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From: Commanding General
To: Distribution List

Subj: STANDARD OPERATING PROCEDURES (SOP) FOR THE INSTALLATION PERSCHNNEL
ADMINISTRATION CENTER (IPAC) MARINE CORPS RECRUIT DEPOT/EASTERN
RECRUITING REGION, PARRIS ISLAND (MCRD/ERR, PI)

Ref: {a} MCO 5000.14D
{b} RLMAR H8/05
{c) MARADMIN 535/08
{d} MCO 1050.3J
(e} MCC 1326.5E
f) Joint Travel Regulations (JTR])
g) MCTFS PRIUM
h) DepO 7220.16E
Y MCC 10110.472
) PRAAN 46-01
} MARADMIN 423/01
) MCO P1400.32D
) DepO 10116.33C
) MCO 7220.12R
) MCO 7220.21E
) MCO P5800.16A w/ch 1-7
) MCO 1640.3F
Y MCO P1050.16A
} MCO P1300.16
)} MARADMIN 028/11
{u} MCO PLO70.12K w/ch 1
{v} MARADMIN 001/16
{w) HQMC-P&R (RFF) 7220.31R (APSM)
{x) MARADMIN 055/16
(y) MARADMIN 307/16

Encl: {1) SOF FOR THE IPAC MCRD/ERR, PI
1. Situwation. To establish policies, procedures, and responsibilities to
organizational commanders, permanent personnel and Recrult Processing

pertaining to the personnel administrative reporting for the IPAC.

2. Cancellation. DepO P5000.1ZBR

3. Mission

a. This Order is not designed to replace directives or instructions
published by higher headguarters. It is published fo provide administrative
pclicies, procedures, infeormation, and responsibilities with units and
perscnnel supported by the IPAC consistent with the directicns provided from
higher headqguarters.

b. These procedures are necessary for consistenc&, quality, and timely

DISTRIBUTION STATEMENT A: BApproved for public release; distribution is
unlimited.
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processing of administrative requests from commanders and individual Marines.
4. Execution

a. Commander’s Intent and Concept of Operations

(1) Commander’s Intent. Review of this Order is recommended for all
commanders and their stafifs. The Director of the IPAC is responsible for the
oversight and daily operations of the IPAC. Adherence to this Order will
assist commanders in focusing on the readiness of their unit, while
simultaneocusly maintaining personnel administrative readiness. The end-state
is to provide Commanders, Marines, Sailors, and their family members with
effective administrative support.

(2) Concept of Operations. The complex nature of entitlements and
administrative procedures necessitates an ongoing technical professional
military education program. Therefore, this Order is a dynamic document,
subject to pericdic updates as higher headquarters publishes reguired
changes. The uniqueness that is MCRD/ERR, PI requires flexibility and
cooperation. In fact, it is essential to ensure administration is achieved
in a timely and proactive manner.

{3) Guidance. In accordance with references (a) thorough (¢},
consolidated personnel administration has been mandated. As a result, the
individual Marine must take greater responsibility in the accuracy of their
Official Military Personnel File (CMPF) and pay records. With the limitless
amount of information on the internet and the availability of Marine On-Line
(MOL} and MyPay applications, there are tcools available for Marines to use to
ensure the correctness of their OMPF and pay records. Marines must be
mentored, educated and if necessary, directed to get involved in their own
administration and pay.

b. Subordinate Element Missions

{1} Commanders. Unit ccmmanders are ultimately responsible for the
accuracy of their Marines’ records and are expected to comply with this
Order.

(a) Implement internal control procedures at the leocal unit in
order to comply with the responsibilities published in this Order.

(b) Ensure all administration chiefs and or adjutants attend
monthly IPAC administrative meetings to review and reconcile administrative
issues.

{2) Director, IPAC. Ensure compliance and provide assistance to
individuals and commanders with the execution of responsibilities listed in
this Order.

{az) Coordinate a schedule for monthly administrative meetings
with unit S-1ls and IPAC sections.

(b) Execute all duties and responsibilities as covered by this
Order and the references.

{c) Support commanders and Marines with flexible and timely
customer service and support as may be needed.
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5. Administration and Logistics. Recommendaticns concerning the contents of
this Order are invited. Such recommendations will be forwarded to the
Commanding General (CG), MCRD/ERR, PI (Attention: Director, IPACY, via the
appropriate chain of command.

6. Command and Signal

a. Command. This Order applies to all personnel assigned to MCRD/ERR,
PIL.

b. Signal. This Crder is effective the da=

WILLIAMS
f of Staif
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LOCATCR SHEET

Subj: STANDARD OPERATING PROCEDURES (S0P} FOR THE INSTALIATION PERSONNEL
ADMINISTRATION CENTER (IPAC} MARINE CCRPS RECRUIT DEPQT/EASTERN
RECRUITING REGION, PARRIS ISLAND {MCRD/ERR, PI}

(Indicate location({s) of copy{ies) of this Order.)

i Enclosure (1)



RECORD OF CHANGES

Log completed change action as indicated.

DepO 5000.12C

Change Number

Date of Change

Date Entered

Signature of Person
Inceorporating Change

ii

Enclosure {1)



DepO 5000.12C

TABLE OF CONTENTS

IDENTIFICATION TITLE PAGE
CHAPTER 1 POLICY AND STRUCTURE
1. General 1-1
2. Mission 1-1
3. Hour of Operation 1-1
4, IPAC Personnel Policies 1-1
5. Check Ins 1-2
6. Check Outs 1-2
7. IPAC Administrative Responsibilities 1-2
8. Unit Commander Responsibilities 1-3

IPAC Organizational Structure 1-5
9. Flow of Information i-6
Figure 1-1 IPAC Organizational Chart 1-8
Figure 1-2 TPAC Phone Roster 1-9
CHAPTER 2 INBOUND BRANCH
1. General 2-1
2. Mission 2-1
3. Personnel Assignment 2~1
4., Check In Sheet 2-1
3. Budit Section Respcnsibilities 2-1
6. First Stage Audit Procedures 2-2
7. PCS Travel Section Responsibilities 2-3
8. PCS Travel Section Procedures 2-3
2. PCS Travel Claim Discrepancies 2-3
10. Second Stage Rudit Responsibilities 2-4
£ Second Stage Audit Procedures 2-4
iz. Navy / Other Service Inbound Procedures 24
1i3. Promotion Procedures for Inbounds 2-4
14. Failure to Report Joins 2-4
15. Meal Cards 2-14
CHAPTER 3 CUSTOMER SERVICE BRANCH
1. General 3-1
2. Audits 3-1
3. Audit Requirements 3-2
4, My Pay 3-5
5. Awards Section 3-6
6. Promotiocons Section 3-7
CHAPTER 4 OUTBOUND BRANCH
1. General 4-1
2. Permanent Change of Station 4-1
3. PCS Interviews 4-2
4, Travel / Per Diem / DLA Rdvances 4-2
5. Bdvance Pay 4-3
6. Temporary Additional Duty 4-3
7. Legal 4~3
3. Transfer to the Fleet Marine Corps

(FMCR} and Retirement 4-6
9. Medical Discharge Transfer to the

Temporary Permanent Disability 4-7
10. Requesting PTAD / Terminal Leave 4-7
i1. Crders 4-7

iii Enclosure (1)



1z.
13.

IDENTIFICATION

i4.

15.

CHAPTER 5

CHAPTER 6
1.

CHAPTER 7

N VR oS I B
' .

Check out Procedures
Reenlistments / Extensions

TABLE OF CONTENTS
TITLE
Limited Duty

Drill Instructor School

RECRUIT ADMINISTRATION BRANCH

QUALITY ASSURANCE BRANCH
General

DepO 5000.12C

[~
]
~1 -J

PAGE

[1=9
|
-]

1=
|
[o0)

IDENTIFICATION CARD/DEFENSE ENROLLMENT
ELIGIBILITY REPORTING SYSTEM (DEERS) BRANCH

General

Procedures
Responsibilities

ID Card Issuing Agents

iv

Enclosure {1}



bepO 5000.12C

Chapter 1

Policy and Structure

. i
o] d o ander:,
assligned Lo Or training abca g MCRDY
personnel records and pay accounts
maling the individual member worldwide

s noermal hours of operation are Mo Jm

; 0. The Recruit Administration Branch (RAB)
hours are depmndent of the day of the week and the movement of recruits.
{a} For emergency situations, a the Director, Staff Noncommissioned
Qfficer in Charge ({SHCOIT) or the Ofiic in Charge (QIC) of the respsctive
branch for assistance as listsd in Figure 1-Z.

(v} The IPAC is closed for routine business every Thursday at 1300 for
internal Frofessional Miiitary Bducation, with the sxcepticn of scheduled
appointments, check-ins, check-outs, and Marines with bonz-fide emergencies

n attire.

. All perscnnel are required to check-in with the front desk clerk of
the respective IPAC section prior to being assisted.

c. Electronic Personnel Action Reguests (E~-PARs) are required for all
Marines, and must be properly routed through their respective chain of
command. All E~PARs will be worked within five working days after being
raceived by the IPAC.

d. All issuss/disagreements or customer service problems will be
addressed to the respective Branch OIC/SNCOIC, or the Director/SNCOIC oi the
IPAC. The IPAC staff will ensure that every complaint/concern/issus is
thoreughly researched, and an explanation is provided to the Marine and/oz
command. We are very interested in what you think about the quality of our
support. Visit the Interactive Customer Evaluation (ICE} Web Site and give
us your comments at http://ice.disa.mil/.

1-1 Enclosure (1)
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{(NOTE: ©On the main page under the Marine Corps, click on the CONUS/MCRD/ ERR
Parris Island/Administration/IPAC buttons and let us know what you think.

L. Check-Ins

rting in te MCRD/EER, FI for duty will check
in wit respective command 3-1 before reporiting to
the IF; n Building %23 21 Marines are reguired to
check- llowing oc r 1 23
direct wnent Chan R
crders ment Lo s
(BDOS) B d
the Fi

)
{
-
D
¢
o
|
&
=
1
u

(b} Marines transferring or deparzing on TAD in excess of 30 davs
or FBP are reguired to check-out of those agencies designated on their
command issued chech-out sheet

{c; B completed checkwcut she=t is required Zor all PCS, ?CA, EAS
re in n £ C

s
ines can pick-up their orders

. IPAC respconsibkbilities include, but
{1} Frovide monthly Administrative Discrepancy Notice {(ADM) reporis
To all 05/06 level commanders that 13 information that was extracted from

i
the Marine Corps Total Force System
pending, late, or missing administrati
administrative readiness.

s
CTFS), and identifies upcoming,
ve action that affects the command’s

vide timely administrative sup ¥T in response to EPARs from
{ or

command representatis

(D &)
m O

e all reDor

{ T ta aed in MCTFS via
unit disry within five working T

ce documents.
{4) Prepare and distribute separation documents.

(5) This alsc includes processing requ for retirement and
b

&s
transfer to the Fleet Marine Ccrps Reserve (FMCR

ey}

{6) Retain copies cf completed check~cut sheets.

(7} Issulng, recovery, and accounting of electronic meal cards.

1-2 Enclosure (1}
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includes

e
®
a
bt
s}
jaa
[e]
b

a. Though the creation cof the IFAT has caused a2 reZuction in the unixt
commander’s administraci ¥ i ies; they are not zliminated.
Commanders axre responsible for ensuring both, persconnsl information and
documents for ilary reporting (e.g. TAD Crders; deployment rosters, Unit
Punishment Book {UPB)}, etc.) are forwarded promptly and properly to IPAEC (in
mest cases no later than five working davs from the day an event ocours).

For the IPRC tc function eifectively, a fres and opsen exchangs of information
muast exist bstwesn the supported commands and the IPAT.

Note: Acticn passed is not action complieted. The need for superviscry
oversight exists, and Commanders znd thelr designated representatives ramain
responsible for tracking and ensuring information is entered properly into a

Marine’s record.

b. Unit Commanders retain responsibility for the following:

fy
——

“Conduct Reqguest Mast for service members of theilr command.

iz} HMeonjudicial Punishment (WJP) on Marines of their command and
red 1i

provide completed UPB forms, to include reguil seling entries, to the
IPAC Legal Zection not later than three working days from the date of the
cccurrence

{3) Maintalin and submit a weekly legal/DUI tracker to IPARC legal

section.
(4) Distribute personal and cfficial mail.

{2) Submit an accurate and timely morning report visz MOL/USMR module.

(6) Provide to the IPAC accurate and timely information for unit
diary irput with regards to TAD Crders (including funded emergency leave
orders), field rosters, deployment information, limited duty status, pay and

1

%]

entitlement changes, promoticns, legal, and unit awarg

d

(7} Approve all proficiency and conduct (profcon) marks in MOL.

{8} Momitor eligibilicy and recommend Marines for awards or personal
decorations to 1nclude the Good Conduct Medal (GCM) Cextificates. Award and
print the GCH ce ficate via MOL.

1-

1-3 Enclosure {1}
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“Hon-Rec”

on & wesl

woriday p

Rac” Page 1 g o

are submitted with ros 5 to the IFPRC Quality Assuran
responsibility of scanning the page 11 counseling’s in
rests with the command. IPRC cnly reguires a copy of
internal accountability processes.

) ¥ ‘ . by

additiona l duty (PTAD) reguests utllizing MOL. Ensure daily reconciliation
is complete to ensure proper posting of the periods via MOL. Strict
adherence to the proper times members can depart and return must be followed
IAW reference (d}.

{22} Ensurs procedures are in place to retrieve an
countability of meal cards whiile personnel

control and ac
hospival, or TAD status

{13} Ensure separating Marines initiszste contact with the IPAC
Separstions Section no later than %0 davs priocr to their planned terminal
leave date in order to ensure pay, allotments, and separation documsnts are
proeparly prepared and processsed by the IPAC Separations Ssction.

{14} Counsel and authenticate mandated Page 11 (6105} entries as
regquired (Note: Only the Commanding Officers can sign 6105 (derogatory)
counseling entries)

(15 ?1 ars recommendations for administrative discharges, and
immediately not the IPAC Sﬂparations Section when any administrative
separaticn iz iated and forwarded 1o the General Courts Martial Convening
Zuthority. are required te providse a copy of all administrative

separaticon documentation Lo the IPAC Separations Section. Units are
responsible for insuring that Marines being processed for Edministrative

Separaticn complete all check out reguirements prior to new EAS

\

{16) Prepare, review, and submit ¢
Training Information Management Svstem (MCTIMS
lectures, briefs, etc. In addition, units are reguired to establish internal
[=3
IS

=

1ining data into Marinse Corps
12} such as college courses,

t]l"{

Q‘Mf!

control procedures to ensure accurate and timely training data is processed
in MCTIM3, {(e.g., & Marine runs a partial PFT, report the actual score of the
twe events executed, not just medical).

(17) Assign Billet Identification Codes (BIC) for all military and
civilian personnel within their respective units. This is especially
important foxr Marines £illing billets that are authorized Special Duty

Assigniment Pay.

1-4 Enclosure (1)
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used, pro @ o the IF for
change t unit., 211 rspertakle
repocrting endorsement will be reported by
nt, as proper Marine Corps Totzl Toroes
reating company rofiers, ensurses proper
creasses accountabllity.

0L, commands must submit a2ll Regimental/Rattalion
o a I Tl

(24} Establish procedures to ldentify and ftrack the entitliement e
Fost~Deployment Mobilization Respite Absence (PDMRZ) for personnel returning
from z consecutive deplovment.

{22 Establish procedures
duties znd ensure duties are repo
{Li.=., Haval letter, Speclal Orde
document the additiconal deties.
documents are Iforwarded to the IFA

(23} Prepare and release
issuance/cancellztion/modificaticn
timited duty, and any regquired admin
thelr command. Commandsrs must ensur

on the

nd track Marines assigned to
icn paperwork is provided to
AVMC 11352, Certificate of
and junicr cofiicers fcllowing
r o the Individual Ready Reserve

view and submit Let o]
£ B Corps {CMC) to zll Marin

s of rank, component code or leng T
tive Juty with a honorable character

&
s, in the total force

< ervice in Corps) released
ization of service.

{27} Responsible for proper administration, and tracking of all light
] 3
i e

duty and limited duty personnel. Assign a Limited Duty Coordinator (SNCC or
above) in writing who coordinates with the Marine, medical, command
administrative personnel, and the IPAC.

8) Manually recalculate Marines’ Composite Score if training data
was reported after MCTEFS Promotion Cuteff, and if applicable, submit requests
for remedial promoticns to IPAC's Quality Assurance Branch for reporting in
MCTFES.

{29) Submit validated Family Care Plan for MCTFS reporting.

1-5 Enclosure (1)
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{30) Ensure a copy of the PCR is sent to the Separations Section once
it is also submitted to HOMC.

this
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administration

T
headguarters and sx:

5 ance (QA) Branch. The mission of the QA Branch 1s to
provide oversight support to both IPAC and individual commands, in order to
improve procedures and operations, to maintain the highest level of customer
satisfaction, deplovment, and administrative readiness.

o Inbou Branch 1s responsible for processing all
perscnnel ar g by P C arris Island. The Inkbound Branch
provides assistance and sducation in areas of pay entitlements and updating
information in the Marines OMPF. Lastly, the Irbouzd Branch will conduct all
initial join audits, second stage audit and a theorough audit <f the members
OMFF t¢o ensure accuracy of the individuzl’s service and pay records.

d Branch. The Tustomer Service Branch is responsible
for p Timely, and responsive administrative service teo all
Comma fam-_x members aboard Marine Corps Recruit Depot
Parri Service Branch is responsible for administrative
servi acticns for marriages, divorces, basic allowance
subsi nemizer audits, dependency packagss, allotment
regque ements reporting, and triennizl audits

2. Outbcund Branch. The Outbound Branch has overall cognizance of the

Permanent Change of 3zation (PCS)/Permanent Change of Assignment (PCA)
orders, separation/retirement process, legal znd administrative separation

pchess and reporting, Temporary Additional Duty (TRD) in excess oif 30 davs,
deployments, FPerscnnel Tempo, and limited duty tracking and reporting.
f. Recruit Administration Branch (R2B). The mission of the RAB is to

provide administrative support to all recruits aboard the Depot. This
support includes accessions, unit diary entries, dependent entitlements,
service record book creation and management, orders generation, and dischargs
processing for those that fail to complete recruit training. The
administrative process starts immediately upon the recruit’s arrival and
continues until graduation or upon a recruit being discharged.

10. Flow of Information. 1In an effort to reduce the reguirement for Marines
to physically visit the IPAC for routine personnel actioms, Marines and unit

1-6 Enclosure (1)
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Installation Personnel Administration

Center (IPAC)

IPAC DIRECTOR

CWO4
IPAC SNCOIC
MGySgt /E-9
DEPUTY /QUTBOUND
CWGC3
Inbound Branch Customer Ouitbound Quality Assurance DEERS/ID Cards
(1) WO-CWO2 Service Branch Branch Branch GS-0203-06
(1) WO-CWO3 (1) GS-0203-07 (1) Gs-0201-09 G8~0203-06

(7) PFC-SS8gt/EZ2-E5

{8) PFC-5S5gt/E2-E6

(i3} PFC-Sgt/E2-E6

{2) LCpl-Cpl/E3-E4

Figure 1-1

Enclosure (1)




Headguarters

IPAC Director
IPAC SKHCQOIC

Inbound Branch

0IC
SNCOIC
CLERKS

Customer Service Branch

01IcC
SNCOIC
CLERKS

Outbound Branch

0IC

SNCOIC
NCOIC/LIMDU
SEPARATIONS
?CS

Quality Assurance

CIC
CLERKS

Recruit Administration Branch

OIC

ASS5T OIC

SNCOIC

Accessions

Discharge Processing Unit
Orders / Out-processing
Recruit ID Cards

DEERS / ID CARD CENTER

228-3396/4422

IPAC PHONE ROSTER

Figure 1-2
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228-2383
228-3223

228-2515
228-3992
228-2540/2307

226-1014
228-39586
228-2540/2307

228-2373
228-2678
228-3789
228-2589/4052
228-2406

228-1698
228-3553

228-2898
228-2978
228-2722
228-4426/2374
228-3442/1456
228-2607
228-2457
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(1)



DepO 5000.12C

CHAPTER 2

Inbound Branch

1. General. This Branch serves as a single centralized inbound department
for personnel permanently assigned Marines to MCRD/ERR, PI. 2All processing
of inbound personnel will be accomplished at this location.

2. Mission. The mission of the Inbound Branch is to:
a. Conduct a theorough and detailed audit on all Marines that Join
MCRD/ERR, PI. Verifying both Marine Corps Total Force System (MCTFS) and the

Marines Official Military Perscnnel File (OMPE).

b. Ensure all pay related entitlemsnts for newly joined
Marines are reported correcily and in a timely manner.

c. Ensure all entries reported by previous commands were
reported correctly and have posted into MCTFS

d. Ensure that any errors in entitlements are discovered
immediately and that Marines are notified of the financial impacts.

3. PERSONNEL ASSIGNMENT

a. All Marines reporting aboard will have their original orders endorsed
by the G-1 and Battalion S~1 indicating the date and time of reporting, their
duty assignment, billet description, Billet Identification Code (BIC),
company code, platoon code, and work section information. In addition, the
reporting endorsements will contain the effective date for SDA pay to start
and if the Marine i1s authorized commuted rations.

b. Marines reporting after normal working hours or on weekends/holidays
will receive a reporting endorsement from the Cfficer-of the Day, and will
report te the G-1, AC/S M&HR at 0830 the first working day.

c. ©Once the reporting endorsement is authenticated, all personnel will
proceed to the IPAC Inbound Branch for in-processing and completion of a
travel claim during the designated times: 0845-1130 or 1300-1530.

d. Failure to ccmplete an audit or travel claim with the Inbound Branch
will result in the loss of a members leave, the member continuing to receive
improper pay entitlements and the members travel advances being checked and
causing the member severe pay checkages.

4. CHECK-IN SHEET. Each supported corganization is responsible for issuing
their respective units check-in sheet and monitoring the check-in process for
their Marines.

5. Audit Section Responsibilities. The First Stage Audit Section is
responsible for reporting all changes in entitlements associated with newly
joined Marines. They also estabklish and maintain written internal controls,
document flow, and desktop procedures to ensure appropriate pay entitlements
and allowances are identified. Additional responsibilities include the
following; but not limited to:

2-1 Enclosure (1)
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a. This audir will ke completed by the auditcr througsh a compariscn of
the MCTYS record to include the sstitled travel claim, PC30s, MCITEE, and doin
documents.

. For joins no travel entitiemsnts exist (e.g. PCA, reassignments
between reporiing } the second stage ¢f the Join Zudit will be conducted
immediarely after the join posts.

c. If the =slapsed time 1s not repcrted within 30 days, an auvtcmatic DTME
adviscry will be posted advising that a travel 2lzim nssds to be completed.
The Inbound Branch will ensure that the Finance Office receives the DD 1331-2
and a <copy of the POSO0s o process the correct elapsed Time.
1Z2. Mavy/Other cocedures., HWaval and other service
personnel repor supported organizations akoard MTRL/ERR PT
should report individual commands in the appropriate
uniiform of ths ia MOL. Entitlements for Navy personnel are
handled by the at the Perscnnel Suppcrt Detachment Waval
Hospital, Beau
13. Promotion Pr Inkounds. Upon checking into the IPRC, the
Iinbound Branch i join zudit on all newly Zoined Marines and
will be respon ifying those Marines who were promoted enroute
or identifying who have a "SELECT GRADE"

a. 1If it has besn discovered that a Marine has been erroneously promoted
while enroute o the Beaufort area, a letter signed by the gaining Commanding
Officer reguesting the promotion be deleted as erronecus must be forwarded to
the Inbound Branch immediately to aveld further delay and overpavments to the
Marine.

14, Failure to Report Joilns
a. In accordance with reference {g), the Inbkound Branch will immediately
maks every =ffort to determine the reason for the Marine's failure to report.

b, Ths Inbound Branch will contact the transferrlng command to determine
if the Marine was actually transferred or if the Marine's crders were
canceled or modified enroute. The gaining command will also be contacted to

2-2 Enclosure (1}
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Chapter 3

Customer Service Branch

1. General. This Branch covers services and administrative functions under
the cognizance of the IPAC Customer Service Branch. The Customer Service
Branch’s mission is to provide courteous, timely, and responsive
administrative service to Marines and family members.

2. ARudits. The following audit occasions are established as the minimum
occasions for auditing service and computer records.

a. Triennial Audits

(1) As required by reference (g), triennial audits will be conducted
every three years.

{2} The triennial audit will be conducted by a persconal interview
with the member and comparison of data in MCTFS/OMPF.

{3} The BIR will be audited and corrective action taken. The audited
BIR, complete with signatures and dependent certification, will be filed in
electronic command files.

{4) The RED will be audited and corrective action repeorted on unit
diary as necessary.

{5) The Record of Service (R0OS), Perscnnel Tempo (S112) TMOS, Awards,
Career Sea, Remarks Summary, BTR, and Education Screens in MCTFS will be
audited and corrective action taken as required.

{6) Such audits must be completed within three years from the date of
the last completed audit process or triennial audit. This audit must also
include all regquired actions for the triennial audit.

{7) Marines are required to inform the IPAC of any changes that may
affect the status of pay and entitlements. Such changes include, but are not
limited to: marriage/divorce, separation for the purpose of divorce,
birth/death/ acquisition of a dependent, change in BARH status.

(8) At the beginning of each month, rosters are generated ildentifying
Marines that are at their 34 month mark. Thecse Marines will be contacted to
come in to conduct an audiz. Once a member reaches over 36 months (3 years)
they will be listed on the Admin Discrepancy Netice report (BDN). These
rosters will also be distributed to the unit S-1s electronically to ensure
their Marines are sent to IPAC to conduct the reguired audit.

b. Member Married to Member Audit

{1} As reguired by Chapter 12 of reference (g), Members Married to
other service Member audits will be conducted annually. 2All documentation
used in the audits will be electronically maintazined in the official
correspondence files.

(2) At the beginning of each month, a roster will be generated by the

Customer Service Branch. The roster will be reviewed and information
extracted from MCTFS to conduct the audit/review.
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{3) The audits can be accomplished without the members present. The
audit will consist of a comparison of each members entitlements. If it's
determined that a discrepancy exists, the members will be notified and
corrective action taken.

¢. Dependent Add/Loss Audit. When Marines experience a change in
marital status, gains/losses of a family member they must report that
information to the IPARC. They must also provide certification that children
petween the ages of 21 and 23 are either full time students cor incapacitated.
Such a change must be submitted to the IPAC Customer Service Branch for
reporting the correct information into MCTFS and a complete review of zll
entitlements and MCTFS records. Marines reguiring this type of
adminiscrative service must submit scurce documents to the IPAC via the EPAR
system in MOL, (i.e. marriage/birth certificates, divorce decrees, estc.}.
The Member will be contacted and an appcintment will be made. Marines must
also visit the ID Card Center to complete a dependent add/loss updates.

3. Rhudit Reguirements

a. Servicemen's Group Life Insurance (SGLI), Traumatic Servicemen's
Group Life Insurance [TSGLI) and Family Member SGLI (FSGLI). Marines must
verify their SGLI/TSGLI/FSGLI during the fjoin, pre/post deployment and
triennial audits or when an addition or loss of a family member occurs, or
any time the Marine desires to change SGLI Beneficiaries {(Note: SGLI is a
separate document from the RED). Increases in coverage are effective the
first day of the month the new SGLI form was exXecuted. Decreases in coverage
are not effective until the ilst day of the month fcollowing the month the new
SGLI was signed. Marines must verify that the correct SGLI premium is being
deducted from their pay {(contained on the LES} via mypay. Neotification will
be sent to the spouse when the primary next c¢f kin is not the primary and/or
sole beneficliary.

b. Record of Emergency Data (RED}. RED information is wvital to
contacting family members in the event of death or seriocus injury. Each
Marine is responsible for ensuring the information on their RED is current
and accurate. These changes include address/telephone changes of family
members, parents, guardian information, and child(ren) information. Some RED
information can be updated via MOL at www.mocl.usmc.mil. During reguired
audits signatures will be captured.

c. Thrift Savings Plan (TSP). Procedures for enrcllment are outlined in
references (j) and (k). Enrollment may be accomplished via the MyPay website
https://mypay.dfas.mil/mypay.gov. Additicnal information on TSP may be found
at the TSP website www.tsp.gov or call the thrift line at 1-TSP-YOQU-FRST
(877) 968.3778.

d. EBlectronic Funds Transfer (EFT). All Marines who are on direct
depesit will receive special payments, travel advances, and travel
settlements electronically via their direct deposit accounts. If a payment
has not been received within 48 hours upon notification that an EFT payment
was made, the member must notify IPAC and their chain of command immediately.

e. Direct Deposit Participation. Direct deposit participation is
mandatory for all Marines who are in a good pay status and not pending
separation. Per current regulations, direct deposit must be discontinued on
all Marines pending separation (commands must notify the IPAC Separations
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section once the unit commander with Special Courts-Martial Convening
Buthority {SPCMA) forwards the separation package to the separation
authority) .

=

£. Basic Rllowance for Subsistence (BAS)

(1) BAS 1is
government messing

Q.

aid to members authorized to subsist separately from
gcilities per reference {m).

h '3

(2) Marital status alone does not entitle a member to BAS. Staff
Sergeants/E-6 and below must be authorized to receive full BAS. Members may
request full BAS to their unit Commanding Officer for medical, religious
reasons, or due to irregular work hours. No member is authorized to receive
full BAS while in possession of a meal card or while participating in field
duty. At Commanders discretion, Marines receiving full BAS, who are placed
on base restriction, are reguired to report to the IPAC Customer Sexrvice
Branch for issuance of a meal card. Sergeants and below who permanently move
into the barracks from an off base residence are also reguired to obtain a
meal card from IPAC unless they are simultaneously approved by 05/06 level
commander, which must be presented at the time of the audit. Per reference
(1), full BAS cannot he approved retrcactively.

g. Basic Allowance for Housing (BAH)

{1} BAH is based on geographic duty locaticn, pay grade, and family
member status/location. The intent of BARH is to provide uniformed service
members accurate and equitable housing compensation based on housing costs in
local civilian housing markets and is payable when government guarters are
not provided. Refer to chapter 10 of reference {(f).

{2) BAH “Own Right” (0O/R) is not authcrized for members in pay grade
E-5 and below unless requested for and approved by the Comwanding General,
MCRD Parris Island and/or the designated official at the Depot G-4 per
reference (h}. If members repcort to MCRD Parris Island and within the first
sixty days apply for and are authorized BAH O/R they must also return to the
Inbound Branch to complete a supplemental travel claim for Dislocation
Allowance (DLA) O/R. All requests must be submitted to the IPAC for proper
reporting and retention. Marines must provide the Customer Service Branch a
copy of the G-4 endorsement that approved the BRH O/R reguest in order to
have their BAH O/R started. A complete copy of the reqguest is not required.
The Customer Service Branch will ensure a copy is placed into the members
OMPE.

({3) Members are required to immediately notify their command and the
IPAC Customer Service Branch of any changes that affect their entitlement to
BAH. These changes may include any gains or losses cof family members (i.e.,
marriage, birth, divorce, abandonment, or death of family members). If a
Marine in the pay grade o¢f E-5 and below gets divorced, that Marine is no
longer entitled to BAH with dependents and must reguest for BAH O/R. It is
recommended that personnel who wish to retain their BAH at the O/R rate
submit simultaneously for their BAH and have the approval on hand from the G-
4 with an effective date listed in the approval letter. If & member does not
have an approval letter at the time of the divorce audit and they are an E-5
or below, they will be given BAH at the Partial or Diff rate (if they are
paying child suppert}. Additionally, BAH is required to be certified by the
member during every audit (join process, triennial, or post
deployment/readiness audit) or as changes to the BAH entitlement occur.
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h. BAH Difference {(BAH-DIFF). The rate of BAH-DIFF is the difference
between BAH at the "with dependents rate" and BAH at the "without dependents
rate". Marines who claim BAH sclely based upon the payvment of child support,

may be eligible for BAH-DIFF if such child support is egual to or greater
than the current non-locality rate. If child support payments are less than
the amcunt of the current non-locality rate and the member has no other
gualifying criteria which would make them eligible for a greater BAH rate,
the member is entitled cnly to BAH-partial. If a Marine is authorized te
raeside off base, and child support payments are egual to or greater than the
amount of the current non-locality rate, the member is entitled to BAH at the
"with dependents rate™.

i. Continental United States ({CONUS) Cost of Living Allowance [COLA)

{1} CONUS COLA is authorized for all members to help offset the
higher cost of living.

(2} The CONUS COLA entitlement for this area (zip code: 28905) is
zero dollars.

j. Speciazl Duty Assignment (SDA) Pay

(1) Cextification of SDA pay 1s required annually per reference (n).
The IPAC will conduct quarterly certifications to ensure the proper pay is
reported. This alsc assists in over/underpayments of SDAP. Units will use
one quarterly certification as their “annual certification” and will list as
such on the subject line when submitting these to the Customer Service
Branch. The annual certification will be submitted in the month of June, no
later than the lSﬁ'-f the month every year and will meet the requirement for
the 3rd guarter certification. Units are responsible teo maintain assignment
letters and monthly logs for current year plus two years. Additionally,
commanders are responsible to ensure personnel are assigned to the proper BIC
for their entitlement(s). When rosters or manifests are forwarded they must
include the following: Proificiency Pay level, Proficiency Pay amount,
Present Unit Join Date {PUJD), Rank, Billet MOS, and EDIPI.

(2) SDA Pay for Career Planners. A copy of assignment orders signed
by the Commanding Officer 1s regquired to initiate the SDA pay. Commanding
QOfficers are also required to complete an annual certification. The annual
certifications are due no later than the 3lst day of January each calendar
year. Example: Career Planner reports in July 2015, the SDA pay is started
and the annual certification is required to be submitted to the IPAC Customer
Service Branch in January 2016. The certification letters will then be
required annually the following January. Failure to provide the annual
certification will result in termination of SDA pay.

k. Electronic Leave and Earnings Statement (E-LES}. Per current
regulaticns, the individual Marine is responsible for auditing their E-LES
for accuracy. At a minimum, the Marine must verify the pay grade, state code
{(where state taxes are being paid), number of federal and state exemptions,
all entitlements, deductions, and remarks located at the bottom of the E-LES.
Proper review of the E-LES can detect pay discrepancies before they become

pay problems. If pay discrepancies are noted, immediately submit an EPAR to
IPAC via the chain of command. E~LESs can only be viewed through Marine's MyPay
accounts.
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MyPay

a. MyPay provides the capability for members to make certain changes to their
pay and persconnel accounts via the internet. MyPay has been designed to provide
users greater access and control over pay and personnel matters.

b. MyPay allows members t¢ conduct the following tTransactions:

¢. Change federal tax exemptions and additional tax amounts.

d. Start, stop or change savings allotments.

2. Start or change direct deposit account number.

f. Change Correspondence address

g. Enrocll in the Thrift Savings Plan.

h. View and print current and previous year W-2s.

e

View settled travel vouchers.
7. Members may also view their E~-LES through MyPay.

(1) The MyPay system eliminates the need to complete new forms, saves
time in administrative supporit, reduces the chance for errors and updates pay and
personnel records as fast or faster than processing changes through the member’s
administrative office or customer service representative.

{(2) Upon enrolling into TSP through MyPay, members will
receive a "Welcome to TSP" letter in the mail with their TSP account number.
This account number enables members twaccess their TSP account online after
creating a web password at www.tsSp.gov. The member can then view their account
balance and perform various actions online (such as change their contribution
allocations, make interiund transfers, view thelir statements,

raview fund performances, etc). In the event the member loses their account
number or password for TSP, they can go to www.Tsp.gov and click the link for
"mail me my account number" or "mail me a new web password"”. It should be noted

that members may only change the percentage of their pay (basic, special,
incentive, and bonuses) they elect to send to their TSP account by
using their MyPay account.

{3) Computers are located in Building 923 in the learning resource
center that are avallable for Marines to request Personal Identification
Numbers (PIN)}/Access as needed. Marines who have forgotten or lost their PIN
may also request one using the instructions contained at the website for
MyPay at htips://mypay.dfas.mil/mypay.aspx. Additionzlly, customer Support
issues and any gquestions regarding a Marine's PIN may be addressed by

contacting DFAS Cleveland at 1-800-390-2348 during the hours of 0700-1930
EST.

k. Pay Discrepancies. Common pay discrepancies are provided below so
that personnel in superviscry leadership positions may be aware of issues
that may affect their Marine's pay accounts.

(1) DMR rations not being started upon return from TAD for Marines
residing in the barracks.
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(2) Hospital rations not being stopped upon discharge from the
hospital for Marines residing in the barracks.

{3} Late notification of changes that affect entitlement to BR&H, BAS,
and/or Family Separation Allowance (FSA) (i.e. family status changes or
family members location changes.}

{4} Recoupment of advance travel pay.

{5} Incorrect manifest rosters for dates and modes of travel causing
grroneous entries of HDP, Combat Zone Tax Exclusion (CZTE), FSA, and BAS.

{6} Members clcsing/changing their bank accounts without initiating
action to redirect their direct deposit payments.

1. Sclutions To Preventing Pay Problems. The following actions will
reduce or prevent pay problems:

{1) Monthly review of the E-LES.

{2) Timely review/audit of the pay roster.

{3) Notifying IPAC of any changes that effect pay.
{4) Small unit leadership supervision.

(3} Counsel Marines as to the importance of timely notification to
the Unit and IPAC on family member status and/or location changes.

m. Leave Procedures. Unit commanders or personnel who are designated in
writing to sign "By direction" of the commanders are authorized to approve
leave authorizations within MOL.

(1) Regular Leave. To ensure accountability, compliance, and timely
unit diary reporting, parent commands must prepare, submit, and track leave
via MOL in a timely and accurate manner.

{2) Emergency Leave. Approval and management of emergency leave is a
unit/command function. -Commeands will incorporate internal control procedures
to ensure expedient processing both during and after working hours.

(3) Correcting Leave. When leave has been incorrectly reported via
MOL, Units must submit a Leave Correcticn request signed by the Commander or
their authorized representative to affect the correction te TPAC via EPAR.

{4} Combat Leave. 2All combat leave discrepancies are handled by the
Customer Service Branch.

{5) Special Leave Accrual (SLA}/Restoration Procedures. The SLA
module in MOL will be utilized by the Battalion Commanders to restore lost
leave to Marines. Refer to the latest MarAdmin concerning SLA for updates on
accrual increases and gqualifying dates. Members may qualify for leave
restoration if they meet certailn gualifying criteria.
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Chapter 4

Cutbound Branch

1. General. The daily operations of this branch encompass, but are not
limited to processing PCS, PCA, TAD, courts-martial, NJP, appellate leave,
discharges, retirements, limited duty, reenlistments/extensions of
enlistment, Depot Speclal Orders (DSC), Regiment Special Qrders {R30),
Battalion Special Orders (BSO), Humanitarian Assistance program. Some of the
responsibilities of the Branch include:

a. Provide a weekly PCS tracking document of personnel who zre in
receipt of PCS and PCA orders to Battalion Administrative Chiefs, in corder to
notify the Battalion Commander of pending administrative action for
transferring perscnnel.

b. Provide legal assistance for the preparation of unit punishment
books, and page 13 to unit S-1's when NJP or courts-martial have been
cenducted, and reporting results via unit diary.

c. Make liaison with the battalion S-1's to coordinate appellate leave
processing.

d. Track and complete administrative separations, discharges, requests
for retirement and transfer to the Fleet Marine Corps Reserve, Survivor
Benefit Counseling entries, and submission of final discharge payments to the
Finance Qfifice.

e. Update the status of Marines on limited duty in accordance with
documentation submitted by battalion Limited Duty Coocrdinators and/or Limited
Duty liaiscen at Naval Hospital Beaufort, SC.

=

£. Report reenlistments and extensiocns of enlistment via unit diary.

g. Ensure applicable documents are submitfed to the Quality Assurance
Branch for inclusion into the Cfficial Military Personnel File {QOMPF).

h. Extract and work the No Pay Due roster the day after each Update and
Extract date of the MCTFS cycle. Coordinate with other Branches of the IPAC
to determine which members require a NAVMC 11116 sent to the Finance Office
requesting payday payment. Submit the NAVMC 11116 £o the Finance Cffice.

2. Permanent Change of Station (PCS)/Assignment Orders (PCA}. The PCS/PCA
orders processing section will serve as the guality control point for the
completion of detaching endorsements. Responsibilities include:

a. Provide weekly notification to the Battalion Administrative Chiefs of
Marines who are in receipt of orders utilizing the section’s PCS tracking
document. .

k. Print, and endorse Web-~based orders via MOL per reference (e)}.

c. Provide assistance and submitting reguests for approved advance pay
in conjuncticn with transfers.

d. Prepare and submit requests for area clearance, port calls, and “No-
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”

Fee” passport applications for overseas duty assignments.
e. Complete appropriate Web Order endorsements to finalize the
transfer/reassignment in accordance with member’s request, and as approved by
the Battalion Commander.

f. Ensure depot check-out sheet is completed prior to transfer. Depot
check-out sheet will be issued to the Marine by his/her respective S$-1
section, accerding to the command’s Standing Operating Procedures.

g. Report all unit diary action, and maintain official file copy within
the IPAC's Official Correspondence Files.

h. Submissicn ¢f naval messagses requesting modification or cancellation
of orders is the responsibility of battalicon S~ls.

i, It is the command’s responsibilities to ensure Transfer (TR)
proficiency and conduct marks are approved by the Battalion Commander, for

all E-4’s and below, in MOL.

3. PCS Interviews

a. IPAC will notify the battalion S-1s, and the Marine, of pending PCS
orders via e-mail, on a weekly baslis. Per reference (v}, battalion
Administrative Chiefs will ensure Marines immediately initiate Qutbound
Interview process in MOL for all PCS moves, as well as sign up that Marine
for the next available Smooth Move class at the Education Center. Marines
are to report to the Outbound Branch immediately when in receipt of PCSO to
an overseas duty station. The purpose of the initial interview is to provide
assistance to the Marine t¢ ensure that there is a thorough understanding of
the orders issued, the reguired information, and the completion of resguired
checklists/screenings. On-base residents occupying assigned gquarters must
provide a 30 day notice of intent to vacate quarters to the Depot Housing
Office, and will be reguired to check-out with the Depot Housing Office as
well.

b. Marines should have all information submitted, checklists, area
clearances, port calls, passports and orders completed no later than 20 days

prior to the requested transfer date.

c. Marines WILL NOT detach until all established requirements have been

4. Travel/Per Diem/DLA Advances. In accordance with reference (v), Marines
cerfcrming PCS travel, to include concurrently traveling dependents, will use
the STCC in lisu of traditional travel advance. Immediately upon receipt
of crders, if not a iv a cardholder, the Mariue must apply for a

GToC Commanding © will ensure the Marine applies for and receives a
GTCC prior to the L local administrative center certification of the
MOL/WER UD-MIFS outb nterview. Prop=sr use of the GITCC consists of the
following: Temporar ing Expense ({TLE) at the old or new Permanent Duty
Station {PDS); Fuel ivately Owned Vehicles {(POV), but only 1if POV is
the authorized mode nsportation for the PCS travel; Lodging and meals
enrcute; Alrfsre fo Marine and concurrently traveling dependents, and
only 1f it is the au ed mode of transportation for the PCS travel;
Dislccation Allowan v, although, if entitled, the GTCC may be used for
expenses related to ch as carpet cleaning, purchase of blinds and other
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5. Advance Pay. Marines may request advance pay only if they meet the
criteria reference {o). Normally, cane month’s base pay may be authorized for
Corporals and above, less tax deduction, with a 12 month repayment schedule.
Funds will be deposited in the Marine's pay account approximately 10 days
prior to date of detachment. 2All Marines who reguest advance pay outside the
normal parameters {(see reference (¢} for cutside normal parameters and
reguirements) must submit the request via their Battalion Commander for
approval, and return it te the orders processing section.

6. Temporary Additional Duty (TAD)

a. Temporary additicnal duty is any duty performed at a location away
from the permanent duty station. Command funded orders, and TAD for less
than 30 days, must be routed via the Defense Travel System {DTS) office from
the Battalion Authorizing Officials. If the period of TRAD exceeds 31 days,
the Marinme is required to report to the IPAC COutbound Branch, TAD section, in
order to conduct an audit, in which the Record of Emergency Data and
Servicemen Group Life Insurance will be audited. This audit needs to be
cenducted no later than five working days prior to the commencement of TAD.
When Marines return from TAD, they will report to IPAC with their return
endorsement and travel voucher in order to conduct a From TAD audii, no later
than 2 working days from the return date. Commands are advised not to allow
the Marine to depart on leave or any other liberty period until the From TAD
audit has been conducted.

b. Unit Diary Action. Pericds of TAD will require wverification of
Family Separation Rllowance, formal school completicon, personnel tempo
(PERSTEMPO) credit, and any other audit corrections. Weekly, the TAD clerk
will pull voucher-created report from DTS for reporiing of PERSTEMPO for all
periods of non-excess TAD.

c. Humanitarian Transfer

(1) Upon identifying a Marine is requesting Humanitarian Transfer, it
is the parent command’s responsibility to submit to the IPAC copies of leave
papers, HUMS TAD attachment endorsement from the unit attached to, and DRAW
Case Code assignment page 11.

{2} The IPAC will pull a monthly report to identify those members
assigned a draw case code of RH. This draw case code can only be assigned by
HOMC (MMEA-86). The IPAC will maintain a case file on all members assigned
to a HUMS status within the IPAC's Cfficial Ceorrespondence Files, and verify
pay entitlements are correctly reported, when applicable.

{3) Upon direction from HQOMC {(MMER-86}, the IPAC will report a
Transfer by Service Record. Otherwise, the member will return to his parent
command once the HUMS period expires.

(4 It is the member’s command’s responsibility to request to MMEA-86
for the Draw Case code to be removed from MCTEFS. This transaction cannot be
reported at the IPAC, only by HOMC.
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7. Legal

a. Unit Punishment Bock (UPB)

(1) A UPB form (NAVMC 10132) will be used to record the imposition of
NJP for enlisted personnel.

(2) When a violation of the UCMJ cccurs, and NJP i1s contemplated, the
procedures as listed in reference (p), the Legal Admin Manual, and the Manual
for Courts Martial, will be followed. Preparaticon and maintenance of the UPRB
is the responsibility of the Battalion/Company S~1. The IPAC legal clerk is
assigned to perform legal responsibilities, and to assist S-1 clerks in
proper preparation of documents. Viable communication procedures will -be
established and maintained between the battalions and the IPAC legal section
To ensure timely processing of UPBs and unit diary reporting.

{3) A completed copy of the UPB, a copy of the CO's cifice hours
guide, magistrate letter for DUI/DWI conviction (12 months promotion
restriction reporting), naval message for drug abuse (18 months promotion
restriction reporting), and any subsequent Page 11 entries must be submitted
to the IPAC’s Legal Section for unit diary reporting within 3 days of the
date the NJP/punishment was ilmposed. These documents are time sensitive, and
may affect pay and promotion. The battalion and company 5-1's are reguired
to maintain the original UPB package in their files for the current year plus
2 additicnal years. Additicnally, the below acticons may be required:

{a) If the punishment awarded includes a reduction for Corporals
and below, and the reduction is not suspended, the Battalion Commander will
input the reduction proficiency and conduct marks via MOL.

(b) If the accused elects to appeal, ensure that a copy of the
UPB and any punishment that was set aside is expeditiously submitted to the
IPAC legal clerk for unit diary reporting. The IPAC legal section will
maintain a copy for reporting purposes and unit diary reporting.

{c} It is the IPAC’'s responsibility to scan the UPB intoc the
Marine’s OMPF once all unit diary transactions have been completed. It is
the commands responsibility to maintain the original UPB in the command
files.

. Unauthorized Absence (UL)

(1) Only UA periods of 24 hours or more will be submitted to the IPAC
for reporting utilizing Standard Naval Letters or Page 11 counseling.

{2) Neotification letters. After 10 days of a Marine being UA, the
Battalion Commander prepares a letter notifying the Marine's HNext of Kin that
the Marine has been in an unauthorized absence status. A copy of the letter
will be forwarded to IPAC for inclusion in the OMPF.

c. DD Forms 553/616. After 31 days of UA, the Battalion $-1 will
prepare and publish DD Form 553 (Absentee Wanted by the Armed Forces) for all
personnel declared to be in a desertion status, and forward a copy to the
IPAC legal secticn. The IPAC clerk will forward the DD 553 to CMC (PSL), and
drop the Marine to desertion on unit diary. All pay and allowances will
terminate while a Marine i1s in a desertion status. A DD Form 616 (Report of
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Return of Absentee Wanted by the Armed Forces) will be prepared by the
battalion 5-1 upon the Marine's return to military control. A copy of this
document will be used to return the Marine to military control, and join the
Marine for legal processing. Both forms will be scanned to the Marine’s OMPF
by IPAC personnel.

d. Summary Ceourts-Martial. The battalion $5-1 will prepare and send a
copy of the page 13 immediately upon receipt of completed CA’s action, signed
record of trial, and charge sheet, along with any confinement orders to the
IPAC legal section for appropriate unit diary reporting.

e. Special and General Courts-Martial. The battalion 5-1 will prepare
and send a copy of the page 13 immediately upon receipt of completed CA&'s
action, as weall as ensure a copy of the reccrd of trial, charge sheest, any
requests for deferments, pretrial agreements, and approved regquests for
appellate leave are forwarded to IPAC. When action by the Convening
Authority 1s complete, the battalion 8-1 will forward these documents to IPAC
along with a copy of the page 13. All documents pertaining to courts-martial
will be maintained at the battalion S-1. All page 13's will be scanned to
the OMPF by IPAC.

f. Confinements. When confinement has been adjudged at court-martial,
the battalion $-1 must provide the IPAC legal secticn a copy of the completed
confinement order for appropriate unit diary reporting. Upon completion of
confinement, the command must also provide a copy of the Marine’s relzase
from confinement order. Per reference (q), priscners who have bheen adjudged
a punitive discharge and have at least 90 days remaining on thelr sentence to
confinement after completion of Convening Authority action, may be
transferred by service record. The command will make the reguest to CMC
(PSL} wvia naval message to have the Marine transferred by service record.

The request will include the following:

{1) Name, grade, last four social security number and gender.

(2) Date sentence adjudged and sentence awarded, and any pretrial
agreement.

{3) Charges and specifications convicted of with description of each.
{4) Date of Convening RButhority acted and sentence approved.

(5) Minimum release date.

(6) Prisoconer’s home of record.

g. ARppellate Leave. The removal of those Marines awalting a punitive
discharge, dismissal, and involuntary administrative separation for cause
from the presence of the active force promotes readiness by maintaining the
highest standards of conduct and performance throughout the Marine Corps.
Marines awaiting appellate review of a punitive discharge or dismissal may be
permitted voluntary leave awaiting appellate review or be required to take
involuntary leave awaiting appellate review in accordance with reference (r).
Bpproved requests for voluntary appellate leave will be forwarded to IPAC.
Approximately 10 days prior to Marine being released from the brig, the
battalion $-1 will forward a reguest for appropriation data (for Marines with
dependents authorized a household goods move) to CMC (MI). When the Marine
is released from confinement, and executes appellate leave, the Marine will
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be carried on the rolls of the command until he/she is jocined by the
appellate review authority (NAMALA}.

h. Discharge Processing and Separations. The Separations Section is
respeonsible for the preparation of documents reguirsd for the
discharge/release from active duty, and retirement of permanent personnel of
the Depot. A case file and checklist will be completed for each Marine being
separated.

i. Physicals. Separation physicals are valid for six months. However,
blood work is only valid for 90 days, and must be redone if the 90 day window
expires prior to the Marine's separation date. Accordingly, Battalion
Commanders must ensure discharge physicals are initiated no later than 45
days prior to the date of separation to ensure the separating Marine is
physically qualified for discharge/separation.

j. Transition Readiness Program (TRP). Enlisted Marines anticipating
separation from active duty will see the Career Retention Specialist to get
scheduled for the TRP and any other relevant civil readjustment programs. 2
copy of the Transition Counseling Acknowledgment Form {DD2648), wverifying the
Marine's attendance at the workshop is submitted to the IPRC by TRP
representative at building 923, for reporting of the training code of “TA”
via UDMIPS, and scanning the form to the Marine’s OMPF. The original form
will also be delivered by the Marine to IPAC Separations Section. Officers
will schedule thelr TRP class prior to separation.

k. Separation at Expiration of Active Service (EAS). The IPAC
Separations Section will provide a monthly roster to the battalion S-1's with
a list of Marines whose Expiration Of Active Service is expiring within 120
days. Battallon Commanders must ensurs that Marines being released from
active duty, or discharged upon EAS, report to the IPAC Separations Section
for administrative processing at least 60 days prior to executing terminal
leave, or EAS if no leave will be taken. These Marines will be processed per
reference (s), Marine Corps Separations Manual, and cther applicable
directives.

1. Administrative/Legal Separation. Inveluntary Administrative
Separations are initiated by the battalion. The Marine is required to sign
the Acknowledgment of Rights when administrative separation is initiated.
The command will ensure a copy of the Acknowledgment of Rights, Notification
of Separation Proceedings, and the corresponding page 11 entry is submitted
to the IPAC Separations Section for immediate unit diary reporting. The
command must then ensure the Marine attends the TRP and completes a final
physical as soon as possible. Battalion Commanders must ensure Marines
contact the IPAC Separaticns Secticn to initiate the required separation
documents. Once administrative separation is approved by the separation
authority, a copy of the separation approval will be forwarded to IPAC
Separations Section for unit diary reporting. The Separations Section will
update the new EAS/ECC per the Battalion Commander’s request, but no later
than the separation authority’s approval which is normally 10 working days
from receipt.

8. Transfer £o the Fleet Marine Corps Reserve {FMCR} and Retirement

a. Marines reguesting transfer to the FMCR, or retirement, will fill ocut
Appendix J of reference (s) and provide their reguest for retirement to IPAC,
via EPAR, no earlier than 14 months and nc later than ¢4 months prior to their

4-6 Enclosure (1)



DepG 5000.12C

desired transfer/retirement date. The Separations Secticon will ensure that
the reguest is reported on the unit diary within five working days. Reguests
outside this period may be submitted via AR form to CMC (MMSR).

b. Upon receiving approval from CMC, the Separations Section will notify
the Marine; however, the Marine will also receive a notification via MOL.
Battalicon Commanders must ensure that Marines retiring or transferring to the
FMCR report to the Separations Section for administrative processing at least
90 days prior to their approved retirement date, PTAD, or commencement of
terminal leave, etc.

c. BAll Marines retiring or transferring to the FMCR must complete a
final physical examination no more than six months prior to separation.

9. Medical Discharge, Transfer to the Temporary/Permanent Disability
Retirement List (TDRL) (PDRL. Upon new EAS/ECC posting, IPAC will notify $-1
and the Marine of the requirement to report to IPAC to begin out processing.
Marines will report to the Separations Section with the HQMC (MMSR-4)'s
approval for home awaiting orders and complete discharge paperwork pricr to
being sent home awaiting orders of the PEB. If a2 Marine is found to be
medically ungualified for duty, the separations section will process the
Marine per CMC directicn as reported via unit diary notification from the
diary feedback report, and MCO P1900.16.

10. Reguesting PTAD/Terminal Leave. Commanders, upon reguest, may Jdrant
terminal leave up to the extent of accrued leave. Authorized separation
leave shall run continuously, to include normally authorized liberty periods,
such as weekends and holidays. Leave in excess of 90 days may noit be granted
without prior authorization from CMC (MMEA or MMOZ). Marines allowed to take
terminal leave are carried on the command’s reolls in a chargeable status, and
normally replacements will not be provided during the leave period. B&ll
Marines requesting incremental PTAD must do so via MOL and the chain of
command. During incremental PTAD pericd, Marines are not authorized to leave
the area of the PDS5. Concurrent PTAD will be requested via the MOL Interview
Module. Marines who are in receipt cf Special Duty Assignment pay should be
given consideration in that this entitlement stops when the Marine is no
longer performing the duties and responsibilities associated with the billet,
the day prior commencement of PTAD/Terminal Leave.

11. Orders. The Separations Section will prepare all orders for separating

personnel per reference (s). Only periods of approved, concurrent PTAD will

be added to the Terminal Leave orders as approved by the respective Battalion
Commander, or authorized representative. Incremental PTAD is to be reguested
via the chain of command via MOL.

12. Check-out Procedures. A depot check-cut sheet will be issued by S$-1
sections in accordance with internal contrcl procedures. Fully completed
check-out sheet will be returned to IPAC. Marines who elect to transfer on a
weekend or holiday will not be authorized to pick up their orders early.
Marines will be counseled by Separations Section personnel on procedures to
pick up their orders from the Headouarters and Service Battalion 00D, after
normal duaty hours.

13. Reenlistments/Extensions. The Career Retention Specialist will forward
enlistment contracts, and extensions of enlistment, to the Separations
Section via EPAR for unit diary reporting, and scanning to the OMPF.
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14. Limited Duty

2. The IPAC Limited Duty Section will submit to units a monthly roster
identifying all Marines that are in a limited duty status. The TPAC Limited
Duty Section reguires the NavMed Form 6100/5 or 6100/6 from the Medical Board
be turned in to the section to update the Marine's limited duty status. The
IPAC Limited Duty Section also receives weekly messages and documentation
from the Naval Hospital assigning or removing a Marine from limited duty.
These messages are used as source documentaticn for unit diary entries.
Officers assigned to limited duty must be approved by CMC; although the Nawval
Hospital normally transmits this message to CMC, the commander retains
responsibility for such actions and must provide verification to the IPAC.
211 Officer assignments to limited duty, and third periods of limited duty
for enlisted, approved from HOMC (MMSR-4) will ke reported in MCTFS by HQMC
(MMSR-4. Frequent communication between the unit limited duty coordinatoer,
IPAC representative and medical personnel is essential for an effective
limited duty program.

b. Pay and ARllowance Continuation (PAC) Pay Procedures. Once the
Command responsible to the Marine releases the PCR via DCIPS, they will
submit the PCR to IPAC. Upon receipt of PCR, IPAC will report the
appropriate “TO SIK WIA HOSP HOSTILE” or “IO SIK WIA HOSP NON-HOSTILE” entry
which will update the duty limitation code to “K”. Upon receipt of any
documents that identify the Marine as being in a medically restricted status
{i.e. Hospital admission and release documents, Convalescent Leave, light
duty, etc.) the IPRC will report the appropriate PAC Pay entries. S-1 must
ensure that once the Marine is discharged from the hospital, a copy of the
discharge documents are submitted to the servicing IPAC for reporting the TTC
105 000 FR SK entry.

15. Drill Instructor School

a. Overview of Procedures. Per reference () Drill Instructor students
execute one of the following types of orders when reporting to MCRD Parris
Island, SC:

(1) Temporary Additional Duty {TAD} Orders. Marines with dependents
residing in same gecgraphic location at the Marines Permanent Duty Station
(PDS), single Marines with majority physical custody of dependent children,
and single Marines who are currently receiving Basic Allowance for Housing
{BAH) Own Right at their PDS, will receive TAD orders to attend DI school.
Individuals in this category will receive travel and per diem while TAD, and
will pay for billeting and messing. Upon completion of training, they will
return to their parent command and receive Permanent Change of Station (PCS)
orders toc MCRD Parris Island, SC.

(2) Permanent Change of Station/Temporary Duty Under Instruction
(PCS/TEMINS) Orders. Single Marines without custody of dependent children,
Marines not in receipt of BAH 0O/R, and Marines whose dependents do not reside
at the Marines duty station will receive PCS/TEMINS orders to schocl. These
individuals will also receive travel and per diem and will pay for billeting.
If an individual is commuting daily from his/her residence, the individual is
not entitled to reimbursement for billeting, even if the old PDS is located
greater than 50 miles from MCRD.

(3} Permanent Change of Assignment {PCA) Orders. Marines from MCAS
Beaufort, or MCRD Parris Island, SC will be issued Permanent Change of
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Assignment (PCAR) orders to DI Schocl given SDA scheool i1s within 50 miles of
current PDS.

b. Director, Installation Personnel Administratiocn Center

(1) The day after the effective day of reporting, TAD Section clerks
will conduct an in-processing brief with the students. This brief will take
place at DI Schoeol grounds, where reporting orders and endorsement, IPAC
administrative data sheet, and any other pertinent administrative documents
will be collected from the student, in order to properly join or attach the
student within 5 business days.

(2} Conduct a review of pay entitlements. Due to irregular working
hours, all students will receive BAS. Meal cards will not be issued in
accordance with @nclosure (1}. Verify entitlement to BAH and report the
proper entitlement. Ensure FSA-T 1is properly reporited for students who rate
this entitlement. Marines are not entitled and will not receive SDA pay
until successful completion of training and subsequent assignment to a Drill
Instructor killet at MCRD Parris Island.

{3) Marines who are dropped from training will be returned to their
parent command, if they were attached TAD, or transferred to another duty
station, i1f they were joined TEMINS. Web Orders will be issued by SDA
monitor.

(4) Upon graduation, IPAC will prepare endorsements to all orders as
required. IPAC will report the school complete/incomplete entry, and
transier or terminate the attachment as appropriate.
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Chapter 5

Recruit Administration Branch

1. The mission of the Recruit Administration Branch (RAB} is to provide
administrative support to all recruits abcard the depot. This suppert
includes, but i1s not limited to, accessions, unit diary, pay and
entitlements, service record book (3SRB}) management, promotion, orders
generation, Common Access Cards (CAC), and all types of discharge processing.
The administrative process begins immediately upon the recrult arriving to
Parris Island and continues until the recruit is either transferred or
discharged.

2. The RAE is divided into four sections. Below is a general description of
each section and its scope of responsibilities.

a. Accessions Section

{1} Each recruit has a record created in Marine Corps Training
Information Management System {MCTIMS) by his/her recruiter. This record has
basic informaticon about the recruit. The Accessions Section establishes an
electronic military record in MCTFS for each recruit. This allows the RAEB to
continue to build a complete official military record for each recruit via
both MCTIMS and MCTFS.

{2} Bach recruit alsoc arrives with basic files which include the
recruit’s military contract, medical documents, a record of emergency data,
and cther administrative documents. The Accessions Secticn will sort through
the documents to create a SRB and distribute the remainder of the documents
accordingly.

Iz. Service Record Books, Unit Diary, and COrders (SUDD) Section

{1) Military records centinue to update, change, or be modified
during recruilt training. The SUDO section is responsible to ensure each
record is accurate and up-to-date. Some ¢f the areas of responsibility
include dependent information, identification/allergy tags (2 each),
MGIB/Post 9-11 election, recording of blocd types, TSP election, initial page
11, contract and meritorious promotions, recording when recruits are admitted
to the hospitzl, and much more.

{2} Upon completion of recruit training each recruit will be
transferred to either the School of Infantry East or West. The SUDO Section
conducts a transfer out brief for each recruit, ensuring his/her Recruit
Transfer Orders and other administrative documents are up-to-date and
accurate. The SUDO Secticn ensures there is constant communication between
the RAB and each Recrult Training Company (RTC) to verify the location and
duty status of each recruit {i.e. if a recruit is dropped to another
company/platoon, is on medical hold after graduation, is in the hospital,
etc.).

{3) Bach RTC is respcnsible to document all recruit training events
via MCTIMS in accordance with the Recruit Training Order (RTQ). The SUDO
section will coordinate with each company/battalion to have missing training
data reccrded; no recruit will transfer with missing training data.
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{4) Marine Online will be utilized by each RTC to record Transfer
Proficiency and Conduct markings for each recruit prior to the Monday prior
to graduation (T-66).

c. Discharge Processing Unit {DPU) Section. Discharging a recruit
regquires coordinaticn between the RTC and/or battalion, the recruit, military
travel (SATO), Disbursing, DPU, and at times Headquarters Marine Corps and
the Naval Medical Clinic/Hospital. There are two types of discharges &
recruit may receive during recrult training; administrative and medical.

{1} There are several scenarios in which a recruit can be
administratively separated such as fraudulent enlistment, positive urinalysis
test, failure to adapt, medical conditions that are not disabilities, and
many mors. DPU will separate each recruit once the Regimental Commander has
found a discharge necessary and approved the discharge.

{2} At times recruits will get injured during recruit training and
require a Physical Evaluation Beoard (PERB). DPU is responsible to separate
these recruits once the PEB board has approved a discharge and the recruit
accepts the findings.

d. Identification (ID) Card Section. During receiving week every
recruit will be prccessed for a Common Access Card (CAC), which is submitted
electronically through Defense Management Data Center (DMDC). DBDue to the
volume of recruits and the length of time to print a CAC for each recruit, a
CAC will not be printed and issued during this time. The CACs are printed by
the Central Issuing Facility at DMDC and mailed to the RAB. Each recruit
will sign for and receive his/her CAC during outpost on the Monday prior to
graduation {T-66).
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Chapter ©

Quality Assurance Branch

1. General. The operations of this Branch encompass, but are not limited to
processing Unit Diaries, accountability of all certified Unit Diaries of the
IPAC, Electronic Diary Feedback Report (DFR) and Electronic Personnel Action
Request (EPAR) accountability, Promotions Functional Area, monthly
BAdministrative Discrepancy Notice (RDN), Access forms/permissions
accountability. The Quality Assurance Sranch 1s responsible for the

following tashks, amongst others:

a. Unit Diary. Provide oversight on the functioning of UD/MIPS, and
when necessary, communicate and track system-related deficiencies to the
Manpower Information Service Support O0ffice-02 (MISS0-02). This is

especially important during semi-aznnual software releases, and when other
system problems are experienced with UD/MIPS.

b. DFR. Manage the EDFR to ensure all cycles are processed, extracted,
assigned to IPAC sections, worked, monitored, and certified, in accordance
with MCO. The QA Section distributes a Daily DFR Report internally within
the IPAC to ensure administrative personnel understand when DER cycles are
due, as well as statistical data.

¢. EPAR. Units are responsible for granting Marine on Line (MOL)
permissicns to designated personnel to forward and track EPARs to the IPAC
for corrective action. The Quality Assurance Branch assigns EPARS to the
respective Branches within the IPAC. In addition, each respective Branch
will then reply to the EPAR with an answer, or direction, notifying the
Marine what he/she needs to do. The gecal is to have EPARS completed within
five working days.

d. Promotions Functicnal Area. Responsible for the management of the
Promotions Functional ARrea, in accordance with MCAAT and Commanding General
Inspection Program checklists.

e. Timeliness Management Report (TMR). The IPAC uses the monthly TMR as
a management tool in evaluating the organization's unit diary reporting
performance. Monitoring reporting performance is essentiazl for IPAC for
maintaining a monthly timeliness and accuracy rating goal of 88%.

f. Update Electronic Service Record (ESR). Responsible for obtaining
2ll required documents from the Branches and scanning them inte the member’s
OMPF. As well as the creation of the ESR, and reporting of the appropriate
MCTFS code. Upen creation of the ESR, all SRB/OQR's will be returned to the
respective unit’s Administration Chief during the monthly Administrative
Chiefs meeting at the IPAC.

g. Responsible for the management of the IPAC’'s 0fficial Correspondence
Files, to include updating of files outline, creation, and disposition of
file folders upon destruction date.

h. Responsible for special queries utilizing MOL ReportsHet/Studiz; and
conduct administrative visits to the supported commands upon request. The QA
section reports all findings and discrepancies immediately to the Director
and IPAC SNCOIC, for training and process improvements.
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i. Document Tracking Management System {(DTMS). The QA Officer, as well
as each Section CIC, is assigned as "Role Control Agent”. This permission is
assigned by the IPAC Director. Section CIC's are responsible for managing
DTMS "Reviewer" and "Preparer" permissions for their personnel, which include
deleting privileges for departing perscnnel. Also, the QA& Section provides
oversight over DTMS, to ensure all documents are submitted to disbursing
timely and accurately. Additionally, Discrepancy Notices (DNs) are monitored
to ensure prompt corrective action 1s taken, and the Disbursing Office is
notified within 5 working davs, per reference (w).

j. Internal Controls/Desktop Procedures. Review and monitor written
internal control and desktop procedures for each functional area within the
IPAC, as outlined in the Marine Corps Administrative Anzlysis Team (MCART:
and Inspector General (IG) checklists. Additicnally, Q& is responsible for
the review, monitor, and conduct of random audits within the IPAC,
identifying internal cecntrol problems and trend discrepancies in pay.

k. Administrative Discrepancy Notice. On a monthly basis, pull and
distribute inconsistency reports, known as the Administrative Discrepancy
Notice, to assist IPAC personnel, and supported battalions, in correcting pay
and perscnnel inconsistencies.

1. Internal Inspections. Plan, coordinate, and conduct MCRAT and IG
inspections on all IPAC functicnal areas. Provide administrative oversight
on pay entitlements and general administration, recommend corrective actions,
provide instruction and/or training, and brief the IPAC Director of
significant findings, discrepanciles, and negative trends.

m. Administrative Messages/Notices. Ensure that MARADMINs, PAAN's, and
other administrative refersences are implemented into the IPAC S0P or
operations, accordingly.

n. Assign Permissions. Assign IPAC personnel permissions in MOL, and
all new Branch Heads/SNCO’s Certifier permissions in UD/MIPS.

¢. Provide Scftware Release Support.

p- Maintain current By direction letters, DD Form 577s, SAAR forms, and
all general correspondence.

nd the subseguent reporting of

2 1 7 aticn, an

personal and unit awards received via EP%R into MCTFS. This responsibility
does not include awards that can be processed through the Improved Awards
Precessing System {IAPS), or awards received by Marines that are currantly
forward deployed.

b. Good Ceonduct Medals will be processed at the unit level through MOL.
Personal awards are reported into MCTFS via the Improved Award Processing
System (IAPS). If a personal award was prepared and presented to a Marine,
and it was not prepared in IAPS due to the Marine belonging to ancther
service component (i.e., Navy command), all supporting documentation to
include a copy of the signed citation must be submitted to the HOMC Awards
Branch, via the Marines chain of command, for unit diary reporting and
inclusion in the Marine’s OMPF. IPACs are no longer authorized to report
perscnal awards.
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c. Marines requesting to have an award reported on the unit diary,
except personal awards, must provide appropriate source documents to the
Quality Assurance Branch, via EPAR. They must provide all necessary scurce
documents to substantiate they rate the award. This includes pertinent
Service Record Book pages, certificates, PCS/TARD orders, MARADMIN messages,
or fitness reporis.

'

e Pr Se. is responsible la
Ted o 2 the commands a2
the O & score, and/or oY
Prom ra r Sergeants and ot azad
i 2111 58 MOL by the unic nd conduct
marks for Max TE - Corporal or Sexg cessed via MOL
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= 5 2 } Body Compositio: assignments,
all occasions

b. Recommended/Non-Recommended for Promotion

(1) Recommended/not recommended entries for promotion are required to
be processed via MOL by the 15th of each month. Failure to do so would
result in the next promotion eligible Marine in the MCS to not be selected,
and a subseguent "will not promote" entry will be reguired. On those
occasions where MOL cannot be used, Commanders will sign a cover letter
directing IPAC to repocrt "NOT REC FOR PROM" for all Marines enclosed in
roster. This letter must be forwarded to the IPAC by the 13th of sach month
to allow IPAC enough tTime to report the non-recommendation on the unit diary
on/or before the 15th day of the month. If the recommendation roster is not
recelved pricr to the 15th cut-off date, Marines who are annotated as "not
recommended” for promotion by their command may generate a "select grade" to
the next higher grade in MCTFS.

{2} Non-Recommendation Page 11 Entries. 1In accordance with reference
(%), Commanding Officers are authorized to not-recommend a Marine for
promotion for the entire preomotion guarter, vice on a monthly basis.
Therefore, Marines not recommended for promcticn must sign 2 Page 11
counseling, encompassing the entire promcticn quarter, acknowledging they
were informed cf such non-recommendation. For each Marine not recommended,
each unit must forward a scanned copy of the Page 11 to IPAC, where it will
be scanned into the Marine’s ESR. TIf not recommended due to restrictions
listed in paragraphs 1204.4f through 1204.4n of reference (1), a unit diary
entry must be reported and an initial Page 11 service record entry covering
the specific pericd of the promotion restriction should be prepared by the
unit, and submitted to the IPAC within 3 werking days. Reasons for promotion
restriction can be found in paragraph 1204 of reference {1l}.

c. Select Grade/Will Not Promote. In MOL, the Select Grade listing will
be produced at the end of each month for the next promotion period. The
report will have a list of all Marines who have been selected to the next
higher grade. Units will print their own promotion warrants via MOL. If a
Marine appears on the select grade roster but was not-recommended for
promotion, the unit must notify the IPAC immediately. Unit commanders will
submit the warrant to IPAC with the words "WILL NOT PROMOTE" written across
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the warrant and the Commanding Officer's signature below this (buzt not on the
signature line), the reason why, and the page 11 counseling attached along
with the commander's signature. This is IPAC's notification that the command
will not promote the Marine.

d. Proficiency/ Conduct Markings. Promotions to the grade of Corporal
or Sergeant reguire "Promotion” proficiency and conduct marks. Commands must
generate the promotion occasion in MOL for these markings.

e. Zeroed Composite Scores. Quarterly, a roster will be generated from
the IPAC Promoticns Ssction and submitted to all units of any Marines who
have a "0000" composite score. The unit will verify the Marines training
informaticn (MCI's, rifle, PFT, BST, etc.), and submit any missing data via
MCTIMS/MOL. Then the unit will reguest, via EPARR, for IPAC to recompute the
member’ s composite score.

f. Remedial Promotions. Remedial consideration is afforded to the
grades of Private First Class through Sergeant for administrative errors that
delayed or prevented a Marine from being promoted. In most cases, the error
is usually due to training information being reported on the unit diary after
the composite score cut-off date. All requests for remedial consideration
for promotion must be submitted by the unit $-1 to CMC (MMPR-2) for approval,
via the IPAC Promotions Section. Once an error has been discovered, the
Marine/unit must submit the following documents:

{1} Promotion recommendation approved by the commanding officer with
Special Court Martial Convening Authcority (SPCMCA).

{2} Manusally computed composite score worksheet.

{3} Certified rifle score, physical fitness test (PFT) score, combat
fitness test (CFT) score, Marine Corps Institute (MCI) completion
certificates, College transcript, etc.

g. Meritorious Promotions. A copy of all meritoricus promotion warrants
must be provided to the TPAC within three working days. The copy serves as a
source document to run the meritorious promotion into the MCTFS. It is the
unit’s responsibility to ensure promotion proficiency and conduct marks are
submitted in MCL.

h. Submissicn and Data Input of all Training Information. 2ll commands
are reguired to submit all MCTFS reportable training data via MCTIMS. The
same reporting applies to reporting Marines assigned to BCP. This will
automatically restrict promotion but still reguires an initial 610% page 11
counseling entry, which the command is responsible for scanning and sending
to the member’s CMPF. If the unit does not have MCL access for some reascon,
arrangements can be made with the Promotions Section te turn in documentation
requiring entry, along with a letter from the S$~3 explaining the reason.

1. Staff Noncommissicned Officer (SNCC; Promotions. The unit S-1 will
prepare SNCO warrants for Marines scheduled for promotion based upon the
monthly SNCO promotion message/MARADMIN. The select grade, rank, seniority
number and board year will be listed on the "GRAD" Screen in MCTFS (3270).
Additicnally, the following must be considered:

(1) Cbligated Service. It is the commander's responsibility to
ensure Marines being promoted to Gunnery Sergeant and above, with at least 18
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years but less than 30 years of active military service, agree to extend or
reenlist to meet a minimum two year service cobligation upon promotion.

(2} Promotions held in abeyance for SNCOs are the command's
responsibility. IPAC requests notification of such actions for tracking
purposes.

3. MNonpunitive/Administrative Reductions/Competency Review Board. An
administrative reduction is effected by the CMC or Commanders who have been
delegated such authority to administratively reduce personnel by grade for
incompetence.

{1} Reduction Authority. Reducticn authority for S$Sgts and above are
officers sxercising General Court~Martial Convening Buthority. Reduction
authority for Sgts and below are Commanders, as defined in paragraph 1200.3b,
0f reference (1).

{2} Notice of Intent to Reduce. Utilize letter format contained in
the Enlisted Promotion Manual Chapter 6 {Figure 6-1). 1If a Competency Review
Board (CRB} is held by the Commander the notice should contain: the identity
of the officer authorized teo effect the reduction, specific reason why the
CRB is being convened, date, time, and place the CRB will be held, and right
to consult with a gualified counsel. If a CRB is convened with multiple
members, then the additional rights should be contained in the notice; the
identity of the members appointed to the CRB, right to challenge members of
the CRB for cause, right to waive any of the rights challenging the members
of the CRB for cause. Members are directed o respond normally within 20
calendar days from receipt for SMCR and IRR Marines and 5 working days for
Active Duty and BR Marines.

1 {3} Competency Review Board. Cpls and above are entitled to a CRB,
LCpls(ﬁ)PFCs may appear before a CRB consisting of only one member, the
Commander. The Board must forward the report to the Commander with Reduction
RAuthority and notify the Marine of the CRB's recommendation. Once notified
of the CRB's recommendation, the Marine may submit a statement in rebuttal to
the CRB’s recommendation to the reduction authority via the convening
authority. The statement must be submitted within 5 working days (20
calendar days for Marines in the SMCR and IRR) or the right to rebut the
CRB’'s recommendation is considered Lo have been waived. Upon completion of
the CRB, and receipt of the C0O’s authority letter and page 11 for promotion
restriction from the BN, the IPAC will report the administrative reduction of
rank for the original promotion date of the previous rank held. The
promotion restriction will be determined and reported based on the rank to
which member was reduced. Proficiency and Conduct marks of (RD) must be
reported via MOL, by the unit, with an effective date prior to the effective
date of reduction.

(4) Final Disposition of CRB report. 1If, after all appropriate
reviews and any appeals, a Marine is determined to be competent technically
and/oxr professionally, by the final cfficer taking action on the CRB, or the
CMC (MMPR~Z2}, the CRB report will be returned teo the originating unit for
disposition. If & Marine is found to be incompetent, technically and/or
professionally, and accordingly reduced, the report of the CRB, all
endorsements therein, and a report of the final action taken on any appeals
will be forwarded tc the CMC (MMRP) to be made part of the Marine’s Official
Military Perscnnel File {OMPF) by the IPAC Quality Assurance Branch. If a
Marine is found incompetent, technically or professionally, and the reduction
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CHAPTER 7

IDENTIFICATION CARDS/DEFENSE ENROLLMENT ELIGIBILITY
REPORTING SYSTEM {(DEERS) BRANCH

1. GENERRL. The Director, IPAC is respensible for the issuance of all
identification cards to active duty, reserve, retired personnel, dependents,
appropriated fund employees, base operating support contract employees and
vendors; and for maintenance of DEERS database information on all active
duty, reserve, retired perscnnel and dependents. The Recruit Administration
Branch is designated as a Card Issuing Activity and will issue recruit
identification (ID} cards only.

2. PROCEDURES. The following procedures will be followed concerning
civilian semployee ldentification cards:

a. Civilian Fmployee ID Cards

{1} Contractors and employees of the contractor for base cperations
support will have a background investigation completed before a Common Access
Identification (CAC) ID card is issued. This action will be used as their
enmployment verification.

{2} Newly hired Non-appropriated fund employees information will be
imputed into DEERs by Human Resource Office (HRO) before a CAC card will be
issued. The new employee will provide two forms of identification, (driver’s
license, military ID card, or other form of picture ID) will be presented to
the DEERS office for issuance of a CAC card {(NAVMC 10629).

b. Loss of Identification Cards. In the event an ID card is lost, the
employee concerned will report such loss to their respective employer stating
the circumstances surrounding the loss and will report to the DEERS office to
have a new CAC issued. The employvee will need a lost ID card statement on
command or company letterhead.

c. Termination of Employment

{1} The Ciwvilian Personnel Office will issue a check out sheet and
direct apprepriated fund employees, whose employment has beean terminated, to
the DEERS office to surrender their CAC card.

{2) The base contracting employer is rasponsible for
recovering CAC cards of employeses whose service has been terminated and
return those cards to the DEERS oiffice.

(3) Display of Identification Cards. 1ID cards will be presented for
identification purpcses when requested by authcorized personnel.

3. RESPONSIBILITIES

a. The Directer, IPAC is responsible for:

{1} The contrel, accountability, and issue of ID cards. This
includes:

{a) Approving requisitions.
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(b) Verifying serial numbers and total number of ID cards
received with the ID card-issuing officexr/agent.

{2} The completion of the Application for Uniformed Services
Identification Cards DEERS Enrcllment (DD Form 1172) for active duty
personnel assigned to the Depot, Marine Corps Reserve personnel, and retired
personnel of the Armed Forces requesting renewal of cards or replacement of
lost/stolen ID cards.

{3} The preparation cf DD Form 1172 for dependents of active duty
personnel assigned to the Depot, and for dependents of retired and deceased
personnel of the Armed Forces.

{4) The recovery of expired ID cards at the time of thelr renewal.

{5) The destruction of ID cards reccvered from discharged personnel
and their dependents.

(6) That, upon neotification of a Marine pending an
administrative/punitive discharge, the Marine's active duty ID card is
confiscated and a new active duty ID card is issued for a 30 day period.

(7 Ensuring that all permanent personnel who are retiring, and their
eligible dependents report to the DEERS office on the last working day prior
to their release date or beginning of terminal leave for issuance of retired
ID cards (if 20 days or less prior to EAS).

{8) Ensuring that all ID cards of Marines being discharged and the
identificaticen cards held by their dependents are recovered by the IPAC
separations section for destruction, with annotation as to the reason for
recovery/destruction.

{8} Ensuring that personnel checkcut and process through the DEERS
coffice prior to detachment.

. Commanding Officers are responsible for:

{1} Ensuring that all perscnnel whose dependents require issuance of
an ID card report to the DEERS to sign the DD Form 1172.

(2) Ensuring that all permanent personnel are in the appropriate
unifcrm for the ID card picture.

{3) Ensuring that all permanent personnel being discharged and
eligible for TAMP or an inactive reserve ID card report to the DEERS office
on the next working day after thelr expiration of current contract.

{4} Ensuring all Sergeants and below who lose, or have their ID card
stolen, obtain a written statement from their 5-1, and/or minor offense chit
from the Provost Marshal's Office. The statement must address the
circumstances surrounding the loss/theft of the ID card and include "If the
ID card is recovered, it will be immediately returned to the DEERS office."

4., ID CARD ISSUING AGENTS. Personnel in the following billets are
authorized to sign ID cards, enter the appropriate information intce the DEERS
database prior to issuance of dependent ID cards, enter any appropriate
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changes, additions, deletions, or terminations into the DEERS database when
requestead by sponsors and supported by appropriate documentaticon, and certify
related forms:

a. Director, IPBRC.

b. Human Rescurce perscnnel and Marines assigned to the DEERS office.
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