UNITED STATEE MARINE CORPS
MARTHE CORPS BASE
PSC RBOX 20004
CaMp LEJEUNE, NC 28542-0004

BASE ORDER 5001.1

From: Commanding Cfficer
To: Distribution List

Subi: STANDING OPERATING PRCCEDURES FOR INSTALLATION PERSONNEL
ADMINISTRATION CENTER (IPAC) MARINE CORPS BASE CAMP
LEJEUNE (SHORT TITLE: SCP FOR IPAC MCB CAMLEJ)

Ref: (a} MCO P5001.14_, MCAP

{h) ALMAR (058-~0%

{¢) MCC P1080.40_, MCTFSPRIUM

{dy MCCO 1740.13_, Family Care Plans

{e) DODFMR, Volume 7A

{f£)] MCC 10110.34_ ., U.8. Marine Corps Subsistence Program

{g) Joint Federal Travel Regulations (JFTR)

{n) MCC PL400.32_, ENLPROMMAN

(1) MCC P1S00.16_, MARCORSEPSMAN

{4) MCO P1070C.12, IRAM

{ky MCO P5800.16_, LEGADMINMAN

(1) MCO 5800.10_, Return of Marine Corps Absentees and
Deserters

{m) MCO P4050.38_, Personnel Effects and Baggage Manual

(rnny MCO P110006.22_, Marine Corps Housing Management Manual

(o) MCO FPi751.3_, BAH Manual

(o} MCO 1050.16_, Appellate Leave Awalting Punitive
Separation

(g) Manual for Courts Martial, 20355
{r} MCO P4L&5(.37_, MCTIM
{g) MCO 10110.47_, Basic Allowance for Subsistence ({BAS)
{(c) MCO 1741.11_, Survivor Annuity Program
{v}y MCC PLOQU.6_, ACLTS Manual
() MCC 7220.21_, Advance Pay Incident to PCS
Encl: {1} LOCATOR SHEET
Report{s) Reguired: Weekly Legal Status Report {(Repor:
Control Svmbol MC-5800-01), par. 100641
1. Situati0ﬁ¢ Establish polici procedures, responsipilitles,
and relation Ds with respect to consoii@ateé administrative

A2pproved for public release;




matters within the Marine Corps Base (MCB)
Administyation Center {z@ay} at Camp Lejeun
references (a) through [v)}.

s

Migsion

a. This Order is not designed to replace directives ox
instructions published by higheyr headguarters. It ig published
to provide a means to provide administrative policies,
procedures, regponsibilities, and administrative relationships
with units and personnel supported by the IPAC consistent with
the diraction from higher headguariers.

. Thege procedures are necessary for consisgtency, guality,
and timely processing of administrative reguests from commanders
and individual Marines.

3. Execution

a. Commander’'s Intent and Concept of Operations

(1) Commander’s Intent. Review of this Crder is
recommendad For all commanders and btheir staffs. The Commanding
Officer, MCR, Camp Lejeune {(Attn: Director, Base
S-1}, is responsible for the oversight and daily operation of the
IPAC. Adherence to this Order will assist commanders in focusing
on the combat readiness of their unit, while simultaneously
maintaining personnel administrative readiness. The end-state is
to provide commanders, Marines, and theiyr family members
effective personnel administrative support. Training in the use
of administrative initiatives such as %azin@ On Line (MOL), and
assistance in egtablishing or refining unit internal control
procedures ig available from IPAC, MCB Quality Agsurance Branch.

(2} Concept of Operations. The complex nature of
entitlements and administrative procedures necegsitabtes an
ongoing technical profegsgional military education program.
Therefors, this Order is a dvnamic document, subject to ad hoc
updates ag higher headguarters publishes changes. The vari

g
methods in which Marines and units deploy requ

£
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cooperation. In fact, it isg eggential to ensurs aﬁm%nighratw o1
is achieved in a timely and pre
dyﬁgmiﬁ aspect, the Director, Base E-1 and
authorized to deviate from thig COrder as t i
undey zh@ provigion of the referesnces and their upda



(3) Guidance

{(a} Consolidated personnel administraticon has been
mandated. As a result, the individual Marine musgt teke greater
respongibility in the accuracy of their Marine Corps Total Force
System (MCTFS) and pay records. With the Iimitless amount of
information on the internet and the avallability of MOL and MyPay
applications, there are toolg available for Merines to use to
ensure the correctness of their MOTFS and pay recovds. Marines
must be mentcored, educated and if necessary, directed fo get
involved in their own adminigtration and pay.

{(by There will be instances of Marines being
overpald. A Marine who sees a gignificant increase in his or her
pav for no apparent reascn, 1s responsible for bringing the
situation to the attention of his and her respective unit §-1 and
the IPAC Customer Service Branch. His and her lack of action
contributes to further overpayment.

. Resgponsibilities

{1} Commanders

{a) Tenant and subordinate unit commanders are

ultimately responsible for the accuracy of thelr Mavines records
and are expected to comply with this Order.

(b} In order to ensure that the responsibillities
cutiinad herein are understood and practiced, internal control
procedures at the local level must be established.

{c) Ensure §-1 and senicr enlisted adminigtrative
personnel attend the scheduled gemi-annual IPAC workshops to
review and reconcile administrative issues.

c Tasks
{1
ith this Order and provide
asgistance Wders the sxecution of

responsibilit
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{¢)} Execute all dutfies and responsibilities as
covered by this Order and the referernces.

{dy Esgtablish and track internal controls Detween the
supported uﬁxts in order to facilitate timely and accurate
administrative workflow,

{&; Support commanders and Marines with flexible,
timely and accurate customer service oriented personnel
administration support, to incliude deplovable liaison elements.

4. Administration and Logistics. Recommendatbions concerning the
contents of this Order will be submitted to the Commanding
Officer, Marine Corps Rase, Camp Leijeune (Attn: irector, Rase
-1 and Director, IPAC) via the appropriate chain of command.
Distributicon Statement A directives issued by the Commanding
Officer, MCB Camp Lejeune is distributed via e-mail. This Order
can be viewed at
nttps://intranet.meclieast . usnme . mil/CB/CIS/MCRGL0ADSUTANT /default.
SpR

5. Command and Signal

a. Command

(1) Applicability. This Order is applicable to Active
Duty and Regerve Personnel located aboard Camp Lejeune assigned
to II Marine Expeditionary Force (MEF); Headguarters, Marine
Corps Installationg East (MOIEAST); MCOEB Camp Leieune; Zd Marin
Divigion {(MarDiv); 2d Marine Logistics Group (MLG); and the
Training and Education Command {(TECOM! scheool commands aboard
Camp Ledeune and served by the IPAC.

{Z) Concurrence. Tnis Qrder has been coordinated and
1

concurred with by the CG's of II MEF, MCIEAST and the Commanding
Cfficer’'s of MCR Camp Ledeune and the TECOM school commands.

b L

. Signal. This Order is effective the date signed.

Y

DISTRIBUTION: A

iy



Subj: STANDING OPERATING PROCEDURES FOR INSTALLATION PERSONNEL
ADMINISTRATION CENTER (IPAC) MARINE CORPS BASE CAMP
LEJEUNE (SHORT TITLE: SOP FOR IPAC MCB CAMLEJ)

Location:
(Indicate the location(s) of the copyl{ies) of thisg Order.)

i Encliosure (1)
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Chapter 1

3y

General Informaticon (Mission and Organization)

1. General

a. The IPAC has cognizance over personnel administration for
all commands located aboard Camp Leleune. The IPAC is a
centralized activity under the operational and administrative
command and control of the Commanding Officer (Atin: Director,

Bage $-1), MCB Camp Leiesune.

b. IPAC. The IPAC is located in Building 6 and the inbound
and outbound processing is located in Buildings 5% and 60 (Camp
Lejeune Reception Center), aboard Camp Ledeune. The IPFAC will

function as the single centralized center on MCB Camp Lejeune
providing persconnel administrative support for all supported
organizations. Administrative Service Centers (ASC’'s) are
located at most camps on Camp Lejeune. Those lcocations are:

ADMINISTRATIVE SERVICE CENTER BLDG MI30 CAMP JOHNSON
ADMINISTRATIVE SERVICE CENTER BLDG TCB837 CAMP GEIGER
ADMINISTRATIVE SERVICE CENTE BLDG BBlZ COURT HUOUSE BAY

2. Migsgion. The migsion of the IPAC is to provide personnel
administrative support and services to commanders, Marines, and
family members in order to ensure military personnel records and
pay accounts are aecurate and properlily maintained in orxder to
prepare the individual for worldwide deplovment with the
operating forxces. The IPAC is organized into the following
branches:

* Headguarters

* Customer Service
* Command Suppork
* Unit Deplovment

3 Hours OFf Cperation. The IPAC hourg of operation arve from
0700 to 2200, This inciudes being open for buciness during the
lunch hours of 1130-1330. For emergsency wl*“at ong, contact the
Dirvector, Deputy Dirsector, IPAC Btaflf Non-Com £
Charge (SNCCIC) or OIC of the respective Branch



4, Consolidated Personnel Policgies. The following policies forx
IPALC exist:

a. All personnel are reguired to check in with the front
desk clerk of Bullding 6 for services with Command Support,
Customer Service, Quality Control, Unit Deplovment and

Headguarters bhranches.

. Reguests for Leave and Farnings Statements (LES), Bagic
ning Records (87TRs), Basic Individual Records (BIRs), W-2 and
W-2C, and Fitness Reports (FLitRep) printouts will be processed by
the individual Marine utilizing MOL, MyPay, and/or the command.

c. All disputes/disagresments or service problems will be
addressed to the branch personnel chief or personnel officer.
Interactive Customer Evaluation {(ICE) comments are also
enicouraged. Contact information is reguested to allow IPAC to
follow-up with the customer.

5. IPAC Respongibilities. The regponsibilitieg of the IPAC
include, but are not limited to, the following:

a. Provide administrative support in regponge to personal
action reguests {(PARs) from individual Marines or command
representatives.

Ix. Ensure all diary reportable iltemsg are correctly procesgsed
in the MCTFS via unit diary within three working davs of receipt
of validated scurce documents.

¢. Preparation, maintenance, accountability, availability to
the command, and ensuring the security of all Service Recoxd
Books (8RB} and Officer Qualification Records {(OQR).

d. Endorsement and preparation of Permanent Change of
Station Orderg (PCSGs; and Permanent Change of Assignment Orders
(PCAOS) .

e. Prepare and distribute separation documents. This also
includes p*ocegswns approved requests for retirement and transier
to the Flesi Marine Corps Reserve (FMCORD.

.

., Procesg bond and asllotment reguests that cannot be

entered using a MyPay account.

i
B2



i. Monitoring enlisted promotion eligilibility and submitting
reguests for remedial promotions. MOL iz the regquired method for

the enlisted promoction process.

3. Moniteor eligibility for awarding of the Good Conduct
Medal.

k. Coordinate with unit Limited Duty Coordinators (LDC) to
track perscnnel on limited duty status and repor:t any changes to
duty status and limitation codes.

1. Conduct the FJoin, triennial, member married to member,
re-~ and post-deployment audiis.
Y

m, Provide personnel adminigtrative support to unitc
commanders to inciude deployment suppcrt as reguired.

n. Report and processing of legal information received from
the units.

©o. Wnile the Manpower Information Svstems Support Cffice
(MISS0) is responsible for the MOL gsystem, the IPAC will provide
administrative/backup support for MOL. This includes providing

any administrative assistance that may be needed from commanders
and Marines.

p. Coordinate with G-1 Personnel for all new join arrivals
and assignments.
g. Provide responsive after hours casualty assistancse by

accessing perscnnel records for the commands.

6. Unit Commander Responsibilities. The following information
1g taken directly from reference (a); though IPAC has caussd a
raeduction in the unit commander’ s adminigirative
regpongibilities; they are not eliminated. Per reference {(a},

commanders are responsible for ensuring persconnel information and
support Cocuments for unit diesry reporting into MCIFE le.g.
PTemporary additional Duty Orders {(TADO); deplovment rosters., page
1is, legal, promotion recommendations, eto.) are forwarded
promptly and properiy Lo IPARC {in most cases no later than
working davs from the day an gvent oooursg). HNote: A

is not agticon completad. The need ok
gxists,
remain rvesponsible for tracking and

enterad nroperly into Harine's rec
T2
de i



function effectively, & free and open exchange of information
must exist between the supported command gnd the IPAC. Note:

Commands are rveguired tTo use MOL. Unit commanders réetain
responsibility for the Zcllowing:

a. Conducting Reguest Mast for members of their command.

. Conducting Non-judicial Punishment (NJP) on Marines of
their command and provide completed Unit Punishment Book {UPB)
forms (with their respective summary oranscriptg) to the IPAC
Legal Section not later than three working davs from occurrence.

¢. Maintaining the minimum technical and operaticnal
directives and publications reguired to accomplish the command’s

assigned misgsion.

d. Distributing persconal and official meil.

e. SBubmitting accurate and timely morning reporis via MOL.
£. Providing the IPAC accurate and timely information for

units diary input in regards to TADO {including funded
emergency leave orders), field rosters, deployment and non-
deplovable information (limited duty status), pay and
entitlement changes, promctions, legal, and awards.

g. Submitting all semi-annual (Jan/Jul), and promotion
proficiency and conduct markings into MOL. Submit proficiency
and conduct markingsg to the IPAC r all reductions due to
NJP/courts-martial, transfers, and discharge for unit diary
input, and where applicable, entriesg intoe the service record.

P e

~
s

.  Recommending Marines for awards or perscnal decovations,
ncluding, the preparation of Good Conduct Medal Certificates.

i. Recomm@néiﬂg/No* Recommending Marineg for reenlistment
and providing a Page 11 entry when reguired.

jv RecommendiﬁgiNot Recommending Marines for promotion and
the “Non Rec” roster by 1630 on the 1577 day of
every mnon via MOL. If the 15" falls on a weekend or heliday,

non~recommendations must be submitted the last workday pricr to
the weekend or extended liberty period. E=Ens ’ '
Page 11's with si cuy : :

for appropriate §
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k. Preparing all promotion warrants from MOL for delivery to
Marines and submititi Will t Prom” Page 11 entries Lo th
IPAC with apopropri from the Marine and commanding

cfficer.

. Preparing leave, special liberty, and permissive (PTAD)
reguaests utilizing MOL. EZnsure daily reconcgiliation ig COﬁp;e&@
to ensure proper posting of the periods via MOL.

m. Prepare all funded TAD orders via the Defense Travel
System (DTS) for leocally funded travel and as the system permits,
all travel funded from external sources, utlilizing Standard
Aocounting, Budgeting and Reporting System (SABRS) only as a last
rescrt.

n. Ensure proceduresg are in place to retrisve and malintain
effective control of meal cards while personnel are in a leave,
hogpital, or TAD status.

©. Ensuring separating Marines initiate contact with the
IPAC S0 davs prior to their planned terminal leave date in order
te ensure pay, ailotment, and separations documents are properly
prepared and processed by the IPAC.

p. Counseling and authenticating Page 11 {£103%) entries in
the service record as reguired (Note: Only the commanding
officer can sign 5105 entries).

g. Preparing recommendations for administrative discharges,
and notifying the IPAC Separations Branch when any administrative
separation is initiated and forwarded o the General Courts-

Martial Convening Authority (GCMCA).

1

r. Timely reporting to IPAC of changes 1in status 1
unit perscnnel {(includes periods of unauthorized absenc
hospitalization, confinement by civil autheorities, marr

divorce, birth of children, eto.).

Eh

. Preparing. reviewing,
ML via Training Managemenit Sy

. e e T e
o WIlesTy MUl Cannot e o
-

orting company and platoon
- .




Note: Regardless of MOL, commands mu
(DSO/GSO/BEO/RES eto.) to the IPAC fo
service record.

gt submit all Special Orders
r preper recording in

1. ZIssuing check in and check-out sheezts for all memberg of
their command. All check in sheets will be mainrtained at the

command level and all check out gheets will be retasined at th
IPAC.

v. Establish procedures to identify and track the
entitlement to Pogt-Deplovment Mchilization Resplite Absence
{PDMRA} fTor personnel returning from a consecubive deployment

w. Establish procedures to ensure source documents are
forwarded to the IPAC for persconnel who are gqualified and
approved for restoration of lost leave.

x. Establish procedures to identify and track the Special
Duby Agsgignment {8DA) Payv and/or any incentive pay ensuring that
the IPAC is informed when & member fails o perform the monthly
reguirement for the special/incentive pay.

v. Ensure Unit Transition Coordinatcr (UTC) completes the
Survivor Benefit Plan (8BP) counseliﬁg upon completion cf 18
vears active service. Upon completion of counseling, update
MCTFS wvia MOL for BBP local training.

z. Tour II Extension. Ensure the NAVMC Form 112 is
submitted to the IPAC Separation section for MCOTFS updating.

aa. In accordance with Division Grder PRC4AC.3, Division
Commanders willi have their Marines review thelr Record of
Emergency Data (RED) semi-annually via MOL., Marines required o

update their records will do so utilizing MOL. Marines who
regquire updates that can not be accomplished via MOL will be
directed to the IPAC Customer Service Branch for audit and
update.

7. Personal Action Reguests (PARs). To receive service at IPAC,
PARs are regulired for all sergeants and below. The only

exception to this rule is if an email was sent out from IPAC
reguesting the Marine report Lo a speciiic TPAC Branch. It is

o
f that emaill wh

recommendad tharc the Marine have a <opy o 1

checking in a8t the reception/front degk of Ipar. 211 bnmq must
be endorsed at the company or battaslion level. A PAR tracking
number will be provided by the IPAC Quallty Control Branch
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personnel when the Marine checks in. The uge of Z-PARS is
preferred for all pefsannem for tracking purposes and should be
used whenever feasible. The use of E-PARs reduces the foot-
rraffic within IPAC. ZE-mails from SNCOs and officers are also
acceptable when attachments are reguired, and should be sent to
the organizaticnal mailboxes of the IPAC. Note that some actions
reguire forwarding from compeny 1stSgt/X0/C0, S1L/CGL
Cfficers/Chiefs, or batitalion commands. The geal for completion
of all PAR (electronic or paper) requests is within five working

davs from date received in IPAC.

8. Check In. 2all Marines are required to report to the IPAC
Inbound Branch (Building 3%) upon arrival for PCS, when directed
PCA, Reserve Marines ordered to active duty, upon assignment to
Active Duty Operational Support {(ADOS), To/From TAD in excess of
30 days, assignment to the Fleet Agsistance Program (FAP) or upon
termination from FAP. A1l Marines will be provided the
opportunity to check in with the agencies external (Base Housing,

Marine Corps Community Services (MCCS), ID Card Center, Vehicle
Regilstration, TRICARE, etc.) zo the local commanders except for
the Consoclidated Issue Facility {(CIF). These agencies are
located in Buildings 5% and £0 the Camp Lejeune Reception Center
CLRC). TFor further guidance, please refer to chapter 5 of tnis
Order.

9., Check Cut. &all Marines transferring or going TAD in excess
of 30 days ara reguired o report to the IPAC prior to departing
the unit for administrative processing. Marineg transferring ox
departing on TAD in excess of 30 days are reguired o checkout of
those places designated on thelr command checkout sheet provided
by their unit S-1. Completed checkout sheets are reguired before
Marines can plckup tickets (PCSC only) and orders from the IPAC
PCS Section. The IPAC will file the checkout sheet with the
official file copy of the Orderg. For further guldance, please
refer to chapter 7 of this Crder.

18, Update And Extract [(U&F) Cuteff Dates. An undsrstanding of
the U&E procedure will enable unit leaders at all levels to
better assist those Marines in thely charge to prevent/correct
discrepancies, and is approximataly i ior to th

Seda

respective pay date. All entries and alilowances
are rveported into MCTFS. =Rach pavd sponding U&E
payday. The ‘ ic 1 pay and
antitiement o the
agtablished the following pay
neriod, {Ex of 15 November 1
5 Novembey and reporits
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o IPAC onn 6 November to conplete the reguired paperwork for
Basic Allowance for Housing (BAH), and Basic Allowance for
Subszistence {(BAS). This information ig reported on the unit
diary on the 7th of November. The Marine will not see a pay
increase on 15 November because 1i was reported on the unit diary
after the U&E cutcoff date of 5 November. However, the action
reported will reflect on the 1 December pay period crediting the
Marine with all pay and allowances retroactive to his dace of
marriage of 1 November.)

11. TIPAC Structure. See figure 1-1 of this Order.

172 . Headguarters Branch. The Headguarters Branch of the IPAC
exercigesg internal control of all IPAC functional areas and
provides for all general administration functions for IPAC
personnel. In addition, IPAC Headguarters is responsible for:

a. Management of IPAC personnel training reguirements.
. Personnel accountability reporting for IPAC personnel.

c. Coordination of IPAC Guard MMalil to supported
organizaticns and support activities.

d. Management of the IPAC budget.

e. Provide adminlistrative personnel support as reguired to
deploved units. Reguests for perscnnel administrative gsupport
must be gubmitted by the maicr subordinate command (MSC) with
Justification via the Commanding General (CG), II MEF; Commaﬁdez,
U.8. Marine Corps Forces Command {COMMARFORCCHM; : CG MCIEA and
Commanding Officer, MCE Camp Ledjeune {(Director, Rase Sm@,.

13. Quality Control Branch. Monitor unit diasyy reporting.
Extract, work, monitor, and ensure E?ectronic Diary Feedback
Reports (EDFR) are certified in a timely manner. Review,

monitor, and conduct random auditg identifving internal control
vroblems and trend discrepancies in pay. 3Alsoe, they are

responsible for test coycle software installation, special
gqueries/Oracle Data Stovage Enterprise (ODSE) reports; provide a
gelf-ingpection audit the and commands supported
oy TPAC. Q;ai;uy Control Branch is VES“OﬂS; cle for centralized
£iling of =211 L appointment lefters, and assumption of

command letters from supported units.
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. Management of the MOTFS procesgs, to inciude allcecatlon of
unit diaries, oversicghi on diary fLesdback reporte, transmission
it diaries to the MISSO, retrieval of reguired reports.

. Management of Automated Data Processing Egquipment [(ADPE)

¢. The Service Record Maintenance Section will complete and
maintain all daily ﬂairtenancefsecuritv to the service records
maintained and serviced by the IPAC. They aliso provide a scan-
on-demand service record electronically via E-mall or copies to a
compact disc.

14 . Customer Service Branch. The Customer Service Branch is
regponsible for the following administrative areas:
administrative sexvice for pay related PARs, alloutment requestis,
pay and entitlements reporting, and completion of triennial and
member to member audits.

a. Pay and Audit Section. The Pay and Audit Secticn is
respongible for tracking and monitoring all pay and entitlements
for personnel supported by the IPAC. They audit and resolve pay
discrepancies and submit reguests for pay adjustmenis or special
payments to the Digbursing Officer. It is also respcensible for
tracking, monitoring, and completing all regulred triennial and
member to member audits of service records maintained within the
IPAC.

b, Allotment Section. The Allotment Sec¢tion is responsible
for the complietion of all reqguested allotment reguests not
completed utilizing the MyPay System. They will track and input
all annual reguired Combined Federal Campaign (CFC) and Havy and
Marine Corps Relief Scciety (NMCRS! charicy allotments.

¢. Dependency Section. The Dependency Section will provide

customer service acuion such as, dependency packages and geneval
personnel administrative functions.

1%,  Comcand Support Branch. The Command Support Branch
administrative regspongibliliities are in the following areas:
Promotions Section, Awards Section, Legal Section and Limited
Duty Section.

a. Promotions Section. The Promotions Section is
regponsible for monltoring the eniisted promotion process through
MOL,. This includes entyy of Page 11 entries for “Non-

~

racommendations” Loy promotion, remedial promobtion package
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preparation/tracking, and re-com putapﬂon of composite scorves.
Promotion warrants for sergeant and belcow and “select grade
rosters” will be processed via MOL by the unit (this Branch wi
provide the completed (readyv for commander’'s signature) sergeant
and below promotion warrants and “gelect grade rosters” bo
individual commanders, only when MOL is ncot available.
Proficiency and cconduct marks for Marines promoted will be
processed via MOL by the unit (the IPAC will input
proficiency/conduct marks into MCTFS when MOL is not available) .
Additionaily, this Section provides commanders with monthily
rosters of Marines assigned £o the RBody Composition Program
(BCP) .

b. Leave Section. The Leave Section is responsible for
tracking and monitoring all periods of leave f@porued chrough MOL
that subsequently fail to post to MCTFS from all commands the
IPAC suppor:

c. Awards Section. Responsible for wverification and the
subseqguent reporting of personai and unit awards received via
PAR/EPAR into MCTFS. However, 11s responsibility doess not
incliude awards that can be processed through the Immroveé Awards
Processing System (1APS), awards received by Marines tLhat are
currently forward deploved, or as a result of corrective actions
necessary and reguired to complete a pre- or posc-deplovment
audit, or any cther audit performed within the IPAC.
Additionally, the Awards Section is responsible to address
Incensistency Reports for Global War on Terrcrism Service Medal
{(GWOTSM) , National Defense Service Medal, and the Marine Corps
Gooc Conduct Medal.

da. Legal Section. The Legal Section is responsible for the
administrative processing of all legal related entries to include
NJP, courts-martial, appellate leave, In Hands of Civil
Authorities {IHCA), Uh, and/or desertion. The Legal Section
reporte all relevant entries into MCTFS and completes required
service record entries. The Legal Section is further responsible
for forwarding all service records for Harines who have been
placed in an involuntary appellate leave status, as well as
Marineg who have been declared a deserter for more than 180 davs,
to designated higher headguarters.

T D 3 o E - » 2 e e el g ] - S v o4 S <] —_
@. Lamited Duty ZSection. Coordinate with unit Limited Duby
Coordinatcrs [(LDC) and assist in the fracking of personnel on
T4 ; 5 Ty b e o e o e o o T ’ R R T
Limibted duty status and report any changes Lo duty status and

.

f
j-
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limitation codes into MCTFES. An Expiration of Active Service
(Bas) under 120 davs will ke procegsed Dy the Separation Secticon

16. Outbound Branch. The QOutbound Branch has overall cognizarice
of the PCS, PCA, and SepaV“tion process for Marines. They also
report entitlements (1f appliicable) from sestlied Defense Travel
Svstem (DTS) claims for Marines who go TAD.

a. Permanent Change of Station Orderg (PC30) and Permanent
Change of Assignment {PCA) Orders Secticon. This Ssction is
regponsible for endorsing all PCS0O and PCAO igsued by
Headguarters Marine Corps (HQMC) for all personneil bhelonging to
Headguarters MCIERST, MCB Camp Ledjeune, II MEF, II MEF
Headquarters Group (II MHG), 24 MarDiv, 2d MLG, MARSOC and TECOM
school commands agdministratively attached to MCRB Camp Lejeune.
Thisg Section also maintains responsibility for all port call
submigsions for Marines crdered overseas.

. Separations Section. The Separations Section is
regponsible for the identification and processing of all Marines
pending release from active duty, retirement, and transfer to the
FMCR, administrative separation, and Physical Evaluation Boaxrd
(PEB} discharges.

. DTS/TAD Saction

{1) The DTS Section is responsilble for reporting
personnel adminigtrative reguirements associated with T2aD,
command level oversight of the DTS, provide administrative
asgistance that mayv be needed from local commanders and Marines.

{2}y Funded TAD will be processed through the commands via
DTS, to include all Marines, Sailors and civilians when
applicabile.

{3} Processges all attachments/detachments who are TAD to
supported units.
L. Inbound Branch. The Inbound Branch is responsible for
processing all personnel arriving PCE o Camp Lejeune and
. .

ejoining personnel executing PCAC between all commands aboard
Camp Lejeune. The Inbound Branch provides asgisgtance and
education in avaas of pay,., entitlements, and gupnori Tor th
updating of information for new joi :
&Ll initial Join audits, an

"

5
service and payv records, and the compl




claimsg process. Thig Branch ig also responsible for procesgsing
Marines checking in for the FAP or checking out from FAPR.

18. Unit Deployment Branch. The Unit Deployment Bvanch is
assigned as a single point of contact for all persomnn
administrative regponsibilities for units deploving or conducting
iocal field exercises. This respon s;b;lliy encompasses pre-
deployment and post-deployment audits, unit diary reporbting
service record book maintenance, pay and entitlements KGVLQW, and
other administrative actions within the scope 0f reporting unit
administration.

1. UWounded Warrior Cell (WWC). The Wounded Warricr Cell (WWC)
ig assigned as a single point of contact for all personnel
administrative responsibilities for all wounded warriors assigned
to the Wounded Warrior Battallon-East (WWB-E). The WWC is a
gtand-alone admin cell under the direct supsyvision of the Deputy
Director, IPAC.

20. PFlow of Information. In an effort to reduce the reguirement
for Marines to physically visit the IPAC or an ASC for routine
pergonnel actions, Marinesg are eﬁcouraged o utilize E-mail with
source documents attached as reguired. ndividual Marines may
alsc hand deliver documents to the IPAC for action. Once the
Installation Personnel Administrative Center Solution (IPACS)
online gystem ig available Marines can utilize this system to
submit all requests. Marines are also encouraged to utilize the
MyPay web site https://nmypay.dfas.mil/mypay.aspx or the MOL web
https://cfas.mol . usme.mil/TFAS/ Login. do

21, Guard Mail, IPAC will provide runney geryvice to the
following supported organizations once a day between 1300-1500
for guard mail. Hach G-1 will esgtablish & centralized drop-
off/pick-up point for this runner service.

* Headguart rt Battalion, MCB Ruilding 8

* VCTEASTJM ; 1, Building 1

= II MEF G- lding H-1

* 24 MarbDiv Gw%; Buiiding H-1

24 MLG G-1, Builiding 2
22. Blectronic Mail (E-mail). The preferred mathod for
transmittin E . F fo!
Parsonal Id Sl {(BIT: publiic
ey infrastructure (PKEI) carpimant and password protected when
rthey contain personal information. The organizational mallbox

a4



{OMB) accounts will not accept encrvpted e-mail so it
important to place the PII in either vord, mxcel, or
with password protection. Unit §-1 personnel are provi ed
monthly password igsued by IPAC. You must ensure the password is
provided to the IPAC OMEB account in & separate e-mail if other
than the monthly IPAC issued password is used. Instructions of
how L[O pagswor

d protect the files can be cbtained from the
Quality Control Bzaach' E-mmail provides certification of
delivery and immediste feedback to the sender for tracking
purpsses. To ensure that internal controls are mainiained on
information transmitted via E-mail, Branch Maill Box accounts must
originate official reguests for action. Such reguests must be
addressed to the appropriate IPAC OMB as ligted kelow:

g
U
i
Ih
'.J
’...l

ranch Mail Box Address
Qualicy Control Branch/Service MCB_IPAC.QPSRUSMC . MIL
Records Reguest

Quality Control Branch MCB_TPACS.EPARSE@USMC.MIL
Unit Deplioyment Branch MCB_IPAC.UDSRUSMC . MIL
Wounded Warricr Casualty Cell MCE_TPAC. CCE&L@ESMC MT“

Persgonal Casualty Report (PCR) MCB IPAC PCREUSMC.

Note: all B-mail PAR reguests fory units within the Camp Lejeune
area will be submitted to the Quality Control Branch OMB listed
above. The exceptions are the depl oyed units who will submit ©o
the Unit Deplovment Branch OMB and information concerning
Casualties must be sent o the Wounded Warrior Casuaity Cell (OMB
and the actual Personnel Casualty Repcrt (PCR) must be sent to
the PCR OMB. An IPAC PAR tracking numbey will be assigned upon
receipt of the EPAR. If an E-PAR itracking number is not assigned
within 48 hours from submigsion please contact that branch 0IC or
SNCOIC for action.

23, MCTFE Functional Area ?eportingn With the migration of unit
diary reporting to a server-hased svstem, the concept of
funcrional aresa reporibing has been egtablished. Under this
concept, each bDranch of the IPAC has the capebilicy and
regsponsibiliity for performing ail unit diarv-reporiin
reguirements arising from pay and personnel actiong ge
vhat Branch. A1l commanders have the capabiliity
C ragulirements arising from persconne
nning actlions generated by thelr respe

24, Electronic Signature (ELSIGH The ELISIG consists of & usexr
created Chree chnaracter seed, which when processed with the



user’s gocial security number, generates a geven charactier,
alphanumeric BELSIG. Both the BLSIG and SEED are reguired to
accegss the server-based MUCTFS svystem.

a. Master EBELSIG (
Code (RUC) 45020 ig assi
Leieune and ig reguested
M-ELSIG will be used to a

}.  The M~ELSIG for Reporting Unit
to the Man@ewer Division, MCB Camp
o the MISE0-0Z, Camp Lejeune. The
gign the DRIECLOK s BELEIG.

b. Upcn assignment ¢f the ¥-ELSIG, the M-ELSIG will be
placed in a sealed envelope and locked in a secure container
accessible only by the Director and/or the ELSIG Contrel Cfficer
(BCO} .

¢. The M-ELSIG must be sighted by the Director and/or ECO on
a quarterly bagis. The envelope will be initialed and dated sach
guarter.

d. ELSIG Control Officer (ECO). an officer assigned to IPAC
will be designated as the ECO and an ECO ZLSIG will be generated
using the Director’s ELSIG. The ECO is responsible for the
assignment, review and cancellation of “Preparer” and “Viewer”
ZLSIGs utilized to access the server-based MCTFS system for RUC
45020,

4]

e. Pfecurity. Personnel assigned an HZLSIG will thoroughly
familiarize themselves with the ELSIG security regulirsments
contained in reference ().

25. MOTPE Reporting Reguilrements. Fach preparer 1s responsiple
for the regearch, preparation, review and certification of unit
diaries affecting pay entitlements and perscnnel information.

26, Elecrtronic Diarv Feedback Reports (BEDFRs)

a. EBDFRs will be extracted by the
within the Quality Contrel Branch on each working
been processed.

b The Quality Contz Branch will review EDFRs on a daily
bhagig o 1id “tify, rese&:ch and monitoy all relected transactions
with one working dav. Advisgory transactions will be reviewed
and flagged for eac? take correcrive action, as

&

o Fa
o R
- . N : ey T e any - Y =
appropriate. The Branch directly aff
- :
(e i

cred will complete all
rrective sotion within five workin 3
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c. Final action on EDFRs will be completed within five
working davs.

27. Security and Access. Service records contain private and
sensitive persconal information protected under the Privacy Act of
1874. The IPAC is bound by rules and regulations governing the
digclogure and security of information contained in service
records.

a. Access is limited to those IPAC persconnel conducting
official business.

. Original service records will be stored in a secure area.

c. Service records will not leave the IPAC except for PCE or
separations purposes. A copy of the service record wiil be made
upon authorized reguests (i.e. legal action or TAD in excess of
30 days reguiring records).

d. Authorized personnel of supported organizations and
activities may review service records upon wriiten reguest via
their §~1. Due to the difficulty cof maintaining hard copies and
scanned copies of service records, scanned coples are the only
records avallable for review.

Z28. Accountability. The locaticon of service records will be
tracked to ensure accountability at all times.

&. A service record accountability audit will be conducted
by the Service Record Maintenance Section within the Quality
Control Branch on a monthly basis. Service records on-han
within IPAC will be physically sighted and service records

identified as “gigned out” within the IPAC will be verified.

Hh. Branches within IPAC will sign for, hold and acgount
service records on those Marines undergoing processing by tha
Branch.

29. Regponsibilities. Reference {a) outlines tne
£ the individual
o -

specific administrative respongibllities of
Marine, unit commander, G-1, 5-1 and administrativ
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Chapter 2

Quality Control Branch

1. General. The Quality Control Branch is comprised of four
sections; Internal Audit Section, Administrative Agsistance
Liasison Section, Data Svetems Section, and the SerVice Recor
Maintenance Section, Contact can be made with the Quality
Control Branch wvia the organizatioconal Ee-mail
MCB_IPAC.SYSTEMSEUSMC . MIL.

2. Internal Audit Section

a. The Internal Audit Section will:

{1) Ensure information isg reported inmediztely.
{2} Ensure information reported is accepted by MCTFS.

{3} Ensure proper training is conducted to ensure
accurate and timely reporting of unit diary information.

{4) Disrribute Bi-Monthly the EDFR tracking the
acceptance and rejection rate of unit diary entries submitted
from the IPAC.

(3) Manage, work, and track all information received on
the EDFR and inform Branch’'s of trends within their respective
reporting Branch. aily monitoring of EDFR c¢vclies will be
conducted to ensure they are completed and certified within five
working days or seven working davs for inconsistency report (ICR)
EDFRs.

The Timeliness Management Report (THMR) will be pulled
for the previcus month’s activity. The IPAC will
review the TMR in order to discuss trends and deficiencies that
ocourred the month pricr. The THMR displavs the number of total
diary transactionsg, time rated transgactions, total redections,
vimeliness pevcent, and rejection percent. The Marine Corps goal

CS\

{1
[
’“j

on the

(f)

1

for timeliness ig 6%

3 Y wE L . - . 73 ) do . o - b 7 [
(8} Monitor the internal operations of branch/gection



(5) Develop an annual schedule to determine when ICRs
A
[

wiil be extracted and deliv
and corrective action after th

-

rad to IPAC Branch Heads for research
e end of the month UgE processes.

The following reports will be provided:

(a)

Customer Service Branch

fus o

B

Hw

6.

7.

Triennial Audit

To sick

Limited duty

State Tax/Home of Record
Leave over 60 davs
Missing MGEIB gstatus Code

Individual location code ig notb Camp

Lejeune NC and member not TAD.

{b)

o,

e

Inbound Branch

1. Marines joined in the last 30 days
2. Open BAH type II

3. Billet MOS = (000

4. New joins rating a bonus

Legal

i. UA IHCA/IHFA

Z. Legal Confinement Status

3. 1L not reported

Pay

1. CONUES CCLA

2. Marines in recelpt of BAH/DLff

3
i
R



code

{e)

o)

oo

o

10.

Marine in receipt of BAH O/R
Service Spouse Codes

Marines in receiph of ACIP

§

Marines in receipt c¢f incentive pay

o

FEA veL not TAD

Marines not in recelpt of any BAH

Marines in receipt of BAH at Dependent zip

Marines without Direct Deposit

Promotions

o

Promotions Restriction

Composite Score Zero

Marineg misging promotion PRO's/CON’s

Marines migsing SA PRO's/CON’s

Expired PERS Temopo

Open Field Rations

4. Tumanitarian TAD Attachments
Deployments

1. FSAT

2. Expired PERS Tempo

3. Hostile Fire Pay

4. Hardship Duty Pay



5. Open Tax Exclusion

&. Deployed Per Diem

7. Open Field Ration

8. PFT Waiver for Deployment

Lo

Career Sea {(duty) Pay

10. Open Crisis Code

1l. Members listed as deployed to Loc, IZ, AF,

XU, or ZZ w/no Crisis Code.
{hy Outbound

1. Outbound Roster

o8]

Explired ZCC
3. ECC 90 day no “Will zre-enter”
4. Marines pending Medical Discharge
5. 18-30 years of Service (SBP)
{10} Function as the Quality Ceontrol for the IPAC by

providing instrucrions and onsgite assisgtance to each
branch/section upon reguest.

{11} The Quality Control Branch reviews and assigns all

EPARs as they are received. Qualityv Control will monitor the
IPACS, MOL EPAR, or separate EZPARs gysertem to ensure they are
answered within three working davs.

3. Administrative Assistance Lialson Section. The 0IC of the

Quality Control Branch will coordinate with the Rase, Z4& MarDiv
R
[ b

24 MLG, TECOM school commands, and I MEGC G-1/8-1 to establish
schedule to conduct pericdic reviews of thoge functiocnal areas
which impact timely reporting within the G-1/8-1 Branch within

all the commands in ﬁh$Cu
reguired Lo en
and repcorted on
gervice Lo both

t)..l«
PAC gupports. These audits arse
ti 7 ti

upport

reguls

B
b
159
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particular attention are Legal, MOL (Promotiorn Recommendations,
Leave, PTAD, Training, Off-Duty Education, Career Planning’,
Deployment data, Personnel Tempo Events, Adninistrative
Separations, Travel controls, DT8/Order writing, and Government
Travel Charge Card {(GTCC) Program. Commanding officers should
conduct appropriate training and inspections to ensure adeguate
internal controls exist. Sample inspection guidelines are
contained on webp site, http://www. hgme.usme.mil/ c¢iick on
Manpower and Regerve Affalrs, Active Marine, Manpower Information
{MI), Marine Corps Administrative Assistance Team (MCAAT), and
nformation for Administrators Lo view the most recent MCAAT
Checklist.

a. The Administrative Asgistance Liaison Section will:

(i} Utilize the Autcmated Inspeciion Reporting Systems
{ATRS) Inspection Checklﬁsts and the MCAAT checklist when
conducting administrative visits to units supported by the IPAC.
Fach supported unit will be visited at least bi-annually. The
ingpection schedule will he coordinated with the Director, Base
5-1 and tenant G-1/8-1.

{2y Utilize MCAAT and AIRS Inspection Checklists when
conducting internal aralysis of a department/branch. This
analysis will take place on a bi-annual basis at a minimum.

{3) Provide oversight on the timely completicn of the
Command Reporting Unit Cecde {CRUC) resident within the Assistant
Chief of Staff, G-1 at each supported command: II MEF, II MHG,
2d MarDiv, 2d MLG, and MCR Camp Lejeune.

(4} Conduct vroper proficiency training for units
supported by IPAC. Training will be conducted as reqguested. The
rdministrative Assistance Lialson Section will ke responsible for
all aspects of their designated training, to include the
material, availabilif preparatiocn, and presentation of the

tralning.

(8} Provide subliect matter experts (8ME), asg reguired, to
assist Commanding Officer Inspection Programs (COIP) or (GIP
teams ingpecting units abeoard MCE Camp Lessune.

(%]
1
£




4. Date Systemg Section. The r@spons*bi;;:"
Svstems Section include but are nol

a. Maintaining a current inventory of all ADPE assets
assigned to the IPAC. This inventory wﬁil be reconciled on a
guarterly basis to ensure that all assigned asserts are accounted
for. Discrepancies digcovered during the guarteriy
reconciliation will be immediately i1dentified to the Dara Systems
OIC for resgolution.

b. Developing and maintaining server-baged applications
degigned to streamline information availability to the IPAC and
supported corganizations and improve the personnel administrative
pProcess.

. Being responsible for accountabllity of all ADPE,
computer, printer, and scanner assels within IPAC and coordinate
with the Director, Base S-6, NMCI, or MISS0 for any computer
maintenance, service, and/or applications.

d. Development and pregentation of internal ADPE and system
training for the IPAC personnel.

g, Performing all IPAC Terminal Area Security 0Zficer {TASO)
functicons for the Kansas City and St. Louis domains.

f. Only NMCI authorized software will bhe loaded on
computers. Cocrdination will be made with the Data Svatemns
Rranch to install required administrative software programs.

g. Serving as the direct line of communication between IPAC,
Director, Base §5-6, and NMCI. aAll communications or computer
suppoert reguests will be forwarded to the Data System Section for
action.

h. Track and monitor all access to any auvtomated system
belonging to the IPAL.

5. Service Record Malntenance Section. The Service Record
Maintenance Section is responsible for:

located within the IPAC and are
ad by the IPAC Cuality Control Branch.
ngible for accountability and update

R
b
oy
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. To ensure accountability and maintenance ¢f service
records, SREB/OQRs will nobt normally be checked ocut of the IPAC.
If a2 copy of the record is needed for anvy reason a scanned copy
{Acztomated Service Record {ASR)) will be produced and provided by
e-mail (encrypted) upocn reguest ©f the unit S-1/adjutant

o, Individual Marines are not authorized teo check out their
own SREB/OQR but may review and will be provided copies ¢f thelr
record upon reguest.

d. The ASR ig established using computer technology as
designed by the Adobe Acrobat software. Paper service records
are gscanned and converted into Adcbe Acrobat format as socon as
the gervice record is processed inte IPAC and filed in social
gecurity sequence. A firewall and server access rights lists are
in place to protect information to comply with the Privacy Act of
1974,

e. The Service Record Maintenance Section will provide
avtomated field service record updates upon request of the
Deployed §-1 (scan on demand). Additionally, selected pages of
the service record will be scanned and provided to deploving
units via a CD-ROM.

-3
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Customer Service Branch

1. General. This chapter will cover services and administrative
functions under the cognizance of the IPAC Customer Service
Branch. The Customer Service Branch nission is to provide
courteous, timely, and responsive administrative service to
Marines and family members.

P

Z. Triennial Audits

a. As reguired by chapter 12 of reference (c), triemnial
SRB/OQR audits will be conducted every three vears,

b. The triennial SRB/OQR audit will be conducted by a
pergonal interview with the member and comparison of data in the
MCTFS.

¢. The BIR/BTR will be audited and corrective actlion taken.
The audited BIR/BTR, complete with signatures and dependant
cercification. will be filed in the SRB/OQR. The date the
BIR/BTR is signed will be used as the BAH certification date.

d. The RED will be audited and corrective action reported on
unit diary. The audited and certified RED will be filed in the
SRB/OOR until the next update ©o this document is reguired.

2. The Record of Service {(R0O8), Personnel Tempo (S112) TMOS,
Awards, Career Sea, Remarks Summary, BTR, and Bducation Screens
in MCTFS wilil be audited and corrective action taken as regulired.

£f. In an effort to reduce the number of times a Marine is
required to visét IPAC, Marines may declare aﬁy viséw for routin
service as thelr triernnial audit. Such au
within three vearsg from the date of the 1L
process or triennial auditc. This audit mu
required actiong for the tftriennial audit.

also include all

g. Marines are reguired o inform IRPAC of any changes that
& 3 : oha

may aifect the status of pav and enhmwmerent 3 hanges
incliude, but are not limited to: mar age ‘divorce, separatlion
for purpose of divorce, ﬁlzzx;@eatrfaCQu sition of a dependant,
change in BAH status/residence on oy off base.

Lad
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h. At the beginning of each month, rosters are generated
¢dewt fving Marines with audits over t%?@e vears. These rosters

be sent Lo the commands for referral of thelr Marines to
IPAC to conduct the reguired audits, to include triennial audits.
3. Member Marrvied to Member Audits

&. As required by chapter 1Z of reference (¢}, Member
Married to Member audits/review will be conducted semi-annually.
211 documentation used in the audits will be maintalned in the
Customer Service Branch.

h. Az the beginning of Jenuary and July, a roster will be
regquested and generated from the Quality Control Branch. The
roster will be reviewed and information extracted from MCTFS to
conduct the audit/review. For members married to other serxvice
members, notification will be forwarded to the Marines command
for referral to the IPAC to conduct the audit.

¢. The audits can be accomplished without the merbers
present. The audit will consist of a comparison of each members
entitlements utlilizing TRE Remark Summary screens, LES, or (DSE
for potential or unauthorized and cr dusl payments ©I
entitlements. Tf izs determined that a discrepancy exists, the
members will be notified and corrective action taken.

d. Although not reguired, during the auditg/reviews,
verification of up to date special power of attornevs will be
accomplished per reference {c) and (d4).

@, Marineg Marrvied to other MHembers of the Armed Forges.
Due to the faclh that other service informaticn ig not accessible
utilizing MCTFS, the member 1s respoeonsible for providing the
infermation that is reculred for the audit. AL a minimum, a
current c¢opy oI the other service spouse LES alcong with a point
of contact and phone number of the administrartive office will be
provided. If a discrepancy 1s detected during the audiit, the
IPAC will contact the other service spouse’s administrative

ffice for coordination o correct the discrepancy.

léé,moss Packages. Marines who experience & change
or gaing/losses a familyv member, such a change

]

& L8
muet be submitted o the IPAC Customer Seyvice Branch for

[O¥]
i
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reporting the corrsct informatiocn into MOTFS and for a complete
review of all entitlements and MOTFS records. Marines

regulring this tvpe of administrative service must report to the
IPAC in person with all supporting documents, i.e. marriagebirtn
cerctificates, divorce decrees, etc. Note: ID cards are issued
by the DEERS/RAPIDS ID Card Center. Marines musgt also vigit that
ID Card Center to compliete dependant add/logs updates.

5. Servicemen’'s CGroup Life Insurance {8GLI), Traumatic
Servicemen’'s Group Life Insurance (TSGLI) And Family Member SGLI
(FSGLI). Marines nmust verify their SGLI/TSCLI/FSGLI during join,
pre/post depliloyment and triennial auvdits or during an addition or
logss of family members, or any time the Marine desires to change
the SGLI contract (Note: SGLI i1s separate from the RED).
Increases in coverage are effective the first day of the month
the new SGLI form was executed. Decreages in coverage are not
effective until the 1st day of the month following the month the
new SGLI was signed. Marires must verify that the correct SGLI
premium is being deducted from their pay (contained in the LES).
Notification will be sent to spouse when primary next of kin is
not the primary or sole beneficiary.

6. Record of Emergency Data (RED). RED information is vital to
contacting family members in the eveni of death or serious
injury. Zach Marine is responsible for ensuring the information
ot their QmD is current and accurate. These changes include
address/telephone changes of famlly members, parents, guardian
information, and child(ren) informaticn. Some RED information
can pe updated via MOL at www.mol.usmc.mil. During reguired
sudits signatures will be captured.

7. Tricare Family Member Dental Program. Personnel offices no
longer have the capabllity to repcort enrollments or dis-
enrolliments of dental coverage for service members. For inguires
wega*aﬂng such coverage, Marines must contact United Concordia
Companies Inc (UCCI) directly bv calling (888 E82-2255 or
vigliting www.acci.com on the internet.

2. Thrif n {T8P). Procedures for enrolliment are
outlined Llowances Advisory Notice (PAAN) 46-01 and
MARADMIN 04, En aliment may be accomplished via MyPay
website hi S /mvpay . dfas.mil/mypay . aspx.,  Additional
information on TEP may De found at tha TSP webslibe www.Lsp.gov or
call the thrift line at (504 255-8777.

sfer {EFT}_ ALl Marines who ars on

ive B0 ecial maymnentsg, travel acvances,

{ad
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and travel gettlements electrenically via their direct deposit
accounts. I a pavment has not been received within 48 hours
upon notification that an EFT pavment was made, the member must
notify IPAC and their chain ¢f command immediately.

10. Direct Deposit ?art?ciaa@ion Direct deposit participation
is mandatory for all ¥arines who are in a good pay status and not
pending separation. Per current regulations, direct deposit must
be discontinued on all Marineg pending separation [(commands
should notify the IPAC once the Special Courts-Martial Convening
Authority {(SPCMA)} forwardg the separation package).

11. Basic Allowasnce For Subsistence (BAS)

a. BAS is paid to enlisted members authorized to subsist
separately from government megsing facllities per reference ().

. Marital status alone does not entitle a member to BAS.
Marinesg in the grade of gunnery sergeant/E-7 and above are
automatically entitled to full BAS. Steif sergeants/E-6 and
below must be authorized to receive fuil BAS. In special cases,
members may reguest full BAZS for medical, religiocus 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. Marines receiving full BAS, who are
placed on restricticn, are regulired to report to the IPAC
Cugtomer Service Branch or thelr loecal ASC Branch for issuance of
2 meal card. Sergeants and below who permanently move into the
parracks from c¢ff base are also reguired to obtain a meal caxd
from IPAC. Full RAS may noi be approved retrcactively.

¢. Commanding Officer’'s Approval Reguirements

(1) The preferred option isg to have uniit commanders
inciude in the endorsement whether he/she is directing BAS
monthly be approved if the BAH “own right” reguest is approved by
the installation commander. Thig will allow the IPAC Customer
Service Branch persconnel to start the BAS monthly {stop the DMR
deduction) immediately upon receipt of the me&i card.

{(2) An additional oprion is to have vthe commander ippvove

a separate writiten reguest from the member. (nce the command

apprhves the entitlement the Customer Service Branch pev&a:ael
111 be able to start the BAS monthly (stop the DMR deducticn;

th@dia ely upocn receipt of The meal card,

£ad
;
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12. Meal Cards. The Inbound Branch will issue the MCBE Camp
Lejeune meal cards to sergeants and below living in the barracks.
A1l staff mergeants single or unaccompanied will bhe issued a meal
card. All eligible members in accordance with Yefe?eﬁce (£y wilil
De instructed to f£ill oub a ComRatg Form {(MNAVMC 10522} and signed
0ff hy thelr commander. Meal cards will be preparsed and handled
ag controlled documents with positive accountability at all
times. The Inbound Branch ig degsignated ag the secondary point
for meal cards for personnel assigned to support MCIEAST, II MEF,
and MCB Camp Leleune organizations. The primary contrel point ig
located in the Customer Service Rranch. Refer to refesrernce ()
for meal card issue instructions. Meal cards will be issued as
follows:

a. Upon Joining the Camp Lejeune area, the Inbound Branch at
Building 59, CLRC, will igsue the meal card, regardless of
command assigned.

b, If a replacement meal card ig needed due to losgs, or
mutilation of the meal card, the msal card will be igsued by the

Customer Service Branch IPAC at Building 6. A lost/stolen Meal
Card Statement must be completed; these forms must contain a
stamp from the Provost Marshal Office (PMO). IPAC will notify

the facility managers of the local mess hell(s} in writing, to
provide the name (and serial number to which the card was issued)
of logt or sitclien meal cards.

c. The meal cards will be recovered/ccollected by the IPAC as
follows:

(1} Upon transfer/separation by Orders/Separation’s
Section.

(2} Persomnel being reassigned to another monitored
command code (MCC) abcard Camp Leteune will retain their meal
card.

d. All commanders aboard Camp Leieune musi ensure procedures
are in place to collect meal cards from all persconnel departing

nn leave, PDMRA, and/or TAD/PTAD. Procedures must alsc exist to
return the meal card prompily upeon the Marine’'s return.

2. During routine pergornnel

e inspected to engure seyviceabili

ergonnel have meal cards. Any frau

be reported immediately © ki
OIC.

9]
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£f. The Inbound Branch will
Corps (CMC) approved, automated meal card dat
control and accountability for all meal cards.
from IPAC will be assigned in

issuing functions. No tape or
corrections o the meal cards

use a Commandant of

“white out”
however,

BO BE00Z.1
B & yay 2009

the Marine
apase to maintain
Degignated SNCOs

writing to perform meal card

will be used in making
pen and ink changes are

authorized. Make changes by striking through the erroneocus
information with a single line and then signing the change.
Joint inventoriesg, of fZhe automated meal card database and of all
blank meal cards on-hand, will be done on a monthly basis by the

Igsuing Officer/Agent and the Director of IPAC or upon
reassignment or relief of the Director or Issuing Agent
Cfficer/Agent. A joint inventory letter will be prepared and
logbook entry will bhe made when the -oint inventory is conducted,
and will specify the inclusive serial numbers of all blank meal
cards on hand. Suspected loss or theft of plank meal cards and
discrepancies identified during the joint inventory will be
investigated.

g. When the automated meal card database i1s not available
for use, the on-hand meal card DD Form 714 wi e uged. Meal
Cards will be regquisitioned from the MCB ZServ-Mart/Self-Service
Tacility via the controlled item recguisition form. A copy of the
Serv-Mart/Seli-Service packing lisgst will be retained in the Meal
Card Logbook until the supply is exhausted. In the event the
packing list is lost, a Memorandum for the Record should be
prepared identlifving on-hand meal cards.

13. Basic Allowance For Housing (BAH)

&. BAH is based on geographic duty location, pay grade, and
family member status/location. The intent of BAH is to provide
uniformed service members accurate and equitable housing
compensation based on housing costs in local civilian housing
markets and L8 pavable when government guarters are not provided

Refer o chapter 10 of reference (g}.
L. BAH Own Rignt {O/R; is not authorized for members in pay

grade E-6 and below unless regquested for and approved by Lfhe
local groupn/regimental commander for all E-8's and Commandin
i

Officer, MCB Camp Leleune fory all E-57g and below. If members
report in within the first sixty daves and are aurhorized BAH ‘own
right” they must zlsc go to the Inbound Branch Lo ansure a
supplemental Travel Claim is submitted for DLA “own right”. All
reguests must be submitted to the IRAL Zor propey reporiting and
retention.
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(1Y Marines must provide the Customer Service Branch a
copy of the Base endorsement that spproved the BAH “own right”
regquest in order to have thelr BAH “own right” started. A

complete copy 0f the reguest 1s not reguired.

(2) BAS and BAE are complietely separate entitiements.
Please see remarks for BAS monthly in paragraph 12 above to
ensure proper pavment of BAS monthly is made.

c. Members are regquired to notify the IPAC Customer Service
Branch of any changes that affect thelr entitlement to BAH.
These changes may include any gain or loss of family members
(i.e., marriage, birth, divorce, abandonment or death of family
members). Additionally, BAH is reguired to be certified by the
member during every audit (join process, triennial or
deployment /readiness audit) or as changes to the BAH entitlement
ogour. Pay problems resulting from late neotification on the
member’'s part will not normally recelve favorable endorsement for
waiver of licguidation of indebtedness.

14. BAH Difference (BAH~DIFF). RAH-DIFF 1s the difference
between BAH-II at the "with dependents rate® and BAH at the
"without dependents rate". Marines who claim BAH solely based
upon the pavment of child support, may be eligible for BAH-DIFF
if such child support is equal or greater than the amount of BAH-
DIFF. If child support payments are less tuan zhe amount of BAH-
DIFF and the member has no cother cqualifyving criteria which would
make him eligible for a greater BAH rate, the membez is enticled
only to BAH-partial. If a Marine lg authorized to reside off
basge, and c¢hild support pavments are egual to or greater than the
amount of BAH-DIFF, the member is entitled to BaAH at the “with
dependents rate”

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

a. CONUS COLA 1g authorized for all nembers no help offset
he higher cost of living.

oF
o
L

. Generally, the COLA entitlement for this area is zero
WITTLY N

dollars. In gome cases there may be entitlement toe CONUE C0LA
based on PCAC (no cost moves).

n

‘Harardous Duty Pay (HDE)

Da, Demo, Fllght Pav,

listed Rillets, and Flight
hasis. & copy of competent




orders is reguired for all Marines assigned ro billlets entitled
to SDA. Oxders, along with rosters listing members in receipt of
SDA/HDP are maintained in separate folders for each type of
gpecial pay and reviewad monthly. Additiconally, fthe annual
certification of the Career Planners SDA pay is verified monthly
by ensuring Career Planner billets are assigned in accordance
with regpective unit table of organizationsg (T/0s; and uni
gpecial orders. he IPAC Customer Service Branch must be
expeditiously notified when a member’'s status changes.

17. Electronic Leave And Earnings Statement (E-LES). Per
current regulations, the individual Marine is responsible fox
auditing the E-LES for accuracy. At a minimum, the Marine must
verify the pay grade, state code (where state taxes are being
pald}l, number of federsl and state exemptionsg, all entiblements,
deductiong 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 E-PAR to IPAC via the chain of command.
E-LESs can only be viewsd through Marine’'s MyPay accounts.

18. MyPay. The Customer Service Branch will have a kiosk
available for Marines to reguest Personal Identification Numbers
{PIN) /Rccess as needed. Marines who have forgotten or lost thelr
PIN may alsc reguest one using the instructions contained in the
websgite for MyPay 1s hittps://mypay.dfas.mil/mypay.aspx.

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

k. ¥vPay allows merbers to conduct the following
transactions:

- Change federal tax exemptions and additional tax

amounts.
- Btart, stop or change savings allotments.
- Start or change divect deposlt acccunt number

3

{nome address).

- Fnroll in the Thrifs Savings Plan (TSP,
R SR el nt gy el v B o g e
eW ana prin curre ana previous year W-as.



¢. Members may also view their E-LES through MyPay.

d. MyPay svystem eliminates the need to complete new forms,
saves time in administrative support, reduces the chance for
errors and upda*es pay and personnel records as fast cor faster
than processing changes through the member’'s administrative
office or customer service representative.

e. Upocon enrolling into TS8P through MyPay, members will
receive a "Welcome to TSP" letter in the mail with their TSP
account nurber. With this account number, members can then
access their TSP account online after creating a web password at
www . bsp.gov. The member can then view thelr account palance
and perform various actions online {such as change their
contribution allocations, make interfund transfers, view their
statements, review fund performances, etc). In the event the
member loses their account number or password for TSP, they can
go to www.tsp.gov and c¢lick 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 thelr pay (basic,
special, incentive, and bonuses) they elect to send to theilr TSP
account by usging their MyPayv account.

£. Customer Support issues and any gquestions regarding a
member ‘s PIN may be addressed by contacting DFAS Cleveland at 1-
860M396—4348 during the hours of 0700-1330 E8T.

¢g. It is mandatory for all Marines Lo pogsess 2 MyPay
account.

19. Pay Discrepanciesg. Common pay discrepancies are provided
below so that personnel in supervisory leadership positions may
be aware of freguent issues that may affect thelr Marines’ pay
accounts.

a. TAD rations not being stopped upon returrn from TAD for
Marines resgiding in the barracks.

L., Heospital rations not being stopped upon discharge from
the nospital for Marines regiding in the barvacks

¢, Late norificarion of changes thalt affsct entitlement to
Br¥, BAS, and/or Family Separvarion Allowance [FEA)

d. Recoupment of advance travel pay.

Lk
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@. Incorrect manifest rosters for
causing erroneous entries of HDP, Comba
{C7ZTREY, FSA, nd BAS.

dates and nmodes of travel
= Zone Tax Exclusion

f. Members closing/changing their bank accounts without
initiating action to redirect their direct deposii paymenis.

20. 8olutions To Preventing Pay Problems. The following actionsg
will reduce or prevent ray problems:

a. Monthly review of the E-LES.

b, Timely review/audit of the pay roster.

o. Notifving IPAC of any changes that effect pay.
d. Small unit leadership supervision.

e. Notifying IPAC prior to terminating/changing bank
accounts, which have been cleosed/changed.

21, NavMC 11116 Miscellanecus Military Pay Order. The
Miscellaneous Military Pay Order is used to transmit orders from
the commanding officer or IPAC Director to the finance officer.
The Miscellaneous Military Pay Order/Special Pavment
authorization is often referred to as a “Quad 67 or “MPQ". All
MPOs originating at IPAC will be submitted to the finance office
via the IPAC Customer Service Branch via DTMS. The commander or
an officer delegated in writing must sign all MPOs.

22. Suspect Pay Roster. A suspect pay roster will be generated
the dav after each UXE to identify those Marines who potentially
have a pay discrepancy. The roster will be verified against
current information within MCOTFS to verify current pav status,
and then to identify possible corrective action. The IPAC
Customer Service Branch wiii also verify inconsistencies

resulting in Marines rveceiving $300.00 or less that pavday.

23. Assigrment Incentive Pay [(AIPR). AIP ig reported via a unit
diary transaction which is the responsibility of the Pay Section
% (G4}

within the Customer Service Support Section, Customer Servics
Branch. AEn AIP aar@emewt will include the Marines rank, name,

social, amount o be pail length of extension/reenlistment, and
the effective date of the extensicnf:ebilxstﬁeﬁ@, The agreement

[
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{
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must be signed by the ¥arine and the commanding officer. The AIP
start/stop date reported is based on the date the Statement of

Understanding {80U) was signed, not the af
extension/reenlistment. The start date wi
o

t i
the month wit the stop date bheing the las

ective date of
"

£
11 be the first day of
t day of the month.




Chapter 4

Command Support Branch

L. General. The Command Support Branch administrative
regponsgibilities are carried cut in two sections: Promctions

Section and Legal Section. The following cutlines the area of
responsibilicy for each of these sections,

2. Promotions and Training Section. The promotion system 18 a
continuous monthly cycle. For e successful system to work 1t is
important for everyone Lo know what occurs at each cycle, and
when and why established deadlines are due. A smooth flowing
cycle will result in the proper Marines being promoted and
receiving all pay entitlements in a timely manner. See figure 4-
1 of this Order for promotion timeline.

a. Promotion System. The enlisted promotion system provides
a procedure whereby enlisted Marines within each grade and MOS oxr
occupational field compete among themselves for promotion to the
next grade. Minimum reguirements established for each grade are
listed below:

USMC & USMCR REG PROMOTION MERIT PROMOTION
PROMOTICON TC T T TIG TIS
SgtMad /MGy Sgt 3yrs 10vrs - - - -
istSgt/MSgt (See par. 3200.4,5 of ENLPROMMAN)

GySgt 3vrs EVrs N/A SIS
sS8ct 27M08 4Vrs N/A& dyrs
sSgt 12M08 24MO8 N/A 18MOS
Cpl SMOS L2MOS N/A 5MOE
LCpl 8MOS SMOS N/B NONE
PEC AMO0S EMOS N/A NONE

=

bh. Promotion to Private First Class through Sergeant

{1} Privabte First Clasgs. Marines who
months on active duty in the grade of private
i e

e oromoted to

private first class providing the Harine’'s service hes been
satisfactory. The Marine’'s Time in T be computed
from the 1% day of the month of entry

{2} Lance Corporal. A pri o has elignt
months TIG and nine months Time in the Armed
Forces Agtive Duty Base Date (AFADBRD) and who is otherwise
cualified for promotion mav be pro of lance

corporal.



{37 Corporal and Sergeant. Promotiong to ithe grade of
corporal and sergeant wilil be authorized on the basis of
vacanclies exlsting Vnroughouﬁ the Marine Corps and will be
effected by authorized comranders. Although Marines must meet
the reguired TIG/TIS reguirements, thelr promotions will be based
on composite scores {auvtomatically computed guarterly) for each
eligible lance corporal and corporal, and will be effected
monthly by thelr primary military occupatio 3al gpecialty (MOS)
once the promotion authority message with the current scores is
received.

¢, Recommended/Non-Recommended Roster. Recommended/not

recommended entries for promotion are regquilired to be processed
via MOL. Monthly, a list of "Promotion Eligible" Marines will
post (Note: This initial list 1s not the "Select Gradeg"). Upon
input of not regommended entries by the command, a Page 11 entry
from the command (gigned by the Marine) must be submitted te the
Promotions Section acknowledging that the Marine is not
recommended for promotion. On those occasions where MOL cannot
be used, prior coordination must be made with the IPAC Promotions
Section before any of the following action will be taken. After
coordination ig made, the Promotions Section will forward a
roster of Marines eligible for promotbion for the next month to
each unit S-1. Verification of training information must be
completed prior tce the cut-off dates of each promotion quazter,
This roster will be referred to ag the “Eligibility Roster. ALl
Marines that have satisfied the time in grade reqguirements for
their current grade will appear on this roster. Each company
comrander rmust place either a “yeg” or “no” under th
recommendation portion of the roster. All “no” anncotations must
have & short explanation why, 1.e., “Pending NJP.” Commenders
will review/approve sach case and sigr a cover letter and each
rage of the Non Rec attachment directing IPAC to run “NOT REC FOR
PROM” . These rosters must be forwarded to the IPAC by the 1Zth
of each month to allow IPAC encugh time to report the non-
recomrendation on the unit diary on or before the 15th day of the
month. If the recommendation rosters are not received prior to
the 13%th cuc-coff date, Marines who are not annoitated as "not
recommended” for promoiticon by thelr command may generate a

*gelect grade” to the next higher grade in MCOTFS. When usging
MOL, promotion recommendations must be input by the 15%% of each
monith Mov %arlﬁes not being recommended for promotion by the
appropriate prometion authority. Failure to do so would result

it the next promotion eligible Marine in the MOS would not be

i
-

gelectad and & subseguent "will not promote” entry will be
reguired,



d. Non-Recommendation Page 11 Entries. HMarines not
recommended for promotion must sign a Page 11 service record
entyy acknowledging that they were informed of such non-
recommendation. For each Marine not recommended, sach unit must
forward Lo the IPAC Service record Boeoock Section, iabels with the
Page 11 entry tvped on it to incliude signature. See figure 4-2
of thig Order for a Sample Regular “Non Rec” Page 11 entry. The
ugse of labels will be affixed to the original Page 11°'s in the
Marine's serxvice record after receiving them from the unit, thus
eliminating the potential for lcss and damage. Each label will
have a gpace provided to annotate the Marine’'s full name and last
four of the social security number for identification. If not
recommended due Lo restrictions listed in paragraph 1204.4f and
1204.4g of reference (h), a unit diary entry must be reported by
the 15th and an initial Page 11 service record entry covering the
specific periocd of the non-recommendation ghould be prepared by
the unit and submitted to the IPAC within 3 working davs.

Reasons for non-recommendation for promotion can be found in
paragraph 1204 of reference (h). See figure 4-3 of this Order,
Sample Restriction Period Non-Rec Page 11 Entry.

e, Select Grade. In MOL the Sslect Grade listing will he
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 thelir own promotion
warrants via MOL. If by chance a& Marine appears on the select
grade roster but was non-recommended for promotion, the unit uses
thig advance roster to notify IPAC of the non-recommendation and
prepares the standard Page 11 counseling entry. Unifs will
report “Will Not Promote” via MOL which will cancel the promotion
for that ﬁarlneq On thoge occasions where MOL cannot e used,
prior coordination will be made with the IPAC Promotions Section.
After coordination has besen made, unit commanders will submit a
letter to the IPAC stating the reason why the Marine was not
recommended or will have the warrants senf to IPAC with the words
SWILL, NOT PROMOTE” written on the warrant, the reason why, and
the counseliing label attached along with the commander’s
signature. This is IPAC's notification the command will noto
promote the Marine. :

o

Proficiency/Conduct Markings. Promotion to the grade of

corporal or sergeant regulires '"Promotion® proficiency and conduct
marks. Commands must generate the promotlion occasion in MOL for

these markings.

]

G. Remedial Promotions. Remedial consideration is afforded
te the grades of private first class through ser for

4-3
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administrative errors that delaved or prevented a Marine from
peling promoted. In most cases the error is usuaily dus to
training information belng reported late on the unit diary after
the composglte score cut-off date. All reguests for remedial
congideration foy promotion must be submitted by the unit $-1 Lo
CMC (MMPR-2) for approval, via the IPAC Prcmo%ioas Section. Once
n errcr has been discovered, the Marine/unit must gubnit the
following documents:

{1} Promotion recommendation approved by the commanding
officer with SPCMCA.

y Manually computed composgsite sccre worksheet. See

{2
igure 4-4 of thig Order, Sample Composlte Score Worksheet.

F

{3) Certified rifle score, physical fitness test (PFT)
gcore, Marine Corps Institute (MCI) completion certificate,
College transcript, eto.

When manually computing a Marine's compogSite sgeore, remenmber o
determine the composite gcore cut-off date. Any training
completed after the cut-off date for a promotion guarter cannoct
be used for that promotion gquarter. See paragraph 2400 - 2500 of
reference (h) for more detalls on computing composite scores.
Below are the promotion guarters and thelr corresponding cut-off
dates:

MCTFS Cu-off Date Promotion Quarter Months
20 November January, February, March
20 February April, Mav, June
20 Mavy July, Aucust, Septembexr
20 August Octobeyr, Novembesr, December

Prioy to releasing the message reguired for remedial
consideration, the IPAC Promotiong Sectionm will repors alil
migsing data into MCTFS via unit diarv. The respective unit 5-1
will be notified when the remedial consgideration has been
approved and when the warrant 1s ready to be picked-up.

. Heritorious “?@mGt%@ﬁ £0 Corpev&? nd Sergeant
Commanding generals are delegatad authority to effect w out

I
i

reference to HOMC meritorious promotiong to sergeant an

-

corporal, based upon total cnboard strengths in the grade of

U



corporal and lance corporal respectively. At the completion of a
Meritoriocus Promotion Board, the G-1's will produce the
meritorious warrant with the commanding general’'s signature. A
copy of all meritorious promotion warrants must be provided to
the IPAC. The copy serves as a scurce document to run the
meritorious promobion into the MOTFS.

o

«Q)

i. Meritorious Promotion to Private First Class and Lance
Corporal. Commanding officer’s as defined in paragraph 1200.3b
of reference () are authorized to meritoriously promote any
private and private first class to the next higher grade in
recognition of cutstanding leadership or perfcormance. At the
completion of a Meritorious Promotion Board, the unit commander’s
S-1 will produce the promotion warrant with the commanding
officer’'s signature. A copy of all meritorious promotion
warrants must be provided to the IPAC. The copy serves as a
source document to run the meritorious promotion into the MCTFS.
Ensure promotion proficiency and conduct marks are submitted in
MOL.

3. Zeroed Composite Scores. Quarterly, all units wilil be
notified by the IPAC Promotions Section of any Marines who have a
“(G000" for their composite score. The unit will verify the
Marines training information (MCI's, rifie, PP, BST, etc.), and
submit any missing data into MOL and/or to the IPAC and reguest
rhat & composite gcore be manually computed,

k. Submission and Data Input of 3?1 Training Information.
A1l commands are regulred to submit a&ll MCTFS reportable training
data via TMS. The same reporting appliiles to the MCTFS reporting
of Marines assigned to the BCP will automatically restrict
promotion {but still reguires an initial promotion restriction
Page 11 Counseling).

L. Staff Non-commisgioned Officer (8NC0O) Promotions. SKCC
promotions are effected by CMC.

Al

{1} The anit 5-1 will prepare SNCC warvants for Marines
cheduled for promotion based upon the monthly SNCO promotion
message/MARADMIN. The select grade, rank, seniocrity number and

beard vear wi be ligted onn che “GRAD"Y Scrsen in MCOTFS

(JJ
3]
-1
[

{ [
Upon recelpt the MARADMIN and posting of the select grade Lo
MCTFS, but rior to the firgt day of the month, comma Tﬁimg
ocfficers will effect the promotion of selected HMarinel(s) Lo ing
the MARADE the authority for the promotlion.
{2) Obligated Service. It is the commander’s
respeonsibilicy to ensure Marines being promoted [o the next grade



y

of gunnery sergeant and above, agres Lo extend or reenlist to
meet a minimum 2-vyvear service obligation upon promction per the
reference ().

m

{3} Promotion held in abevance for SNCOs are th

command’s responsibility per reference {h). IPAC reguests
notification of such actions.

m. Nonpunitive/Administrative Reductions. Procedures for
non-punitive/administrative reductionsg for technical or
professional incompetence are contained in current edition of th
reference (h). If a Marine 1is determined tc be incompetent, and
aocordingly reduced, a copy of the approval for reduction and
original Page 11 prepared by the individual unit shall be
forwarded to IPAC Promobtionsg Section to effect the reduction
within MCTFS and for filing in the Marine’s SRB. In addition,
reduction proficiency and conduct markings should also be
forwarded to IPAC.

e



PROMOTION

TIMELINE

IPRC Individual Unizs
Begin hodate Reguired to submit “Promotion

recommendatl Recopmendations’ via MOL, or forward

On/about the Haerd-copy rezter and original Page 11
entries Lo IPAD Promotions Section NLT
vhan 12th of Month.

Select grades are gensrated Review Roster for pessible FAPR, or

approximately on the last Friday of PCS, oy for Marines that do not belong

the month prier to the promotion 2o that unit, then report “willl not

month. promote” wvia MOL or provide a roster
directly to Promoticns Secition for

On the firer Tuesday of zhe month, the | reporziang on Unit Diary.

autoc-promote cvcle runs in 3276. ALl
“will not promote” must be reported

and posgted to MCTFS prior Lo

1

cthe auto-

promote Cycle executing.
The 0000 Composgite score roster 1ls
pulled qvarferwy Qequests for any

reguired missing composite score
alements are forwarded to th
via e-mail.

PR
[

4

Individual CO0's will prepare/sign all
Warranits.,
If & Marine is a “will not promote,”

a page 1l counselling entry signed by
the CO will be forwarded to IBAC
Service record book section. By
direction ig not authorized.

Units are regquired to complete the

not promote” wvia MOL.

Return &ny reguired migsing pro/cons
to the Promorficns Section for a
recomputation of the composite scoore.
Zf the missing element is uza;ﬁirg,
then the unit &§-3 is respongible for

locating and reporting the missin

wy

data element viae THMS and notiifving
IPEC when complere for recompurtation.

~3




BC 50061,

1

SEMPLE REGUL NON-REC PAGE 11 ENTRY
DATE: DATE:
ARTICLE UCMJ EXPLAINED TO ME THIS DATE

ARTICLE UCHT EXPLAINED TO ME THIS DATE
A5 REQUIRED BY ARTICLE 137, USMC

AE REQUIRED BY ARTICLE 137,

USMC

{SIGNATURE) {SIGHATURE)

Date : I understand that I am
Lo {insext Grade} for the month of [stag
within 5 working days after acknowledgement cf

was advised that
written rebuttal can be submitted and this rebuttal will be led on the
document side of my SRB. I chooge {(to) {(not to) make a rebuttal.
ShM
(fuil signature of Marine belng counseled)
MNAME 3848
A s
Figure 4-Z.--Bample Regular NON REC Page 11 Eantry

a

aligible but not recommanded for promotion
{gtafte month} because of {state reason}.
thig entry,




SAMPLE RESTRICTION PERICD NON-REC PAGE 11 ENTRY

DATE:
ARTICLE UCMJS BAPLAINED 0 ME TEIS DATE
AS REQUIRED BY ARTICLE 137, USKC

DATE:
ARTICLE UCHY EXPLAINED 70 ME THIS DATE
AL REQUIRED BY ARTICLE 137, UBMC

{BIGNATURE} {STENATURE)
for promotion

Date : I understand that I am eligible but not recommen
o (insert grade) due L0 {(8Tatse reason) {
in _"Cable, unless waived by appropriate surhority.

king @ays after acgnowleccem nt of this encry, & ritten rebuttal
be filed on the aocafenw side of my
make ShCu a rebuttal.

can be submitted and this rebuttal i
SRR. I choose (o} (not to)

IRW MCO PL400C.32_,

nded
par 1204.3f through
I was advised that

ShM

(full signature of Marine being counseled)

NAME {lzat, first, middle; 58N
WAYME 11g (£175% {hes  3ogT

i.--8ample Resgtbrilol

i

Pericd NON REC Page 11 Entry

X9
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COMPOSITE SCORE WORKSHEET

PRIVACY ACT STATEMENT
Information contained on this form is maintained under the systems of records notice MFDO0003 {Marine Corps Total Force System ){MCTFS) (September 9, 1006, 61 FR 47503).  Authority for
maintenance of the system under 10 U.S5.C 5013 and 37 U.5.C. 5031 and 5201, PRINCIPAL categories covers include personnel records of all active, reserve and retired Marines. PURPOSE to
maintain records of pay and personnel data on all active duty and reserve Marine Corps personnel, and to maintain personnel data from all retired Marine Corps personnel. ROUTINE USE are generally
permitted under 5 U 5 .C. 552a(b) of the Privacy Act, these records or information contained therein may specifically be disclosed outside the DoD as a routine use pursuant to 5 U.5.C 552a(b)(3)
DISCLOSURE is mandatory

NAME: SSN: MQS: UNIT:
RANK: DOR: DOB: AGE:
AFADBD: MCTFS Cutoff dt: Last day of Prom Qtr: DATE:
1. RIFLE SCORE : CONVERSION: ((Date of Qual MM/DD/YYY) (Must be before MCTFS Cutoff date)
2. PFT SCORE : CONVERSION: (Date of Qual MM/DD/YYY) (Must be before MCTFS Cutoff date)
3. SUMOFLINES 1+ 2:
4. GMP SCORE (Line 3 Divided by 2) :
5. GMP SCORE (from line 4) : X 100
6. PROFICIENCY MARKS (Average in grade) : X 100
7. CONDUCT MARKS (Average in grade) : X 100
8. SELF EDUCATION POINTS (MCI): X 15 (Must be before MCTFS Cutoff date AND for
—___ Cpls and above after DOR)
(College) : X 10
9. TIME IN GRADE (in months) (last day of Prom Qtr-AFADBD: X 5
10. TIME IN SERVICE (in months) (last day of Prom Qtr-AFADBD: X 2
11. DI/REC/MSG BONUS X 100 (Must be before MCFTF Cutoff date)
12. COMMAND RECRUITING BONUS: X 20 (Must be before MCFTF Cutoff date)
13. COMPOSITE SCORE: = (Sum of lines 5 through 12)
REMARKS:
COMPANY 1STSGT (YES /NO) COMPANY CO (YES/NO)
BATTALION SGTMAJ (YES /NO) BATTALION CO (YES/NO)
CURRENT RIFLE PFT CONVERSION TABLE PFT CONVERSION TABLE
CONVERSION SCORES AGES 17-26 AGES 27 AND OLDER
240-250 50 18T 280-300( 5.0 18T 280-300] 5.0
T T
230-234 4.8 - : . '
250-259( 4.7 250-259( 4.7
225-229 47 240-249( 4.6 240-249( 4.6
220-224 4.6 225239 45 225239 45
215-219 4.4 2ND 215-224( 4.4 215-224( 4.4
210-214 42 205214 4.3 205214 43
195-204| 4.2 200-204( 4.2
205-209 3.8
185-194| 4.1 2ND 195-199| 4.2
200-204 3.6 175-184] 4.0 185194 | 4.1
195-199 3.4 3RD  [170-175| 3.9 175184 40
190-194 3.0 160-169| 3.8 170-174| 3.9
000-189 0.0 150-159| 37 160-169| 3.8
140-149] 3.6 150-159| 3.7
135-139| 3.5 3RD 140-149| 3.6
UNQUAL | 0-134 | 0.0 135-139] 35
110-134( 3.0
UNQUAL | 0-109 0.0
MCBCL/MPWR/IPAC/5001.1/6 (REV 7/09) PREVIOUS EDITIONS ARE OBSOLETE ADOBE 8.0
Figure 4-4.-- Sample Composite

4-10



BO5001.1

n. Leave Procedures. The leave process 18 one that must be
effectively managed by a joint effort between I[PAC and the parent
command. Unit commanders or personnel who are designated in
writing to sign "By direction” cof the commanders are authorized

o approve leave authorizations within MCOL.

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

{Z) Emergency Leave. Approval and management of
emergency leave lg a unit/command function. Commands will
incorporate internal control procedures Lo engure expedient
processing both during and after working hours.

{3) Correcting Leave. Vhen leave has been incorrectly
reported via MOL, Units must submit the Leave Correction Form
(figure 4-6 of this Order) to affect the correction.

(4} Combat Leave. All combat leave discrepancies are
handled by the Command Support Branch.

{5} Special Leave Accrual/Restoration Procedures. Leavs
balances over 60 days as cf 30 September will be lost {come FY
October;. Temporarily {1 Oct 2008 - 31 Dec 2010) annual lesave
accrual increases from 60 to 7% days in a fiscal year. Members
may cqualify for leave restoration if they meet certain gualifving
criteria {(listed below). (NOTE: Actiocn taken to cyedit leave
back to a2 member’'s account must be accomplished by 31 Dec of the
calendar year in which a member lost their leave and must be
approved by the battalion level or higher commanding officex).

(a) In order to have lost leave restored, cne of the
following criteria MUST have been met within the fiscal vear for
which the leave was lost:

1. A member must have been on active duty for at
least 120 continuocus days in an area where theyv are entitlied to
Hogtile Fire Pay (HFP) /Imminent Danger Pay (IDP).

have served on a deplovable
which deplovs away from it

N " 3 .
uous days.

A member must serve on a deplovable ship,
lary duty home ported or home-baszed cutside



regquired
while in port or at home base, and must be deploved away more
than 580% of the time, which prevents normal use of leawv

4. Member must be deployed in support cof a
deslignated contingency operation for at least 60 continuocus days.

0

5. For any other situations, which are not
addressed above, reguests must be submitted to the first general
officer with GCMCA in the chain of command, the Commanding
Officer, Marine Support Battalion, Commanding Officer, Marine
Security Force Battalion, or the Commanding Cfficer, Marine Corps
mmbassy Security Command for approval/disapproval.

{b) Units having Marines who meet the preceding
criteria will instruct them tc complete the Reguest for
Restoration of Lost Leave with Justification and submit it to the
IPAC Command Support Branch no later than 15 November with the
commanding officers endorsement. The IPAC Command Support Branch
will compile all reguests from all supported commands and will
submit a NaAVMC 11116 (Miscellaneous Military Pay Order/Specia
Pay Authorization) to the local Disbursing Office. Units will be
notified once action has been completed.

{c) For those Marines who do not meet the above
criteria and who have large leave balances, every effort to use
the leave must be exhausted. Completed leave must be deducted
from the member’'s account befcore 30 September of every vear, in
order to prevenit unnecessary and untimelv administrative
processing. MHembers who lose any leave over 60 days and who DO
NOT meet the gualifving criteria above will be unable to have
lost leave credited back.

s
t
1,‘....\
s
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MUST BE SIGNED BY BATTALION CO, XC OR ADJUTANT

MARINE CORPS BASE CAMP LEJEUNE
LEAVE CORRECTION FORM 2008-01

Systermn Namea: MMNOU013 Personns! Management Working Files (Feb. 22, 1893, 58 FR 10830} Authorify: 5 U.S.C. 361, Deparimental Regulations;
and 10 U.8.C. 5031 Principle: Members of the U.S. Maring Corps and Marine Corps Reserve, other members assigned to or serving with the Marine
Comps, Family members, federal employees, retired or temporary retired. Purpese: To provide a record 1o facilitate personnel management actions
and decisions. Routine Use: May specifically disclosed outside Bol) as & routine use pursuant to 5 U.8.C. 552a{b}{3). Disclosure: Mandatory to
ensure information is entered in record sublects file.

This form serves o correct leave discrepancies for Marines of Marine Corps Base, Camp Lejeune.
Al laave corrections will be certified by an authorized leave authority and suppeorted by appropriate documentation.

MEMBER [NFORMATION:

RANK LAST NAME FIRST NAME, Mi BSN/MOS

UNIT

TYPES OF LEAVE MEMBER WAS ERRONEOUSLY CHARGED:

5. g ANNUAL L EAVE i EMERGENCY LEAVE D CONVALESCENGE LEAVE

through
Date Time Date Time
TYPE OF LEAVE MEMBER SHOULD BE CHARGED:
D ANNUAL LEAVE [] emercency LEavE | CONVALESCENCE LEAVE
!
CORRECT LEAVE DATES MEMBER SHOULD BE CHARGED:
through
Date Time s Date Thne
COMMENTS:
PRINT NAME, RANK, BELET AND PHONE # )
h SIGNATURE o
IPAC ENDORSEMENT
1. The corection perod was corvectly raport on UD of

Unit Drary Mumper Dste

RMUBCLAMPWERAPALS {12708 PREVIOUS EDITIONS ARE GBBOLETE ADOBE GBS



0. Career Status Bonus (CSB). MARADVMIN 0546/01 ocutlines the
requirements for Marines who possess a Date of Entry into the
Armed Forces (DEAF) of 1 August 1986 or later, to be notified of

g

their retirement options upon reaching 14 vears and six months of
cumulative active gervice. Upon counseling, Marineg must then
choose either the High-3 Retirement Plan cor the CS8B., Selection

of the CSB will result in reduced retirement benefits starting at
40% vice the 50% under the High-3 plan.

(L} The IPAC Command Support Branch will disseminate
monthly rosters to each unit/MSC. The rosters identify all
Marines that are in a2 (8B status Code 3 or Code &. Code 3
identifies all Marines that are currentliy eligible to make their
CSB election. These Marines are within their 14 1/2 vear mark to
15 1/2 vear mark. The Code 6 identifies all Marines thait are
past their 15 1/2 vear mark and have not made a CSB election.

{Z) Upon receipt, commands will ensure that Marines are
counseled on thelr retirement coptions. MOL contains reguired
presentations and information desigmed for this very purpose. It
required, assistance may be obtained from the IPAC Command
Support Branch. Upon completion of counseling, the Marine will
complete the Career Status Bonus Election (CSB), DD Form 2839,
for diary reporting/maintaining.

p. Survivoer Benefit Program {(SBP). Marines will be
counseled on the SBP program upon 18 vears of active service by
the Unit Transitiocon Cocrdinator.

g. Limited Duty Tracking/Processing. The IPAC Command
Support Branch will publish weekly rosters via the IPAC website
identifyving all Marines that are curyrentliy in a limited duty
status. Commands are reguired to keep case fileg on each Marine
that is in a limited duty status, their medical appeointments, and
changes teo their limited duty sgtatus. Whsn the rosters posted Lo
the IPAC website, the IPAC Command Suppori Branch reguires
documentation to add or drop the Marines to/from the limited
duty rogter so that MOTFS reporiting can occur. The IPAC Command
Support Branch also checks the message beard dailly
v

v for messages
from the Naval Hospital assigning or removing a Marine from
limited duty. These messages are used as scurce documentation
Tor MOTPS entries, Officers assigned to limited d

4 duty must be
approved Qy CMC: although the Camp Leljeune Naval Hospital
normally tranemits this message to MO, the commander retains
responsibility for such agtions and must provide verification o
the IPAC.
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r. Body Composition Program (BCP). The IPAC Command Support
branch will post weekly rosters on the IPAC website of all
Marines assigned to the BCP Program. These rosters will reflect

marines whose BCP assignment is current and that that are
axpired, For those thait are expired, the Command Support branch
will require documentation to remove or extend the M¥Marine on BCP.
A1l references for the BCP program are posted on the IBAC
Website.

s. Trainiﬂg Information. Per MARADMIN 535-08, all training
information will be submitted through the TMS via MCOL, In those

circumstances when a unit is unable to run training entries via
T™™S for an extended periocd of time, proper training documentation
can be submitted to the Command Support Branch for unit.diary
reporting. Because reguests for recomputed composite score
entries can not be run via MOL, all units that enter late
training information via MOL will need to also submit that data
to the Promotions Section with the intent of having the Marines
composite score recomputed wvia unit diary.

2. Awards and Legal Section

a. Good Conduct Medal and Awards Input Procedures

(1) Good Conduct Medals (GCM). ERosters resident within
MCTFS listing eligible members will be generated within the last
weelk of the month in which the award i1s earned {(i.e., November’'s
list would be pulled the last week in Octgber) and appropriate
Good Conduct Medal dates will be run via unit diaxry.

{2} Awards. Marines desiring to have an award reported
on the unit diary will do so utilizing the E-PAR system. Unit
awards will be submitted via 8-1 to IPAC. The Marine must attach

any documentation that supports the award. This may include &
copy of the MARADMIN anncuncing the award or a copy of the award
citation itself. EXAMPLE: A Marine was TAD for 30 days in
support of the Recrulting Agsistance Program. Later, & MARADMIN
is published, announcing that the Marine Corps Recruiting Command
(MCRC) has been approved for a Navy Unit Commendation (NUC). In
ki scenario, the Marine would provide the IPAC Customer Service
with & copyv of his TAD orders as verification of such TAD,
a8 a copy ] Al A1l persconal awards are Lo bDe

h
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4, Legal Section ‘g Bection coverg the processing and
submission of all administrative matters. Formal
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completion of legal issues will be accompli at the unit level
and forwarded to the IPAC Legal for reporti & SRB Maintenance
for incorporation into the service records. s includes page

of
+
¥

11 entries, counseling entries in accordance wi varagraph 6105
of reference {i), NJPs, Courts-Martial, Page 13 entries,
appellate leave, Uh/desertion, confinements and legal hecld.
References {3} and (k) contain detailed information on thesge
items.

a. Weekly Command Legal Status Report

{1} Each command’'s $-1 will provide a weekly legal status
report {excel spreadsheet) to the IPAC Legal Section not later
than 1500 every Monday. All pending court-martials, NJIPs,
investigationsg, administrative discharges, absencesg, pretrial
confinements, appellate leave, IHMA, IHFA, and IHCAs must be
reflected on this report.

{Z2) The weekly reporit is not designed to rellieve the
parent commands from providing immediate notification of a
Marine's change in legal status. All changes in a Marine's
status should be made via encrvpted e-mail with a new legal
report as soon as the parent command identifies the change.

b. Entries. All counseling entrieg pertaining to
legal issues will be made in accordance with references (1) and
{ky. Units will submit such counseling entries in a member’s

SREB/OQR by providing the IPAC Records Section with the properly
completed Page 11 entry. Adversge antries require signatures Irom
both the Marine and the commander. “By direction” signatures are
not auvuthorized.

c. inauthorized Absence {(UA)

{1) Commanders must ensure that adminisirative procedures
reguired by but not limited to thisg Order and references (¢},
4y, {xy, and (1), are promptly and accurately accomplished.

{2) Marines whno fall into one of
b

of the bpelow sted
categories will be handled per Che instrug

rionsg contained

Absent from parent command without authorized



1

{d) Flees in order to escape a trial by courts-

{3} TAD and FAP commands/detachments, upon identifving
that a Marine has been UA, will contact the IPAC Legal Section
with the time and date of absence. On the 10th day of absence
the TAD and/or FAP command will detach the UA Marine back to the
parent command. naure a copy of the detaching endorsement is
forwarded tfo the Qutbound Branch for unit diary reporting.

{4) Commanders should immediately notify the IPAC Legal
Section in writing when a Marine is suspected of being UA.
Ensuring the correct time and date the UA commenced ig reported.
A Marine who fails to show up for duty igs NOT UA at that time and
date; the UA commences one minute later {(e.g. a Marine fails to
report for work following expiratiocn of normal liberty at 0730, 7
January 2007; the report £o the IPAC should indicate a Ui
commencement time at 0731, 7 January 2007).

{5} Upon receipt of the E-mail lrd;caulng that a Marine
is in a UA status, the IPAC Legal Section will run the
appropriate entries via unit diary. ALl unit diary entries
relating to this UA will be reported by the IPAC Legal Section.
The Legal Section will forward all informaticon to the Service
Record Maintenance Section within IPAC for required service
record entriss.

d. Return Of Absentees

{1) Upon return of the absentee, the parent command will
provide the circumstances/details, time and date of return to the
IPAC Legal Secticon, normally via command letter directly or by
E-mail.

{217 All unitc diary entries relating to the termination of
the absence will be reported by the IPAL Legal Secticon. The
Legai Section will forward all information tc the Service Record
Maintenance Section within IPAC for reguired Service recor
entries.

13y A copy of all documentation relating o an absence
will be filed in the IPAC Legal section’s correspondence filss.
a Desertion Status
{1y The Unit all absences Lo ensure that
sppropriate administrative action ig Ilnitiated, at the command



level, 1if the Marine is not returned to military control pricr to
the 30th day of absence.

{2} Per reference (k), when the Marine is determined to
be a desgerter (usually on the 3lst day of absence), the unitc
commander 1s expected to ensure all action reguired by reference
{k} has been completed.

3) The IPAC will:

i

{a) Upon receipt of the DD Form 553 will conduct &
thorough audit of the service record.

(b} Retain all deserter records until the 181st day
of absence.

(¢)y Will provide the parent command with the date the
action was completed and the unit diary number reporting the
deserticon. The IPAC Legal Section will meintain a copy of the
source document used to affect this status.

{d) Maintain a copy of the DD Form 553 and place a
copy in the mexbers SRB/0OQR. The IPAC Legal Section wilil
maintain copies cf the DD Form 553 until such time as the member
ig returned to military control or two vears, whichever occurs

first.

{e) Report all unit dlazy entriegs relating to the
desertion status, pery raeference {¢}). Service record entrieg will
be made per reference (7).

(f} On the 18lst dav of absence, the IPAC will
forward the gervice record with the health, and iental records
amd the copyv of the inventory sheets to the CMC (POS-40).

gy Prior to mailing the service record to CMC, the
IPAC Legal Section will ensure the following action is completed:

1. The originai inventory forms or letter
certifving that no gear is available for inventory are filed on
the document gide of the service record.

Z. A copy from the unit commander of the Letter

of Notification to NCKis) is placed on the document zide of the

ic o
service record.



3. A signed copy of the DD Form 553 is placed on
the document side of the service record.

4. Page 3 entries are recorded in the service
record for the Uik/desertiocon pericd.

5. ROS reflects DD and PD proficiency and
conduct marks, per reference (7).

6. The Marine’'s health and dental records are
cloged~-out or a letter Irom the command stating why the record is
not avallable is filed on the document side of the service

record.

(4} Commands are expected to continue to garry Marines on
their weekly legal reports until the Marine passes the 317 day of
absence. Once the Marine is dropped to desertion, units may drop
the Marine on their legal reports and morning report. Marines

£

aeclared desgserters drop-cff the unit’s rollg and are accounted for
by HOMC.

£. Return of Deserters

{1} Marines retdrﬁlng beyond 180 dayvs will normaily be
joined to MCB Camp Ledjeune, unlesg pending other charges at the
previous command. Marines returning 180 days or less will
normally be gent to the unit from which th@ Marine absented, but
may be assigned by the respective MSC G-1 Branch to ancther unit
for administrative purposes, if the commaﬁd is deploved.

(2} Commanders will notify the IPAC Legal Section by
letter or e-mail whenever a deserter reports directly back to the
command they deserted. Thnis notification must be made on the same
day or the next reguiar workday and provide a DD 616 to the IPAC
Legal Section.

{3} If a DD Form 552 has been published, the parent
e

command must will prepare and distribute & DD Form 616 o
addresseas of the DD Form 553,

{47 The parent command will forward a sicgned original of
the DD Form 616 o CMO (P0OS-40). The remainder of the
digrribution ig identical to that of the DD Form 553 Refer to
the reference (k) for block-by-hlock ingtructions for completin

E e -, Fote
cne DD OForm o4

(5} The IPAC Legal Section will make appropriaste unit
digry and the IPAC Records Section will make appr te service
record antri ! i lary entries relating to the return
from degerti rred by the IPAC Legal Section. The




BO 5001.%

IPAC Records Section will make service record entries, in
accordance with reference (J). If the deserter's service record
and medical/dental records have been previously forwarded to CMC,
the IPAC Records Section wiil establish a temporary service record

and reguest return of the original records from CMC (PCS-40).

) The IPAC Legal Section will mainteain a copy of the
sment used to effect this change in status.

(&

source doc

g. Nonijudicial Punishment (NJP). The NJIPs will be conducted,
as appropriate, at the commanding general, regimental, battalion,
or company level. The completed UPB will be forwarded to the IPAC
Legal Section for persconnel administrative action to include Page
11 entries as appropriate. Note: Commands must submit proper
authorization letters from their higher headguarters via the chain
of command specifying NJP Authority and/or promotion authority
when directed o other than the commander.

. Unit Punishment Boox (UPB)

(1) A UPB form, NAVMC 10132, will be used to record the
imposition of NJP for enlisted personnel, per chapter 3 of
reference (k). When reporting NJP on officers, comply with
chapter 4 of reference (k).

{2) Preparatlon and maintenance of the UPFB is the
rasponsibility of the respective command's Legal Section.
Reference (k) provides detailed, block-by-block, instructions for
completion of the UPR.

{3) Parent commands must forward the original UPE to the
IPAC Legal Section for unit diary reporting. Upon completicon of
all unit diary action, the UPEB will be forwarded to the IPAC
Service Record Maintenance Section for filing in the Marine’s
service record.

{4y All unit diary entries relating to the NIP will be
reported in accordance with reference {c).

{5) Gpea final review by the ZP;C Legal Section, to ensure
that the reguired service record entriesg and MCTFS reporting are

" T -

of the UPR.

correct and complete, the OIC will initi
The original UPB will be filed on the st de of the service
record. IPAC will maintain a copv in th Section

COYTraesponda fence files.

(4% Parent commands are regponsgibl
@f th@ UPE to CMC for inclusicn intoe the
B £ joupon completion of




{7} In cases of vacation of previously suspended
punishments, the commander authorized to vacate the suspension
will prepare & letter notlifving the Marine of the wvacation. A
copy of the vacation lebter will be forwarded to the IPAC Legal
Section for MCTFS action, and te the Records Section for SRRB
updates. Units are responsible Lov forwarding the vacation letter
for inclusion in the Marine’'s OMP
i, Legal Hold. Commanders are regponsible for proviéiﬁg a
copy of source deocumentation placing personnel on legal hold if
within 20 davs of expiration of current contract (BCC) and if
pending co”rtwmart%al. The IPAC Legal Section will ensure that
the appropriate unit diary entries are made. The Legal Section
wiil also ensure a copy of the documentation will be placed in the
Marine's SRB/OQR.

3. Courts-Marcial

{1} After completion of a court-marcial, the SJA will
forward the original "Record of Trial"™ (ROT) to the Convening
Authority (CA) for review., Units must forward a copy of the ROT
o the IPAC Legal Section. The ROT will be placed in a case
folder.

(2) The Unit will prepare the Page 13; NAVMC I118(13), and
forward the oviginal to IPAC Legal to ensure all MOTFS entries are
completed. The original Page 13 will be filed on the standard
side of the service record.

(3) The Unit will forward a copy of the Page 13 to CHC for
inclusion into the Marine's CMPF upon receipt of the CA's action.

k. Apvellate Leave

(1} Marines sentenced £o a punitive discharge may reguest,
upon completicn of all unsuspended confinement, voluntary
appellate leave. This written reguest is initiated by the Marine
and is submitted via the Marine’'s defense counsel to the
commanding general, and/or the MSC separation authoricy.

(2} Marines debazt;mg on appeilate leave must have
completed a separatiocon phvsical and must attend the mandatory
separations brief. The ¥arine must have a HIV test not later than
60 days prior to beginning appellate leave and if reguired by
appendix 12 of reference (g), a DNA test must be completed.

{3} Preparation of Appellate Lesve Orders will not bhe
completed prior to receipt of the following documentation:
thing Record (NAVMC 31} completed
by the £ all uniform items have been
suzz@ﬁée- issing gear. s form wi ;
the foll on the form the gtatement
certifie ficer:




“Shortages recorded hereon constitute & debt to the U.S.
Government for items of uniform clothing reguired cto be in the
Marine's possession at the time of discharge. 7Total cost of
repiacement 18: "

(L) Health record reflecting completion of the final
physical, resgulis of the HIV test, and if reguired, DNA drawn.

{c) Dental Record.

{d) Documentation of attendance at the geparations
brief,

{4) Comrands should contact the IPAC Legal Section to
coordinate the check-ouf process for Marines confined serving
sentence that reguest to depart on voluntary appeilate leave priox
to being released from confinement. Commands must submit a
complete copy of the Appellate Leave regquest and the Appellate
Leave Checkiist to the IPAC Legal Section. Thig allows the clerk
to begin the check-oub process while the Marine is still confined.

{8) A final auvdit of the Marine’'s service record will be
conducted and the Marine must verify the permanent mailing
addregs, RED information, and complete a new SGLI Form. Prior to
depar“”*e on appellate leave, the Marine will receive theix
Appelliate Leave Qrders and attempt to receive thelr Appelliate
Leave ID Card.

1. Confinement

(1} In cases of both pretrial confinement and confinement
adiudged as punishment imposed as a resuit of a courts-martial,
the parent command nmusi expeditiocusly provide the IPAC Legal
Section a copy of the completed Confinement Order for unit dairy
reporting.

(2} The IPAC Legal Section will report appropriate unit
diary entries and maintain a copy of the Confinement Order in the
Marine’'s case file.

{3) Upon completion of sentence or final v
confinement, the parent command will provide a copy
from Confinement Order to the IPAC Legal Section for unit
foy
Ty

4
PSS

E}JJ

reporting and the Legal Section will forward a co
Record Maintenance Secticon for service racord ent

Confinement/In Hands Of
T THFAY . Cﬂﬁw,~hers must 0o
f 7B mmand letter,
;ﬂCﬁ or IHFA. Thi
appropriate gource docu
for Marines being held i:
of source documents, IP

nLriag.



n. From Confinement/In Hands OFf Civilian Or Forelgn Authority
(TECA/TEFAY . Commanders must notify the IPAC Legal Section
iﬂﬁedia“ely via command letter, or e-mall as soon as personnel are
released from confinement. This notification should be followed
up with appropriate source documents which may inciude: DD Form
367 {Prisoner’'s Release Order,) or police report for Marines
release from ciwvilian/foreign priscons. Upon receipt of sourge
documencs, IPAC will repcrt the proper unit diary entries.

Sample Page 11 Entry

: Coungeled this date concerning the following deficiency; (list
deficiency). list details and or order applicable) (make specific
recommendations for corrective action and name asgistance that is available)
Recommendations for corrective action: Assistance is available through yvour
chain of command. I was advised that within 3 working davs after
qC&ﬁOW¢@Qﬁexeﬂ” of this entry a writhen rebuital mav be submitted and that such
& rebuttal will be filed on the document side of my service record. I choose

(o) inot to) nake guch a statement.

(@}
C

SNM

Figure 4~6.--8Sample Page 11 Entry

Sample 6105 Counseling Entry

Counseled this date concerning the following deficiency; {idst

deficiency) list details and or Order appliicable) Recommendations for
corrective action: {make specific recommendatiocons for coryective action and
name assistance that is avazlable} Assistance lg available through vour c¢hain
of command, the Bn Chaplain and the Bn SAC0. {(Ensure the following statament
;raseat in order to yragarly procass for administrative Separatiosn) Failure ©
i KT adam wssrvawxve

sult in BIP, ady

e
O ow

ake corrective acti in this matter can

¥ eCLLC b1 Q‘q
was advise
3 o

itation on £

er gervice. I
Vn_s entry a

led on the

sTatemant .




Chagpter 5

Inbound Branch

1. General. The Inbound Branch is located on th@ first deck in
Buiiding 58, MCB Camp Leleune and serves as the g
centralized inbound department. All PCS PCH, FAP, and
Reservists ordered to active duty {(unless reporting to the MOB
Processing Center) processing will be accompiished at this
location. TECCM joins will report to the ASC (see chapter 8).
The mission of the Inbound Branch is to; conduct & thorocugh and
detailed audit on all Marines that join the Camp Lejeune area,
engsure all pay related entitlements for newly Jjoined Marines are
reported correctly and in a timely manner by the Inbound Branch;
engure all entries reported by previous commands were ran
correctly and have posted, and ensure that all allowances are
correctly reported. The most important function is to provide
for the welfare of all newly Jjoined Marines by ensuring that any
errors in entitlements are discovered immediately and that
Marines are notified of the financial impacts. The Inbound
Branch will also ensure that Navy, civilian, and other Military
Service personnel attaching to Marine organizations are joined
within MCTFS for record purposes (for tracking and
accountabiliity) .

2. Reporting Instructions. All newly arriving personnel must
report to the IPAC Inbound Branch located on the first deck of
Building 5%, Camp Lejeune. All Cfficers must report to the IPAC
Inbound Branch within 24 hours or the first work dayv if arriving
on & weekend, with the appropriate endorsements from their MSC

G-1.

1T
RS

3. Check In Sheets. Due to the variation in c¢heck i
reguirements from organization to organization, the Inboun
Branch will not issue a standardized check in sheet. ERach
supported organization is responsiblie for developing, issuing and
monitoring the check in process for thelr Marines and Sailors.
Marines and Sailors will check in to all agencies external to ¢
Local commanders except for the CIF and NBC Issue Facility while
-

they are being processed in the CLRC. Figure 5-1 of thi
is provided to assist units in preparing thelr own check in/
out sheets.

4. Join Audit Section. Upon jolinin tne saxvice racord wilil
remain in the Inbound Branch until all diary entries are
complete,  The Join Audit Section isg responsible for reporting
all changes in entitlements associated with newly joined Marines.

d.iz

5~1
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a. The Inbound Branch will conduct the Second Stage audit on
all pay and allowances after the Marine’'s elapsed time
(leave/delay) has pcsted in MCTFS or 60 davs after the Join
posts, whichever is earlier (for a PCA the audit should be
conducted once alil jeoin entries have posted in MCTFS) . Under no
cirounstances shouid a Join, Second Stage audit be initiated
beyond 60 days - 1f entitlements have posted into the MCTFS. The
Join Audit, Second Stage, will be conducted consisting of the
LES, MCAAT printouts, TRS Remark Summary in MCTFS, Travel Claim
and Dishursing Qffice Voucher (DOV),

b. If the elapsed time ig not reported within 45 days, a
NAVMC 213116 will be submitted to disbursing reguesting the
elapsed time be reported. NAVMC 11116 will subseguently be
submitted every ten days thereafter until the claim is settled.
The Inbound Branch will ensure that the NAVMC 11116 includes the
DOV number, date and DSSN of the getrtled PCS travel claim for
which the elapsed fime event occurred.

¢. If the elapsed time i1g in the system, the Inbound Branch
will conduct a thorough audit of all pay entitlements reported
both by disbursing and the IPAC.

d. The audit will ensure that the previous command reported
the correct entitlements for the Marine and:

{1} "BAH-P" starts the day they report to their parent
command and BAH-DIFF is continued for Marines who were in receipt
of the entitlement prior to the date of Hoin.

h

(2} "Digcounted Meal Rate (DMR) starts on the date o
doin for all unmarried staff sergeants and dbelow.

{3} BAS ¥Monthly on gunnery sergeants and above and

married Marines accompanied by their family members will start on
date of join,.

{4} "BAE W/DEPN® at the Z285XX zip code is reported for
all Marines authorized wi dependent rat effective one day
priocr to the Jjoin.

{5} BAH (Ly1
verified and repc

JFTR for entitlem

it, and/or protection) nead o be
: i 15 of th

2. The Inbound Branch will annotate all corrective action
reguired) that was taken on the Remarks Summary Screen

5.3
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as well as the unit diary numper and date. They will then turn
the audit over to the Joins SNCOIC for review.

f. The Inbound Branch SNCCIC will review the audit and the
corrective action that was taken. The Inbound SNCOIC will make

corrections, if needed, and submiit the audit to the Inbound
Branch 0IC for certification and/or signature.

g. Once all actlion hasg neen completed, the service record
will be scanned electronically and sent to the IPAC, Quality
Control Branch. A1l documents {(Jjoin package) will be removed
from the service record and filed in the Joins electronic
historical files by last four of the Marines SSN and last name.

7. Meal Cards. The Inbound Branch will issus the MCBE Camp
Lejeune meal cards to staff sergeants and below living in the
barracks. Meal Cards will be prepared and handled as controlled
documents with positive accountability at all times. The Inbound
Branch is designated as the secondary point for meal cards for
perscanel assigned to support MCIEAST, II MEF, and MCB Camp
Lejeune organizations. The primarv control point is located in
the Customer Service Branch. Refer to chapter 3, paragraph 13 of
this Orxder for meal card issue ingtructions.

8. Preparation 0f PCS0 Travel Claims. PCE0O travel claims will
be completed using DD Form 1351-2, Travel Voucher or Sub Voucher
and DD Form 1351~2C, Travel Voucher or Sub voucher Continuation

"

Sheet and will be prepared in accordance with reference (r}.

a. Travel claims will be prepared, and two additional copies
made of all Orders, endorssments, and regulred recelpts. One
copy will be provided to the Disbursing Office Loy sebtlement of
the claim, original will be provided to the Marine, and one copy
for the Hoin package. The Join Database will be used to track
the status of the claim within ten days from the dav thev ar
sent to the disbursing office.

b. The Jein files will be managed by the Inbound Branch for
completion of the Jjoin, Second Stage audits. cialims are
settled, the 453-day audit section will attach vl ]

-

voucher Lo the Second Stage audit for proper

@nui“*awadu . If glaims are returned from bl ishursing office
L8crepancies Notice (DN}, the Jﬂvn gud%? tion will take

te action to resclve the DN

ded to the battalions dailv id;ovm-r
2 must return to the Inbound

c
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that their
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c. The I SNCCIC will conduct a quality control
review of all travel claims. Thils review is to identifyv any
discrepancies in the travel claim, Orders, and endorsements or
reguired receipts prior to the claim being submitted to the
disbursing cffice.

- -

8. PCS0O Travel Settlements. All PCSO travel settlements will be
provided by the Disbursing Cffice Lo the Inbound Branch for
compietion of the Second Stage audit. Upon completion c¢f the
Sacond Stage audit, the Orders, travel claim, settlement, and all
documentation from both the First Stage and Second Stage audits
will be filed in the Inbound Branch as one conmplete package
{electronically) in the correspondence files.

10. Travel Claim Discrepancies

a. All digcrepancies will be annotated on a travel claim
discrepancy form, and corrective action will be taken
immediately. Attempis to cbhtain missing Orders and endorsements
from external commands will be closely monitored by the Inbound
Branch. After two unsuccessiul attempts te obtain missing
information, the claim will be provided to the SNCOIC/0IC,
Inbound Branch, for resclution.

b. All discrepancies i1dentified on the travel claim will be
expeditiously researched, resubmitted, and continue o bhe tracked
until properly settled.

1L, Marines Who Fail To Report

a. The Inbound Branch will pull a report from CODSE to show
personnel due to reporf to their respective RUC/MCCs and tracked
v the Effective Date of Arrival (EDA). The Inbound Branch will
give personnel one full business day after the EDA to report to
the CLRC priocy to initiating any effcort to locate these Marines.
Once the Marine has failed to show up, the Inbound Branch
initiates the following process in crder o establish whether th
Marine ig in fact U2 or has Jjust not checked in to the CLRC.

tach gaining command e determine if fhe Marine
&

T r
or duty; however, has not reporied o the CLRC for

el
b

{2} If the gaining command has not seen - Marine, the
r v £o

A I 2z L O P g Ty
anch will verify with the former command that th EDA
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and MCC were reported correctly in MOTFS. Then we will try to
contact the member or somecone in thelir family in order to locate
the Marine,

{3} 1f all attempts to locate the Marine have failed the
Inbound Branch will report “*Join Failed To Report” and notify th
Marine's parent command of the action taken by electronic letter
through B-mail notifving the unit and MSC G-1.

{4) The parent command’s responsibility is to track the
Marine’s UA status and to notifv next of kin within 48 hours,
within 10 davs generate the ten day letter notifving next of kin
and DD Form 553 once the Marines status turns into desertion.
Once DD Form 553 is completed ensure a copy is sent to the IPAC
L.egal Section for reporting into MCTES.

12. Navy, Other Service Personnel and Civilian Personnel

Inbound Procedures. Navy, other service personnel, and civilians
reporting for duty with supported organizations aboard Camp
Leieune should report to their respecrtive individual commands in
the uniform of the day or civilian attire as appropriate. The
Customer Service Desk {C8D), U.S. Navy Personnel Support
Detachment (PSD) located in Buliding 321 process entitlements for
Navy personnel. Figure 5-2 of this Order will be used when
Joining thege persornnel in the MCOTYFY.

13. Fleet Assistance Program (FAP). The FAP is coordinated by
the Director, Rase 5-1 [(Manpower Military Personnel Office) and
the individual’s, G-1 Branch. Marines assigned to augment the
FAP uypen initial join are reguired to check in wizh their
respactive commands. AL 2o time will a Marine report to the
Inbound Branch without proper Orderg and endorsements from their
individual G-1ls and MCB Camp Lejeune. All personnel belng
terminated from or being assigned to the FAP must report o the
Inbound Branch for a complete audit/processing.

i4. Prometion Procedures for Inbounds. All Marines with select
grades will automatically be promcted unless & “Will Mot Promote”
has been reported via unit éiazy. If it has beaen discovered that
a Marine has been erronecusly promoted while enroute to the Camp
Lejeuns area, a .etter signed by the battalion and/or appropriate
commanding officer uesting che yrowauicr e deletsd as
erronecus must be ﬁ@rw&rdéﬁ to IPAC Promotiong Seciion
immediately vto avoid further delay and coverpayments to th

LIt
H
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Marine. Additionally, Inbound Branch will conduct a doin audis
on all newly Joined Marines and will be responsible for
identifving those Marines who were promoted via MCTFS enroute.
The Inbound Branch will immediatelv forward the letter to the
Promotions Section identifving those Marines promoted while
enroute.

13, Temporaryvy Dubty Under Instructions (TEMING) Drops. Marines
-
S

(DT/RCTR/MSG/SOL/MCSF/MARSOL) that fail to meet the special duty
assignment c¢riteria will be returned to thelr parent cormmand,
These Marines must report to the IPAC Inbound Branch for proper
processing and audit regquirements.
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THIS SHEET MUST BE RETURNED TO IPAC
MCB CHECK IN/OUT SHEET
NEW JOIN, TAD EXCESS, PCS, PCA, EAS

(HQSPTBN) (WTBN)

Privacy Act Statement

Under the AUTHORITY 10 U.S.C. 5013 and E.Q. 9397, this form is for official use only for the PURPOSE information is used to prepare organizational
locator, recall rosters, and social rosters; notify personnel of arrival of visitors; locate individuals on routine and/or emergency matters; locate individuals
during medical emergencies, facility evacuations and similar threat situation. ROUTINE USE in addition to disclosures generally permitted under 5
U.S.C. 552a(b) of Privacy Act, these records or information contained therein may specifically be disclosed outside the DoD as a routine use pursuant

to 5 U.8.C. 552a(b)3). DISCLOSURE is Voluntary

RANK: LName FName SSN MOS
COMPANY PLATOON T/o Line/BIC Billet Description
1. REQUIRED BY ALL PERSONNEL:
VEHICLE REGISTRATION MCCS/NMCRS

Bldg 60 Rm 181 Tues - Sat 0900-1800 Bldg 60 Rm 58

TRICARE SERVICE CENTER

Bldg 59 Rm 139
PRIOR SERVICE RECRUITING OFFICE

Bldg 60, Rm 136 (SEPERATING MARINES ONLY)
ID CARD CENTER

Bldg 59 (SEPERATING MARINES ONLY)
CLEOC:

PSC/PCA/TAD Excess/EAS: CPL AND BELOW

SNCOIC/PLT SGT

OIC/PLT CMDR

COMPANY CMDR

EAS: RE-CODE

Career Retention Spec

ENLISTED ONLY

1stSgt - Enlisted Only

Co Cmdr

SgtMaj - SNCO ADSEP

Bn Co

BN &1 AUTHENTICATION - (UNIT ADMIN CHF/ADJ/SGTMAJ ONLY)

(Confirmation that unit-level check in-out complete)

MEMBER CERTIFICATION:

BOQ/PARADISE POINT

Single/Geo-Bachelor Officers

TRAFFIC MANAGEMENT OFFICE (TMO)
Bldg 1011 (Ash St)

FAMILY HOUSING OFFICE

Bldg 60 Rm 148-150 Married Personnel Only

RECOM PRO/CON: f

RECOM PRO/CON: f

RECOM PRO/CON: f
SIGNATURE

Signature Required

| understand that this check-in/out sheet has been returned to IPAC within five working days of receipt. | further certify that | have checked-in/out

with all commeodity areas within section 1 of this check infout sheet.

Member Signature

IPAC USE: MEAL CARD # RECEIVED

Date

Clerk Int:

See Page 2 for Battalion - level check-in/out

MCBCL/MPWR/IPAC/5001.1/4 06/09 PREVIOUS EDITIONS ARE OBSOLETE

DESIGNED BY ADOBE 8.0

Figure 5-1.-- Check In/Out Sheet Sample



2. BATTALION - as required by BN-level S-1

Co

XO (OFFICERS/SNCOS ONLY

SGTMAJ (SNCO'S)

CAREER RETENTION SPEC

MAILROOM

Command Security Mgr

SACO

Unit Chaplain

Family Readiness Off

BN APC/GTC

ARMORY

BAS/GAS/MEDICAL
(includes PDHA)

CIF
(bldg 1501 behind Dominos)

MCBCL/MPWR/PAC/5001.1/4 06/09 PREVIOUS EDITIONS ARE OBSOLETE

BO 5001.

8-2

BARRACKS MGR

NMCI (E-mail)
(Help desk 451-0094

MOTOR TRANSPORT

Bn SAFETY OFFICER

S-3 (Training))

BN - &6

Bn Voting Officer

DTS Coord

Consolidated NBC
(Bldg 1601)

DENTAL

SUPPLY (MMO/CTEP)

BN Legal Officer

DESIGNED BY ADOBE 8.0

Figure 5-1.-- Check In/Qut Sheet Sample

5-9
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NAVY/OTHER SERVICE PERSONNEL JOIN CHECKLIST

FOR OFFICIAL USE ONLY: The following information is necessary for civilians/other services personnel to be joined in MCTFS. Disclosure is
voluntary; however, failure to furnish personal identifying information will negate the application for access to MOL.

Last Name First Name Middle Name

SOCIAL SECURITY NUMBER

SERVICE: CHECK APPROPRIATE CATEGORY: CMILIAN YES[ ] NO [ ] navy veslwno [ ARMY ves[ ] no [
AIRFORCE ves| | no []coasTcuarD YES[ | NO [ ] conTRAaCTOR YES[ ] NO []

BILLET DESCRIPTION

HOME ADDRESS CITY STATE ,,;L; ZIP CODE

MARTIAL STATUS HOME TELEPHONE

SINGLE OR MARRIED

WORK TELEPHONE

JOIN RUC: MCC: UNIT NAME:
(5 DIGIT NUMERIC REPORT UNIT CODE) (3 BYTE CODE) (NAME OF COMMAND)
COMPANY CODE: PLT CODE:
RACE SEX ETHNIC
(REFER TO BOTTOM OF PAGE) (REFER TO BOTTOM OF PAGE)
EFF DATE
RACE CODE ETHNIC CODES
A=AMERICAN INDIAN OR ALASKA NATIVE 1=0THER HISPANIC
B=ASIAN 2=US/CANADIAN INDIAN
C=BLACK OR AFRICIAN AMERICAN 3=0THER ASIAN
D=NATIVE HAWAIIAN OR OTHER PACIFIC ISLANDER 4=PUERTO RICAN
E=WHITE 5=FILIPINO
F=DECLINED TO RESPOND 6=MEXICAN
7=ALASKA NATIVE
8§=CUBAN
Signature Date

PRIVACY ACT - 1974 AS AMENDED APPLIES
This form may contain information which must be protected |IAW DoD 5400.11 and is For Official Use Only (FOUQ). Any misuse or

unauthorized disclosure may result in either civil or criminal penalties.

MCBCL/MPWR/IPAC/5001.1/4 06/09 PREVIOUS EDITIONS ARE OBSOLETE DESIGNED BY ADOBE 8.0
Figure 5-Z.-- Navy/Other Service/Civilian Personnsl Join Checklist
5-10
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Unit Deplovment Branch

1. General. Thig chapter provides definitions, information, and
prescribad pvocedar@s for Marines who are deploved (all active
duty and Reserve Marines). The consolidation of administration
and the resulting reduction in administrative persconnel assens
nas necessitated the develcopment of a deployment support concept
to provide personnel adninistrative support to deploved units
using the *'reach-kback® methoed. Commands uncer IL MEF, 224 Marine
Expeditcionary Unit {(MEU), Z4th MEYU, 26th MEU, TECOM, and MCB Camp
Lejeune will be provided priority service while in a deployed
status. IPAC business hours will be operational 24 hours
electronically via E-mail and/or phone. Contact can be made by
forward deployed units with the IPAC Deployment Branch via
organizational e-mail MCB _TIPAC.UDS@USMC .MIL. These methods are
Xnown as “reach-back”.

2. Purpose. The Unit Deplovment Sranch will zssume personnel
administrative respongibility for personnel participating in
deployments, to incliude: unit diary reporting, pay and
entitlements review, and correction, pre and post-deployment
audits &0 dayvs prior to and %0 days after deployment,
respectively, and other administrative actiong within the scope
of reporting unit administration.

3. General Duties and R@sponsib%lﬁtées. The following is a
generalized listing of duties and responsibilities for deploved
administration:

a. Command Regponsibilities. IUnits are responsible for
notifving the IPAC when unit Marines enter and depart Field Duty
statug 80 that PERSTEMPO and BAS checkages can be reporied.
Units must submit a complete and accurate “by name” roster of
personnel that lists the S8N, location where the field exercise
18 being conducted, and the dates they are in the field.

Rogters can be submitted electronically, however:; they must be
password protected, digltally signed and encrvpted with the

pagssword gent in a separate emaill. The BAS checkages are not
ortional for the unit commander: Chapter 2% o reference (¢} an
referance {(8) regulzre pay debits Lo e reported on the unit
diary Allowing Marines to bring their own chow, pay as thev
wat, or fend for themselves in iieu of payv checkage is not
authorized. Throughout the training/deplcovment cvcle, commands
must report by any mesns {encrypted e-mall (preferred],
telephone, Naval message):



(1) Any changes in personnel status {e.g., to/from UA,
THRFZA, to/from sick, ete.) to the IPAC.

{2} AlL NJ? held by the unit commander. Signed
Sdocuments must further be scamned and electronically submitted :to
IPAC Unit Deplovyment Branch (fax ig alterpate means) for unit
diary reporting and insertion intc SRB. Original UPBs, Page 13s,
and other assgociabed documents executed during the deployment are
expected to be malntained by the Deploved S-1 and provided to
IPAC upon returning from deployment, or may be mailled orxr
couriered back to the IPAC.

{3) Rosters of all Marines not recommended for
promotion to the grade of private first class through sergeant
each month, before the 15th of the month {(only when MOL is not
availahle). Each page of submitted reg¢/non-rec rogters must be
gigned by the commander with promotion authority, and the Marines
signed page-1ls for non-rec for inclusion in service records.

{4} Upon select grade posting to MOL or upon receipt of
a diary feedback report from IPAC on promotion selectees,
promptly notify IPAC of any Marine who will not be promoted so
thelr select grade is not procesged in MCTFS. “Will Not Promote”
transactiong should be certified by the commander in MOL asz the
primary means of notification {(commander-signed “will not
promote” correspondence ag alternate). Member-signed *will not
promote/non-rec” Page 1ls should be sent to the IPAC immediately
regardiess of will not promote medium.

{5} Reguests for remediazl promotion messages will be
prepared by IPAC upon reguest by the unit commander for Marines
etigible and recommended.

(8) Combat history or expeditions (dates and locations)
init diary entries may be effected.

{77 All dates when entering and exiting HFP or IDP/HDP
areas to include emergency ieave, early redeplovers, and R&R
leave.

{8y All datesn of embarkation and debarkation aboard Naval
include the namel{g) of the vessel (s} .

ocours during the deployvment (i.e., BET
e \

Waivers, rifle, BT, etc.). The use of

Qg

{9y A1l changes in training inf
R i

imary input
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method as mandated per MARADMIN B535/08; IPAC ig secondary only
whern TMS is unavailable.

P
[ =]

10y A1l chancges to family member's status and
information Changes to family addresses or phene numbers to a
RED are of a time sensitive nature and should be sent toc IPRPAC by
the most expeditiocus means (gome information can be individually
input intce MOL by the Marine) .

(11} Neotify the IPAC of 2ll pay discrepancles/issues.

(12) All changes in current individual locations.
Information regarding the malin body, and ail groups of
individuals performing operationg away from the main body, are
important and should be sent to IPAC in the most expeditious
means.

{13} Anvy personal or unit awards pregented (most personal
awsrds will be entered by CMC and not the IPAC).

{14) Notify IPAC cof all meritcricus promotions

{15) Commands must provide the IPAC DTS Section with a
copy Of the emergency leave orders (funding inveolved) for
monitoring and to ensure a travel clailm is completed upon the
Marine’'s return. Emergency leave TAD claims will be prccessed in
the same manner ag regular TAD.

L. Unit Deployment Branch Responsibilities. The Unit
Deployment Branch will periocrm the folliowing functions:

{1} Reporting of all unit diary information received from
the deployed unit.

(2} Submitting all NaWC 11116 g (MP0Os) affeciing pay and
allowances based upon entitliement eligibility.

{3} Notifving the deploved units of gll Marineg receiving
PCE Orders

(4} Correcting pay discrepancles that are forwardsd by
eploved units (from S-1 personnel).



BO 5001.1

6§ WAy

4, Specific Duties and Responsibilizies The fol
subparagrapns are some of the du*ies an d responsibi
IPAC and the deployed unit’'s $5-1 to perfoxr Figure
Crder is a Pre-deployment Milestones CuecKiish commanders sh
utilize in preparation ¢f their upcoming deplovment. Figure 6-
of this Order lists potential deploved entitlements and their
associated general rules and applications.

a. Administrative Stand-downs. Pre-deployment audits are
reguired for all personnel who are going to be deploved for
longer than 30 davs. Individual units will coordinate with the
IPAC Deplovyment Branch at least 90 working davs in advance {(if
known) .

h. Deployment Briefs. Deployvment briefs should be conducted
prior to any maior deplovment of Marines and Sailors. Thease
briefs provide a wealth of information for the deploving service
member and their family members. IPAC is available to assist in
these briefg, but the ultimate responsibility for conducting the
brief remains with the deploving unit.

¢. General Adminigtrative Preparations. All unit diary
reporting will be conducted at the IPAC. Deploved units (8-1)
will submit source documents to IPAC either by encryvpted ET-mail

attachment, FAX, or hard copy document.

{1} Deploved Units Responsibilities

{a) Access IDs for the “3“70“ services of DFAS-XC, =0
include TASC IDs should be of sufficient guantity and updated
pricr toe deplovment.

O

() Ensure that a document mwitiple copler/scanney is
operablie, and Adcbe Acrcbat Professional or higher is available
for the exchange of files between the unit (5~-1) and IPAC.

{cy Ensure that during the work-ug
bandwidith on the E-mail account for the Unit’
increased to receive TRECONs. Coordinate with the app
&/85-6 for assistance.

- —~ = . - e ys : _— sy =Ty
IPALC. Engure 0logse and continuous contacht witn the

"reach-back”™ adminigtrative support,
tiple forms of communication be nlanned




to engure uninterrupted gervice to the deploved units. Each
event has a different level of immediacy; thus, the preferred
methods of communication listed for some scenariog in this Order
are predicated on availlability.

(1)} Deploved Unit. The deploved unit is highly
encouraged [o review this Order as events occur, and use fhe
ordered precedence of communication as defined herein. It is
incumbent on the depicved unit's S-1 to maintain some method of
communication with IPAC. If an occasion arises that reguires
classified message traffic which may include information for the
IPAC, ensure that specific routing information is contained
within the text of that message.

{a) Telephone communication is scometimes necesgary.
It ig imperative that the deploved unit submit a complete listing
of phone numbersg for various ships/units assigned for the
deployment. If phone numbers change while deploved or in-port,
these temporary phone numbers should be immediately relayed to
t*he IPAC as soon as practical.

{b) Use of the Non-classified Internet Protocol
Router Network (NIPRNET) {US DoD) E-mail, with or without scanned
files attached, is the primary method of communication that may
pe used. It should be noted, however, that security is
lessened when this method is used. Special care should be tzken
in reviewing the content of E-~maill traffic to protect secure
information. Ensure E-mails are signed, encrypted, or otherwise
to protect information covered by the Privacy Act of 1874.

. Promotion Processes

{1y IPAC. Maintain contact with the deploved unit.

(2} Umit Commander. Refer to chapter 4, paragraph 2 of
thig Order for the promotion process.

g. Family Care Plans. It ig the policy of the Marine Corps
that all members wno are married Lo other service members {with
children), and singlie parents, have & family care plLan
establiished that lists who will be responsible for th
in t%e event ©f deployment., Refer to reference (d)

h. Good Conduct Medalg, Good C
who deploy will be prepared byw the u




i ﬁllotmenta The deploved disbursing personnel providse
full-service to inciude allotment processing as reguired. The
IPAC Customer Service Branch will also provide assistance with
llotments when disbursing persconnel are not deploved and/or the
eployed unic’s 8-1 is unable to procesgs allotments.

3. W~2 Forms. The primary means for a Marine t©o recsive
their W-2 is via MyPay. When deploved during a time of vear that
W-2 forms are issued for the previous tax vear, ¥W-Zs will be
recguested for the deployved unit when MyPay is unavailable. The
Staff Judge Advocate {(8JA)Y can advise on any tax deferrals and/or
and tax related gquestions.

k. Pay, Allowance, and Entitlement Changes

{1} Deployed Unit. Any changes to location of
individuals or groups of pergonnel nmust be relaved to the IPAC
for appropriate unit diary action. Examples of such are medical
evacuatlionsg, emergency leave, concurrent TAD, arrival/depaf?ure
toc an IDP area, CZTE area, and HDP areas. * is imperative tha
informabion relative Lo any pay or allowance be sent
expeditiously to ensure IPAC has sufficlient time to research and
report the reguisite unit diary entries before the UiE date that
affects the next pay period.

(2) IPAC. Upon receipt of updated changes to individuals
oY groups, researcn and report applicable unit diary entries ag
soon as possible to ensure timely pay gervice. Provide feedback
to the deploved unit (8-1) with regard to postings and faillings
of variocus entitlements into the MCTFS5. If an entry fails to
post via uniy diary for whatever reascn, keep the deploved unit
{S-1) informed so Marines are aware cof delavs to pay services in
advance.

™

1. Awards and Bxpeditions. AaAny awards issued, oy
ivions parcicipated in, must be forwarded from the deploved
unit {8-1) to IPAC for unit diary entries.

Vo Upon completing the eligibility reguiremsnts and upon
on of the unit commander, campaign medals in support of
ENDURING oy IRAQI FRERDOM {(CEF/CIF) will be reported.
it diaryv transacbions are ran przcr to the end of the

;. no corrective action will be taken to adiust dates of
edals run in MOTFS. If notificeticon ls not received
unit commander, members will receive the appropriatse
ribbon(g) /medal{g] at the and ¢f the deplovment,




(2) Bffective 1 May 2005, eligibility for the Global War
on Terrorism BExpeditionary Medal (GWOTEM: for service in suppor:
of OEF/CIF has besen terminated. Until a date to be determined,
Marines shall only be eligible to gualify for the Iragi Campaign
Madal and the Afghanistan Campalign Medal for service in the land,
airspace and contiguous watersg of Iraqg and Afghanistan.

{3) Eligibility for Humanitarian Service Medal {(HSM) and
Combat Action Ribbon (CAR} will be determined and maintained by
the appropriate authorities at CMC through a bv-name listing.

5. Naval Administration. Upon recelipt of fieid duty/deplovment
rosters oy TAD orders with Naval Persconnel listed, IPAC will
inform the Naval Administration via E-mall in order to properly
credit/debit the Sailor’s account.

—

6. Transition Teams. These teams and the reguirements to train,
crganize and deploy them are going to ke long term in nature.
While the general 1ife cyecle of a given team is not unliike that
of unit deployment program (UDF} or a MEU, these teams are unigque
in theilr ad-hog composite, size, ebk and flow, an

training/travel reguirements while in Camp Lejeune. II MHG, as
the lead element for these teams, has placed a considersble
enmphasis on suppert structurse Lo these teams as they bring unigue
challenges in scheduling and overlapping training/deployment
processes and de-composite in 7-10 davs.




PRE-DEPLOVMENT MILESTONES

D~80 Receive pre-deplovment roster from deploving un
a. Dump roster inte ODSE o identify the following:
L. *% Marines not attached/Ijoined it
2. Dury status discrepancies {idenzi
. HE-mail findings to deploving unit and FO with list
of discrepancies/inconsistencies

D~80 Request and recelve an updated pre-deployment rosier
z. Dump audit roster into ODSE to identif he following:
1. ** Marines not attached/joined to
Z. Duty status discrepancies {(1denti co G-1g)
h, Meet with unit A47, Adminlhf and X0g to discuss list of
digcrepancies/inconsistencies
¢. Schedule pre-deployment brief and audics

D~45 Conduct pre-deplovment brief and pre-deplovments audits
a. Conduct a thorough review of unit alilpha rosters;
. Bnsure all Navy personnel are doined and attached via MCTFS
.

o, Engure all detachmente and individusl augmentis are attached to unit
or deploving RUC

D-30 Provide depleoving unit Command Grp with an Admin sSnapshot on where
rhey gstand pricr to their deployvment.
a. Delinguent sudlits
b. **Marines not atrtached/jcined Zo unit or deploving RUC
. Duny status discrepancies
. Provide split pav roster to UDB

D-14 Provide UDB wiith a roster of deploving personn and anticipated
departure dates
&. Provide deploving unit Command Grp wit!
they stand prior to their deployment.
L

5

It
e

o
3

1 Admin snapshot on where
1. Delinguent au
**Marines not

d

2 tached/doined to unit or deploving RUC
3. Duty gtatus

&
liscrepancias

g~-1 sends
craonnel who

inconsisten

igure &-1.-—-Pre-deplovment Milestones

-8



GENERAL RULES FOR DEPLOYED EINTITLEMENTS
(DISCLATMER: FEDERAL REGULATIONS TAKE PRECEDENCE OVER THIS
INFORMATION BASED ON THEIR LEVEL OF CURRENCY)

1. Bagic Allowance for Subsistence (BAS) [Enliistedl. BALL
Marines on BAS will continue to receive BAS while deploved;
however, field rations will be started on the day of deployment
and stopped con the date of return from deplovment. The effect of
the field rations entry is that the basic meal rate is deducted
from the BAS rate monthly. In rough figures --- this meang that
a Marine's BAS of approximately $250 per month will be lessened
v $200 per month since meals are furnished by the ship and/or
the MEU during the deployment. (DODFMR, chapter 25). HNote:
Commander, U.85. Central Command {CENTCOM) has provision for
“deploved per diem®, which offsets this checkage.

2. Rasic Allowance for Subsistence {BAS) [Officers]. All
officers serving aboard ship retain their BAS and payv the ship's
wardroom directly. While performing duties ashore in a field
duty status, officerys are checked field rations in the same
manner as enlisted personnel. The monetary effect to the field
rations deduction for officers is that there is a checkage of
approximately $Z00 per month, which is approximately $40 above

the $160 an officer normally receives for BAS. (DODFMR, chapter
253}

3. Family Separation Allowance (FSA). All Marines who have
family members (married or gingle parent), and all Marines
married to other service members (regardless of other family

membersg), are entitled to FSA from the date of embarkation {(or
date they depart PDS in support of the deployment) through the
day prior to the date of debarkation. (DODFMR, chapter 27

4. {(areer Sea Pav/Career Sea Time. All Marines (officer and
enlisgted regardless of grade) are entitled Lo carser sea time
accumulation while deploved. ALl active duty Marines, regardless
o rank, are entitled to draw career sea pay from the dave the
ship leaves port. The career sea pay starts on the date the ship

Lieaves port for the deplovment. The rates Ior career sea pay
vary widely and thus are too numerous to list here. Caresr sea
nay and time continues for the first 30 dave a member 1g ashore
performing dutles when the intenit i1g to return Lo the ship
foliowing those duties. If there is no intent £y SR
ship folliowing those duties, then career sea en

Figure &§6-2.--General Rulss For Depnloved Entiilements

-9
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on the date of debarkation. A Marine that ig onboard Ship for
the purpose of trangportation as a passenger 1s not entitled to

career sea pay. (DODFMR, chapter 18)
5 Basic Allowance for Housing (BAH). ALl personnel in recelpt
of BAH prior to deployment will continue to recelve that BAH

while deploved. The only exception to this is for those gingle
arines in receipt of BAH Own Right who opted to terminate thelr
ental or Lease agreement and opt for single-typs government
guarters for the duration of the deployment. Any staff sergeant
who receives a promotion to gunnery sergeant whzie deploved, and
who previocusly was entitled to BAH Partial by virtue of
assignment to single-type government guarters, may elect to
receive BAH Own-Right at any time from the date of promction.
Upon return from deplovment, give the member a reagonable period
of time to vacate the single-type guarters. BAH starts effective
the day vacated quarters (JFTR, chapter 10, UL0302 and 10400.¢)

% £

?"i

-

6. Hostile Fire Pay and/or Imminent Danger Pay (HDP, HDP-L, HDP-

M). All Marines who periorm duty in a designated IDP area are
entitied to IDP for the whole month, regardless of the date of
arrival or departure in the zone. {(DODFMR, chapter 10

7. Hardship Duty Pay (HDP)- Location (HDP-I1) Assignment
Entitlement. This allowance is payvable Lo membesrs assigned to
guch HDP areas designated by DoD.

3. Combat Zone Tax Exclusion (CZTE). VWaen the ship enters the
latitudinal and longitudinal zone established for CZTE, or when
Marines and Sailors disembark and enter a land zone established
for CZTE, then there 1s a cegsation of federal and state income
tax deductions for those months, and that income 1s therefore
non-taxable. The tax exclusion applies to all personnel with the
following exception for unrestricted officers -- the limit to tax
xclugion is the base pavy of an E-% with 26 vears of sesrvice +
S180.00 {the amount of one montn's IDPY. In other words, 1if th
max basic pav for an E-% is §3,850.00 + 5150 = $4,000.00, then an
nrestricted officer ig limited to an exclusion of $4,000.00 per
month. Any income above that range remains taxable. (DCDE
chapter 44)

3. Deploved FPer Diem. When deploved to AGR for QIF/CEF deploved
per diem is $3.50 per davy. ¥While deploved to West Pac the amount
ig daferred. Refer to JPTR, chapter 4 and MOTFSPRIUM, chapter §.

Figure &-2.--Gaeneral Rules For Denlovad Entitlements--Continued



10, Combat Leave Balance (CLB). For a&ll Marines who recelve a
full tax exclusion, they will also recelive the benefit of combat
leave -~ which means that the leave earned during any moenth when
2 tawx excliusion applies, it is ailso non-taxable at a later date
when the leave is used. As an exanmple, a2 Marine ig in a CZETE
zone from Feb to May, which accounts for 10.0 davs of leave. ZIf
after return from deployment the Marine uses that 10 days leave
in July, then 10 davs of that leave period are also non-taxable
for federal and state income faxes, {DODEFMR, chapter 44)

11l. Post Deployment/Mobilization Respite Absence (PDMRA)
Aeerual. Accrued administrative absence for high deployment that
viclates intended dwell time ratio. Unit managed program.
(MARADMIN 448/07).

Note: It is imperative that timely input of changes te location
and duty status be reported te the IPAC so that the unit diary
entries, which suppoert the above entitlements, can be reported in
a timely fashion. Thisg will lessen the hardships that may arise
for family members that remain behind.

Figure 6-2.--General Rules For Deploved Entitiements—Continued
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Chapter 7

Outbound Branch

1. General. The Outbound Branch is divided into three sections
the Orders Section, Separations Section, and Defense Travel
System Section. The Outbound Branch 1s responsible for the
recelpt of orders, the administrative procesging and issuance of
PC80, PCA, separations, release from active duty, and retirement
processes.

a. Orderg Section. The regsponsibilitieg of the Crders
Section are:

(1} Receiving all PCS0O and PCAD for personnel of
supported organizations.

when in

’4-4

{2} Notification of personnel and their commands
receipt of PUS0O and PCAO.

(3) Counseling of Marines on entitlements for travel and
transportation arising from these Orders.

{4) Preparation and ilssuance of Orders.

{5) Ensure service record entries related Lo the Orders
process have been entered.

{6) Maintenance ¢i the Official ¥File Copy and all related
documents pertaining to the Orders.

-

7} Completion of unit diary actions effeciing the
tramsfe; or reagsignment of Marines,

L. Types OFf Orxders

{1} Permanent Change of Station (PCS). PCSC are iasued
by HOMC and direct a Marine to relocate between permanent duby
stactions. PCSC are Eitl
dependents, if applicable, to travel and transporiation
allowances ag described in reference (g Ll
modified, and cancelled by HOMC via

}
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conjunction with the command. Th wokiiy the parent
uriit/conmand upon receipt of BPCSO on a Marine Marines in
receipt of Orders azre to bhe goveensed to determine 1f they arvs
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@llgible for transfer. Marines qualified and 2iigible for
transLer are o be directed to the IPAC to acknowledge thelrx
Orders, complete reguired forms/data sheets, and recelve
briefings regarding PCS entitlements.

() BAL1l Marvines will report to IPAC with a completed
check-out sheet and transfer proficiency/conduct marks on the
effective date of detachment for receipt cf PCSC and the zervice
record.

(b} The Official File Copy of the Marine's PCEO will
be filed in the Orders Section correspondence fileg after
appropriate unit diary entries have been reported and Page 3
entries have been made.

{2) Permanent Change of Assignment (PCA). PCAQ direct a
Marine’'s change of assignment between major commands located in
the same geographic vicinity of the permanent duty station. The
PCAO are processed and issued by the IPAC in the same manner as
PCS0C; however, no entitlement to travel and transgportation
aliowances exist for the Marine or dependents. The PCAO direct a
Marine to move between MCCs.

{a) ALl Marines will report to IPAC with a completed
check-out sheet with transfer proficiency/conduct marks on
effective date of detachment for recelipt of PCAC and the service
record.

() The CEfficial File Copy of the Marine’'s PCAO will
be filed in the Crders Section correspondence ILiles after
appropriate unit dlary entrieg have been reported and page 3
entries have been made.

c. Permanent Change of Station {(PCS8) Data Sheets. The PCS
Data Sheet ilsg an impertant form, and must be completed by a
Marine priocr to PCS. The PCS Data Sheet will indicate to IPAC
the Marine's desire for leave, transportation, and advance of pay

ent;tiemgntsw Marines should complete and submit & PCS Data
Sheet z minimum of 30 dayvs prior to thelr detachment date when
appiicable. They must have this completed at least 30 davs prior

procegssing. Any Marine who does not complate
not :recez.ve a0vances oY leave ern-roube.

o allow for timely
a PCS Data Sheet wil

3 3

4. Obligated Seryvige Raguirement. Marines who do not
meet obligated service regquirenments or do egsire bo extend or
veeﬁiwst, must ses thelr Career Planner and Crders Section to
sign a tement of “non-intent” of extending/reenliisting within

T2



13 business davs and hpon recelipt/notification of 2LS0. The
areer Planner must ensure a copy of the letter te CMC is
forwarded to IPAC when signed by the Marine. The Career Planner
is also responsible for making the Page 11 service record entry
angd forwarding it to the IPAC. Marines in receipt of Orders to
Inspector Instructor (I&T) duty or a gpecial duty assignment mugh
meet the following obligated service reguirements:

{1} I~-I duty - 36 months upon reporting.
Y ¢ ¥

{Z2) Marine Corps Security Forces (MCSF) - 24 months upon
graduating Schoo;.

(3} Marine Security Guard (MSG; - Sergeant and below 30
months upon reporting/staif sergeant and above 35 monchs upon
reporting.

{(4) Recruiting Duty - 36 months upon complietion of
school.

(5} Drill Imstructor (DI} - 36 months upon completion of
sSChnool .

{6) Marine Combat Instructor (MCT) - 36 months upon
completion of school.

(7) Career Marines who do not meet obligated service
regquirements o execute PCS0O and who do not degire to extend or
reenlist should notify CMC wvia unit Career Planner.

e. PCS Orders Notification. The PCS Pending Orders Report
will be provided to the supported organizations on a weekly basis
by the IPAC.

{1) Upon notification of & Marine in receipt of
PCSC/PCAQ, the unit S-1 must have the Marine report to the
Ordereg Section ag soon asg possible to begin PCS processin

2} A PCS Data Sheet wjll be provided to the Marine at
the time they acknowledge their Crders, for the Marine’'s use in
electing delay en-route, oprogeed, mode 0f travel, and advances,

et 11T K
W1l.ii D& LI
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S
Checkliscs will b@ &ﬁpt Ly “G%p¢ebeé and delivex
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completing checklists can advergely impact a Marine’'s reguested
trangfer date {leave) and monetary advances.

(4} A copy of the PCEO, with approuf%atioq data, will be
provided for use in scheduling both the household gocods shipments
and termination of cuarters once the Marine reports to IPAC with
rhe comnpleted PCS Data Sheet,

f. ¥Modification/Cancellation of PCSC. Reguests o modify or
cancel PCS0O will be prepared by unit commanders with a copy
forwarded to the IPAC.

]

{1y ALl reguests for modification or cancellation of
PCS0Og musgt state the reason/jusiification within the AL Form,

{a) The AA Form endorsement musi state that the
Marine was counseled on the effect that refusal to accept Orders
may have on their e2ligibility for continued service or promotion.
The Page 11 entry will accompany the A2 form and endorsement
forwarded to the IPAC.

(2} HOMC must be advised via naval megsage within 10 davs

of receipt of PCSCs of Marines who will not extend or reenlist to
have gufficient obligated gervice Lo execute PCSOs.

{a} The Naval message wi be prepared by the unit
commander and forwarded Lo the MSC's -1 Branch for release.

g. PCSO Processing

(1) Continental United States | X
raecelipt of the notification ¢f PCSCs, the Marine should contact
the Orders Section. Orders will be issued based upon the
information contained in the PCS Data Sheet.

CONUS) Assignments. Upo
h

Spegial Duty Agsignments (SDA). Upcen receipt of the
ificarion of PCS0s o a gpecial duty assignment, the Marine
muUsSt report to thelr Career Planner with the appropriate
r ing checkiist for assistance in completion and
cartification by the command. Crders will be issued bazged upon
the information contained in the PCS Data Sheet, and once all

Ov

®
-
t:S

checkliste have been turned in.

ungualified for th
maet conoaco .

L T P
wilil notify the




that Orders may need to be modified or canceled, as appropriate.
The G-1 will issue a naval message requesting the modification.
Such reguests must be forwarded as soon as the diggualifving
factor is known, due to the high visibility of 8DA‘s. Note that
"noncompliance’ reguires commanding general level response.

{b) Execution of the S
issuance of additional uniform 1

andard Form (87 604 for
T T
responsibility of the Marine’'s unit.

i
eguired for the SDA sz the

{3} Outside of Continental United States (OCONUS)
Assignments. Upon recelipt of the notification of PC8Os, the
Marine should contact the Crders Section and will be given an
overseas checklist. OCrders will be issued based upon the
information contained in the PCS Data Sheet and completion of the
overseas checklist. It is imperative that the overseas checklist
is completed as soon as possible for timely processing cf orders.
Area Clearance, porit-call, and advances must be submitted with
enough lead time in order to detach on time.

h. Government Quarters/Temnporary Lodging Expense {TLE) .
Commands must ensure that all Marines who vacate government
quarters are required to report to IPAC Orders Section with their
Termination of Government Quarters Verification form to ensure
the BaAH has been properly credited to the Marine’'s pay account
with the proper effective date. Fallure to do gso will resulit in
the Marine being cover/under pald and BAH will not be
started/credited. Also, Marines could be entitled to TLEH
depending on the date guarters are vacated and Member is residing
in temporary gquarters elsewhere,

i. Check Our/Issuance Of Crders

(1} The check-out sheet will be issued by the parent
command {(5-1}. The check-out procedures for transferring
personnel remain the responsibility of the Marine’'s unit, and
command supervision is essential. Supported corganizations must
engure that the Marine has completed all check-out reguirements
prioy to reporiing to the IPAC for lgsuance of Orders. The
original check-out sheest wilil be retained by the Orders Ssction

and ettached to the Cfficial File Copy of the PCS0’s.

{2y Two weeks prior Lo transfer, the HMarine 14 report
to the IPAC Orders Section to ensure thait al ments have
bean completsed and the Marine has completed theily gservice record
audit,

-



{2} The PCS0O's bhecome effective at 0800 on the date of

{4) The Cfficial File Copy. signed by the Marine, and all
documents relatfing to the transfer wlill be retained by the IPAC
in the official correspondence files.

3.  AGvances Prioxr To PCS. Reguests for advances of pay,
travel, and dislocation alliowance (DLA) (as applicable; will be
accomplished through completion ©f the PCS Data Sheset 90 las
applicable) days prior to the transfer date. Marines will
complete thea appropriate form(sg) within the PCS Data Sheet
pertaining to their reguesiz. The IPAC will submit all reguests
o the Disbursing 0ffice 30 days prior to the Marines departure
date. Payments are normally deposited by electronic funds
transfer to the individual’'s account, no eariier thar 10 working
davs prior to their scheduled transfer date.

(1) Pay Guidelines. The IPAC will ensure compliance with
reference {v) for any advance pay reguests outside normal
parameters uniess Note: {1} below has been met. All advances

outside normal parameters [(such as reguests for advance pay from
Marines in the grades of lance corporal and below, reaguests
extending repayment, reguests for more than one month advance
pay, and reguest for payment outside the eligibility wgnéow) must
be approved and authorized by the unit commanding officer. It is
imperative each unit adheresg to administrative reguirements prior
to submission of the approved request to IPAC for vrocessing.

Note: (1) The Marine’'s written justification must include a
minimum of: {(a) a list of actual and anticipated expenses, (b)) an
explanation of the circumstances which cause the greater than
normal expenses to be incurred, thus reguliring advance pay of
more than one month, {¢) a listing of offsetting entitlements
{e.g. family member travel, advance BaH, DLAY) and (&) Marines wno
reguest a repavment schedule in excesg of 12 nonths must provide
specific Justification on the situation that might indicate &
financial nardship in repavyving the advance in the normal 1Z2-month
time period.

¥. Humanitarian Permigsgive Temporary Aaditional Duty (P2
Commands are ﬁesgonglhle o forward a copy o the CMCO messag
.

approving or disapproving the Marine's humanitarian reguesi to
the IPAC Outbound Branch, attention PCSUOs 0IC or SNCOIC at the
IeAC., When the Marine returng from Humanitarian PTAI the Marine
must rep@w* to the O”“omuﬂd Branch at the IPAC to com @i@? &
travel itinerverv/voucher and post-TAD audit.
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Outhound Branch

1. General. The Outbound Branch ig divided into three sections
the Orders Section, Separationg Section, and Defense Travel
System Section. The Outbound Branch is responsible for th
receipt of orders, the administrative processing and issuance of
PCS0O, PCA, separationg, release from active dubty, and retlrement
processes.

a. Orders Sectionn. The responsibilities of the Crders
Section are:

(1) Receiving all 2CS0 and PCAC for personnel of
supported organizations.

{2) Notification of pergonnel and their commands when in
receipt of PCS0O and PCAO.

{3) Counseling of Marines on entitlements for travel and
transportation arising from these Orders.

{4) Preparation and issuance of Orders.

(5) Ensure service record entries related to the Orders
process have been entered.

(&) Maintenance of the Official File Copy and all related
documents pertaining to the Orders.

(7} Completion of unit diary actions effecting the
transfer or reassignment of Marines.

o. Tvpes Cf Grders

{1} Permanent Change of Station (BCS). PCEC are isgused

HOMC and direct a Marine to relocate between permanent duty
stations. PCSC arve fully funded and entitle the Marine and
dependents, if applicable, to travel and transportation
allowances as described in reference (g). All PCSO are issued,
medified, and cancelled by HQ%C via the IPAC's (rders Section, in
coniunciion with the comman nobhify e marent
unit/oommand upon regsipt 5 in

raeceipts of Orders are to be soo
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eligible for transfer. Marines gualified and eligible for
transfer are to be directed tc the IPAC to acknowledge their
Orders, complete reguired Iorms/data sgheets, and receive
briefings regarding PCS entitlements.

{a) A1l Marines will repor:z to IPAC with a completed
check~out sheet and transfer proficiency/conduct marks on the
effective Jdate of detachment for receipt of PCSC and the service
record.

{(b) The Official File Copy of the Marine’'s PCSO will
be filed in the Orders Section correspondence files after

appropriate unit diary entries
entries have been made.

{2}

rPermanent Change of Assignment

have een reported and Page 3

(PCAY. PCAD direct a

Marine’s change of assignment between major commands located
the same gecgraphic vicinity of the permanent duty station.

issued by the
no entitlement to
Marine cor dependents.

PCAD are processged and
PCS0O; however,
allowances exist for the
Marine to move between MCCs.

(a)
check-out

in
The
IPAC in the same manner &as
travel and transportation

The PCAC direct a

All Marines will report to IPAC with a completed
sheet with transfer proficiency/conduct marks on

effective date of detachnment for receipt of PCAC and the service

record.

(b}
be ied in the Orders Section
appropriate unit diary entries

entrieg have been made.

£
L

C.

The (0fficial File Copy of

have peen reported

Parmanent Change of Station

the

Marine’'s PCAQO will
correspondence files after

and page 3

-

{PCS) Data Sheets. The PCS

Data Sheet i1s an lmportant
Marine priocr to PCS.
the Marine's desize
entitiements.

for lesve,

form,
The PCS Data Sheet

Marines should complete and submit

s

<
IPAC

£
A A

PCS Data

and must be completed by
indicate to
and advarnce

copa 10
WLa i

cransportation, ray

o

Sheet a minimum of 90 days prior to thelr detachment date when
applicable. They must have this completed at least 30 davs priox
to o allow for timely procesgssing.  Any Marine who doss not complete
& PCS Data Sheet will nobt receive advances or leave en-roube.

4. Obligated Service Reqair@meat; Those Marines who do not
meat obligated service reguirements or do not desire to extend or
reenliist, must sea their Career P;aMm@f and Orders Section to
sign a statement of “non-~intent” of extending/reenlisting within
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L0 business davs and upon recelipt/notification of PCSC. The
Caresy Planner must ensure a copy of the letter to CMC is
forwarded to IPAC when signed by the Marine. The Carser Planner
is also responsible for making the Page 11 service record entry
and forwarding it Lo the IPAC. Marines in receipt of Qrders to
Ingpector Instrugtor (I&T) duty or a special duty assignment must
meet the following cbligated gervice reguirements:

{1} I-T dubty - 36 months upon reporting.

(2) Marine Corps Security Forces (MCSF) - 24 months upon
graduating school.

(2) Marine Security CGuard (MSG) - Sergeant and below 30
months upon reporting/staff sergeant and above 36 months upon
reporting.

{4} Recruiting Puty - 36 months upon completion of
achool.

(5) Drill Instructor (DI} - 36 months upon completion of
school.

{6) Marine Combat Instructor (MCT) - 26 months upon
completion of school.

{7} Career Marines who do not meet cbligated service
requirements to execute PCSO and who 4o not desire to extend or
reenlist should notify CMC via unit Caresr Planner.

e. PCS Orxders Notification. The PCS Pending Orders Report
will be provided to the supported organizations on a weekly basis
by the IPAC.

(1} Upon notification of a Mari ipt of
PCSO/PCAD, the unit 5-1 must have the < rt o the
Crders Section as soon as possible to begin rocessin

2} A PCS Data Sheet will be proviéed to the Harine at
he time they acknowledge thelr Orders, for the Marine’'s use in
tecti delay en-route, proceed, mode c$ travel, and advances.

(3} Checxlists for overseas or special dubv assignments
wlil pe included with the PCS Data Bheet as niecessary.
Crheckligts will be promprly completed and delivered to the
Orders Section 20 days prior to the date of itransfer. Delave in

73
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completing checklists can advergely impact a Marine’' s reguested
transfer date (leave) and monetary advances.

{4y A copvy of the PCS0, with appropriation data, will be
provided for use in scheduling both the household goods shipments
and termination of quarters once the Marine reports te IPAC with
the completed PCS Data Sheet.

f. Modification/Cancellation of PCS0., Reguests to modify or
cancel PCSC will be prepared by unit comranders with a copy
forwarded to the IPAC.

{1y All reguests for modification or cancellation of
PCSOs must staie the reason/justification within the AA Form.

{(a) The A2 Form endorsement must state that the
Marine was counseled on the effect that refusal to accept Orders
may have on their eligibility for continued service or promotion.
The Page 11 entryv will accompany the AA form and endorsement
forwarded to the IPAC.

(2} HOMC must be advised via naval message within 10 days
of receipt of PCSCs of Marines who will not extend or reenlist to
have sufficient obligated service tTo execute PCS0s.

(&) The Naval message will

1 be prepared by the unit
commander and forwarded to the MSC's G-1

Branch for release.

g. PCS0C Processing

{1} Continental United States {CONUS) assignments., Upon
receipt of the notification of PCS0s, the Marine should contact
the Orders Section. Orders will be ilssued based upon the
informarion contained in the PCS Data Sheetb.,

{2} Special Duty Assicnments (8DAY. Upon recs
notification of PC80s to a special duty assignment, th
must report to their Career Planner with the appropriat
gereening checklist for assgistance in completion an
certification by the command. Orxders will be issued based upon

]

rhe information containsed in the PCE Data Sheern, and once all
checklists have been turned in.
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that Orders may need o be modified or canceled, as
The G-1 will issue a naval message reguesting the mod fication.
Such reguests must be *ora@xéeé as scoon as the disgualifving
factor is known, due to the nigh wvisibility of SDn s. Note that
"noncompliance” reguires commanding general level response.

{b} Execution of the Standard Form (§F) &04 for
issuance of additional uniform items required for the SDA is the
responsibility of the Marine’'s unit.

{3} Outside of Continental United States (OCONUS)
Assignments. Upon receipt of the notification of PCS0s, the
farine should contact the Orders Sechion and will be given an
overseas checklist. Orders will be issued based upon the
information contained in the PCS Data Sheet and completion of the
overseas checklist. It is imperative that the overseas checklist
ig completed as soon as possible for timely processing of orders.
Area (Clearance, port-call, and advances must e submitted with
encugh lead time in order to detach on time.

h. Government Quarters/Temporary Lodging Expense (TLE).
Commands must ensure that all Marines who wvacate government
quarters are reguired to report to IPAC Orders Section with their
Termination of Government Quartersg Verification form to ensure
the BAH has been properly credited to the Marine’'s pay account
with the proper effective date. Failure to do so will result in
the Marine being over/under pald and BAH will not be
started/credited. Also, Marines could pe entitled to TL
depending on the date guarters are vacated and Marber is residing
in temporary quarters elsewhere.

i. Check Cut/Issuance 0f Orders

(1) The check-out sheet will be issued by the parent
gommand {(8-1). The check-out procedurses for transferrin
perscnnel remain the resgponsibility of the Marine’'s unit, and
command supervigion lsg essential. Supported organizations nmust
ensure that the Marine has completed all check-out reguirements
prior to reporting to the IPAC for issuance of Orders. The

riginal check-out sgheet will be retained by the Orders Section
nd attached to the Cfficial File Copy of the PCE0 ' s.

b Two weeks prior ine should report
to the IPAC COrders Bection o L 2 £ al rgq&iISFEFiS have
been comgleted and the Marin ‘ ned & racord

7
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{3} The PCSC’s become effective ar 0800 on the date of
transier.

{4y The Official File Copy, signed by the Marine, and all
documents relating to the transfer will be retained by the IPAC
in the official correspondence files.

7. Advances Prior To PCS. Reguests for advances of pay,

-

-

travel, and dislocation allowance (DLA} (as applicable) will be
accomplished through completion of the 2CS Data Sheet 86 {as
applicable) dayvs prior to the transfer date. Marines will
complete the appropriate form(s) within the PCS Data Sheet
pertaining to theilr request. The IPAC will submit all reguests
to the Disbursing Office 30 days prior to the Marines departure
date. Payments are normally deposited by slectronic funds
transgfer to the individual’'s accgount, no sarliier than 10 working
davs prior to their scheduled transfer date.

(1} Pav Guidelines. The IPAC will ensure compliance with
reference (v) for any advance pay reguests ourtside normal
parameters unlegs Note: {1} below has bpeen met. All advances
outside normal parameters (such as requests for advance pay from
Marines in the grades of lance corporal and below, regquests
extending repayment, reguests for more than one month advance
pay, and reguest for Dayment outside the eligibility window) must
be approved and authorized by the unit commanding officer. It is
imperative sach unit adheres to administrative reguirements prior
te submission of the approved reguesit to IPAC for processing.

Note: {1) The Marine's written justification must incliude &
minimum of: (a) a list of actual and anticipated expenses, (b} an
explanation 0f the circumstances which cause the greater than
normal expenses to be incurred. thus reguiring advance pay of
more than one month, (¢} a listing of offsetting entitlements
{e.g. family member travel, advance BAH, DLA) and {(d) Marines who
reguest a repayment schedule in excess ¢ 12 months must provide
gpecific dustification on the sizuation thart might indicate a
financial harxdship in repaving the advance in the nermal 1Z-month
time peariod.

k. Humanitarian Permissive Temporary aAdditional Duty {PTAD).
Commands are regponsible To IZorward a copy of the CMC message
approving or disapproving the Marine's humanitarian reguest to
the IPAC Outhound Bgafc% attention PCSOs OIC oy SNCOIC at the
IPAL.  When the Marine returns from Humanitarian PTAD, the Marine
mist report o the Cutbound Branch at the IPAC to complete a
travel litinerarv/vouchery and post-TAD audit.

7-6
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2. Separations and Retirements Section. The IPAC Cutbound
Branch is responsible for providing clerical support for the
conduct of separations of all active duty or retiring Marines
assigned to the II MEF commands and to MCB Camp Ledjeuns.
Specific duties of the GCutbound Branch are reflected within this
chapter, and include agsisting with zeparaticns at ZAS,
retirements, administrative separations, and those placed on the
Temporary Disability Retired List (TDRL) /Permenent Disabllity
Retired List (PDRL}.

a. Career Pilanner Related Entrieg. The unit Career Planner
is responsgsible for ensuring all enlistment contracits are properly
annotated when 2ligible members do/do not desire Lump Sum Leave
{LBL). The Career Planner is alsc responsible for the following:

(1) Ensuring that all reenlistments and contract
extensionsg are forwarded to the IPAC Separationg Secticon within
three working days for unit diary reporting and placement of
reenlistment contracts in the SRR.

(2} It is the Career Planner’'s regponsibility to ensure
the IPAC Separations Section receives all “Will Reenter” reguests
on those members whio have submitited a reguest Ifor reeniistment no
earlier than %0 davs, but no later than 4% days prior the
Marine’s EAS.

{3) Career Plammers will have a DTMS account received wvia
the Director, IPAC to type NAVMC 11116°'s for selective
reenligtment bonug and selling of LSL. The IPAC Command Support
Branch will ensure a NAVMC 1111% is typed and submitted to the
disbursing office for all Career Planners with DTMS access.

b. IPAC R@spowsibiEQ“ies, The IPAC Separations Section will
fepo““ the reenlistment/extension of enlistment and associated
bonus points. For SRBP and AIP payments, refer to chapter 3 of
this Ovder.

. Will Reenter Diasry Entries

{1y Car Pla ; will nobifyv th ararions Section
in writing of ; U ntry reported on
ihe uﬁit di

into MOT
L@ag the rec rigd, afte
expiration of &4 allowancss stop
The “Will Reent rlier that 90




davs, but no later than 45 davs prior to ECC, and will be ma
niy LI the Marine has submitied, but is not vyvet approved, £
reenliscment.

(2} Upon notification by the unit Career Planner, the
Separations Section will delete “Will Reenter” remarks as
erronecus when notified of a Marine’s intent to separate from the
Marine Corps, so that normal separaticns actions can resume.

d. Check Out Procedures. Marines and commands must
coordinate with the IPAC as soon as separations actlion 18
contemplated, and remain in contact, in order to ensure DpProper
administrative action is completed on the timetables outlined in
this chapter. Personnel shall report to the Separations Section,
90 davs prior to BAS or departure on terminal leave.

(1) Upon reporting to the IPAC, Marines will receive a
ghort briefing from the Separations Section personnel. During
thig brief, each Marine will complete a case folder containing
administrative forms providing information necessary for
completion of the DD Form 214, WNAVMC 11060, and other separation
documentation based on their circumstances as well as terminal
leave. A complete annual audit will be conducted at the initiail
briefing

-
i

(2} Each Marine will rece;ve a Pre-Separation checklist.
The checklist will identifyv milestones starting 180 days out (360
days for retirements/transfer to FMCR) from the anticipated
gseparation date that must be congidered and completed prior to
tne separation date. Marines must return to the IPAC no lat
than 30 davs prior to their planned date of dstachment to review
documents and progress.

{3} Marines will be counseled on keeping their direct
eposit account open S0 davs after thev are separated to allow

&

ErT of the final settlement cof the Marine’'s pay account.
Furthermore, Marines retiring/transferring to FMCR must
™

continually keep an EFT account open in order Lo recelive
retirement payments.
e. Transition Agslistance Managemsent Program [TAMP)
{2} Unit commanders must ensure Marines being separated
From active duty are counseled by the command UTC concerning the
TAMP, Tran nn Assistant Program (TAP), and any other relevant

civil read



(2} The Marine will be reminded of the reguirement to
attend the mandatory separations brief and the seminar provided
by MCR Camp Lejeune. Bach command UTC or TAMP coordinator,
normally the Career Plarnner, will ensure thelyr Marines attend the
brief. Documentation of the attendance from both the separations
class and the TAP class will be forwasrded toe the IPAC Separations
Section for inclusion into the document side oI the service
record pricr to the Marvine’'s departure.

{3}y TAP/TAMP for Marines pending administrative
separation should be scheduled as soon as the administrative

separation process is initiated.

f. PFinal Physicals

(1) Physicals should be scheduled no more than 12 months,
but no less than six months, prior to the effective date of
geparation Lo allow time for necessary medical treatment ox
disability processing. Blood laboratoryv work 1s good for only 50
davs and must be redone if the 90 dav window has expired prior to
the Marine's separation (every Marine being separated is reguired
to submit to an HIV test prior tfo separating, but will not be
held on active duty pending results of the HIV test.)

{2) Unit commanders must ensure discharge physicals are
initiated not less than six months prior to the date of
geparation to ensure the separating Marine is physically
cualified for separation. Reenlistment phvsicals are not
acceptable substitutions for separation physicals.

(3} It isg the sole resgponsibkbility of the Marine to
schedule the phyvsical and provide a copy to the Separations
Section pricor to the efifective date of terminal leave/PTAD.

{4y Final physical for Marines pending administrative
separation should be scheduled as soon asg the administrative
geparation process ig initiated.

. Terminal Leave. Marines who desire to take terminal
leave must contact the IPAC early to discuss reguirements.
complietion of all reguired briefings, the Merine must return
the completed terminal leave reguests approved 9; z c i
command/normal leave approval &:tﬁsw;t; a2t least 30 davs oyior to

che plarmmed departure date oI cerminal av

€'D
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{1} Unit commancders may grant terminal leave up to 90
days. Reguest for terminal leave in excess of 90 davs must be
ubmitted to CMC for approval.

(2} The Marine will be issued orders authorizing leave
awalting separation frxom the IPAC Separations Section on the date
of departure. Dol regulationg prohibit lssvance of an advance
copy of their DD Form 214 prior to thelir EAS.

(3} Upon the EAS date, the IPAC will mail-ocut the Marine's
0D Form 214 and provide a pre-addressed stamped envelope for them
to mail their DD Form 2MC (Active Duty ID Card/Dependent ID Card)
back to the IPAC. The DD Form 224 will be mailed to the address
providaed by the Marine prior to departure.

(4} To receive Reserve/Retired ID cards, Marines are
responsible for taking source documents to any ID card issuing
facility. All active, National Guard, and Reserve activities
with on~line access to DEERS may igsue ID cards.

{5} A “Leave while awalting Separation” entry is processed
onn the unit diary once the Marine goss on terminal leave. This
will allow for proper BAS/BAH entitlements to be reported and
posted in the MCTFS.

h. Household Goods Shipments. The Separation Travel
Certificate (NAVMC 110630) will be completed not later than three
working dave after approved terminal leave papers are provided to
the IPAC. The Marine is responsible for taking six copies of the
NAVMC 11060 to Transportation Movement Cffice {(TMO) to arrange
shipment of household goeds. If retiring and/or Transfer to the
FMCR then Orders will be generated for TMC Hcousehold Goods
Shipment.

{1} End of Tour The command 1s responsible for
completion of any awards, 1f applicable.

{2y Letter of Appreciation. Comnands must prepare and
issue, per MARARDMIN £22/07, a one-Lime Letter of Apprecisiion
gigned by the CMC to all Marines, officer and enligted in the
toral force (regardless of rank, component cgﬁe or length of
service in the Corps! released from active duty with an honorable
characterizarion of service. Each Mari 11l aiso recelve

round display sticker with the =sagle, globe and anchor



B0 5001.1
# a8y

middle encircled by the words “UNITED STATES MARINE CORPS” above
and “I SERVED HONORARLY" below.

(3} Certificate of Appreciation. Commands musi prepare
per MARADMIN 229/00, in addition to the Letter of Appreciation,
the Certificate of Appreciation {(NAVMC 11352, fto be presented
for their first term Marines and junior officers following their
active gervice obligation and transfer to the Individual Ready
Reserve {(IRR) prior to the date of departure.

7. Supply Accounts. Marines should inventory their
equipment and gsettle discrepancies with supply accounts as early
as pogsible dus to the fime required to rectify deficlencies.
CI¥ checkages for missing gear must be routed via the Marine's
chain of command and delivered to the IPAC uging NavMC 6 signed
by their unit supply officer for reporting on the unit diary.
Marines will not be able to completely check out with CIF until
they have validation that a checkage has been reported.

k. Retirement Ceremonies. Reiirement ceremonies are the
responsibility of the command.

1. Check Out Sheets. Marinegs will report to their command’s
$-1 Branch prior to thelr EAS, or the first day of terminal
leave/permissive TAD, to be issued check-out sheets. Loca‘a'E
commanders are responsivle for the check-out sheel completionsg by
Marines prior to them taking it to the IPAC. The check-out sheet
documents completion of the phyvsical check-out process from their
parent unit and MCB Camp Lejeune, and commands must provide
supervision to the Marine as recguired. The Marine must complete
check-out priocr toe final processing at IPAC Separations Section.

(1} The Marine will check-cut of the IPAC on the day of
departure. If the Marine ig still under an obligation with the
Marine Corps he or she will check-out with the ID Card Center.
Administratively sepavaied Marines must surrender theilr ID caxd
during the check-out process. All departing Marines must turn in
their Health and Dental records, DD Form 2468, and completed
chaeck-out sheet Lo the IPAC. Marines departing on their TAS will
recelve the DD Form Z14. Marines departing on terminal leave
will receive thely Terminal Leave Orders. ﬁOpV cne and four of
che DD Form 214 will subseguently be forwarded Do the address
provided by the Marine during the geparation interview upon their
h & return recelipnt Cransmittal

-
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2} The IPAC Separations Section will make necesgary
entries to close out the service record, and make a2ll unitc dia
entries xe*““LPg to the release from active duiy/TR
FMCR/Retirement /TR TDRL/TR PDRIL.

[

(3) The IPAC will mail the service recorxds (o include
medical/dental records, asg appropriate; to higher headguarters
within one workday of the completion of all administrative
actions. All reccerds will be accompanied with a copy of the
Service Record Transmittal Sheet indicating the date the service
records were mailed. Copies of the Service Record Transmittal
Sheet will be maintained in the 30-day tickler until verification
of receipt for custody is returned. The transmittal sheet will
be filed in the Separations Section corrvespondence files.

m. End of Active Service (EAS)/Release From Active Duty.
The IPAC Separations Section will track personnel pending EAS
separation when the Marine is within 90 days of their EAS by
using "800 day EAS rosters' which they qgquery from QDSE. Marines
who are being separated must report to the IPAC Separations
Section no less than %0 days prior to theilr EAS or terminal
leave/permissive TAD commencement date to bhegin the separvation
process. Each unit will be notified of personnel who fail to
report.

n. Administrative Separations

{1} The IPAC Separations Sectilon will track personnel
pending administrative separations {(ADSEP; upon notification from
rthe parent command. Commanders must provide the IPAC a copy of
the administrative separation recommendation when it is forwarded
to the Legal Services Support Section {LSSS) and/or respective
separation authority Staff Judge Advocate (8JA) for submission to
the separation authority (do not forward coples of the reguest
for legal services). Upon receipt of the commander's
recommendation for ADSEP, IPAC Separations Section will report a
promotion restriction entry on the unit diary. This entry will
also serve as notification to the local Disbursing 0ffice to stop
allotments and terminate the Marine'’'s direct deposit to prevent
overpayvmants. Checkages of indebtedness, to includes NMCRS ioans
will alsc be ilmplemented when applicable.

(2} These Marines should be directed to the IPAC when the
ADSEP recommendation 1s submiitted, not when it ils approved, Each
unit commander will be notified of those personnel who c
report

=]



{3) Marines must report Lo the IPAC to recelve a short
briefing from the SeparatLo g Seciion personnel. As certain
actions still Vequ*r@ considerable time to compliete (ssttlement
of supply account, final physical, TAPR/TAMP, etc.), command
supervigion is reguired: commanders are encouraged to assign an
NCO escort to the Marine to ensure compllance.

{4) Marines will normally be separated not later than 10
davs after the ADSEP is appraved: an adiusted BEAS/ECT will be
reportved effective 10 days after approval.

{5) Wnen the ADSEP ig approved but suspended, the command
must forward the documentation to include appropriate Page 11
entries (non-recommendation for promotion) to the IPAC
Separatlionsg Secticn. The IPAC Separations 8Section will submit a
NAVMC 131116 to the Disbursing Office to restart the Marine’s
Clrect deposit.

m. Appellate Leave. Refer to chapfer 4 {Legal Section) of
thig Ordeyr for informatiocon.

n. Transfer to the Flest Marine Corps Reserve (FMCR) and
Retirements

(1) All approved reguests for retirement or transfer to
the FPMCR will be submitted into the MCTFS by the Separations
Section after having determined the Marine’'s eligibility.
Marines will complete the Retirement Pre-Application Checklist
per appendix J of reference (i) and submit it to the unit
commanding officer or designated representative via thely chain
of command. The reguest will establish a reguested
FMCR/retirement date and planned departure date. The checkiist
will serve as the source document for the unit diary ent

{2) Reguests will be submitted via unit diary no
e@arlier than 14 months and no later than four months prior to the
requested date. Separation can pe requested ocutside of these
parameters via AA Form to CMC (MMSR) with Justification.

{a&) Reguests for transfer Lo the FMOR apply to
enlisted Fa?ines who complete 20 or more vears of aciive gervice.
The regussted dace of transfer t©o the FMCR/retirement must be the
last day of the month
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(b} Reguests for retirement for enlisted Marines upon
completion of 30 or more vears of active service. %He requested

date of transfer is the first dav of the month following desired
month of retirement.

(¢} Officers transfer to the retirvred list upon
compietion of 20 or more vearg of active service. The reguested
date of transfer is the first dav of the month following the
desired month of retirement.

(d)y HCMC acknowledges receipt of the reguest by
entering a “PENDING” on the DFR. Separations will notify HQMC i
this entry ls not received on the DFR within 10 davs of reporting
the reguest.

{3} The SNCOIC cof the Separations Section will certify
that these administrative steps were taken and provide the parent
unit with an encrypted E-mail containing the date the action was
cempleted and the unit diary number repcorting the reguest for
FMCR or retirement. This E-mail will aliso provide the Marine
with the date thev must report to the IPAC Separations and
Retirements Section to begin separsation processing. The IPAC
Separations Section will maintain an electronic copy of this E-
mail.

{4y Zach unit will be notified of those personnel who
fail to report to the Separations Section in sufficient time to
process regulred documentation.

(5) Marines and commands nmust keep the Separations
Section informed of any modifications or changes to retirement,

8) Marines will be counseled on issues relating to
pay while in a FMCR or retired status. These issues include, but
are not limited to, information relaring to the retirement/
{1
a

@

retainer Pay D Form 2658, foreign employvment regtrictions,
unauthorized allotments, and SBP.

(b} The Marine will be reguired to complete a
Retirement Information Sheet, which is forwarded through their
chain-cf-gomrand. Retlirees are eligible to zreceive 20 days PTAD

s
orncé the retirvement reguest is approved by HOMC.

[ TY. 3
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rhe FMCR/retirement date or commencement of



Marine will set up an appointment and return Lo the IPAC
Separationg Section for review of the Retired Pav Date Form (DD
Form Z656). Attendance of the Marine’'s spouse at thisg
appointment is highly encouraged per reference {(t). Marines are
encouraged to review the SBP with the Camp Lejeune Veterans
Affaire Qffice.

{a) The SBP allcws all members of the uniformed
gervices who will be entitled teo retired pay Lo leave an annulity
to their designated survivors &t a reasonable cost Marines
reguesting retirement/transfer FMCR will bhe caunseLed on SBP at
least 60 days prior to the approved retirement date and will make

n election on the Retired Pay Data Form.

(b} It is the responsibility of the Marine to adijust
or stop all allotments a mininmum of 60 days prior Lo retirement.
Marines transferring to the FMCR are not allowed to continue
gsavings bond allotments held in safekeeping. These allotments
must be stopped and restarted with & mailing address. The
finance officer will stop &ll charity allotments. Unless
otherwise reguested by the Marine, all other alloiments will
automatically continue after retirement.

{7} Upon return of the complileted check-out sheet, the
Marine will be issued appropriate travel Orders.

o. Discharge For Physical Digabiliny

7 -

{1) The IPAC Separations Section will process separations
for physical digabilisy when CMC authorization for discharge for
phvsical digability {(with or without severaﬁce) is recelived, Lo
include TDRL/PDRL. Commands will be notified via e-mail by the
IPAC Separations Section, and must direct Marines o report to
the IPAC Separations Section.

(2) Marines who are being discharged for physical
disability must report Lo the IPAC Separations and Rebtirvements
Section within two working éays of HOMC's notification o the
command Lo bpegin separating the Marine. Marines will receive a
briefing, and commands will be notified of thoge pergonnel who
fall to report. Separations briefg (TAMP/TAP; remain a
eguirement, ag well as Dissbility Transition Assisgsiance Program
(D-TAP} for bthose subject to & Physical Bvaluation Board (PEB).

m
&
gx

(3} HOQMC esgtablishes the sev tion dates for personnel
to be disability retired and can only be modified by
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HOMC. Marines will be notified when they are to be separated.
Marines with a geparation date falling on a weekend or holiday
may elect to take terminal leave and detach on a workday.

(4) Wnen Marines in the disability procegs are pending
administrative separation for misconduct or punitive discharge,
commands must notify the PER Section at the Naval Hospital and
IPAC Separations Section who will in turn notify CMC {(MMSR-4).

p. GCrders Home Awaiting Physical Evaluation Board (PEB)

(1) Reguests for Orders home awalting Ifinal action by the
PEB will be submitted for approval/disapproval to the Marine's
regpective commanding officer using & Home Awalting Orders
reguest form, via the chain of command. Reguests for Orders home
awaiting PEB will contain a completed signed copy of the findings
of the PER proceedings indicating the memper is unfit for duty
and hasg fully accepted the findings of the PER and that no
further hospitalization or treatment ig reguired.

(2) If approved, the command must direct the Marine to
report to the IPAC with a copy of the reguest. Marines reportin
0 the IPAC will receive a short briefing from the Separations

Section persornel. During this brief each Marine will complete
adminigtrative formg and provide information necegsaryv for
completion of the DD Form 214, NAVMC 11060, and other separation

documentation based on thelr respective circumstances.

{3) Marines ordered home agree to ligquicdate accrued leave
while awaiting final disposition. Their unused leave balance
will be reduced for time spent at home commencing the day after
the date of actual arrival or constructive travel time via the
gshortest route. Varlnes are entitled to settlement, upon
digcharge, of any balance of unused leave. Payment of the
remaining balance will be paid by BFT.

g. Officer Transition Packages

P .

(1) Upon rnotification by the command, the IPAC
Separations Section will track personnel pending
discharge to accept a commission cr appointment te an officer

grade {(i.e. Warrant Officers). The unit will direct the HMarin e
to yeport to the IPAC Ssparations Section to begin the separation
process.  Unit commanders will be notified of those parsonnel who
fa2il to report.

P
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{2} The IPAC Separationg Section will complete the DD
Form 214. ther IPAC Branches will complete additional
administrative reguirements such as TEMINS Orders for n:
and conversion of the gservice record (SEB to OQRY.

4
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3. Defense Travel System (DT8) Section/Temporary Additional Duty
(TAD)

a. General. This Seciion contains information and
administrative procedures for procegsing TADC utilizing DTS and
it includes funded TAD and PTAD. This chapter also encompasses

travel claims, travel advances, and partial pavment p?oceduxes
for Government Travel Charge Card (GTCC) hoiders wno will be TaD
in excess of 45 dayvs. This Section is also responsible in
attaching/detaching members to and from the command RUC (45020).

b. The DTS Section. The DTS ig designed to streamline the
processes for official travel. With DTS, the fraveler can create
authorizations, vouchers from authorizations, and local vouchers;
make trip reservations: and manage other travel-related tasks -
all from their computer. Thig integrated compuier system
provides the traveler with paperless travel planning and
reimbursement. The DTS ig a commercial-off-the-ghelf software
that has besn enhanced with interfaces to many other systems for
making airiine, Iodging, and rental car reservations. The DTS is
paperliess and usgeg Dol PRI certificates that enable vou to sign
documents gecurely. The link to the DTS websgslite isg
www . defengetravel.osd.mil.

c. DTS Duties and Responsibilitiss. The DTS Secticn is
respongible for reporting personnel administrative reguirements
associated with TAD via UD/MIPZS and to support commanders and
Marines with administrative tfechnical advice.

{1}y It ig the zole regponsibkbility of the traveling member
0 submit thelr reguest for TAD via DTS. Questlions regarding the
process must be addresgsed via thelr respective Organizational
Defensge Travel Administrator (QDTA} and/or their Finance Defense
Travel Adminigtrator {FDTA)

{Z) The respective individual commands are responsible
for assignirn g OD7Tas and FOTAs, Individual commands are also
regponsible for ensuring that members of thelr command understand
the business process regarding TAD as set forth and reguired by
o175 for thelr command.
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{3} To ensure timely adjustments of pay, allowances, and
PERSTEMPO are processed via MCTFS, each respective individual
comrmand must establish appropriate Travel Control Procedures to
ensure that IPAC isg notified about TAD trips executed by members
of thelr command. Faiiare to do so may iﬂaéverten*?y cause
significant financial hards

1»)4

ial ip and inaccurate reporting in many
areag, to include PERSTEMPO. In order for the DTS Section o
affectively support Camp Lejeune Commands and manage MCTFS
reporting, the following recommendations are provided:

{a) Individual commands must establish appropriaste
procedures to ensure that authorizations, vouchers, and local
vouchers are submitted in accordance with thelr respective
buginess practices.

() Recommend that FDTA(s) and/or Reviewing Officials
(RO} generate “Un-submitted Voucher Reports” weekly in order to
monitor any open obligations that are in the system because of
ravelers not filing vouchers.

{c} Request individual commands provide the DTS
Section with & weekly report of all TAD trips processed via DTS.
This will ensure timelyv processing of MCTFS entries for
travelers. At a minimum the feollowing data must be included in
these reporits: Name, Last 4 of 58N, Tyne of TAD, TAD begin Date,
TAD end Date, Length of TAD, leave period authorized, and whether
the traveler is a meal card holder.

(d) Periods of TAD and PTAD must be reflected on the
Unit’s Morning Report accordingly (MOL) .

{4) GTCC procedures are the responsibility of the parent
commands .  Further information regarding usage of the GTCC's may
be obtained from the unit Agency Program Coordinator (APC).
rRecommend that travelers forward e-mail notification of approved
DTS Travel Authorization Lo the APC in order to have their charge
cards activated. This e-mall ig generated by DTS once th
Avthorizing Cfficial (AC) stamps “approved” on the authorization
requaest.

4. TAD Section Duties and Responsibilities

(1Y TAD in Excess of 30 davs. Members TAD in excess of
30 days will be attached to the command RUC within three business
o

OrLing To their TAD command, Comnandsg are

dave after re

7-18
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ragponsible for providing & reporting endorsement Lo the TAD
gaction as the scurce document o attach. They are also reguired
to pvov*ﬁe the TAD gection with a detaching endorsement upon
termination of their TAD., The TAD section will report the
appropriate unit diary entries terminating the attachment.

(a) Travelers must report to IPAC Camp Ledesune or
their servicing ASC no later than five working davs prior to the
commencenent of TAD to provide a copy of their checkout sheet, a
copy of their approved travel orders, and tc have a records audit
in accordance with appropriate regulation. Travelers will be
given a copy of their SEE from the DTS Section when performing
TAD in excess of 30 days. Fallure to provide adecuate prior
notification will result in a delay of processing the member
to/from TAD.

(b} Proficiency and conduct marks, ag applicable, will
be procegsed via MOL by the traveler’s respective parent
command. Parent commands rmugst ensure that YD proficiency an
conduct marks processed via MOL are also included on the
traveler's checkout sheet and signed by the appropriate commander
per, paragraph 400353 of reference {4).

{c} Travelers must surrender their meal card to their
unitc for the duration of the TAD Period in excess of 30 davs.
Failure to do so will incur a checkage of BAS whether or not the
traveler used a dining facility at the TAD site. Refer to the
reference(s) .

{d) Upon complieticn of TAD in excess of 30 days, the
traveling member must report Lo the IPAC or gservicing ASC in

order to complete an audit and any appropri te administrative
agction. The importance of this audit cannot be overemphasized.
Failure to return for this audit may cause financial hardship,

and inaccurate reporting cof MCTFS entries such asgs school
completions, “TC”Y proficiency and conduct marks {(as applicable),
awards, and/or other entries associated with the TAD orip.

‘e Traveler{s! rmuast supmii a travel wvoucher via DTS

{
within five davs ¢f returning from travel. These vouwwefs zre
pre-populated with dete [hat wag entered on the aut
tnerefore the a

usar/traveler must have an approve
reating & vouchsar. {(Defense Travel
Z5 and Document Processing

sy

pages 10—
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{21y Travel Advance/Non-ATM Advances. Reguests for
advances will be processed via DT . These advances are typically
limited to travelers who do not have a GTCC. The two categories

of advances authorized are:

{a) Advance Authorized, up o B2% of estimated costs.

(by Full Advance, up to 100% of egtimated costs.
Note: The AD nmust approve the reguest in the authorization
before aiectronic disbursement. For expenses that are incurred

&
prior to the departure date, the AC may authorize the non-ATM
advances to be paid immediately (DTS Document Processing Manual
Vergion 1.2.7 of November 21, 2005, pages 2-76 to 2-77). QOnce an
authorization ig approved with an advance, it may nc longer be
cancelled and a voucher must be procesgssed to close out all cost
incurred.

{3) Partial Payments, MARADMIN 302/99 provideg GTCC
holders who will be performing TAD in excess of 45 days with the
opportunity to submit partial paym@nts, This will assist the
Maflne in cobtaining the funds to remain in good standing with

itibank Card Services, pending final submission and settlement
of the travel claim. DTS enables a traveler to recelve partial
reimbursement before the trip is completed.

{4) TAD Funding from other gervices and other cormmands
should be completed in DTS as appropriate unless DTS cannot be
used. If DTS cannot be utilized then submigsion of TAD Orders

amm A s

can be accomplished using NAVPERS 1320/1¢ (Authorization for
TADY .

{5) A1l order-writing commands will, upon issuing any
travel orders (PCS or TAD) to or within NATO Countrv will attach
NATG travel orders. Use the NATO travel order Iormat contained

in figure 4-20 of reference (u).

{5} Resgerve Marines will normally have their Orders
produced in the Reserve Oxder Writing System {(ROWS) when

o active duty | . BAD, IADT, etc.) Any guestions can bDe
addressed to the IPAC.

c 3




performs extended TAD (45 davs or moxre}, they are reqguired to
gsubmic a DD Form 1351-2 for a parcial settlement evervy 30 davs.
Thnese claims must be submitted within five (5) working davs of
the end of each 30-day period as provided by TAN 05-00. The
following partial settlement procedures applyv o all 30 day
partials.

b. All travel performed by the member while on presidential
recall orders after Qctober 1, 2005 must be funded by the MO00%L
appropriation data (MARADMIN 238/05). The TAD trips must be
shown on the 1351-2 for the time period claimed. If the member
is submitting a final travel claim and had consecutive TAD trips
inot covered by MIO091) prior to October 1, 2005 the dates must
be annotated in block 10.4., and the EDA travel voucher summary
submitted.

c. The traveler igs responsipble for maintaining a copy of all
partial settlements and supporting decumentation for each claim
paid by the Finance 0ffice. The traveler should apply for a GTCC
upon arrival at the TAD gite. Cash advances can be acguired
using the GTCC for all out-cf-pocket expenses {DODFMR, Volume 9
0303015 .

d. The traveler can submit the completed travel claim by
@ither malil or electronic means to the administzative unit that
services thelr permanent duty station (PDS). All travel claims
must be submitted through Meobillization Command’s website from the
adminisgtrative unit only (DODFMR, Volume 9 050201 Sect C-3).

e. Concurrent TaAD is defined as TAD performed prior o
October 1, 2005, and funded under a separate standard document
number (SDN). The dates of all concurrent TAD must be annotated
in block 15.d. of the DD Form 1351-2 (MARADMIN Z3E/05).

£. Consecutive TAD is defined as TAD performed after October
1, 2005 and funded by the MO009L appropriation data. The
congecutive TAD must be listed inm block 15.b. of ©
1351-2 {(MARADMIN 238/08).

ng the arriwv
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o

day of th




b. The traveler will claim all reimbursable expenses
applicable for that period, inciuding lodging, utilities,
furniture rental, and rental car. Receipts for these and all
other expenses of $785 or greater for the partial settlement
period must be submitted with the travel wvoucher.

o, The statement “Partial Settlement Number 17 must be
annotated in Block 10.4.

d. All advances must be annotated in Block 9. If no
advances were received the traveler should write “None”.

e. Any leave taken during the period covered by the partial
settlement must be reflected on the travel voucher whether or not
it has been reported in MOTFS (TAN 13-03). Additionalliy, the
member will complete the following statement on the travel
voucher, Block 10.d. I did” or *I did not take leave during the
period claimed on this voucher”. If leave was taken, the
traveler will include the date and time the leave period began
and ended {i.e., “18630/20030317 - 0730/20030320).

f. Any consecutive TAD performed during the period claimed,
not covered by MO000S1 appropriation data, on the partial
settlement must be reflected on the DD Form 1351-2 and inclusive
dates and SDN in block 10.4 is annotated. Additionally, the
rraveler must complete the following statement on the travel
voucher in Block 10.d. *I did” or *I did not have any concurrent
TAD periods during the period claimed on this voucher”. If there
wag a concurrent TAD period, the traveler will include the dates
of TAD ((i.e., “1630/20030317 —~ 0730/20030320;.

. The traveler will claim all reimbursable expenses
applicable to that period, including lodyging, utilities,
furniture rental and rental car. Receipts and Lease agreaments
for these and all other expenses of $75 or greater, for th
partial settlement period, must be subnitted with the voucher.

5. o Day Settlement Procedures

tement “Partial Settlement Number #£7
12l number) must be annotated in Block 105.d4.

. The trevel claim must start the day after the last davy
o, The member’s itinerayy must show all travel periormed
Lisgting City and State of travel., I o tzavei was periformed the

T-22



)

member must ligt the da
that the member is 1

for the partial and the City and State

3"'§
f“F‘
G Q)

ot b

d. anvy leave taken during the period covered by the pa
sertlement must be reflaected on the travel voucher whether or n
it has been reported in MCTFS {7TAN 13-03). Additionally, the
member will complete the following statement on the travel
voucher, Block 10.4d. "I did” or “I did not take leave during the
period claimed on this voucher”. If leave wag Laken, the
traveler will include the d“be and timse the leave pericd began
and ended {i.e., “1830/03/17/ to J730/03/20/037).

&. The member must claim all reimbursable expenses:
lodging, rental car, utilities, and all other expenses. The
member must also provide a »ill and a receipt of pavment.

f. Any consecutive TAD performed during the period claimed,
not covered by MO0G91 appropriation data, on the partial
gettliement voucher must be refliected on the travel wvoucher.
Additionally, the traveler must complete the following statement
on the travel voucher in Block 10.d4: “I did” ocr *I did not have
any concurrent TAD periods during the period claimed on this
voucher”. If there was a concurrent TAD period, the traveler
will include the dates of TAD (i.e., “20030317-200030720").

7. The Final Claim in accordance with TAN 12-03/13-03

2. The iltinerary for the traveler’s final settlement claim
will begin the day the member was ordered to active duty. The
travel cliaim will show all travel completed by the member for the
duration of the Presidential recall orders. Including travel to
his HTC, processing center, all TAD sites, deplovment to theatre
and will incliude all travel back to the traveler’s PDS/PLEAD.

I, The statement “Final Claim” rust be annotated in RBlock
10.4. on the travel wvoucher.

. All advances/Previous Pavments must be annotated in Block

. Any isave ta
crders must be refle n
hag been reported in MCTFS, additicnally, the member wi
complets thn i ' ; T L woucher in Block
leave during the period

ken during the period covered by moebilization
Vel ;

voucner whethery or not it
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claimad on this wvoucher?”. If leave was taken, the traveler wi

&
include the date and «i
“1630/2CC30317-073L/200303207) .
e. Any ccnsecutive TAD performed, during the Presgidential
Recall pericd claimed on the partial settlement voucher, must be

reflected on the final travel voucher (TAN 13-03). Additionaily,
the traveler must complete rthe following statement on the travel
voucher in Block 18.4: I did” nor *I did not have any

concurrent TAD periods during the period claimed on this
voucher” . If there was a concurrent TAD period, ithe traveler
will include the dates of TAD (i.e., “20030317-200307207").

f. The traveler will c¢laim all reimbursgable expsanses
applicable for that pericd, including lodging, utilities,
furniture rental, and rental car. Receipts and lease agresements
for thege and all other expenses of $75 or greater for the recall
period must be submitted with the voucher.

g. The member is reguired to submit all orders,
medifications, and endorsements that effect the time ordered to
active duty.

$. Supplemental Claims forx Partial Settlements. When
resubmnitting claims for an expense previously not paid, the
traveler must submit a copy of the settlement voucher {the entire
paper clip from EDA) and a new DD Form 1351-2 which shows the
unpaid expense for the period concerned, the word “Supplemental”
written in Block 1% 0f the DD Form 1351-2 and an explanation of
the nature of the supplemental.

RN
i
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Chapter 8

-

Wounded Warrior Cell

1. General. As a stand alone entity of the IPAC Wounded Warrlor
Cell (WWC) administrative pergonnel will perform all
administrative tagks asscciated with permanent and TAD personnel
aggigned to Wounded Warricr RBattalion-Zast (WWB-E). The WwC will
be staffed with an administrative cofficer and/or eguivalent, an
administrative chief and/or eguivalent and the administrative
footprint to perform the mission/task nesded dally in supporting
the Marines from WWB-HE.

2. Wounded Warrior Cell Responsibilities. The responsibilities
of the WWC include, but are not limited to the following:

a. All unit diary entrises assoclated with Marine Corps
personnel Jjoins or attachments, permanent personnel, and cther
service personnel will be reported by the wWWC.

b. Delivery of service records, tickets, and any other
documents related to a PCS and/or separation for all WWR-E
personnel .

o. Preparing applications for family members NAVMC 10922's
(additions/losses) for inclusion into the service records for
both permanent personnel and personnel attached TAD.

d. Preparing and submitifing bond and allotment reguests Lo
the disbursing office, unless submitted by the Marine wvia MyPay.

&, Asgsisr Marines with any administrabtive reguirements they
have and provide the service and support thev deserve. TForward

any and a&ll necesgarv regulrements to the IPAC if unable to
regolve and assist.

P, WWC will repcrt all administrative reguirements
aggociated with all PCRs for Marines pelonging te IT MEF.

overseas medical
roviding administrative
inistrative Teams (PATs) .
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3. Personnel Casualty Reporting (PCR)

a. The MSC’'s G-1's8/ Adiutants and IPAC will assist the
deploved unit’s (S-1) as needed. Upon receipt of any PCR, the
WAC will report unit diary entriesg, assist in cobtaining PNOX
information, and forwaralpg physical records to HOMC as
appropriate in coordination with the IPAC Separations and
Retirements Sections. The IPAC will prov de 24/7 service to
ensure imnmediate handling and supporit is provided o any
commander needing assistance.

b. Service record and unit diary actions will ogcocur to
closge out the records and forward them to CMC.

4. Use of Blectronic Mail (E-mail). The preferred method for
transmitting information is e-mail. E-mall also provides
certification of delivery and immediate feedback tce the sender
for tracking purposes. Submit requests to the appropriate IPAC
SMB/OMB.

5., Electronic Personal Action Requests (E-PARs)/Personal Action
Requests (PARs). E-PARs/PARs are the preferred method of
conducting business for permanent persconnel and are reguired for
all NCCg and below.

6. Checking In. Student and permanent personnel will report to
the Inbound Section for inbound processging. This will include
all other service pergonnel and civilian employees ag well so
they can be Joined into MCTFS.

7. Checking Out. Permanent personnel executing a PCS from WWB-
are regulired to checkout with the WWC the day of departure.

8. Permisgsive TAD (PTAD). Wounded rior Battalion ~ East
will authorize PTAD utilizing MOL. Upon return from PTAD MOL
will report the appropriate entries for BAS into MCTFS.

9. Temporary Addivional Duty (TAD). Refer ro chapter 7 of this
Order.

10, Travel Claims. Refer zo chapter 7 of this Order.

11, Permanent Change of Assignment (PCA)

Lo move between MCC'e. These orders ars

are produced by HOMC and endorsed by the

Cell. Annual leave ig not authorized in




PCAO. For permaneni perscnnel being transferred from the MSCs to
WWB-E, the WWC will prepare and isgsue the Orders and the
Marine(s) will be forwarded to the IPAC for new Jjoin processing
and further assignments.

12. Permanent Change of Station (PCS). ALl PCSO are issued,
modified and cancelled by HOMC. The WiC will then endorse these
orders, and forward the service records, original orders, £light
tickets and itinerary to personngl assigned to the WWB-Z. The
WWC will also work with the WWB-E Commander ensuring the
following ie completed for student and careser student personnel;
Area Clearance, passporis, Cverseas screening, sapecial screening
for Marine Corps Security Forces and Yankee White duties, and any
other required screening that may be regquired.

13. Separationg/Retirements. The WWC will haﬂdle separations
for all permanent personnel. Reserve separations will be
completed at the WWC and will include the completion of NAVMC
1106C, DB Form Z14 and DD 215, and any Quad & sgsubmigsions via
DTMS for necessary pay adjustments.

14. Legzal. Legal administration for permanent personnel will be
reported at the WWC.

15. Allctments. Allotments can be started, stopped or changed by
utilizing the MyPay website https://mypav.dfas.mil/mypav.asps.

The WWC will forward any allobtment reguests to the Disbursing
Office for appropriate reporting

14. Meal Cards. Per WWB-E CO policy letter 107, all members of
WWB~-F are authorized to mess separately.

17. Dependent Add/Losgss Packages. When & Marine experisances a
change in marital status or gains/loses a family member, such

changes must be recorded. The WWC will assist the Marine in
completing the NAVMC 106822 and will ensure all appropriate unit
diary entrieg are completed.

b

£ Common Access Cards (CACYIID Cards). C can forward
ﬁa ineg to any DEERS/RAPIDS site for igsuance of Cals and
dependent 1D Tards. Appointmentg can be made vtilizing the Camp

uej eune web-site.
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19. PrProficlency/Conduct Markings Marks. Al

proficiency and conduct marxs MUST be submitted via MOL by the
OIC/SNCQIC to the respective unit commander. ALl other
proficiency and conduct marks {transfer and reduction) will be
submitcted to the WWC. The WWC will ensure the appropriate
entries are made via the MCTFS.

1 semi-annual



Chapter S

Administrative Service Center (ASC) Procedures

1. General. The IPAC has cognizance overy all personnel
administravion within II MEF, TRECOM and MCER Camp Lejeune
commands. The administrative chain of command under consolidated
administration ig from the individual Marine via the Marine's
parent unit, to the IPAC. The unit commander, although not
eliminated from the administrative chain, 1s reqguired te formally
endorse personnel reqguests. When appropriate, the unit
commander's remarks will be sclicited and incorporated in the
organizational commancer's endorsemsnts or comments.

a. The IPAC will be located aboard Camp Ledjeune and will be
the primary adminlstrative support for all tenant commands
located within the Camp Ledjeune area. ASC'e are located on Camp
Geiger, Camp Johnson, and Court House Bay. Thelr primary mission
is to handle all administrative matters for student personnel
laccession pipelineg), reception of the entyy level training
Marines (students reporting for training), students attending
career courses, and all permanent persconnel (staff) located
aboard those areags. The ASC’s locaticon are listed below:

ASC Bldg#¥ Pronet# Organizational E-mail
GCeliger TCB60 £49-0442 soismb@ledeuene.usme.mil
Johneson M130 45(-145C MCCESSPACRlejeune. . usme . mil
Court House Bay BRB12 450-T7589 MCES_Frostcall@usme.mil

. An Administrative Reporting Unit Code (ARUC) was created
to service TECOM suppoerting establishments located in the Camp
Lejeune region. The ARUC consoliidated the MCTFS’'s unit disry and
unit diary feed back processes for the Schoel of Infantry-East
(S0I-E), Marine Corps Combat Service Support Schools (MCCESS:,

and Marine Corps Engineery School (MCES).

o, MCCSSSs will serve as the lead and will be responsible for

the managenment and oversight of the ARUC.

d Evaiuations, proficiency and conduct marxings, FitReps,
administrative nesds, NJP, and training reguirements for the RASC
pergonnel will be submitted/staffed through the Area Commander

for final approval.



e. Administrative perscrnel will perform a1l administrative
tasks associated with incoming and out geing students and routine
administrative reguirements for all service members aboard those
Areas. They will also be reguired from time to time to stand
agsociated dutiles (CDC, SDNCCO, DNCO, and ADNCO! which fall under
the local Camp Commanders responsibility. At no time will they
stand anv tvype of duty for the IPAC.

£. Due to the mission of the ASCs tasking by the IPAC, MCHB
for individual augnmentes (IA) reguirements, wabceh standing, event
requirenents such as funerals, parades, and special sevents would
interfere with mission reculrements and would delay through-put
of studentg to follow-on schools and ulitimately decrease the
fleets War Fighting capability. Because of this, the ASCs are
axempt from external tasking from the TECOM and MCRB chain of
command .

g. Billeting will be provided by the Area Commandeyr for the
ASC administrative personnel and they will be housed with the
permanent persconnel from those areas.

h. Each A8C will he staffed with an administrative cfficer
and/or eguivalent, an administrative chief and/or eguivalent and
the administrative footprint to perform the mission/task needed
daily in sgupporting the Marines from those aresas.

i. The current civilian (GS) footprint will remain under the
Area Commanders control due to funding and ownership
igsuas/reguirenents.

2. ASC Responsibilities. The responsibilities of the ASC
include, but are not limited tfo the following:

a. ALl UD entries associated with student Jjoins or
attachments, permanent personnel, and cther gservice personnel
will be reported by the ASC{s).

. Delivery of service records, tickets, and any other
uments related to & PCS and/or separation for all student

A

iong for family members NAVMC 105227

lusion into the service records for
. N

i

d. Preparing and gubmitting bond and sllotment reguests to
Sin 1 2l v

dbmicted by the Marine



. Assist in preparing TAD/PCS travel wvouchers, reporting of
elapsed time for all entrv level students {(including Reserve
Marines), and electronicallv submitting te the disbursing office
for needed action. All funded TAD for permanent personnel, will
be reported using DTS and will be tracked by the ASC DTS Section.

£f. Assist Marines with any administrative reguirements they
have and provide the service and support they deserve. Forward
any and all necessary reguirements to the IPAC if unable to
resolve and assist.

3. Use Of Electronic Mail {(E-mail). The preferred method for
transmitring information is e-mail. E-mail also provides
certification of delivery and immediate feedback to the sender
for tracking purposes. Submit regquests to the appropriate
TPAC/ASC SMRB/OMB.

4. Electronic Personal Action Regquesta (E-PARg) /Pergonal Action
Reguests (PARs). E-PARs/PARs are the preferred method of
conducting business for permanent personnel and are reguired for
all NCOs and bpelow.

5. Checking In. tudent and permanent m@rso““el w%ll report to
the ASC for inbound procesgssing. This will clude all cother
gservice personnel and civilian emplovees {beleﬁgzng to TECCM) as
well so they can be Zoined into MCTFS.

&. Checking Out. Permanent personnel executing a PCS from their
parent command are required to checkoubt with the ASC the day of
departure. All student records will be maintalined and handled at
the ASC. Other service and civilian personnel will also check
out with the ASC to be dropped via a unit diary entry from MCTFS.

e E

7. Permissive TAD {PTAD). Individual commands will authorize
PTAD utilizing MOL. Upon return fzom TAD MOL will repoxt the
ooropriate entriegs for BAS into MOTFS.

o]

2. Temporary Additlonsl Duny {TAD). Refer to chapter 7 of this
Order.

S Travel {laims Refer to chapter 7 of this Order

1o Permanent Change 0L Agssignment {(PCA). PCAD direct s Marvine
to move between MCOC s These orders are non-funded orders, and
are produced by HOMC and sndorsed by the IPAC/ASC Cutbound



Section. Annual leave iz not authorized in conjunction with
PCRO. For student and permanent personnel being transferred from
the school houses to commands within the Camp Lejeune area, the
ASC will prepare and issue the Orders and the Marine(g) will Dbe

fTorwarded to the IPAC for new Join procesging and further
asglignments.

11. Peymanent Change of Station {(PCS). "All BCSC are issued,
modified and cancelled by EQMC. The ASC will then endorse these
orders, and forward the service records, original orders, flight
tickets and itinerary to the student personnel assigned to the
ASC Camps. The ASC will alsc work with the Camp Commanders
ensuring the following is completed for student and career
student personnel; Area Clearance, passports, Overseas screening,
gpecial screening for Marine Corpsg Security Forces and Yankee
Wnite duties, and any other required screening that may be
reguired.

12. Separations/Retirements. The ASC will handle separavions
for all student and permanent perscnnel. Reserve geparations
will be completed at the ASC and will include the completion of
NAVMC 11060, DD Form 214 and DD 215, and anv Quad & gsubmissions
via DITMS for necegsary pay adiustments.

13. Legal. All legal services will remain under the Area
Commander{s) for all personnel assigned to that Camp. Legal
administration for student and permanent personnel will be
reported at the ASC.

14. Allotments. Allotments can be started, stopped or changed by
utilizing the MyPay website https://mypay.dfas.mil/mypayv.asps.
The ASC will forward any allotment reguests to the Disbursing
Gffice for appropriate reporting.

- -

15. Meal Cards. The ABC will issue and control the MCE Camp
Ledeune’s meal card database for the ARUC and issue meal cards
{ags appropriate to thelr school house) Lo gergeants and below

living in the barracks. Meal cards will be prepared and handled
as controlied documents with positive accountability at all
cimes. Mesl cards will pe issued ag follows:

a. Upon deining the ASC, the bdoin secticon will ilssue the
meal card, regardless of command assigned with the exception of
5071,

b. If & replacement meal card is neesdesed due to loss, or
mubtilation of the meal card, a lost/sgtolen Meal Card Statement

G
-
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rmust be completed; these forms must contain a stamp from the PMC.
ASC will notify the Facllity Managers of the local mess hall(s)
in writing, to provide the name (and serial number to which the
card was issued) of lost or stolen meal cards.

¢. All commanders aboard Camp Lelieune musit ensure procedures
are in place to collect meal cards from all persconnel departing
on leave, PDMRA, and/or TAD/PTAD. Procedures must also exist to
return the meal card promptly upon the Marine’'s return.

d. During routine personnel inspectionsg, meal cards should
be inspected to ensure serviceability and that only authorized
personnel have meal cards. Any fraudulent use of meal cards will
be reported immediately to the ASC SNCOIC or 0OIC.

e. When the automated meal card database is not available for
use, the on-hand meal card DD Form 714 will be used. Meal cards
will be requisitioned from the MCB Serv-Mart/Self-Service
Facility via the controlled item reguisition form. A copy of the
Serv-Mart/Self-Service packing list will be retained in the Meal
Card Logbook untill the suppliy is exhausted. In the event the
packing ligt is lost, a Memorandum for the Record should be
prepared identifving on-hand meal cards.

16. Dependent Add/Loss Packages. When a Marine experiences a
change in marital status or gains/loses a family member, such
changes must be recorded. The ASC will assist the Marine in
completing the NAVMC 10922 and will ensure all appropriate unit
diary entries are completed.

7. Common Access Cards (CAC) (ID Cards). All ASCs can forward
Marines to any DEERS/RAPIDS site for issuance of CACsg and
dependent ID Carxds. Appointments can be made utilizing the Cawmp
Lejeune web-gite.

18, Proficiency/Conduct Markings Marks. ALL semi-annual
proficiency and conduct marks ¥MUST be sgubmitted via MOL by the
QIC/SNCOIC to the regpective unit commander., ALl other
proficiency and conduct marks {(fransfer and reduction) will be

submivted to the ASC.
entries are made via

angure the appropy iat

18 Adm Unit Code (ARUC). 7The
responsi {located at ASC MCCSSS) include, but
are not o the following:

[N
i
[$3]



& Management of the MCTFS procesgses, including allocation
of unit diary oumbers.

b. Oversight and management of the ELSIG control process.
c. Oversight and certification reguirements for EDFR.

N

d. Review T¥MR and coordinate with TECOM unit’s assigned to
under the ARUC to ensure optimal internal control procedures that
are consistent with the unit’s type, location, and mission.

20. ASC (SCI/MCES) Responsibilities

a. Properily work EDFR entries for assigned RUCS within
mandated time reguirement.

. Take necessaryv action tc adhere to Marine Corps timeliness
policy.

D
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