddressed and/or unchecked can seriously and negatively effect this District in not operating to its fullest potential.

2.  Policy.


a.   Off-Duty Employment (Per Volume III)



(1)  “A” billet personnel are the only RS personnel who should be authorized to have an off-duty job.


(2)  “A” billet Marines must have prior authorization from the RS Commanding Officer in order to hold an off-duty job.  The RS must specify what types of jobs are acceptable.  Off-duty 

employment will not be allowed to interfere with a Marine’s performance of his duties.



(3)  “B” Billet Marines:  All Recruiters, Officer Selection Officers (OSOs) and Command Group Members are not authorized to engage in off-duty employment.  Such activity on a recruiter or OSO’s part will eventually impact on performance of duty.  Command Group members are expected to dedicate their effort to ensuring the success of the OSOs, NCOICs and recruiters.

c. Off-Duty Education (Per Volume III)
(1) PME appropriate to the grade of all Marines will 

be completed in accordance with current applicable directives.



(2)  Normally, only personnel assigned to “A” billets should be encouraged to participate in off-duty education.

(3) Again, All “B” billets (Recruiters, Officer 

Selection Officers and Command Group Members) are discouraged from taking off-duty education classes if they will interfere with recruiting duties.  Recruiting is a full time job; off-duty education efforts can often detract from recruiting performance.



(4)  In cases where off-duty education classes are authorized by the RS Commander, the number of courses per semester should be limited.  Normally no more than one course or three semester hours should be authorized.

3.  Action.


a.  The Deputy for Support Operations (DSO) will monitor the District’s status regarding all personnel engaged in either off-duty employment or education.  The DRO will coordinate directly with Recruiting Stations in the execution of this policy.


b.  RS Commanders will ensure that this policy is quickly disseminated, instituted and judiciously enforced.  RS Commanders will also identify to District (Attn: DSO) all personnel who are currently authorized to pursue off-duty employment and/or off-duty education.

2010.  COMPONENT CHANGING OF MEMBERS OF THE DELAYED ENTRY 

  PROGRAM
1.  Prior policy memoranda on this subject required RS Commanders to closely scrutinize and prudently address the component changing of members of the DEP from regular to reserve or vice versa.  In that we are in the business of “need satisfaction” and “selling the right product” the first time, we should exercise care in how often we component change (without question) during the otherwise normal course of business.  Some component changes will always be a reality due to the changing needs and goals of our poolees.  Apart from what should be a relative few, an RS should have a local “conversion rate” that satisfies it that the RS-wide screening, sales and processing procedures are as effective and efficient as they can realistically be.  Goal:  Ship “maximum” recruits as originally contracted.

2.  Policy.  Before changing the component of a current poolee, a member (normally the OpsO) of the RS command group must thoroughly review the individual’s personal situation, qualifications and/or desires.  If the RS believes a component change is in the best interest of all concerned, a District “waiver” (as a quality control check) will be requested using the standard waiver format.


a.  A poolee who has been component changed will spend no more than 30 days in the pool.  As always, exceptions may be considered in individual cases based on specific circumstances and merit.  Moreover, component changes should generally ship direct; shortly after the administration of the change in component.


b.  Program guarantees or MOS (QSN) qualifications should be scrutinized closely.


c.  Applicants will not be “component changed” within the same month as originally contracted.


d.  The “waiver” per paragraph 3 above, will be submitted and decisioned prior to returning the poolee to MEPS for 

processing.  You may use either the format provided in the Standard Waiver Format or any alternate means (agreed upon by District Operations) in order to communicate/coordinate component changes with District.  (That “means” being more than a phone call).

2011.  LOCAL URINALYSIS TESTING OF APPLICANTS BY AN OFFICER 

SELECTION OFFICER AND FOUR YEAR COLLEGE/UNIVERSITY ACCESS
1.  Since the initiation of the DAT by MEPCOM on 1 August 1997, it has become common procedure to utilize any one of the many local “retailers” of urinalysis testing as a means of risk assessment of some applicants; a viable means of getting a “warm and fuzzy” or confirming a “cold and prickly” (hot applicant).  This practice, in and of itself, is neither unauthorized nor illegal.  However, the step(s) that recruiters and NCOICs knowingly take after a confirmed positive test can be.  Likewise, the failure of “knowledgeable” commanders and other recruiting officers to access and arrest those wrong steps is indeed tantamount to authorizing fraud.  Anything other than abstinence and passage of time IS considered manipulation of the enlistment (screening) process.  Call it “flushing” the applicant’s system with natural, over-the-counter products, and ignore what you know is going on…or consider that it is indeed “masking” (hiding) the truth.  You can’t play semantics with an issue like this.  These actions, if allowed, are nothing different from falsifying documents and the like … fraud – malpractice – MISCONDUCT – on the part of anyone involved.

2.  Policy.


(a)  RS Commanders may not (will not) authorize or allow for their recruiting personnel to guide or direct or get personally involved in assisting applicants in the “manipulation” of DAT results.  Recruiting personnel shall only direct applicants to abstain and allow time to cleanse their bodies to be legitimately free of illegal substances that would be detected in a urinalysis at both the MEPS and MCRD.


(b)  IAW with MCO P1100.72C (MPPM), Chapter 3; Recruiters are prohibited from any of the below actions regarding ay recruiting prospect, applicant or contracted member of the DEP or SMCR awaiting IADT:



1.  Using any local laboratory drug testing facility as part of the drug screening process for any reason.



2.  Using any over the counter commercially available drug testing kits as part of the drug screening process for any reason.



3.  Implying, referring, testing, reimbursing, or paying for any drug testing procedure for any drug testing procedure for any prospect, applicant or poolee (DEP or SMCR awaiting IADT) for any reason.


(c)  RS Commanding Officers will quickly identify any personnel who deviate from this policy and refer them to the District Commander for review and action deemed appropriate.  That action may include processing for misconduct to the fullest extent of the law under the UCMJ.

3.  Action.


a.  The Assistant for Enlisted Recruiting (AER) will monitor the District’s MCRD attrition and recruiter allegations and coordinate with and direct Recruiting Stations in the execution of this policy.


b.  RS Commanders will ensure that this policy is quickly disseminated, instituted and strictly enforced to include the referral (to District) of personnel who deviate for appropriate administrative or disciplinary action.

2012.  GUIDANCE ON SCREENING APPLICANTS BY AN OFFICER SELECTION 

  OFFICER AND FOUR-YEAR COLLEGE/UNIVERSITY ACCESS
1.  In a true Total Force recruiting environment, it is paramount that Officer Selection Officers (OSOs) and NCOICs/enlisted recruiters work in concert to realize complete and total victory.  The OSOs are in a major battle and need your full support.  The OSOs are responsible to work university and college campuses.  Recruiters are responsible to work the high schools and community colleges.  The markets should remain separate, however the reference explicitly requires notification of all applicants processing for enlistment who possess a bachelors degree to be informed of their possible eligibility for an officer program.  Moreover, it can be inferred that any applicant enrolled in a college level program could be a potential PLC candidate.  In some cases this has not been done in the most forthright manner; basically because of a myopic view of mission and letter-of-the-law interpretation of the MPPM.

2.  Policy.  RS Commanding Officers are reminded that the officer mission is just as real as is the enlisted mission.  Commanders will ensure complete cooperation and information sharing between RS Operations, NCOICs/recruiters and OSOs regarding OCC and PLC-eligible applicants.  Per MCO P110.72B (MPPM), the OCC Statement of Acknowledgment will be completed and included in the enlistment package of any OCC/PLC eligible applicant.  Additionally, NCOICs/recruiters will not actively recruit from four-year colleges or universities without prior coordination with the OSO and approval of the Commanding Officer.

2013.  ADMINISTRATION OF THE COMPUTERIZED ADAPTIVE SCREENING 

  TEST (CAST)
1.  Since its recent introduction, the CAST has already been described as both a model of efficiency and a source of frustration.  Additionally, many misleading rumors have surfaced about how the program operates, thus perpetuating a distrust that is clearly unfounded.

2.  Developed to save time and increase predictional ASVAB accuracy, the CAST has proven vastly superior to the EST.  In fact, MCRC Notebook Training Course Syllabus dated June 1998, asserts that comprehensive studies have proven CAST results to be nearly as accurate at predicting mental group level as the ASVAB itself.  The advantage that CAST has over traditional written exams is its ability to control questioning difficulty levels until enough information has been received to make a statistically significant, and thus a highly reliable, prediction.  All system manipulations are appropriately weighted to ensure an accurate score is provided.

3.  As with the EST, the CAST will make only one reliable prediction.  Subsequent exposure to questions will significantly alter the results in an unfavorable manner; therefore, it is never to be given to the same applicant more than one time.  Unfortunately, NCOIC’s have seen this as an opportunity to “train” potential ASVAB test takers in an attempt to increase their scores.  Often, the final CAST score is used to project the applicant, thereby virtually ensuring scores will not match.

4.  The CAST is far superior to the EST in prediction accuracy, not to mention an enormous time and money saver.  Proper administration of the test must be included in both scheduled training and RSS training and assist visits.  Great variance between CAST and ASVAB scores must be thoroughly investigated.  

The Contact Team will be notified of significant deviations unrelated to improper test administration so that these results can be forwarded to MCRC.

2014.  CERTIFICATE OF RELIEF
1.  MCO P4400.150D requires commanders to provide a certificate of relief to the relieving commander in matters related to supply and logistics.  At 6th MCD, this requirement is expanded to require certification in the areas of operations and administration as well. 

2.  The certification will cover at least the categories outlined below:



a.  Supply & Logistics.  Detailed analysis of budget posture, facilities, property, inspection results, and overall readiness.

b.  Operations.  Detailed review of new contract mission and attainment; shipping mission and attainment; status of pool (pool verification; quality indicators; and recruiting programs.  In addition, a District Systematic Recruiting inspection must be scheduled 90-120 days prior to the anticipated change of command.  This inspection will include a 100% pool verification by District Contact Team/Operations personnel.  This is non-negotiable.  The outgoing commander will not receive an end of tour Fitness Report until this requirement is met!

c.  Administration.  Detailed review of personnel status, manning levels, pending recruiter relief packages, legal status, and recent inspection results.

3.  
Policy.  


a.  Out-going RS commanders will complete the certification required by this letter and submit a copy of their “certificate of relief” letter to the District commander for review at least 15 days prior to the change of command.


b.  Incoming RS commanders have 30 days in which to review the certificate of relief, inspect the condition of the command, and identify in writing any problem areas.  Following the 30th day, the relieving commander is solely responsible for the command.

2015.  ASSIGNMENT OF RECRUITERS FROM RECRUITER SCHOOL
1.  Recently, there have been numerous requests to modify PCS orders after the District’s visit to Recruiter School.  MCRC has addressed this issue on several occasions and has asked the District’s to curtail this action.  Requests for modifications cause confusion and undue burden on the small staff at Recruiter’s School, creates personal hardships on the Marines and their families, and gives the inbound recruiter a poor impression of 6th MCD.

2.  Policy.


a.  Prior to making assignments, the District Personnel Officer will coordinate with each Recruiting Station to ensure all needs, vacancies, and special desires are known.


b.  Once all vacancies, by name requests, and special needs are identified, the District Personnel Officer will screen the data sheets and record books of all inbound recruiters, then make appropriate assignments.  These assignments are final.


c.  Exceptional situations may arise on occasion which may require an “exception” to this policy.  Examples defined as exceptions are unprogrammed RFC, promotions, medical or legal actions taken after assignments were made at Recruiter School.  Exceptions that do not fall into the aforementioned categories will not receive favorable consideration.  Poor staff coordination and planning prior to making assignments is not excusable.  In such cases, the RS CO will contact the District XO with specific justification for the exception.  The District XO or CO are the only persons who may approve an “after the fact” modification to Recruiter School orders.

2016.  ASSIGNMENTS AS NCOIC’S
1.  Policy.


a.  Generally, the senior Marine assigned to a RSS will be the NCOIC.  There may be rare occasions where this general rule may be accepted.  For example, if known in advance the PCS/PCA moves will occur in the near future which would resolve the seniority issue, it may be appropriate to have a junior Marine assigned as the NCOIC for a short period.  In any case, the only person who may authorize a junior Marine to serve as NCOIC, irrespective of the length of time or particular circumstance, 

is the RS Commanding Officer with verbal or written approval from the District Commanding Officer.


b.  RS Commander will seek approval from the District Commanding Officer prior to making any such assignment.

APPENDIX A

TATTOO SCREENING FORM

NAME_________________________SSN__________________DATE___________

1.  Does the applicant have any tattoos, brands or body ornamentation?
   

                                                              Y     N

2.   Does the applicant have more than 4 body markings?
  Y     N
3.   Where are the applicant’s tattoos, brands or body ornamentation?

4.   How many of the tattoos, brands or body ornamentation can be seen when wearing the standard physical training uniform?  ______________________________________________________________________
5.   Does the tattoo, brand or body ornamentation coverage exceed one-quarter of the respective body parts surface when wearing the standard physical training uniform?









                                                       

Y      N

6.   Does the tattoo, brand or ornamentation exceed the area of the wearer’s hand, with fingers extended and joined with the thumb touching the base of the index finger?











      Y      N

7.   Are any of the tattoos, brands or body ornamentation on the neck or head?  (Above the collarbone in front, first cervical vertebrae in back or exposed by an open short sleeve khaki shirt)

  









      Y      N

8.  Are any of the tattoos, brands or body ornamentation represent a gang membership, advocate racial, ethnic, religious discrimination, sexist (express nudity), drug related, obscene or are prejudicial to good order, discipline and morale or are of a nature to bring discredit upon the Marine Corps?  




      Y      N

Explain:_____________________________________________________________

_____________________________________________________________________

_____________________________________________________________________

APPENDIX A

TATTOO SCREENING FORM

NAME______________________________SSN___________________DATE_________

9.  Are any of the tattoos a result of a specific activity? (i.e. specifically an activity, or as the result of any violation of law(s))?




                                                            Y       N

10.   Has the applicant ever had a tattoo, brand or body ornamentation removed?










           Y       N

Explain:_____________________________________________________________

NOTE: IF THE APPLICANT HAS RESPONDED “YES” TO ANY OF THE ABOVE QUESTIONS, THEY MUST BE INTERVIEWED BY A COMMISSIONED OFFICER TO DETERMINE IF THE APPLICANT IS ELIGIBLE FOR ENLISTMENT.  DIGITAL PHOTOGRAPHS OF EACH BODY MARKING WILL ACCOMPANY THIS FORM WHEN FORWARDED FOR REVIEW.

Commissioned Officers Reviewing Comments:  __________________________
_____________________________________________________________________

______________________________________________________________________

NAME/SIGNATURE OF                           RANK
             POSITION

COMMISSIONED OFFICER









NOTE:  ALL QUESTIONABLE BODY MARKINGS ON CONTENT, SIZE NUMBER OR LOCATION WILL BE FORWARDED TO THE APPROPRIATE DECISIONING AUTHORITY FOR APPROVAL/REVIEW.
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CHAPTER 3

LOGISTICS

3000.  THE MARINE CORPS RECRUITING COMMAND SET-ASIDE HOUSING 

       PROGRAM
1.  This program is intended to assist all Marines regardless of marital status, to lease quality and affordable off-base housing.  It eliminates the requirement for security deposits, application fees and credit checks.  The program is managed by the Recruiting Station Commanding Officer. 

2.  Policy.  Recruiting Station Commanding Officers will assign an individual in writing to manage the Marine Corps Recruiting Command set-aside housing program.  This program will be managed in accordance with the Commanding General, Marine Corps Recruiting Command letter, 11000, MCRC(H) dated 20 January 1998.

3001.  EXCESSIVE USAGE OF CELLULAR TELEPHONES
1.  The 6th Marine Corps District, through the Eastern Recruiting Region's Contracting Office (RCO), has leased cellular phones for all SNCOICs and Canvassing recruiters, Officer Selection teams and Command Group members.  These

phones are the primary source of communications between the SNCOIC and his recruiters when they are out of the station.  Airtime is to be conserved for this critical communication; the office phones are to be used for routine communications.

2.  Per DistO P4000.1 w/Ch1; SOP for Logistics, these government-leased cellular phones are not to be used for cold calls and prospecting, or for personal calls.  Cellular phone numbers are not to be given out to potential applicants or poolees, nor to family members, girlfriends or non-business associates.  

3.  As stated, the purpose of these cell phones is Command and Control.  Accordingly, the phones were obtained under basic lease plans that contain adequate quantities of minutes per month for this purpose.  District has been given adequate funding to cover the cost of the basic service contracts of the basic phone plans.  These funds are held at the District 

level, not passed to the RS.  Airtime minutes that exceed the basic plans cost extra, and are thus unfunded. 

4.  Action:  It is incumbent on all leadership levels within the RS’s to ensure that these cell phones are only used for their intended purposes, i.e. command and control between the SNCOIC and his recruiters, and therefore minimize excess airtime costs.  This is to be accomplished by reemphasizing to all users the appropriate intended purposes of these government-leased phones, and by continual monitoring of cellular phone airtime.  Use of these phones for unauthorized purposes is a violation of policy and will not be tolerated.

5.  Upon receipt of the monthly bills from the vendor, the RS’s will certify the phone bills' accuracy to the District Logistics office.  The District Logistics Officer will then authorize the RCO to submit 6th District funds for payment of the phone bills.  Should the cost of the phone bills exceed the established ceilings derived from the basic plans, the operational funds Planning Limitation (PL) for that RS will be decreased accordingly by that amount in order for the District to have the necessary funds to pay the bill.
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FISCAL

4000.  INTERNAL MANAGEMENT CONTROL PROGRAM (IMCP)
1.  MCO 5200.24C, MCRCO 5200.1, and District Order 5200 all address the Internal Management Control Program (IMCP)  Also Public law requires that we implement a proactive approach to protecting our limited resources from fraud, waste, abuse, and mismanagement.  To this end, the IMCP tasks commanders at all levels to determine the level of risk of all command functions and to ensure that any potential control weaknesses are highlighted, reviewed, and corrected.  Through the use of the IMCP, we are able to protect the command against misuse of government resources.

2.  The terms, standards, and other applicable concepts used in this order are defined in Appendix A.

3.  Appendix B lists all assessable units (AU), as defined in Appendix A, applicable to the 6th Marine Corps District and subordinate Recruiting Stations.  Recruiting Stations and District Headquarters Staff Sections will use the AU matrix to guide them when questions arise in one of the functional areas.  Checklists will be developed and promulgated for each AU to ensure that the 6th Marine Corps District is in compliance will all applicable laws, rules, regulations, directives, and order

4.  The IMCP is a five-step process:


a.  Step 1.  Appoint IMCP Coordinator.  The Comptroller will serve as the IMCP Coordinator for the District.  Each Recruiting Station and Staff Section is responsible for assigning an individual to be responsible for the Internal Management Controls in their organization.


b.  Step 2.  Implement the IMCP.  Make all supervisory personnel familiar with references listed in paragraph 1 and this order.

c.  Step 3.  Identify Assessable Units (AUs).  AUs have been identified and provided as Appendix B.  Additional AUs will be identified and designated if the responsible staff section identifies an area of concern.

d.  Step 4.  Conduct Management Control Evaluations.  Each staff section will review all AUs on an annual basis to determine the effectiveness of internal controls and compliance with appropriate rules, regulations, and policies.


e.  Step 5.  Annual Reports.  This report will be submitted by the IMCP Coordinator to the Marine Corps Recruiting Command on 1 August, per MCO 5200.24C.

5.  The two most important factors in an effective IMCP are leadership and separation of duties.  These programs will not accomplish their purpose without the supervision and support of Recruiting Station Commanding Officers and District Section Heads.  Key duties should be assigned so as to prevent any individual from controlling all phases of a significant task or responsibility.  As required by the listed references, Recruiting Stations and District Staff Sections will:


a.  Establish controls consistent with the standards contained in this order; and,


b.  Continually monitor and improve the effectiveness of controls chosen to be employed for their programs.

6.  Action

a.  District Comptroller


(1) Assigned as the overall IMCP coordinator for the District.



(2) Provide training/guidance to all applicable personnel within the District.



(3) Provide oversight of program implementation.



(4) Serve as the District focal point on all matters pertaining to the IMCP.



(5) Submit an annual certification statement with a list of all assessable units, assessments conducted, and results of management control evaluations to the Commanding General, Marine Corps Recruiting Command by 1 August.



(6) Track and perform follow-up on all command reported material weaknesses.



(7) Coordinate, on an annual basis or as required, an Internal Management Control Program Working Group to analyze this order and review currency and applicability of AUs.



(8) Maintain files for the program.



(9) Provide liaison with external agencies regarding inquiries or information concerning the IMCP.


b.  District Headquarters Section Heads


(1) Assign a manager responsible for assessing, reviewing, reporting, and modifying controls that guard against fraud, waste, abuse, and mismanagement.  Fitness reports/performance appraisals will reflect management control responsibilities.



(2) Identify assessable units to be evaluated.



(3) Conduct additional assessments and reviews for vulnerabilities not previously identified.



(4) Develop, update, and maintain checklists to evaluate AUs as listed in Appendix B.



(5) Conduct Management Control Evaluations (i.e., assist visits with updated checklists) to ensure compliance with all applicable rules, regulations, and policies, and to evaluate internal control procedures for applicable AUs in accordance with this order and MCRCO 5040.1B, Commanding General’s Inspection Program.



(6) Maintain files for current year plus two years.



(7) Annually, or as required, post updated assist visit checklist(s) for the following fiscal year by 15 Aug to the Outlook Public Folders.  These checklists will cover all areas of responsibility as listed in enclosure (2).



(8) Submit an annual certification statement with a list of all assessments conducted and results of Management Control Evaluations to the Comptroller by 15 July.

c.  Recruiting Station Commanding Officers


(1) Assign a focal point for coordinating the program.  This individual’s fitness report will reflect management control responsibilities.



(2) Provide oversight of program implementation.



(3) Conduct self-evaluations using the checklists posted in Outlook Public Folders to ensure compliance with all checklist items.



(4) Perform ongoing reviews of internal controls, paying particular attention to separation of duties.

7.
Fraud, waste, abuse, and related improprieties, such as theft or misuse of Government resources or conflicts of interest, are serious matters which can significantly increase the cost of Government and reduce available resources needed to support Marine Corps recruiting forces.  Throughout the 6th Marine Corps District (MCD), actions must be taken to prevent illegal or wasteful activities.  6th MCD efforts to foster efficiencies and prevent fraud, waste, and abuse require highest command attention and individual awareness.

4001.  USE OF APPROPRIATED FUNDING FOR MARINE CORPS BIRTHDAY 

  BALL EXPENSES

1.  MCO 5100.31, Marine Corps Ball Funding, is the reference mentioned in this section.  For purposes of when appropriated funds and non-appropriated funds can be used to pay for the Marine Corps Birthday Ball expense, the Birthday Ball is divided into two parts.  The first part being the official ceremony which includes the color guard, Marine Corps Band, historical pageant, the reading of General Lejeune’s and CMC’s message, and guest of honor’s remarks.  The second part of the Birthday Ball is the social event which includes dinner, dancing, and beverage consumption.  

2.  Policy.  

    a.  Per the reference appropriated funds may be used for the following Marine Corps Ball official ceremony expenses:

        (1) Printing and publication.  Programs, dinner menus, and invitations. 

    (2) Photographers.  Photographers may be hired to capture the ceremony portion of the ball to include command 

chronology type photographs of guest of honor, VIPS, and command personnel.

   (3) Guest of honor.  Commands may use their TAD funds for active duty general officers acting as guests of honor and their spouses.  TAD Funds for the messing, billeting, and transportation expenses for non-active duty guests of honor (Or their spouses) is not authorized.  Travel and per diem expenses for non-active duty military personnel must be funded with ticket sale proceeds.

        (4) Transportation.  GME assets may be used to transport participants, attendees, and guests to the official ceremony only. 

     b.  Per the reference non-appropriated funds are defined as: ticket sales, unit fund raising events, and MWR funds (If available).  These non-appropriated fund sources may be used to fund any and all ball expenses if the command desires however, if the command has a limited amount of non-appropriated funds than command operational funds (Appropriated funds) may be used to fund the expenses listed above associated with the official ceremony portion of the ball.  Regardless, expenses associated with the social portion of the ball must be funded with funds other than command operational funds (Appropriated funds).    

3.  The observance of the Birthday ball of our proud Corps is a time-honored and solemn event, combined with an opportunity at the ball for us to celebrate ourselves as Marines.  Every thought and effort must go into ensuring that this official observance and the events surrounding it are conducted with an emphasis on the highest degree of propriety.  Under no circumstances should the official nature of this observance be used to cloak or defray private expenses which are solely those of the attendees at the social portion of the Birthday Celebration.

4002.  APPLICANT TRAVEL
1.  The current applicant travel program for the 6th Marine Corps District is one of convenience.  It allows recruiters to more wisely use their time by providing transportation for applicants to and from the MEPS.

2.  Recently, there have been several instances where RSSs have completely run out of applicant travel tickets.  In these cases, individual recruiters and NCOICs have independently made various arrangements with the transportation providers, to include issuing IOUs.  This practice is not acceptable and must stop immediately.

3.  Policy.

    
a.  Each RS must have an individual designated in writing who is responsible for safeguarding, accounting for, and monitoring on-hand applicant travel tickets.  Generally, this is the supply chief.  When on-hand quantities are diminished to the point where only a two-week supply remains, the responsible individual will request a resupply.  

b.  In no case will individual recruiters or NCOICs make alternative applicant travel arrangement of any sort.  This policy specifically prohibits IOUs or any other method of payment except ticket issuance.

c.  In cases where this policy is violated, any debt incurred by a recruiter or NCOIC will be considered a private debt and the recruiter or NCOIC will be solely liable for payment of the debt.

4003.  ACCEPTANCE OF GIFTS
1.  MCO P5800.16, Chapter 15 is the definitive directive covering the acceptance of gifts and should be referred to when questions arise.    

2.  Any form of solicitation of gifts is illegal and is expressly prohibited for Marine Corps personnel.

3.  All Commanding Officers have the authority to accept consumable or perishable gifts, such as food, beverages, or candy.  It must be limited to that which can be consumed at one specific event such as a command picnic or DEP party.  Gifts of alcohol and tobacco may not be accepted under any circumstances.

4.  Enlisted/Officer Performance Awards.  Gifts from sources external to the Marine Corps, which reward members for their performance of duty should be forwarded to the appropriate acceptance authority via the District Comptroller using the enclosure.  If approved, the gift will be returned to the individual or activity to whom it was originally presented.

5.  Money Gifts.  At no time can gifts in the form of money be accepted by Marine Corps personnel.  If money is offered as a gift, it will be forwarded to the appropriate acceptance authority via the District Comptroller using the enclosure.  If approved, the funds will returned to the individual or activity to whom it was originally presented.

6.  Policy.  All personnel will comply with this policy memorandum and the reference.  When in doubt, seek guidance.  Your ethics and professionalism are a direct reflection on our recruiting efforts and the Marine Corps.

4004.  RECRUITER OUT-OF-POCKET EXPENSES (ROPE)
1.  MCO P1100.71A, Military Procurement Manual (Chapter 2, paragraph 2206) Joint Federal Travel Regulations (JFTR) Part C, Paragraph U7030 are the references mentioned in this section.  ROPE is a reimbursement, not entitlement.  The maximum allowable monetary limit for ROPE that can be approved at the Recruiting Station is $75.00.  

2.  Policy.

     a.  Per reference (d), ROPE reimbursements are not intended to be more than $75.00 a month, except in the rarest of circumstances.  ROPE claims exceeding $75.00 must, with proper documentation, be forwarded to District for approval.  Claims will contain or have attached an itemized list of expenses. A receipt must support a claim for all items purchased by recruiters or individuals working in direct support of recruiters.

     b.  RS Commanding Officers are encouraged to ensure that their Marines who rate a reimbursement submit their paperwork so prompt payment can be made for the expenses incurred for that month.  It is understood recruiters and those who directly support recruiters work under a high operation tempo and may have to spend personal funds for mission accomplishment.  The references allow for relief of expenditure of personal funds and should be utilized correctly and effectively.

    c.  RS Commanding Officers will ensure the proper internal 

controls are in place to ensure this ROPE regulation is not being abused.  RS Commanding Officers will review and approve each claim before it is sent for reimbursement.  RS ROPE claims will be submitted monthly as of the last day of the month.  Claims will be sent to Parris Island Disbursing Office for processing no later than the 10th of the following month.  RS ROPE claim processes will be inspected to ensure they are following the guidelines set fort in the references and this document. 

3.  Responsibilities.

a. The RS Commanding Officer will:


     (1)  Inspect the ROPE claims of one RSS, picked at random, each month.  This inspection will require all, no matter what the amount, receipts for any claims that month.


  (2)  Notify the District Comptroller of any perceptions of abuse.

        (3)  Maintain these inspections on file for review by the District Comptroller.

b. The District Comptroller will:

        (1)  Review all ROPE claims at the time of the Recruiting Station’s annual inspection.

   
   (2)  Inform the District Executive Officer of any perceptions of abuse.

4005.  DISTRICT CONFERENCES AND ALL HANDS FUNCTIONS
1.  MARADMIN 214/02 reemphasized Marine Corps Policy for controlling conference costs/All Hands Functions, and provides initial implementing guidance, which became effective 1 June 2002.  MCO 7300.22, Controlling Conference Costs, provides final guidance and became effective 11 Dec 2002.  

2.  Definitions.  

    a.  Conference.  The references mentioned in paragraph 1 define a conference as any meeting, retreat, seminar, symposium or other event that requires attendee travel (Temporary additional duty travel).  The term also applies to training activities when, (1) The announced purpose of a conference is educational or instructional, (2) more than half of the time is scheduled for a planned, organized exchange of information between presenters and audience, and  (3) the training is based on a planned, prepared, and coordinated program, course, curriculum, subject, system, or routine of instruction or education in fields which will improve individual and organizational performance and assist in achieving agency mission and performance goals.  This includes 6th MCD HQ sponsored staff section conferences/all hands event and recruiting station conference/all hands functions.

    b.  Attendee Travel.  For the purpose of this letter, attendee travel shall be defined as travel to be performed by those individuals summoned to a designated location to be the recipients of the conference’s purpose or intent.  Attendee travel excludes such events as inspections or training teams traveling to a location to conduct Marine Corps matters with members stationed at the travel site.  

    c.  Conference Costs.  All appropriated fund costs paid by the 6th MCD whether paid directly or reimbursed to attendees.  These costs include but are not limited to, those costs elements identified in the worksheet contained in Appendix C.

3.  Commander’s Intent.  Financial responsibility for planning and conducting 6th MCD HQ or 6th MCD Recruiting Station (RS) sponsored conferences/all hands functions lies with the conference’s sponsoring commander or sponsoring staff agency head.  It is imperative that the conference-approving officials exercise good stewardship of Marines Corps resources by ensuring that conference costs are minimized, best value is obtained by the government, and that attendee conference travel expenses stay within normal per diem rates. 

4.  Policy.

    a.  6th MCD HQ staff agency heads and RS Commanding Officers shall closely review requests by their staffs to hold/sponsor conferences.  At a minimum, 6th MCD staff agency heads and RS Commanding Officers, will (1) consider whether the conference is necessary for effective accomplishment of the organization’s mission, (2) evaluate/analyze cost differentials between various conference alternatives and alternative sites, (3) limit attendance to the minimum number of individuals required for mission accomplishment, and (4) ensure that conferences are held at locations not requiring either “actual expense authorizations” exceeding standard per diem rates, or an additional conference lodging allowance. 

    b.  6th MCD HQ staff agency heads and RS Commanding Officers must be able to justify (1) the necessity for their respective sponsored conference, (2) their choice of available conference 

alternatives, (3) their choice of conference site/facilities, and (4) their efforts to limit conference attendees. 

    c.  Site Consideration.  Determination of appropriate conference sites should consider both geographical location and specific facility selected.  Use of government locations and government facilities are strongly encouraged when determining locations and facilities for conferences.  For conferences involving thirty or more attendees in a temporary duty travel status, a minimum of 3 sites should be considered and decision documentation must be developed and maintained, regardless of total projected conference cost.  Required documentation will include a cost analysis for each alternative conference option considered and an explanation of other decision factors.  This documentation on conference planning including both pre-conference cost estimations and actual costs incurred must be retained by conference sponsor for a period of three years.  

    d.  Other.  Certain conferences or all hands functions require amplifying guidance.  The Marine Corps Birthday Ball is one of these functions.  When planning for the Marine Corps Ball it must be looked at as another conference or all hands functions governed by the rules set forth in the references and this document.  Meals, beverages, and other Ball ceremony expenses should not be considered when planning for the conference or all hands function.  All Ball related expenses should be paid from ticket sales, money raised through fund 

raising events, Morale, Welfare, and Recreation funds (MWR, If available) and personal out-of-pocket money.  It is important for planning purposes that the two events are looked at separately, one event being the conference/training and the other event being the Birthday Ball Ceremony.  The only exception to using appropriated tax dollars for the ball ceremony (Some expenses associated with the actual Birthday Ball Ceremony can be paid for by using appropriated money.  This is explained in an earlier section).  It is required that all RS Commanding Officers generate a Letter of Instruction (LOI) and cost analysis document(s) based on the guidance set forth in this policy document be submitted to the 6th MCD Comptroller at least four weeks prior to the date of the event taking place to ensure the rules and regulations are being adhered to as set forth in the references regarding controlling 

conference costs.  If all regulations are being adhered to and Commander’s Intent is met, the RS’s respective plan for this event can be put into action.

APPENDIX A

DEFINITIONS, MANAGEMENT CONTROL STANDARDS, 

AND ASSOCIATED CONCEPTS

1.  Assessable Unit (AU).  Any organizational, functional, programmatic, or other applicable subdivision capable of being evaluated by management control assessment procedures.  An AU should be a subdivision of an organization that ensures a reasonable span of management control to allow for adequate analysis.  AUs should have specific management controls that are applicable to their responsibilities.

2.  Control Objectives.  A specific aim, goal, condition, or level of control established by a commander/manager for an AU that provides reasonable assurance that the resources allocated to that activity are safeguarded or protected adequately against waste, fraud, or mismanagement, and that organizational, operational, or administrative objectives are accomplished.  Control objectives are not absolutes.  Limiting factors such as budget constraints, statutory and regulatory restrictions, staff limitations, and the cost-benefit of each control technique are to be considered in determining desired control objectives.

3.  Control Technique.  Any form of organizational procedure or document flow that is relied on to accomplish a control objective.

4.  Cost-Benefit.  The true net cost of correcting an identified weakness.  The cost-benefit represents the real (actual) monetary benefit derived from correcting the weakness, reduced by (less) the costs associated with implementing the correction.  The concept of reasonable assurance recognizes that the costs of management control should not exceed the benefits to be derived, and that the benefits themselves consist of a reduced risk of failing to achieve stated objectives.  This balancing of management control costs and benefits is addressed using estimates and management judgment.

5.  Documentation.  Documentation of management control activities is required to the extent needed by management to control its operations effectively and include products not specifically designed to meet the requirements of the Internal Management Control Program.  Documentation for management control systems is mandated by reference (e), and encompasses the following two types of written materials:


a.  Review Documentation.  Shows the type and scope of the review, the responsible official, the pertinent dates and facts, the key findings and the recommended corrective actions.  Documentation is adequate if the information is understandable to a reasonably knowledgeable reviewer.


b.  System Documentation.  Includes policies and procedures, organizational charts, manuals, flow charts and related written and graphic materials necessary to describe organizational structure, operating procedures and administrative practices, and to communicate responsibilities and authority for accomplishing programs and activities.

6.  General Control Environment.  The environment in which management operates, including management attitude; organizational structure; personnel competence; delegation of authority and responsibility; policies, procedures, budgeting, and reporting practices; and organizational checks and balances.

7.  Management Control.  The organization, policies, and procedures used to reasonably ensure that programs achieve their intended results; resources are used consistent with the Marine Corps’ mission; programs and resources are protected from waste, fraud, and mismanagement; laws and regulations are followed; and, reliable and timely information is obtained, maintained, reported, and used for decision making.  Management controls, in the broadest sense, include the plan of organization, methods, and procedures adopted by management to ensure that its goals are met.  Management controls include processes for planning, organizing, directing, and controlling program operations.  Some subsets of management controls are the internal controls used to assure that there is prevention or timely detection of unauthorized acquisition, use or disposition of the entity’s assets.

8.  Management Control Evaluation.  A documented examination of an assessable unit to determine whether adequate control techniques exist and are achieving there intended objectives.  Management control evaluations are of the following two types:


a.  Alternative Management Control Review.  A process which determines that control techniques are operating properly, or a process developed for other organizational purposes which provide adequate information on the effectiveness of control techniques.  This type of process may utilize computer security reviews; quality assessments; financial systems reviews; General Accounting Office (GAO), DOD Inspector General (DODIG) and Naval Audit Service (NAVAUDSVC) audits, inspections, or investigations; local audits and command evaluations; and, management and consulting reviews.  Such alternative reviews must assist in determining overall compliance and, whenever possible, include testing of controls and documentation.


b.  Management Control Review.  Detailed examination by the responsible commander/manager of the system of management controls in an assessable unit to determine the adequacy of controls, and to identify and correct deficiencies.  Management control reviews should be conducted only when a reliable alternative source of information is not available and the review is expected to produce otherwise unavailable written documentation of what was done and what was found.  Any review should have some reasonable cost effective testing aspect associated with it.

9.  Management Control Plan.  A brief, written plan (updated) annually that indicates the number of scheduled and accomplished management control evaluations, the identity of assessable units, progress toward accomplishment of annual program requirements, the method of monitoring and evaluation and the date the evaluation was completed.  The management control plan need not be lengthy and any format may be used, so long as it addresses management control evaluations throughout the organization and conveys, with reasonable certainty, an awareness that the objectives of the Internal Management Control Program have been accomplished.

10.  Internal Management Control Program.  The full scope of management responsibilities as defined in this instruction.  That responsibility includes the development of effective management controls, the evaluation and correction of deficiencies, the use of effective follow-up procedures, and the reporting requirements of this guidance and the references.

11.  Management Control Standards.  Federal standards for management control are summarized in reference (e), and are identified in Appendix A of reference (a).

12.  Management Control System.  The sum of the methods and measures used to achieve the management control objectives both the controls and the evaluations of those controls.  It is not a separate system, but an integral part of the systems used to operate programs and functions.

13.  Material Weakness.  Specific instances of noncompliance with reference (d) of such importance so as to warrant reporting of the deficiency to the next higher level of command/management.  Such weaknesses significantly impair or may impair the fulfillment of an activity’s mission or operational objectives; deprive the public of needed services; violate statutory or regulatory requirements; significantly weaken safeguards against fraud, waste, or mismanagement of funds, property, or other assets; or cause a conflict of interest.  In effect, the weakness results from management controls that is not in place, not used, or not adequate.  Material weaknesses should be identified using one of the 15 functional reporting categories listed in reference (a).  Open finding on management controls from any source, agreed to by management, are candidates for a material weakness at the applicable level, until all corrective actions are complete.  Weaknesses considered significant on any of the following criteria warrant consideration for reporting as material weaknesses:


a.  Actual or potential loss of resources (e.g., property, inventory, personnel, etc.).


b.  Sensitivity of the resources involved (e.g., drugs, munitions, etc.).


c.  Magnitude of funds, property, or other resources involved.


d.  Frequency of actual or potential loss.


e.  Current or probable Congressional or media interest (adverse publicity).


f.  Impaired fulfillment of mission or operations.


g.  Unreliable information causing unsound management decisions.


h.  Violations of statutory or regulatory requirements.


i.  Diminished credibility or reputation of management.


j.  Deprivation of needed Government services to the public.


k.  Impact on information security.

14.  Reasonable Assurance.  The judgment by a manager and Commanding Officer based upon all available information that the component systems of management controls are operating as intended by reference (d).

15.  Risk.  The probable or potential adverse effects from inadequate management controls that may result in the loss of resources or cause an activity to fail to accomplish significant mission objectives through fraud, error, or mismanagement.

16.  Risk Assessment.  A documented review by management of an assessable unit’s susceptibility to fraud, waste, or mismanagement.  Management evaluates the general control environment, analyzes the inherent risks and arrives at a preliminary assessment of the safeguards for the assessable unit.

17.  Testing.  Procedures to determine through observation, examination, verification, sampling or other procedures whether management control systems are working as intended.
APPENDIX B

ASSESSABLE UNIT MATRIX (AU)

	Assessable Unit Matrix
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	 
	
	
	
	
	
	
	
	
	
	
	
	
	
	 

	 
	Staff Section
	
	
	
	 

	AU
	
	Adjutant
	Personnel
	PAO
	Ops
	Logistics
	Supply
	MCJROTC
	Comptroller
	ISMO
	QoL
	XO
	SgtMaj
	Marketing

	ADPE
	 
	 
	 
	 
	 
	 
	 
	 
	 
	X
	 
	 
	 
	 

	Advertising
	 
	 
	 
	 
	X
	 
	 
	 
	#
	 
	 
	 
	 
	 

	Applicant travel
	 
	 
	 
	 
	 
	 
	 
	 
	X
	 
	 
	 
	 
	 

	Arms, Ammo, & Explosives
	 
	 
	 
	 
	 
	 
	#
	X
	 
	 
	 
	 
	 
	 

	Awards
	 
	X
	#
	#
	X
	 
	#
	 
	#
	 
	 
	 
	 
	 

	Board & Lodging
	 
	 
	 
	 
	 
	 
	 
	 
	X
	 
	 
	 
	 
	 

	Budget Execution
	 
	 
	#
	#
	#
	#
	#
	#
	X
	#
	#
	 
	 
	 

	Budget Formulation
	 
	#
	#
	#
	#
	#
	#
	#
	X
	#
	#
	 
	 
	#

	Career Planning
	 
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Career Recruiter Redesignation
	 
	 
	#
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Casualties/Congrints/SIR
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	CFC
	 
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Civilian Awards
	 
	 
	 
	 
	 
	 
	 
	 
	X
	 
	 
	 
	 
	 

	Civilian evaluations
	 
	 
	#
	 
	#
	#
	#
	#
	X
	#
	#
	#
	 
	#

	Civilian timekeeping
	 
	 
	#
	#
	#
	#
	#
	#
	X
	#
	#
	#
	 
	#

	Civilian TO/structure/vacancies
	 
	 
	 
	 
	 
	 
	 
	 
	X
	 
	 
	 
	 
	 

	Command Historical Program
	 
	 
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Command Inspection Program
	 
	#
	#
	#
	#
	#
	#
	#
	#
	#
	 
	X
	#
	 

	Community relations/media events
	 
	 
	 
	X
	#
	 
	 
	 
	 
	 
	 
	 
	 
	 

	DEP Awards
	 
	 
	 
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Directives/Form Management
	 
	X
	#
	#
	#
	#
	#
	#
	#
	#
	 
	 
	 
	 

	DTP/Turnover folders
	 
	X
	X
	X
	X
	X
	X
	X
	X
	X
	X
	 
	 
	X

	EAC Event planning/coordination
	 
	 
	 
	#
	 
	 
	 
	 
	 
	 
	 
	 
	 
	X

	EAC HMMWV
	 
	 
	 
	#
	#
	#
	 
	 
	#
	 
	 
	 
	 
	X

	EAD Program
	 
	 
	#
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 

	EEO (Military)
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	EEO/Grievance procedures (Civ)
	 
	 
	 
	 
	 
	 
	 
	 
	X
	 
	 
	 
	 
	 

	Energy conservation
	 
	 
	 
	 
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 

	Enlisted to Officer Programs
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Enlistment Process (PSEP)
	 
	 
	#
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Facilities management
	 
	 
	 
	 
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 

	Family Readiness
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	X
	#
	 
	 

	FIP/FOP
	 
	 
	 
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Fire prevention/protection
	 
	 
	 
	 
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 

	Fitness reports
	 
	X
	#
	#
	#
	#
	#
	#
	#
	#
	 
	#
	 
	 

	Government Purchase Card 
	 
	 
	 
	 
	 
	 
	X
	X
	 
	 
	 
	 
	 
	 

	Government Travel Card
	 
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	IMCP
	 
	#
	#
	#
	#
	#
	#
	#
	X
	#
	 
	#
	#
	 

	Key Volunteer Network
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	X
	#
	 
	 

	Leave/liberty
	 
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Legal/Investigations
	 
	X
	#
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Magazine production
	 
	 
	 
	X
	 
	 
	#
	 
	 
	 
	 
	 
	 
	 

	Market Analysis
	 
	 
	 
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 
	#

	MCTFS
	 
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Media Program
	 
	 
	 
	X
	
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Meritorious Promotion Board
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Military Pay Mgmt
	 
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Mishap reporting/Vehicle
	 
	 
	 
	 
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 

	Mission Planning
	 
	 
	 
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Navy Relief
	 
	 
	 
	 
	 
	 
	X
	 
	 
	 
	 
	 
	 
	 

	Non-appropriated funds (MCCS)
	 
	 
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Off-duty education
	 
	 
	 
	 
	
	 
	X
	 
	
	 
	 
	 
	 
	 

	Officer Candidate Recruiting/Sel
	 
	 
	 
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 

	OQR/SRB maintenance
	 
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	PA Photographic/computer support
	 
	 
	X
	 
	 
	#
	 
	 
	#
	 
	 
	 
	 

	PCA/S orders
	 
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Personal Effects
	 
	 
	 
	 
	 
	 
	X
	 
	 
	 
	 
	 
	 
	 

	Personnel Sponsorship
	 
	#
	X
	#
	#
	#
	#
	#
	#
	#
	#
	#
	#
	 

	Physical security
	 
	 
	 
	 
	 
	X
	 
	#
	 
	 
	 
	 
	 
	 

	Poolee/COI events
	 
	 
	 
	 
	 
	 
	 
	 
	#
	 
	 
	 
	X
	 

	Property Control
	 
	#
	#
	#
	#
	#
	X
	X
	#
	#
	#
	#
	#
	#

	Purchasing/supplies
	 
	#
	#
	#
	#
	#
	X
	#
	#
	#
	#
	 
	 
	#

	Rec Aide Program
	 
	 
	X
	 
	#
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Recruiter Training Process
	 
	 
	 
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Recruiting Programs
	 
	 
	 
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Release of information/interview
	 
	#
	#
	X
	 
	 
	 
	#
	 
	 
	 
	 
	 
	 

	Request Mast
	 
	#
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	X
	 

	ROPE
	 
	 
	 
	 
	 
	 
	 
	 
	X
	 
	 
	 
	 
	 

	SABRS integrity
	 
	 
	 
	 
	 
	 
	 
	 
	X
	 
	 
	 
	 
	 

	SABRS problem reports
	 
	 
	 
	 
	 
	 
	 
	 
	X
	 
	 
	 
	 
	 

	SACO
	 
	 
	 
	 
	 
	 
	 
	X
	#
	 
	 
	 
	 
	 

	Safety Program
	 
	 
	 
	 
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 

	Savings Bond Program
	 
	 
	#
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Service Contracts
	 
	 
	 
	 
	 
	 
	X
	 
	 
	#
	 
	 
	 
	 

	Shipping Process
	 
	 
	 
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 

	SITREP System (Personnel)
	 
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Structure Analysis
	 
	 
	#
	 
	X
	#
	 
	 
	 
	 
	 
	 
	 
	 

	Systematic Recruiting
	 
	 
	 
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 

	TAD orders/accounting
	 
	 
	X
	 
	 
	 
	 
	#
	#
	
	
	 
	 
	 

	TASO Program
	 
	 
	 
	 
	 
	 
	 
	 
	 
	X
	 
	 
	 
	 

	Telecommunications
	 
	 
	 
	 
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 

	Traffic safety
	 
	 
	 
	 
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 

	Unit Travel Card
	 
	 
	 
	#
	#
	 
	#
	#
	X
	 
	 
	 
	 
	 

	Unliquidated orders
	 
	 
	 
	 
	 
	 
	 
	 
	X
	 
	 
	 
	 
	 

	USMC Training
	 
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 
	#
	 

	Vehicle maint/usage
	 
	 
	 
	 
	 
	X
	 
	 
	#
	 
	 
	 
	 
	 

	Voter Assistance
	 
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Voter Registration
	 
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 

	Voyager credit cards (fuel)
	 
	 
	 
	 
	 
	 
	X
	 
	 
	 
	 
	 
	 
	 

	Waiver Process
	 
	 
	 
	 
	X
	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	An X signifies primary responsibility
	
	
	
	
	
	
	
	
	
	
	
	
	

	A # represents responsibility other than primary
	
	
	
	
	
	
	
	
	
	
	


APPENDIX C

COST DETERMINATION WORKSHEET

Conference costs include all appropriated fund costs paid by the 6th MCD whether paid directly or reimbursed to attendees.  These costs include, but are not limited to the following:

Attendee travel/per diem costs:

-Travel to & from conference location (include military air                    ________

-Ground transportation (rental car, taxi, etc.)                                           ________

-Per Diem







      ________

Conference registration fees:                 

                              ________

Speaker fees:   





                  ________

Meeting room:                                                                                          ________

Audiovisual:







      ________

Printing:






                  ________

Equipment:







      ________

Communication costs:






      ________

(Includes telephone & computer access)

Other conference related costs:




      ________








Total:

      ________

Total number of attendees:





      ________

Other decisional factors:
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CHAPTER 5

ISMO

5000.  OFFICIAL USE OF GOVERNMENT COMPUTERS AND COMMUNICATION 

       EQUIPMENT, INTERNET CONDUCT POLICY AND COMPUTER VIRUS 

       GUIDANCE FOR THE 6TH MARINE CORPS DISTRICT
1.  IRM-5239-08 Computer Security Procedures, Title 18 Section 1030 of United States Code, ALMAR 068/97, ALMAR 438/96 and MARADMIN 071/99, require commanders to “ensure that users of computer-based systems are aware that government owned and leased resources are for official use only”.  Further, the Internet is a valuable tool for obtaining and disseminating information worldwide.  An excessive number of users simultaneously surfing the web, sending and/or receiving unofficial traffic can potentially degrade network performance and inhibit access to official Internet users.  Finally, computer viruses represent a significant threat to the operational readiness of our computer systems, Wide Area Network, and to the integrity of the data stored within our network.  Information Assurance awareness is paramount to the security and reliability of our network.

2.  Policy.  Computer hardware and software, and telecommunications equipment, (to include that which facilitates use of the internet), will be used only for official purposes.  Only government approved and purchased portable devices (such as blackberries and PDAs) are allowed access to computer systems and networks.  Access should be appropriate in frequency, duration, and in relation to assigned tasks.  

a.  Official use includes; however is not restricted to, using the Internet to:

        (1) Obtain information to support the recruiting mission.

        (2) Obtain information that enhances professional skills of recruiting personnel.

        (3) Improve professional/personal skills as part of a formal academic military or educational development program.

b.  Authorized Use.  6th District's computers may be used to access the Internet for incidental personal purposes such as Internet searches and brief communications as long as such use:

        (1) Does not adversely affect the performance of official duties by the Marine/Civilian.

        (2) Serves to promote a legitimate public interest.

        (3) Is not used for purposes that adversely reflect upon the District or the Marine Corps.

c.  Prohibited/Inappropriate Use.  Use of the District's resources to connect to the Internet for purposes other than those described in paragraphs 4a and 4b is prohibited.  Examples of prohibited use include, but are not limited to the following:

        (1) Illegal, fraudulent, or malicious activities.

        (2) Partisan political activity; political or religious lobbying or advocacy of activities; to include unauthorized fundraising, on behalf of organizations having no affiliation with the District, Marine Corps, or the Department of Defense.

        (3) Activities whose purpose is for personal or commercial financial gain.  These activities may include chain letters, solicitation of business services, or sale of personal property.

        (4) Accessing, storing, processing, displaying, or distributing offensive or obscene material such as pornography and hate literature.

        (5) Obtaining, installing, or using software obtained in violation of the appropriate vendors' patent, copyright, trade secret, or license agreement.

d.  Information Assurance.  Given our increasing dependence on the information processed and stored on our computers, all personnel must understand and recognize the basic threat that computer viruses and malicious software represent.  We must learn how to protect against virus infections, detect their presence, prevent them from operating, and repair the damage they cause.  In addition, we must understand how to protect our sensitive information on an unsecure network.  RS Commanders, 

Staff Officers, and NCOICs can create a preventive and protective atmosphere by implementing and enforcing the following safeguards:

        (1) Ensure all users with a computer account complete and report information assurance training before gaining access to the computer and network.

        (2) Ensure all personnel use only District approved and/or acquired software that is also approved under NMCI.

        (3) Prohibit the use of privately owned commercial software and the use of unauthorized game software.

        (4) Limit access to the Internet to known and reputable web sites.  Downloads from any other sites should be downloaded to floppy diskette, not to a hard drive, and must be scanned for viruses before use.

        (5) Prohibit the use of pirated or illegally copied software.

        (6) Create backups of all data files. 

    e.  Security and Accountability.  All computer-based systems must be accounted for locally and down to the lowest user.  Monitors, CPUs, keyboards, mouse(s), and CD/RWs will be organized into suites on one Consolidated Memorandum Record (CMR) and the ISMO/Computer Specialist will be the responsible officer.  This will be accomplished in conjunction with Supply using a CMR as well as chain of custody forms for sub-signing to remote locations.  All rules applying to normal CMRs will apply.  In addition, commands must ensure that all available and reasonable means to secure computer-based systems are met which includes but is not limited to:


   (1) All laptops must be secured with a laptop lock or locked in a secure wall locker, or equivalent, when not in use or when leaving it in an unsecured space.  This applies to unlocked offices (even during the middle of the day), and TAD trips in hotels, BOQ, BEQ, etc.


   (2) When traveling, keep laptops in constant view at all times.  Do not check laptops as baggage when flying, and if it 

must be left in a car, keep it out of public view.  Keep serial and model numbers written down in another location to provide to authorities in case of theft.

   (3) All computer-based systems must be locked within

secure rooms or buildings daily at close of business.  All normal security procedures must be followed to ensure that access to working spaces is restricted to authorized personnel during and after working hours.


   (4) A chain of custody must exist when physically transferring a computer-based system from one person to another.  


   (5) Upon discovery of a missing/lost/stolen computer-based system, conduct local investigation immediately, contact local authorities if necessary, and report to the District immediately.  


f.  Web Page Design and Implementation.  District and RS Computer Specialists and Public Affairs staff are authorized to develop and maintain public web sites to support the recruiting mission.  They are authorized to use web design software (Frontpage 2000 is currently the only authorized software) on their local computer and create a public web site with input from the local command.  Training and guidance for web development will be coordinated from the District ISMO for these billets only.  After the local PA office has approved the web page, it will be submitted to the District ISMO and PA for approval and posting.

3.  Information. Computer-based systems include personal computers, scanners, telephones (land line and cellular), computer software, printers, electronic mail, digital cameras, and facsimile machines.  Because these resources have been purchased/provided to improve the work process, they are to be used only for matters relating to work. Abuse of government computer-based and communication resources includes misuse of the Toll Free number, disseminating chain letters, loading/using unauthorized or unlicensed software such as AOL, duplication of government software, and accessing civilian personal email accounts such as Hotmail, MSN, AOL, and Yahoo using government assets.  

4.  Guidance.  Commanders, Staff Officers, and NCOIC's are to ensure that appropriate command level measures are instituted to:

    
a.  Monitor users and computer resources and take appropriate action when inappropriate use is suspected.  Investigate any unauthorized use and where warranted, hold individuals accountable for misconduct.

b.  Educate personnel on appropriate Internet usage.

c. Conduct information assurance training annually using training material provided by the District ISMO.

d. Violation of this policy may result in administrative and/or disciplinary action.
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CHAPTER 6

QUALITY OF LIFE

6000.  TRICARE PRIME AND REMOTE MEDICAL COVERAGE AND DENTAL 

       SUPPORT PROCEDURES

 
1.  To provide the Recruiting Station (RS) with limited medical structure and procedures to handle TRICARE Prime (TP) and TRICARE Prime Remote (TPR) enrollment, difficult cases, termination of TRICARE (TC), and dental support procedures.
 
2.  Information.
  
a.  Per SECNAVINST 7260, all Marines, whether considered TP or TPR, must be enrolled in TRICARE.  

   
b.  Recruiting Stations (RS) lack the sole support of an individual Corpsman.  Therefore, the Recruiting Stations rely upon the 6th Marine Corps District Aviation Officer Procurement Medical Representative (AOP MR) for support of difficult medical cases involving Active Duty members and the Quality of Life Coordinator (QoLC) supports their family members.  Both the AOP MR and QoLC are cross-trained and can provide support for either the Active Duty or their Family Members.  Because there are a large number of personnel assigned to the district, it is imperative that each RS provide a medical point of contact for 
Marines and their family members to address general TRICARE 
questions and furnish administrative support for medical issues.
 
   
c.  TPR is, defined as, any Active Duty Marine residing and working fifty miles or more away from a Military Treatment Facility (MTF).  TPR for Active Duty Family Members is, defined as, any Family Member(s) living with their TPR designated Marine (sponsor).

   
d.  The military health record is an individual’s chronological record of medical, dental, occupational health evaluations, and treatment.  Healthcare providers use the health record to plan and document patient care treatment.  The medical history provided by the health record assists medical personnel performing physical examinations, physical fitness evaluations, diagnosis decisions, and render care incident to injury or 

disease.  The health record has significant medical legal value to the patient, the MTF and dental treatment facility, the practitioner responsible for the patient, and the U.S. Government.


3.  Each RS will assign, in writing, the collateral duties of RS HealthCare Representative (RS HR), to the RS Admin Chief.
     a.  Reporting. By the close of business on the last Friday of each month, the RS HR will provide the District AOP MR with the Recruiting Station Medical Readiness Status Report.  This report will provide the District Commanding Officer (CO) with any potential medical problems that may exist at the Recruiting Station.

     b.  Inspection. 

        (1) Medical readiness inspection will be scheduled and conducted by the District AOP MR on an as required/needed basis or upon request by the RS CO.

        (2) 100% Medical Readiness is defined as having all the medical records available or accounted for and all the following categories have met the requisite time requirements.  Category time requirements are as follows:

          a.  Physical every five years.

     b.  Annual HIV.

 

c.  PPD every three years.

 

d.  Tetanus every ten years.

e.  and an annual Dental exam.  
c.  Enrollment.

      
(1)  The RS HR will follow the Enrollment, Problem Solving and Termination Procedures to enroll every Marine assigned to the RS either in the TPR Program or direct the Marine to check-in at the closest Department of Defense (DoD) MTF.


      
(2) The RS HR will also provide TP or TPR Program information to meet the Marine’s individual needs and that of his/her family member(s), when applicable.

   
d.  Health Records Management.

 
      
(1)  All Marines enrolled to TC will provide their original health records to the RS HR.  Per the 6th MCD AOR Medical Treatment Facility, all medical records are the property of the U.S. Government...all records must be maintained by the recruiting station with cognizance over the care of the Marine.  Marines may not retain their original health records or dental records.  Hand carrying health records by unauthorized individuals (active duty, spouse or siblings of the Marine) without written permission is prohibited.

 
      
(2)  Health records are subject to inspection at any time by the commanding officer, superiors in the chain of command, medical officer, or other authorized inspectors.  The health record is for official use only, and adequate security and custodial care are required.
 

e.  Dental Program.

      
(1)  The dental program does not require Active Duty Marines to enroll.  Family Members, however, must enroll, if they want to use the DoD provided benefit.  RS HR’s are to provide the Marine with the enrollment form and direct them to the TRICARE Regional Point of Contact Information Brochure for the necessary United Concordia telephone and website information.


      
(2)  The RS HR will provide every RS assigned Marine dental information to meet his or her individual needs and that of their family, if applicable, by directing the Marine to check-in at the closest DoD Dental Facility or with a local United Concordia Network dentist.

      
(3)  The Tri-Service Remote Dental Program (RDP).

 

          
(a) Program applies only to TPR assigned Marines and it does not apply to family members.  Your military ID and your SSN will serve as your enrollment number.
 

          
(b) This program is intended to provide the Marine the same level of dental service as they can expect to receive if they were stationed at a military base with an active duty dental treatment facility.

 

          
(c)  The Tri-Service Remote Dental Program presents the basic program information. For further guidance refer to OIC, MMSO, Management of the Tri-Service Remote Dental Program ltr, dtd 1 October 1999 (NOTAL), http://navymedicine.med.navy.mil/mmso.
4.  Procedures Covering Difficult Cases 

 

   
a.  It is the Marine’s responsibility to resolve any outstanding medical concerns with TRICARE first.  All dental concerns must be addressed with the Dentist or the Military Medical Support Office (MMSO).  Family member(s) dental issues must be addressed with United Concordia, Inc..

 

   
b.  If the Marine or their family member cannot resolve billing or other substantial problems without command intervention and support, then each RS HR will contact their local TRICARE Service Center, within 50 miles, to help resolve the problem.  If a local TRICARE Service Center does not exist, the HR will call the TRICARE Regional Claims Service to resolve the issue.

 

   
c.  Any problems that the RS HR cannot solve or it requires higher headquarters’ intervention, they should call the appropriate District MR or QOLC.

 

5.  Termination of Independent Duty
 

a.  Upon the Marine’s End of Active Service, Permanent Change of Station (PCS), or retirement, the RS HR will provide the necessary information to the Marine to terminate his or her own Tricare enrollment.

b.  Upon receipt of PCS orders, the RS HR will provide the

Marine with the necessary portability information: Regional Enrollment telephone number, when to dis-enroll, and check-in procedures with the gaining MTF or TRICARE Service Center.  Retiring Marines will be provided information concerning TRICARE for Retirees.

6.  Primary Care Managers (PCM)
 

    
a.  As a part of the RS’s Welcome Aboard Orientation, RS HR’s will include a directory of frequently used Primary Care (Dental and Medical) Managers for the RS’s area of responsibility.  The Recruiting Substation NCOICs will provide this information to the RS HR.  This will require RSS NCOICs to provide quarterly updates to the RS HR.


(1)  There are three ways to locate local PCM

information:

a.  Call the Regional TRICARE Health Care Finder. 

b.  Use the TRICARE website, www.tricare.osd.mil,

or

c.  Call your local Tricare Service Center.

 
      
(2)  RS HR’s will maintain a folder of frequently used PCM’s within their area of responsibility and brief the new recruiters who is available for the Marine and their family members.

7.  Training

   
a.  The HR will attend the TRICARE Fundamentals Course provided by TRICARE Management Activity (TMA).
 
(1)  The course is held Regionally. Check the TMA web

site for training dates: http://www.tricare.osd.mil/training
/tfc/index.cfm (under the Conference/Training section) or call the District Headquarters’ AOP MR or HR.

a.  The Recruiting Station is responsible for the

funding, per diem and travel, to the TRICARE Fundamentals Course.
 
b.  District Healthcare training will be provided upon request, from the District AOP MR or QOLC, to the new RS Admin Chief.
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