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(1) LOCATOR SHEET 

( s) Status 
Control IY1C-5800-01); par. 10 Ul 

Situation. Establish ies, responsibilities; 
strative and with respect to cansol 
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distribution is unlimited. 
for ic :::elease; 



matters within the Marine 
RTY,'lrion Center (IPAC) at 

references (a) 

2. Mission 

a. This Order is 
instruct 
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Base (MCB) Installation Personnel 
eune in accordance with 

directives or 
It is 

to a means to administrative iciest 
procedures! .L~tiesf and administrative relat 
with and personnel the IPAC consistent with 
the direction from 

h. These procedures 
and timely processing of 
and individual Marines. 

are necessary for consistency, quali 
dLlllLU1.Lstrat s from commanders 

3. Execution 

a. 

(1) Commander's Intent. Review this Order 
recommended for all commanders and 
Officer, MeB, Camp Lejeune (Attn: 

their staffs. 
Director, Base 

The 
is 
Commanding 

S -1) , 

I PAC. 
is responsible for the overs and dai operation of the 
Adherence to this Order will assist commanders in 

on the combat readiness of 
maintaining personnei admini 
to provide commanders, Marines, 

'r unl~f 

and their 

Ie simultaneous 
The end-state is 

effect 
of administrative init 

in the use 
Line (MOL), and 

t internal control assistance in establ or 
is labie from IPAC, MCB Assurance Branch. 

2) ~~~';~~i~~~~~~'~(JCT!~h:,:e:r:.~--·Tex nature of entitlements and administrative necessitates an 
teehni ional mili program. 

as 

authorized 
under the 

this Order is a c document! ect to ad hoc 
The 

which Marines and 
fact, it is essential to ensure 

in a t 

the 

ien of 

ive manner. Due to this 
rector; Base S~l Director; IPAC are 
from s Order as the situation res; 

references and their 
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(3) Guidance 

(a) Consolidated personnel administration has been 
mandated. As a result; the individual Harine must take greater 
responsibili in the accuracy of their Marine Corps Total Force 
System (MCTFS) and pay records. th the limitless amount of 
information on the internet and the availability of MOL and HyPay 
applications! there are tools available for Marines to use to 
ensure the correctness of their MCTFS and pay records. Marines 
must be mentored l educated and if necessary, directed to get 
involved in their own ac1.L1inistration and pay_ 

(b) There will be instances of Narines being 
overpaid. A l1arine who sees a significant increase in his or her 
pay for no apparent reason, is responsible for bringing the 
situation to the attention of his and her respective unit S-l and 
the IPAC Customer Service Branch. His and her lack of action 
contributes to further overpayment. 

b. Ii ties 

(1) Cornmanders 

(a) Tenant and subordinate unit cOll~anders are 
ultimately responsible for the accuracy of their Marines records 
and are expected to comply '(1'Jl th this Order. 

(b) In order to ensure that the responsibi ities 
outlined herein are understood and practiced/ internal control 
procedures at the local level must be established. 

(c) Ensure S-l and senior enlisted aQ~inis 
personnel attend the scheduled -annual IPAC workshops to 

ew and reconcile aduinistrative issues. 

c. Tasks 

(1) Director, IPAC 

(a) Ensure ccpn,iance with chis Order and 
assistance to individuals and cornrnanders v'lith the execution of 
responsibi ities listed in this Order. 

{b) Coordinate a schedule for and hold 
, , 

seITel-annual 
adrninistrative 

enlisted adl1inistrative 
wich unit S-ls, sen~or 

and IPAC Branches. 

3 
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(c) Execute all duties and responsibilities as 
covered by this Order and the references. 

(d) Establish and track in::.ernal controls between the 
supported units in order to facilitate timely and accurate 
administrati ve i.tJorkflow. 

( e) Support corrmanders and Marines 
, . 

'i!Jl t:.n flexible, 
timely and accurate customer service oriented personnel 
administration support, to include deployable liaison elements. 

4 . Administration and sties. Recommendations concerning the 
contents of this Order will be submitted to the Co~~anding 
Officer, Marine Corps Base, Camp Lejeune (Attn: Director, Base 
S-l and Director, IPAC) via the appropriate chain of command. 
Distribution Statement A directives issued by the Co~~anding 
Officer, MCB Camp Lejeune is distributed via e-mail. 
can be viewed at 

This Order 

https:llintranet.mcieast.usmc.mil/CS/C19 
spx 

MC:B%20ADJUTk~T/default.a 

5. Command and 

a. Comrnand 

(1) icabili 
Duty and Reserve Personnel 
1:0 II Marine Expeditionary 
Corps Installations East 

T'his Order is applicable to Active 
located aboard Camp Lejeune assigned 
Force (MEF); Headquarters I Marine 

eunei 2d Marine 
Division (MarDiv); 2d Marine Logistics Group {MLG}; and the 
Training and Education Command (TECOM) school co~~ands aboard 
Camp Lejeune and served by the IPAC. 

(2) Concurrence. This Order has been coordinated and 
conc"Jrred with by the CG's of II MEF 1 MCIEAST' and ;:he Com.1Tlanding 
Officer's of MCB Camp eune and the TECOM school cornmands. 

b. This Order is effective the date s 

direction 

DISTRIBUTION: 
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LOCATOR SHEET 

Subj : ST?~DING OPERATING PROCEDURES FOR INSTALLATION PERSOi\:r\EL 
ADMINISTRATION CENTER (IPAC) JVIARINE CORPS BASE CAMP 
LEJELr\E (SHORT TITLE: SOP FOR IPAC MCB CAMLEJ) 

Location: 
(Indicate the location(s) of the copy(ies) of this Order.) 

Enclosure (1) 
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1 

1 Information Hission and 

1. General 

a. The IPAC has cognizance over personnel a&~inis~ration for 
all comrnands located aboard Camp eune. Th'" IP;\C is a 
centralized activity under the operational and ad~inistrative 
command and control of the Commanding Officer (Attn: Director, 
Base S-l), MCB Camp Lejeune. 

b. IPAC. The IPAC is located in Building 6 and nhe inbound 
and outbound processing is located in Buildings 59 and 60 (Camp 
Lejeune Reception Center), aboard Camp eune. The IPAC will 
function as the single centralized center on MCB Camp Lejeune 
providing personnel a~uinisnrative support for all supporned 
organizations. A~uinistrative Service Cenners (ASC's) are 
located at most camps on Camp Lejeune. Those locations are: 

.l\Dl>1INISTRATIVE SERVICE CENTER 
ADMINISTRATIVE SERVICE CENTER 
ADMINISTRATIVE SERVICE CENTER 

BLDG Ml30 Cfu~P JOHNSON 
BLDG TC837 C~J1P GEIGER 
BLDG BB12 COURT HOUSE BAY 

2. Mission. The mission of the IPAC is to provide personnel 
QLU".LHLstrative support and services to commanders, Marines, and 
family members in order to ensure military personnel records and 
pay accounts are accurate and properly maintained in order to 
prepare the individual for worldwide deployment with the 
operating forces. The IPAC is organized into the following 
branches: 

* Headquarters 
* Customer Service 
* Co~uand Support 
* Dni t Deplo:yrnent 
* Inbound 
x Outbounds 
* l Control 
* vvounded or Cell 

3. Hours Of T'he IPAC hours or are from 
0700 to 2200. ludes open for business the 
lunch hours of 1130- 330. ?er emergency situations, contact the 
Director! Director, IPAC Staff Non-Corrrrnissioned Officer in 

(SNCOIC) or OlC of the Branch for assistance, 

1-1 
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Personnel Policies. The fo1 policies for 
IPAC 

a. A~~ personnel are red to check in with ~he front 
desk clerk of Building 6 for services vIi th Corrmand Support I 
Customer Service, Quality Control, Unit Deployment and 
Headquarters branches. 

b. Requests for Leave and Earnings Statements (LES) , Basic 
Training Records (BTRs)! Basic Individual Records (BrRs) I V\f-2 and 
\!i]-2C, and Fitness Reports ( tRep) printouts will be processed by 
the individual Harine utilizing HOL, l1yPay, and/or the command. 

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

5. I PAC 
include, 

ibilities. The responsibilities 
are not limited tO i the following: 

of the IPAC 
but 

a. Provide administrative support in response to personal 
action requests (PARs) from individual l1arines or comn1and 
representatives. 

in 
b. Ensure all diary reportable items are correct 

the HCTFS via unit diary within three working days 
of validated source documents. 

processed 
of receipt 

c. Preparation j maintenance, accountability, availability to 
the cornrnand, and ensuring the securi of all Service Record 
Books (SRB) and Officer Qualification Records (OQR). 

d. Endorsement and of Permanent Change of 
Station Orders (peSOs; and Permanent Change of Orders 
(PCAOs) 

e. 
includes proces 
to the Fleet 

l'1oni tor 

g. Is 

and di separat:'on document.s. This also 
and transfer approved requests for ret 

Reserve 

of check OUL sneeLs. 

and account for c mea: cards. 

n. Process bond and allotment requests that cannot be 
entered us account. 
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requests for remedial promotions. MOL is 
the enlisted promotion process. 
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lity and submitting 
the required method for 

J • Moni tor eligibili ty for aVJarding of the Good Conduct:. 
I"Iedal. 

k. Coordinate with unit Limited Duty Coordinators (LDC) to 
track personnel on limited duty status and report any changes to 
duty status and limitation codes. 

1. Conduct the join, triennial, 
pre- and post-deployment audits. 

merrner married member, 

In. Provide personnel adrninistrative support to unit 
commanders to include deployment support as required. 

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

o. While the Manpower Information Systems Support Office 
(MISSO) is responsible for the MOL system, the IPAC will provide 
administrative/backup support for MOL. This includes providing 
any adrninistrative assistance that may be needed from corru'nanders 
and Marines. 

p. Coordinate with G-l Personnel for all new join arrivals 
and assignments. 

q. Provide responsive after hours casualty assistance by 
accessing personnel records for the cOkrrands. 

6. Unit Comrnander lities. 'The fol information 
is taken from reference (a) i though IPAC has caused a 
reduction in the unit cOrI'manderfs administrative 
responsibili eSi are not eliminated. 
commanders are responsible for 
support documents for unit report 
Temporary Additional Orders (TADO); 

Per reference (a) 
information and 

IYICTFS (e.g. 
t rosters, page 

recoIT'Jnendations t etc.) are forwarded 
promptly and properly 

from the 
is not action 

IPAC {in most cases 
an event occurs) 
'The need for 

exists, and cOlnrnanders and their des 
remain responsible for 

no lacer than three 
Note: Action passed 

sory overs t 
representatives 
that information is 

entered into a IJ!:arine t s record. For an :PAC Branch to 
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function effec a free and open exchange of inforrnation 
must exist bet"PJeen the supported cornmand and the IPAC 0 Note: 
Comrnands are required to use NOL. Dni t corrunanders retair: 
responsibili for the follolJl7lng: 

a. Conducting Request Mast for merrbers of their corrmand. 

b. Conduccing 
their corrmand and 
forms (with their 
Legal Section not 

Non- judicial Punishrrlent (NJP) on Narines of 
provide completed Unit -Punishment Book (UPB) 
respective summary cranscripts) to the IPAC 
later than three working days from occurrence. 

c. Maintaining the minimum technical and operational 
directives and publications required to accomplish the command's 
assigned mission. 

d. Distributing personal and offic mail. 

e. Submitting accurate and timely morning reports via NOL. 

f. Providing the IPAC accurate and timely information for 
unit diary input in regards to TADO (including funded 
emergency leave orders), field rosters, deployment and non­
deployable information (limited duty status), pay and 
entitlement changes, promo~ionst legal! and awards. 

g. Submitting all semi-annual (Jan/Jul), and promotion 
proficiency and conduct mar~ings into MOL. Submit prOficiency 
and conduct markings to the IPAC for all reductions due to 
NJP/courts-martial, transfers, and discharge for unit diary 
input, and vJhere applicable, entries into the service record. 

h. RecomITtending Marines for awards or 
inCluding, the preparation of Good Conduct Medal 

decorations, 
ficates. 

RecoITul,ending INot ~iJ:arines for reen:'istment 
and a Page 11 en 

ReCOTIUnending Marines for and 
submit only the "Non Reef{ yoster 1630 on the 1S t

:: day of 
every month: I'10L. If the l5-~2 falls on a weekend Or hol 
nOD-recorrmendations must be submitted the last to 
the weekend or exteEded 1 L[Jen-V Ensure all "Non Rec fi 

11 ! S v-Ji th s ures are subm,itted \vith rosters to the IPAC 
for SRB entries. 
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k. Preparing all promotion Vlarrants :r:rom J:.10L for del 
Marines and submitting "1J'1il2.. not Prom fl Page 11 ent:.ries to the 
IPAC wi th appropriate signatures from. the Ivlarine and cornrnanding 
officer. 

to 

Preparing leave, 
requests utilizing t"IOL. 
to ensure proper posting 

special liberty, and permissive (PTAD) 
Ensure daily reconciliation is complete 
of the periods via MOL. 

ffi. Prepare all funded TAD orders via the Defense Travel 
System (DTS) for locally funded travel and as the system permits, 
all travel funded from external sources, utilizing Standard 
Accounting, Budgeting and Reporting System (SABRS) only as a last 
resort. 

n. Ensure procedures are in place to retrieve and maintain 
effective control of meal cards while personnel are in a leavE, 
hospital, or TAD status. 

o. 
IPAC 90 

Ensuring separating Marines initiate contact wit.h the 
days prior to their planned terminal leave date in order 

to ensure pay, allotment, and separations documen~s are properly 
prepared and processed by the IPAC. 

p. Counseling and authenticating Page 11 (6105) entries 1n 
the service record as required (Note: Only the cOITLi.iLanding 
officer can sign 6105 entries). 

q. Preparing recom~endations for administrative discharges, 
and notifying the IPAC Separations Branch when any adTdnistrative 
separation is initiated and forwarded to the General Courts­
!"lartial Convening Authority (GCMCA). 

unit personnel 
reporting to IPAC of changes in status 
(includes periods of unauthorized absence 

hospitalization; confinement by civil 
divorce, birth of children, etc.). 

'. '" author1tles , 
(UA) 

s . 
via 

and subrnitt data inte 
tern (T'MS} . 

t. trJhen NOL cannot be used rosters to the IPAC for 
company ana code for the unito This is 

as proper I>1CTFS codes aid '--lnits in creat 
company and branch rosters f ensures proper unit I'1CTFS entries GLee 
rnade J and increases accountabi i 
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Note: Regardless of MOL I comrnands mUSt submit all Special Orders 
(DSO/GSO/BSO/RSO etc.) to the IPAC for proper recording in the 
service record. 

u. Issuing check in and check-out sheets for all merrbers of 
their corDIrland. All check in sheets will be main at the 
corn..rrand level and all check out sheets ':fIill be ret.ained at the 
IPAC. 

v. Establish procedures to identi and track the 
entitlement to Post-Deployment Mobilization Respite Absence 
(PDMRA) for personnel returning from a consecutive deployment. 

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

x. Establish procedures to identify and track the Special 
Duty AssignInent (SDA) Pay and/or any incentive pay ensuring that 
the IPAC is informed when a member fails to perform the monthly 
requirement for the special/incentive pay. 

y. Ensure Unit 'Transition Coordinator (UTC) completes the 
Survivor Benefit Plan (SBP) counseling upon completion of 18 
years active service. Upon completion of counseling, update 
MCTFS via MOL for SBP local training. 

z. Tour 
submitted to 

II Extension. Ensure the NAv~C Form 112 is 
the IPAC Separation section for NCTFS updating. 

aa. In accordance th Division Order P3040.3, Division 
Corn..rnanders will have their r1arines review their Record of 
Emergency Data (RED) semi-annual via MOL. Marines required to 
update their records ""ill do so utilizing NOL. [carines \-Jho 

require updates that can not be accomplished via MOL l-vill be 
directed to the IPAC Customer Service Branch for audit. aLd 
update. 

PARs are 
To receive service at IPAC t 

sergeants and below. The 
exc on to this rule is if an email v]as sent out from IPAC 

the Marine to a spec fie IPAC Branch. It is 
reCOIfLL'Llended the :Lv1arine nave a copy of that email when 

In at the i front desk of IP}\C 0 

be endorsed at the company or battalion A PAR 
nurrber will be the IP~Zl,.C CO::ltrol Branch 

1-6 
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personnel T,,"Jhen the Marine checks in. The use of E-PARS is 
preferred for all personnel for tracking purposes and should be 
used whenever feasible. The use of E-PARs reduces the foot­
traffic wi thin IPl'..C. E-mails from SNCOs and officers are also 
acceptable when attac~ments are required, and should be sent to 
the organizational mailboxes of the IPAC. Note that some actions 
require forwarding from oompany 1stSgt/XO/CO, Sl/Gl 
Officers ers or battalion corrmands. The goal for completion 
of all PAR (electronic or paper) requests is within five working 
days from date received in IPAC. 

8. Check In. All Marines are required to report to the IPAC 
Inbound Branch (Building 59) 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 Assistance Program (FAP) or upon 
termination from FAP. All Marines will be provided the 
opportunity to check in with the agencies external (Base Housing, 
Harine Corps Comrnuni ty Services (MCCS), ID Card Center, Vehicle 
Registration, TRICARE, etc.) to the local coml1',anders except for 
the Consolidated Issue Facili (CIF). These agencies are 
located in Buildings 59 and 60 the Camp eune Reception Center 
(CLRC) For further guidance, please refer to chapter 5 of this 
Order. 

9. Check Out. All Marines transferring or going TAD in excess 
of 30 days are required to report to the IPAC prior to departing 
the uni t for aclxninistrati ve processing. Marines transferring or 
departing on T'AD in excess of 30 days are required to checkout of 
those places designated on their corrmand checkout sheet provided 
by their unit 8-1. Completed checkout sheets are required before 
Marines can pickup tickets (peSO only) and orders from the IPAC 
pes Section. The IPAC will file the checkout sheet with the 
official file copy of the Orders. 
refer to chapter 7 of this Order. 

-) (', 

.Lv. 

the U&E procedure will 
better assist those 
discrepancies, and is 

For further guidance l ease 

kl understanding of 
at all levels to 

to prevent/correct 
to the 

pay date. All entries that effect pay and allovJances 
are MCTFS. Each 

The U&E date OCCD.rs twice 
entltl.ement entries successful 

has a 
all pay and 

or ::'0 the 

~J&E 

establ shed cut-off dates "11il1 be reflected in che fa: pay 
od~ The U&E date for :::.he of :5 Nover:ber is 

5 November. A I1ar=-ne get.s married on l Noverrber and 
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to IPAC on 6 Noverrber to complete the paperwork for 
Basic Allowance for Housing (BAH), and Basic Allowance for 
Subsistence (BAS). This information is reported on the unit 
diary on the 7th of November. -The Harine will not see a pay 
increase on 15 November because it was reported on the t diary 
after the U&E cutoff date of 5 Novernber. However I the action 
reported will reflect on the 1 December pay period crediting the 
Ivlarine with all pay and allowances retroactive to his daLe of 
marriage of 1 November.) 

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

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

a. Management of IPAC personnel training requirements. 

b. Personnel accountability reporting for IPAC personnel. 

c. Coordination of IPAC Guard Mail to supported 
organizations and support activities. 

d. Management of the IPAC budget. 

e. Provide administrative personnel support as required to 
deployed units. Requests for personnel administrative support 
must be submitted by the major subordinate command (MSC) with 
justification via the Corow.anding General (CG) I II MEF; COmITlander, 
U. S. Marine Corps Forces COlmnand (COMl;f"JARFORCOM); CG HCIEAST, and 
COrrLrnanding Officer I MCB Camp eune (Director l Base 8-1) . 

13. Control Branch. Monitor unit reporting. 
Extract,- work r monitor, and ensure Electronic Diary Feedback 
Reports are certified in a t E"lanner. ew{ 
monitor, and conduct random audits identifying int.ernal control 
problems and t.rend discrepancies in pay. Also! are 

for test cycle software installation! special 
es/Oracle Data se (ODS~) s; a 

team within the IPAC and corrmands 
Ii Control Branch is for centralized 

fil 0::: all internal letters I and as ien of 
cornrrland let ters from ts. 
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a. I'l2~na(JemEont of the lYICTFS process! to include allocation of 
unit diaries, oversight on diary feedback reports, transmission 
of unit diaries ~o the MISSO , retrieval of red reports. 

b. Management of Automated Data Processing Equipment {ADPE) 
assets. 

'--. The Service Record Haintenance Section 1ilill complete and 
maintain all daily maintenance/security to the service records 
maintained and serviced by the IPAC. They also provide a scan­
on-demand service record electronical via E-mail or copies to a 
compact disc. 

14. Customer Service Branch. The Customer Service Branch is 
responsible for the following adrr,inistrative areas: 
administrative service for pay related PARs, allotment reqJests, 
pay and entitlements reporting, and completion of triennial and 
member to member audits. 

a. Pay and Audit Section. The Pay and Audit Section is 
responsible for tracking and monitoring all pay and entitlements 
for personnel supported by the IPAC. They audit and resolve pay 
discrepancies and submit requests for pay adjustments or special 
payments to the Disbursing Officer. It is also responsible for 
tracking, monitoring, and completing all required triennial and 
mernber to member audi ts of service records maintained wi thin the 
IPAC. 

b. Allotment Section. The Allotment Section is responsible 
for the completion 0 all requested allotment requests not 
completed utilizing the MyPay System. They will track and input 
all annual required Co~hined Federal Campaign (CFC) and Nav~ and 
Marine Corps Relief Society (NMCRS) Ly allotments. 

c. The Dependency Section will provide 
customer 
personnel adrninistrati ve 

as, 
tions. 

15 . COll'L.'T,and 
adrninistrative 

Branch. The 
responsibil ties are 

Promotions Section f AVlards Section; 
Section" 

packages and 

in the fol areas: 
Section and Limited 

The Promotions Section is 
t:he enlisted precess 

MOL 0 This inc 11 entries for "Non-
reconLl,endations lf for 
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onl ; and ::ce-computation of composite scores. 
Promotion warrants for serg-eant and below and "select grade 
rosters" will be processed via MOL by the unit {this Branch will 
provide the completed (ready for commander's signature) sergeant 
and below promotion warrants and "select grade rosters II to 
indi vidual cOIT'Jr,anders, only when 1-10L is not avai lable. 
Proficiency and conduct mar~s for Marines promoted will be 
processed via MOL by the unit (the IPAC will input 
proficiency/conduct marks into MC'I'FS when NOL is not available) 
Additional f this Section provides corrmanders with monthly 
rosters of Marines assigned to the Body Composition Program 
(BCP) . 

b. Leave Section. The Leave Section is responsible for 
tracking and monitoring all periods of leave reported through MOL 
that subsequently fail to post to MCTFS from all commands the 
IPAC supports. 

c. Awards Section. Responsible for verification and the 
subsequent reporting of personal and unit awards received via 
PAR/EPAR into MCTFS. However, this responsibility does not 
include awards that can be processed through the Improved Awards 
Processing System (iAPS), awards received by Marines that are 
currently forward deployed, or as a result of corrective actions 
necessary and required to complete a pre- or post-deployment 
audit, or any other audit performed within the IPAC. 
Additionally, the Awards Section is responsible to address 
Inconsistency Reports for Global trIar on Terrorism Service Hedal 
(G]/JOTSM), National Defense Service Hedal, and the Marine Corps 
Good Conduct Medal. 

d. 1 Section. The Legal Section is responslb~e for the 
administrative processing of all legal related entries to include 
NJP, courts-martial, appellate leave, In Hands of Civil 
Authorities (IHeA) f UA/ and/or desertion, 'The Section 
reports all relevant entries into HC'TFS and et:es 
service record entries, T'he Legal Section is further responsible 
for all service records for Harines who have been 
placed in an invo appellate leave status, as we:l as 
I'1arines 'jJho have been declared a deserter for more than 180 
to designated 

Limited tlon. Coordinate with un~"C Limited 
Coordinators (LDC) and assist in the 
limited status and report any 

1-10 
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tioD of ?~cti ve tation codes into MCTFS. 
(EAS) under 120 days will be processea by the Separation Section. 

16. Outbound Branch. The Outbound Branch has overall cognizance 
of the pes, peA, and separation process Harines. They also 
report entitlements (if applicable) from settled Defense Travel 
System (DTS) claims for Harines who go TAD. 

a. Permanent Orders Permanent 
Change of Assignment (PCA) Orders Section. on is 
responsible for endorsing all PCSO and PCAO issued by 
Headquarters Marine Corps (HQMC) for all personnel belonging to 
Headquarters MCIEAST, NCB Camp Lejeune, II MEF, II MEF 
Headquarters Group (II MHG) , 2d MarDi v, 2d MLG, l1JARSOC and TECOM 
school commands administratively attached to MCB Camp Lejeune. 
This Section also maintains responsibility for all port call 
submissions for Marines ordered overseas. 

b. ions Section. The Separations Section is 
responsible for the identification and processing of all Marines 
pending release from active duty, retirement, and transfer to the 
FMCR, administrative separation, and Physical Evaluation Board 
(PEB) discharges. 

c. DTS tion 

(1) The DTS Section is responsible for reporting 
personnel administrative requirements associated with TAD, 
corrmand level oversight of the DTS, provide administrative 
assistance that may be needed from local cornrnanders and r>1arines. 

(2) Funded TAD ;''1i11 be processed through the commands via 
DTS , to include all Harines, Sailors and civilians when 
applicable. 

(3) Processes all attacJ:-llTtentsl 
supported units. 

S velha are TAD to 

17. Inbound Branch. The Inbound Branch is respons for 
proces all personnel pes to Camp eune and 

PC .. f:l."O between all comrnands aboard 
The Inbound Branch des assistance and 

education in areas of pay, entitlements, and for the 
of information for new joins. This Bra!lch will conduct 

all initial join audits! ensure accuracy of the individual's 
service and po"y records! and the of t,ne pes t:ravel 
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claims process, This Branch is also responsible for processing 
Marines checking in for the PAP or checking out from FAP. 

" 8 . llJiJJ.~· .t:t--.i~!2ci£i.l!'~~.J''£i~£3 ~h " . ~ ~ 1 t B •. ..:... _ '- ..i.'.l.-~e uDl L uep oyrr'ten ; ranen lS 
assigned as of contact for all personnel 
a~~inistrative responsibilities for units deploying or conducting 
local field exercises. This responsibility encompasses pre­
deplo:yTIent and pes t-deployrr~en t audi ts I uni t diary reporting- f 

service record book maintenance; pay and entitlements review, and 
other administrative actions within the scope of reporting unit 
administration. 

19. vvounded ~'Jarrior Cell The Wounded viJarrior Cell (vijilJC) 

is ass as a single point of contact for all personnel 
administrative responsibilities for all wounded warriors assigned 
to the Wounded "Iarrior Battalion-East (\rr~iB-E). The ItJ'1JC is a 
stand-alone admin cell under the direct supervision of the Deputy 
Director, IPAC. 

20. Flow of Information. In an effort to reduce the requirement 
fcr Marines to physically visit the IPAC or an ASC for routine 
personnel actions! Marines are encouraged to utilize E-mail with 
source documents attached as required. Individual Marines may 
also hand deliver documents to the IPAC for action. Once the 
Installation Personnel Administrative Center Solution {IPACS) - - - --
online system is available Iv1arines can utilize this system to 
submit all requests. Marines are also encouraged to utilize the 
MyPay web site https://mypay.dras.mil/mypay.aspx or the MOL web 
ht .do 

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

" Headquarters Suppcrt Battalicn, MCB Bui 8 
x MCIEAST/MCB G--1/S-1, Bui 

MEF 
7: 2d 
x 2d lYILG G~lj 2 

22. The preferred method for 
For the tion of 

Personal Identi ion (PIr) all e-mails must be 
infrastructure and passvlcrd when 

ou. 'The zat mailbox 

1-12 
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OMB) accounts vvill not accept e-mail so it is 
mportant to place the PII 

with password protection. 
monthly pass"\;vord issued by 

in either a Word, Excel, or PDF file 
Unit 8-1 personnel are provided a 
IPAC. You must ensure the pass"1Jord is 

provided to the IPAC OMB account in a separate e-mail if other 
than the monthly IPAC issued password is used. Instructions of 
hovv to password protect the files can be obtained frorn the 
Quality Control Branch. E-mail provides certification of 
delivery and irrmediate feedback to the sender for tracking 
purposes. To ensure that internal controls are maintained on 
information transmitted via E-mail, Branch ~/lail Box accounts must 
originate official requests for action. Such requests must be 
addressed to the appropriate IPAC OMB as listed below: 

Branch 
Quality Control Branch/Service 

Records Request 
Quali Control Branch 
Unit Deployment Branch 
Wounded 1!Jarrior Casualty Cell 
Personal Casualty Report (PCR) 

Mail Box Address 
MCB_IPAC.OPS@USNC.MIL 

MCB_IPACS.EPARS@USI1C.NIL 
l':CB IPAC. UDS@USI1C .I1IL 
MCB_IPAC.CCELL@USNC.I1IL 
I1CB IPAC PCR@USMC.MIL 

Note: All E-mail PAR requests for units within the Camp eune 
area will be submitted to the Quality Control Branch OMB listed 
above. 'The exceptions are the deployed uni ts "\;vho will submi t to 
the Unit Deployment Branch ONB and information concerning 
Casual ties must be sent to the t10unded Vvarrior Casualty Cell ONB 
and the actual Personnel Casualty Report (PCR) must be sent to 
the PCR OMB. An IPAC PAR tracking nurnber will be assigned upon 
receipt of the EPAR. If an E-PAR tracking nurr~er is not assigned 
within 48 hours from submission please contact that branch orc or 
SNCOIC for action. 

23. 
diary 
funct 

v\]i th the 
system, the 

ion of unit 
of 

Under this 
concept, each branch 

has been established. 
of the IPAC has the capabili and 

responsibility for performing all 
requirements aris from pay and 

t diary-report 
actions 

that Branch. All cornrnanders have the -::0 

unit report 
career 

MOL TMSo 

rernents 
actions 
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user's social security number, generates a seven character, 
alphanumeric ELSIG. Both ELSIG and SEED are required ~o 
access the server-·based MeTFS system. 

a. Master The iVI-ELSIG for Reporting Unit 
Code (RUC) s assigned the Manpower sion, NCE Camp 
Lejeune and is requested from the MISSO-02, Camp Lejeune. The 
IYI-ELSIG will be used to assign the Director's ELSIG. 

b. Upon assignment of the M-ELSIG r the :t.'1-ELS:::::G 11 be 
placed 
accessible 
(ECO) . 

a sealed envelope and locked in a secure container 
only by the Director and/or the ELSIG Control Officer 

c. The M-ELSIG 
a quarterly basis. 
quarter. 

d. 
will be 

must be sighted by the Director and/or ECO on 
The envelope will be initialed and dated each 

using the Director's ELSIG. 

An officer assigned to IPAC 
ECO ELSIG \vill be generated 
is responsible for the 

assignment, review and cancellation of "Preparer fl and "Viewer" 
ELSIGs utilized to access the server-based I1CTFS system for RUC 
45020. 

farnil 
Personnel assigned an ELSIG will thoroughly 

'ilJith the ELSIG security requirements 
contained in reference (c). 

25. I1C'I'FS rements. Each preparer is responsible 
for the research, preparation, review and certifi of unit 
diaries affecting pay entitlements and personnel information. 

26. Electronic 

a. 
VIi thin 

EDFRs vlill 
the Quality 

been processed. 

b. The Quali 

Feedback 

be extracted the I:1ternal Audit Sectio:1 
Control Branch on each working day a cYCi.e has 

Control Branch Wll.l. review EDFRs on a dai 
research and monitor a-Li. ected transactions 

Advisory transactions V]lJ..J.. be within one 
and f~ctc,),je(J for eacn Branch to take corrective as 

T'he Branch direc affected will all 
corrective act within five 
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C. Final action on EDFRs will be completed r\'vithin five 
working days. 

27. Securi and Access. Service records contain private and 
sensitive personal information protected under the Privacy Act of 
1974. The IPAC is bound by rules and regulations governing the 
disclosure and security of information contained in service 
records. 

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

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

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

d. Authorized personnel of supported organizations and 
activities may review service records upon 1jlritten reql1est via 
their S-l. Due to the difficulty of maintaining hard copies and 
scanned copies of service records, scanned copies are the only 
records available for review. 

28. Accountability. The location of service records will be 
tracked to ensure accountability at all times. 

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

fied as '\signed out" within the IPAC will be verified. 

b. Branches within IPAC will s 
service records on those Marines 
Branch. 

for, hold and account for 
process by that 

29. ibilities. Reference (a) outlines tne 
specific admini ve lities of the individual 

t comrnander l G-l, S~l and adrnirriscrative officers. 

- 5 
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Chapter 2 

Control Branch 

1. General. The Quality Control Branch is comprised of four 
sections; ~nternal Audit Section, Ad~inistrative Assistance 

son Section, Data Systems Section, and the Service Record 
Naintenance Section. Contact can be made with the Quality 
Control Branch via the organizational Ee-mail 
MCB IPAC.SYSTENS@DSMC.MIL. 

2 . Audit Section 

a. The Internal Audit Section will: 

(1) Ensure information is reported immediately. 

(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) Distribute Bi-Monthly the EDFR tracking the 
acceptance and rejection rate of unit diary entries submitted 
from the IPAC. 

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

(6) The Timeliness Management Report ( Wlll be pulled 
on the 5th for the previous month's activity. The IPAC will 
revievJ the TIvIR in order to discuss trends and deficiencies that 
occurred the month The TMR displays the nurnber of total 
diary transactions I t rated 
timeliness and ec 
for timeliness is 96%. 

(7) Deve 
I PAC , 

a cal 

(8) Monitor the internal 

2-1 

total ections , 
The Marine goal 

labus for each branch 

of branch/section 
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(9) Develop an annual. scheau_e to determine when ICRs 
v.Iill be extracted and delivered to IPp ... C Branch Heads for research 
and corrective action after the end of 
The follovllng reports will be provided: 

month U&E processes. 

(a) Customer Servioe Branch 

1. Triennial Audit 

2. To sick 

3. Limited duty 

4. State Tax/Home of Record 

5. Leave over 60 days 

6. Hissing HGIB status Code 

7. Individual location code is not Camp 
Lejeune NC and member not TAD. 

(b) Inbound Branch 

.c. Harines joined in the last 30 days 

2. Open BAH type II 

3. Billet HOS = 0000 

4. New joins rating a bonus 

(c) 

UA IHeA/IHFlI. 

2 . Legal ConflDLernent Status 

3. 'TL not 

f .." 
,,OJ 

CONUS COL?~ 

2 . in of BAH Diff 
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3. Harine receipt of BAH O/R 

4 . Service Spouse Codes 

5. t1arines in receipt of ~~CIP 

6. Harines receipt of ' , pay lD lrlCentlve 

7 FS~A.. yet not TAD 

8. Marines not In receipt of any BAH 

9 Marines in receipt of BAH at Dependent zip 

code 
10. Marines without Direct Deposit 

(e) Promotions 

Promotions Restriction 

2. Composite Score Zero 

3. Marines missing promotion PRO's/CON's 

4. Marines missing SA PRO's/CON's 

(f) TAD 

1. FSA-T 

2. Expired PERS Tempo 

3. Open Field Rat 

4. Humanitarian :Y'AD Attacr~ments 

(g) 

-L. FSAT 

2. P;:;:RS 

3< Hostile Fire 

4. 
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5. Open Tax Exclusion 

6. Deployed Per Diem 

7. Open Field Rations 

8. PF'T l'v'Jai ver for Deployrnent 

9. Career Sea (duty) Pay 

10. Open Crisis Code 

11. Members listed as deployed to Loc, IZ, AF, 
KU, or ZZ wino Crisis Code. 

(h) Outbound 

1. Outbound Roster 

2. Expired ECC 

3. Eee 90 day no \\~vill re-enter!1 

4. Marines pending Medical Discharge 

5. 18-30 years of Service (SBP) 

(10) Function as the Quality Control for the IPAC by 
providing instructions and onsite assistance to each 
branch/section upon request. 

(11) The Quality Control Branch reviews and assigns all 
EPARs as they are received. Quality Control will monitor the 
IPACS, MOL EPAR, or separate EPARs system to ensure are 
answered thin three working days. 

3. The OIC of the 
Quali Control th the Base I 2d :t1arDi v I 

2d l'1LG, TECOM school cornrnands v and II MEG G-l/S 1 to establish a 

to conduct revie'jJs of those -cional areas 
report the G-l/S 1- Branch within 

all the cornrnands lD which the IPAC T'hese audi ts are 
to ensure accurate and information is 

in order to and 
service to the Marine and the command; ~Zl.~reas that 

and 
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particular attention are , HOL (Promotion Recornmendations l 

Leave, PTAD, Training, Off Education, Career ) f 

Deployment data, Personnel Tempo Events, strative 
Separations, 'Travel controls, DTS/Order writing, and Goverrurtent 
Travel Charge Card (GTCC) Program. Commanding officers should 
conduct appropriate training and inspections to ensure adequate 
internal controls exist. Sample inspection guidelines are 
contained on web site, .usmC.fill. click. on 
Hanpower and Reserve Affairs, Active Harine, Hanpower Information 
(MI), Marine Corps Administrative Assistance Team (MC];..AT), and 
Information for Administrators to view the most recent l1CAAT 
Checklist. 

a. The Administrative Assistance Liaison Section will: 

(1) Utilize the Automated Inspection Reporting Systems 
(AIRS) Inspection Checklists and the HCAAT checklist when 
conducting administrative visits to units supported by the IPAC. 
Each supported unit will be visited at least bi-annually_ The 
inspection schedule will be coordinated with the Director, Base 
S-l and tenant G-l/S-l. 

(2) Utilize HCAAT and AIRS Inspection Checklis1:s when 
conducting internal analysis of a department/branch. s 
analysis will take place on a bi-annual basis at a minimum. 

(3) Provide oversight on the timely completion of the 
Co~uand Reporting Unit Code (CRUC) resident within the Assistant 
Chief of Staff, G-l at each supported command: 
2d HarDiv, 2d HLG, and MCB Camp Lejeune. 

II MEF t II MHG, 

(4) Conduct proper proficiency training for units 
supported by IPAC. Training will be conducted as requested. T'he 
Adffi,inistrative Assistance son Section 11 be responsible for 
all aspects of r designated to include the 
fiaterial, avai ion} and presentation of the 

(5 ) Provide ect matter e:x:p,,,rts (SME) , as red, to 
assist 
teams 

Officer 
units aboard MCB 

2 5 

(COIP) or CGIP 
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The responsibilities of the Data 
but are not limited to the £01 

a. Maintaining a current inventory of all ADPE assets 
assigned to the IPAC. This inventory will be reconciled on a 
quarterly basis to ensure that all assigned assets are accounted 
for. Discrepancies discovered during the quarterly 
reconciliation will be irrcl",ediately fied to the Data Systems 
OlC for resolution. 

b. Developing and maintaining server-based applications 
designed to streamline information availability to the lPAC and 
supported organizations and improve the personnel administrative 
process. 

c. Being responsible for accountability of all ADPE, 
computer, printer, and scanner assets within IPAC and coordinate 
with the Director, Base S-6, N~CI, or MISSO for any computer 
maintenance, service, and/or applications. 

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

e. Performing all IPAC Terminal Area Security Officer (TASO) 
functions for the Kansas Ci and St. Louis domains. 

f. Only NMCI authorized software 11 be loaded on 
computers. Coordination will be made with the Data Systems 
Branch to install required administrative software programs. 

g. Serving as the direct line of corrmunication between IPAC, 
Director t Base 8-6 i and 0.'lY1CI. All communications or computer 
support requests 11 be forwarded to the Data System Section for 
action. 

h. Track and moniror all access to any automated 
belonging to the IPAC. 

5 . Service 

a. All SRB/ 
tained and 

Section. 
s responsible for: 

are located wi 
tored I PAC 

The Service Record 

.ll 

IPAC and are 
Control Branch, 

This Section is responsible for accountabili and 
of the SRBI 
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b. To ensure accountability and maintenance of service 
records, SRB/OQRs will not normal be checked out of the IPAC. 
If a copy of the record is needed for any reason a scanned copy 
{Automated Service Record (ASR)) will be produced and provided by 
e-mail (encrypted) upon request of the unit 8-1 utant. 

C. Individual Marines are not authorized to check out 
own SRB/OQR but may review and will be provided copies of their 
record upon request. 

d. The ASR is established using computer technology as 
designed by the Adobe Acrobat software. Paper service records 
are scanned and converted into Adobe Acrobat format as soon as 
the service record is processed into IPAC and filed in social 
security 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 
automated field service record updates upon request of the 
Deployed S-l (scan on demand). Additionally, selected pages of 
the service record will be scanned and provided to deploying 
units via a CD-ROM. 

2 7 
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3 

tomer Service Branch 

1. General. 'This chapter will cover services and ad.-cdnistrati ve 
funet under the cognizance of the IPAC Customer Service 
Branch. The Customer Service Branch mission is to provide 
courteous, timely, and responsive administrative ce to 
Marines and family members. 

2. Triennial Audits 

a. As required by 
SRB/OQR audits will be 

chapter 12 of reference (c), 
conducted every three years. 

triennial 

b. The triennial SRB/OQR audit ''\Till be conducted by a 
personal interview with the member and comparison of data in the 
MCTFS. 

c. The BIR/BTR will be audited and corrective action taken. 
The audited BIR/BTR, complete with signatures and dependant 
certification, 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 
lli~it diary. The audited and certified RED will be filed in the 
SRB/OQR until the next update to this document is required. 

e. The Record of Service (ROS) , Personnel Tempo (Sl12) TMOS, 
Awards, Career Sea, Remarks Sumrnary, BTR, and Education Screens 
in HCTFS will be audited and corrective action taken as required. 

f. In an effort to reduce the number of times a Marine is 
required to visit IPAC j IvIarines may declare any visi1: for routine 
service as triennial audito Such audits must be completed 
ItJithin three years from the date of the last completed audit 
process or ennial audit. 'This audit must also include all 
re~Jired actions for the triennial audit. 

g. Marines are to inform IPAC of any 
may a£ the status 
include, but are not 
for purpose of divorce t 

pay and entitlements. 
ted to: 

in BAH status/residence on or off Dasee 

3-1 
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n. At the beginning 
identifying l1arines 
will be sent to the 

with 
of each month, ros'Cers aye 
audits over three years. 

COlTh'Ttands for of 

generated 
These rosters 
Marines to 

IP}\C to conduct the required audits} to include triennial audits. 

3 . to Hember Andi 

a. As required by chapter 12 of reference (c), Hember 
Married to Member audits/review "viII be conducted semi-annually. 
All documentation used in the audi ts \Hill be maintained in the 
Customer Service Branch. 

b. A-:: the beginning of January and July, a roster will be 
requested and generated from the Quality Control Branch. The 
roster VJil1 be reviewed and information extracted from HCTFS to 
conduct the audit/review. For members married to other service 
members, notification will be forwarded to the Harines command 
for referral to the IPAC to conduct the audit. 

c. The audits can be accomplished without the meIT~ers 
present. The audit will consist of a comparison of each meITbers 
entitlements utilizing 'rRS Remark Sumrr'tary screens, LES( or ODSE 
for potential or unauthorized and or dual payments of 
entitlements. If its determined that a discrepancy exists, the 
members will be notified and corrective action taken. 

d. Although not required, during the audits/reviews, 
verification of up to date special power of attorneys will be 
accomplished per reference (c) and (d). 

e. Hembers f the Armed 
Due to the fact 

lizing HCTFS, 
service information is not accessible 

the meIT~er is respons for providing the 
information that is required for the audit. At a minimum, a 
current copy of the othey service spouse LES aloYl9" \'vi th a 
of contact and phone number of the s office will be 
provided. 
::;::PAC will 
office for 

in 
must be 

If a discrepancy is detected during the auditl the 
contact the other service spouse's aci.-rninistrative 
coordination 1:0 correct the screpancy. 

i1arines vIho a chan9"e 
a merrner l such a 

tted the IP-"Zl.,,-C CustofLer ce Branch 'ror 

3 2 



EO 5001.1 

reporting the correct information into MCTFS and for a complete 
review of all entitlements and lYICTFS records. Harines 
req~iring this type of a~~inistrative service must report to the 
IPAC in person with all supporting documents j i.e. marriage/birth 
certificates/ divorce decrees, etc. Note: ID cards are issued 
by the DEERS/RAPIDS ID Card Center. Marines must also visit that 
ID Card Center to complete dependant add/loss updates. 

must: verify their SGLIITSGLI/FSGLI during join, 
pre/post deployment and triennial audits or during an addition or 
loss of family members, or any time the Marine desires to change 
the SGLI contract (Note: SGLI is separate from the RED) . 
Increases in coverage are effective the first day of the month 
the new SGLI form was executed. Decreases in coverage are not 
effective ~Dtil the 1st day of the month following the month the 
new SGLI was signed. Marines 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. RED information is vital to 
contacting ly me~bers in the event of death or serious 
injury. Each Marine is responsible for ensuring the information 
on their RED is current and accurate. These changes include 
address/telephone changes of family members, parents, guardian 
information, and child(ren) information. Some RED information 
can be updated via MOL at www.mol.usmc.mil. During required 
audits signatures will be captured. 

7. T'ricare rami Dental Personnel offices no 
longer have the ty to report enrollments or dis-
enrollments of dental coverage for service mernbers. For inquires 
regarding such coverage, Marines ffiUSt contact United Concordia 
Companies Inc (DCCI) direct by call (888) 662-2256 cr 
visi ting W\ptill. ucci. com on the internet. 

8. 
outl 

Plan Procedures for 
and AllovJances Advisory Notice 

enrollment are 
(PAJu~) 46-01 and 

HARADHIN 423 01. Enrollment may be ished via 

web sit e .r:h'.'=:'=J2"'CL!.E'Ll2.':':Y..:~"-Cl~:E'.-l:.::i~:sL:£'~.:.."~2:':' ::: 
information on TSP may be found at the TSP 'j;Jebsi te \iJVJ\v, ~ _____ ,,-~c. 

call thrift line at (504) 25S~8777. 

9. ,,~ll Marines who are on 
direct depos t t::cavel advances! 

3-3 
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and travel settlements electronically via their direct deposit 
accounts. If a payment has not been received 'J"Jithin 48 hours 
upon notification that an EFT payment was made, the me~ner must 
notl IPAC and their chain of comrr~nd iTmediately. 

10. Direct it 
is mandatory for all 

Direct deposit participation 
are in a good pay status and not 

pending separation. Per current regulations, direct deposit must 
be discontinued on all Marines pending separation (cornrnands 
should notify the IPAC once the Special Courts-lVIartial Convening 
Authority (SPCl1A) forwards the separation package) . 

11. Basic Allowance For is 

a. BAS is paid to enlisted members authorized to subsist 
separately from government messing facilities per reference (e) 

b. Marital status alone does not entitle a member to BAS. 
lVIarines in the grade of gunnery sergeant/E-7 and above are 
automatically entitled to full BAS. Staff sergeants/E-6 and 
below must be authorized to receive full BAS. In special cases, 
members may request full BAS for medical, religious reasons, or 
due to irregular work hours. No member is authorized to receive 
full BAS while in possession of a meal card or while 
participating in field duty. lVIarines receiving full BAS, who are 
placed on restriction, are required to report to the IPAC 
Customer Service Branch or their local ASC Branch for issuance of 
a meal card. Sergeants and below \vho permanently move into the 
barracks from off base are also required to obtain a meal card 
from IPAC. Full BAS may not be approved retroactively. 

c. Officer's 

(1) rrhe preferred option is to have unit comrnanders 
include the endorsement whether he/she is direc BAS 
monthly be approved if the BAH "own right tf request is approved by 
the installation cOmIT~nder. 'This '..viII allovJ the IPAC Customer 
Service Branch personnel to start the BAS mon (stop the DNR 
deduction) upon or the meal card. 

(2) An addi onal op~ion is to have the corrmander approve 
a separate written request the member. Once the cOhl~ander 
approves the entitlement the Customer Service Branch 

11 be able to start the BAS the Dlv:IR deduction) 
upon of the meal card. 

3-4 
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'Jlhe Inbound Branch will issue the NCB Camp 
eune meal cards to sergeants and below . ~ 

..1...11 the barracks. 
All staff sergeants single or unaccompanied \tJill be issued a meal 
card. All eligible members in accordance with reference (f) ~vill 

be instructed to fill out a CornRats Form (NA\TM:C 10522) and signed 
off by cOrrLrnander. Meal cards will be prepared and handled 
as controlled documents with positive accountabili at all 
times. The Inbound Branch is designated as the secondary point 
for meal cards for personnel assigned to support lvICIEAST', II MEF I 

and lYlCB Camp eune organizations. 'The primary control point is 
Refer to reference (f) 

cards will be issued as 
located in the Customer Service Branch. 
for meal card issue instructions. lYleal 
follows: 

a. Upon joining the Camp Lejeune area, the Inbound Branch at 
Building 59, CLRC, will issue the meal card, regardless of 
co~mand assigned. 

b. If a replacement meal card is needed due to loss, or 
mutilation of the meal card, the meal card will be issued by the 
Customer Service Branch IPAC at Building 6. ~~ lost/stolen Meal 
Card Statement must be completedi these forms must contain a 
stamp from the Provost lYlarshal Office (PHO). IPAC will notify 
the facility managers of the local mess hall (s) in rJ'Jri ting I to 
provide the name (and serial nurrtber to which the card was issued) 
of lost or stolen meal cards. 

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

(1) Upon transfer/separation by Orders/Separation's 
Section. 

(2) Personnel being reassigned to another monitored 
cornmand code (MCC) aboard Camp 
card. 

are in 
All corrmanders aboard Camp 

to collect meal cards 
on leave, PDMAA j or T8..D/PTAD. 

eune will retain their meal 

eune must ensure procedures 
from all departing 
Procedures must also exist to 

return the meal card upon the Marine's return. 

e. routine 
be Led to ensure 
personne~ have meal 
be 
OlC. 

tions, meal cards should 
and that on2.y authorized 

fraudulent use of meal cards 'Iii' 1 
to the Customer Service Branch SNCOIC or 
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f. The Inbound Branch will use a Cornrr,andant of the 1YIarine 
Corps (CI1C) approved, automated meal card database to maintain 
control and accountability for all meal cards. Designated SNCOs 
from IPAC vIill be assigned in writing to perform meal card 
, , .J;; " lssulng LunC~lons. No tape or \\white out" will be used in making 
corrections to the meal cards however, pen and ink changes are 
authorized. Make changes by striking through the erroneous 
information iAJith a single line and then signing the change. 
Joint inventories, 6£ the automated meal card database and of all 
blank meal cards on-hand, will be done on a mon basis by the 
Issuing Officer/Agent and the Director of IPAC or upon 
reassigrll~ent or relief of the Director or Issuing Agent 
Officer/Agent. A joint inventory letter will be prepared and 
logbook entry will be made when the joint inventory is conducted, 
and will specify the inclusive serial numbers of all blank meal 
cards on hand. Suspected loss or theft of blank meal cards and 
discrepancies identified during the joint inventory will be 
investigated. 

g. 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 requisition form. A copy of the 
Serv-Mart/Self-Service packing list 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 identifying on-hand meal cards. 

13. Basic Allowance For Hous 

a. BAH is based on geographic duty location, pay grade, and 
family member status/location. The intent of BAH is to provide 
uniformed service merrbers accurate and equitable housing 
compensation based on housing costs in local civilian hous 
markets and is payable when government are not provided 
Refer to chapter 10 of reference (g). 

b BlU'l Own Right (O/R) is not authorized for members pay 
grade E-6 and unless requested for and approved 
local group/ 
Officer, MCB 
report in Wl 

tal commander for all E-6!s and 
eune for all E-5's and below. 

the first s and are 
If mernbers 

zed Bp-.. H "own 
must also go to the Inbound Branch to ensure a 

TTavel C is submitted for DLA "o~Y:i'l. 

requests mUSt be submitted to the IPAC 
retention. 
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(1) Marines must p~ovide the Customer Service Branch a 
copy of the Base endorsement that approved the BAH \\own 11 

recr..lest in order to have Bl\H \\OIfi.TD ff startedo A 
complete copy of the request is not required. 

(2) BAS and BAH are completely separate entitlements. 
Please see remarks for BAS monthly in paragraph 12 above to 
ensure proper payment of BAS monthly is made. 

c. MeInbers are required to notify the IPAC Customer Service 
Branch of any changes that affect their entitlement to BAH. 
These changes may include any gain or loss of family members 
(i.eo/ marriage ( birth, divorce, abandonment or death of family 
members). Additionally, BAH is required to be certified by the 
member during every audit (join process, triennial or 
deployment/readiness audit) or as changes to the BAH entitlement 
occur. Pay problems resulting from late notification on the 
member's part will not normally receive favorable endorsement for 
waiver of liquidation of indebte~ness. 

14. BAH Difference (Bfuq-DIFF). BAH-DIFF is the difference 
between BAH-II at the Ilwith dependents rate" and BAH at the 
"without dependents rate". Harines who claim BAH solely based 
upon the payrnent of child support, may be eligible for Bfuq-DIFF 
if such child support is equal or greater than the amount of BAH­
DIFF. If child support payments are less than the amount of BAH­
DIFF and the member has no other qualifying criteria which would 
make him eligible for a greater BAH rate, the member is entitled 
only to BAH-partial. If a Marine is authorized to reside off 
base, and child support payments are equal to or greater than the 
amount of BAH-DIFF, the member is entitled to BAH at the "with 
dependents rate". 

15. Contlnenta1 UDlted States Cost of Allowance 
(COLA) 

a. CONUS COLA is authorized for all merrbers to offset 
the higher cost of living. 

b. General the COLA entitlement for this area is zero 
dollars. In some cases there may be entitlement to CONUS COLA 
based on PCAO (no cost moves) . 

16. 

1s Enlisted Billets, 
basis. ~~ copy of 
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orders is required for all Marines assigned to billets entitled 
to SDA. Orders, along with rosters listing members in receipt of 
SDA/HDP are maintained separate folders for each of 
special pay and reviewed monthly. the annual 
certification of the Career Planners SDA pay is verified monthly 
by ensuring Career planner billets are assigned accordance 
with respective unit table of organizations (T/Os) and unit 
special orders. The IPAC Customer Service Branch must be 
expeditiously notified when a mem~er's status changes. 

17. tronic Leave Per 
current regulations, 
auditing the E-LES for accuracy_ At a minimum, the Marine must 
verify the pay grade, state code (where state taxes are being 
paid), number of federal and stat:e exemptions, all entitlements, 
deductions and remarks located at the bottom of the E-LES. 
Proper review of the E-LES can detect pay discrepancies before 
they become pay problems. If pay discrepancies are noted, 
immediately submit an E-PAR to IPAC via the chain of command. 
E-LESs can only be viewed through Marine's MyPay accounts. 

18. HyPay. The Customer Service Branch will have a kiosk 
available for Marines to request Personal Identification Num~ers 
(PIN)/Access as needed. Marines who have forgotten or lost their 
PIN may also request one using the instructions contained in the 
website for HyPay is .dfas.mil 

a. HyPay provides the capability for meIT~ers to make certain 
changes to their pay and personnel accounts via the internet. 
HyPay has been designed to provide users greater access and 
control over pay and personnel matters. 

b. MyPay allows mem~ers to conduct the follo"Jing 
transactions: 

Change federal tax exemptions and addi 
amounts. 

s or allotment:s, 

tax 

Start or change direct Ct'fJ,.)",i t account nurrber. 

address (home address) 

- Enroll in the Thrift: (TSP) " 

vievJ and current and 

3 8 
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c. Merrbers may also vies,>T their E-LES through MyPay. 

d. MyPay system eliminates the need to complete new forms, 
saves time in a~~inistrative support, reduces the chance for 
errors and updates pay and personnel records as fast or faster 
than processing changes through the merrber's administrative 
office or customer service representative. 

e. Upon enrolling into TSP through MyPay, members will 
receive a Hv'Jelcome to TSP" ter in the mail v,;i th their TSP 
account nurrber. Ii'Ji th this account number i members can then 
access their TSP account online after creating a web password at 
v:;vl'~v. 'The merrcber can then view their account balance 
and perform various actions online (such as change their 
contribution allocations I 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 click the link for "mail me my account 
number lf or flmail me a new ~;II]eb password. n It should be noted that 
members may only change the percentage of their pay (basic, 
special, incentive, and bonuses) they elect to send to t:heir TSP 
account by using their MyPay account. 

~ Customer Support issues and any questions regarding a 
member's PIN may be addressed by contacting DFAS Cleveland at 1-
800-390-2348 during the hours of 0700-1930 ES'T. 

g. It is mandatory for all Marines to possess a MyPay 
account. 

19. es. Corrmon pay discrepancies are provided 
below so that personnel in supervisory leadership positions may 
be a,vare of frequent issues that may affect their Marines' pay 
accounts. 

a. TAD rations not being stopped upon return from T'P<~D for 
Harines residing in the barracks. 

b. 
the 

c, 

tal rations not 
tal for Marines resi 

Late notification 
BAH! BAS, and/or Fami 

C1. Re,::011pD;ent of 

stopped upon di,;c;ll,olIg from 
In the barracks. 

that affect enti :::lernern::. to 
Allovlance (FSA). 

travel pay. 

3-9 
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e. Incorrect manifest rosters for dates and modes of travel 
causing erroneous 
(CZTE) FSA , and BAS. 

es of HDP, COIT~at Zone Tax Exclusion 

f. lVIernbers closing! changing their bank accounts vvi thout 
initiating action to redirect their direct deposit payments. 

20. So Preven Problems. The follO'Ning actions 
will reduce or prevent pay problems: 

a. Monthly review of the E-LES. 

b. Timely review/audit of the pay roster. 

c. Notifying IPAC of any changes that effect pay. 

d. Small unit leadership supervision. 

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

21. NAVMC 11116 Miscellaneous Hilitary Pay Order. The 
Hiscellaneous Hilitary Pay Order is used tc transmit orders from 
the commanding officer or IPAC Director to the finance officer. 
The Hiscellaneous Hilitary Pay Order/Special Payment 
authorization is often referred to as a "Quad 6" or "MPO". All 
HPOs originating at IPAC will be submitted to the finance office 
via the IPAC Customer Service Branch via DTHS. The corrmander or 
an officer delegated in writing must sign all HPOs. 

22. Roster. 
the day after each U&E to 
have a pay discrepancy. 

A suspect pay roster will be generated 
identify those Harines who potential 

The roster 11 be verified against 
current information within MCTFS to verify current pay status, 
and then to identi possible corrective action" The IPAC 
Customer Service Branch will also verify st.encies 
resul in Harines $300.00 or less payday 0 

'~;;~~~~,;;~~~~~~~*~~~i~m.S~A'~I;~P is reported via a unit: of the Pay Section 
23. 

within the Customer Service Customer 
Branch. An AlP the rank r name, 

I arnount to be of extension/reenlistment j and 
~he effective date of the ext ens /reenlistment. The agreement 

3 10 
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must be signed by the Marine and the comrnand:::"::lg officer. The AlP 
start/stop date reported is based on the date the Statement of 
Understanding (SOD) was signed, not the effective date of 
extension/reenlistment. The start date will be the first day of 
the month th the stop date being the last day of the month. 

--:r 11 
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Chapter 4 

COlTh''ttand Branch 

1. General. The Co~~and Support Branch administrative 
responsibilities are carried out in two sections: Promotions 
Section and Legal Section. The fol outlines the area of 
responsibility for each of these sections. 

2. The promotion system is a 
continuous monthly cycle. For a success system to work it is 
important for everyone to know what occurs at each cycle, and 
when and why established deadlines are due. A smooth flmving 
cycle will result in the proper Harines being promoted and 
receiving all pay entitlements in a timely manner. See figure 4-
1 of this Order for promotion timeline. 

a. Promotion tem. The enlisted promotion system provides 
a procedure whereby enlisted Harines within each grade and HOS or 
occupational field compete among themselves for promotion to the 
next grade. Hinimum requiremencs established for each grade are 
listed below: 

USHC & USHCR 
PROHOTION TO 
SgtHaj/HGySgc 
lstSgt/HSgt 
GySgt 
SSgt 
Sgt 
Cpl 
LCpl 
PFC 

REG PRONOTION 
TIG TIS 

3yrs 10yrs 
(See par. 3200.4,5 
3yrs 6yrs 

27NOS 4yrs 
12NOS 24HOS 

8NOS 12110S 
8110S 
6110S 

9110S 
6NOS 

HERIT PRONOTION 
'TIG TIS 

of ENLPROlJi1>1Al'J) 
N/A 6yrs 
N/A 4yrs 
N/A 18Iv10S 

N/~~ 6Iv10S 
N/A NONE 
N/A NONE 

b. Promotion to Private First Class 

First C s. Marines vlho have served for six 
months on grade of vate will be promoted to 

first class providing the Marine's service has been 
satisfac The Marinefs Time in Grade (TIG) will be cornputed 

of the month of en on active au 

(2) Lance first class who has 
months TIG and nine months ce (TIS) from the Armed 
Forces ~A."ct 

ified for 
Base Date (AFADBD) and fplho is otherwise 

may De to the of lance 

4-1 



BO 5001.1 

(3) Promotions to she grade of 
corporal and ~~ be authorized on the basis of 
vacancies existing throughout the Marine Corps and will be 
effected by authorized COITh.'11anders. Although Harines must meet 
the required TIG/TIS requirements, their promotions will be based 
on composite scores (automatically computed quarterly) for each 
eligible lance corporal and corporal, and will be effected 
monthly by their primary military occupational specialty (MOS) 
once the promotion authori 
received. 

message with the current scores is 

c. Recomrnended/Non-Recommended Roster. Recommended/not 
reco~~ended entries for promotion are required to be processed 
via MOL. Monthly, a list of tlpromotion Eligible!! Marines will 
post (Note: This initial list is not the "Select Grades"). Upon 
input of not recommended entries by the command, a Page 11 entry 
from the command (signed by the Marine) must be submitted to 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 is made, the Promotions Section will forward a 
roster of Marines eligible for promotion for the next month to 
each unit S-l. Verification of training information must be 
completed prior to the cut-off dates of each promotion quarter. 
This roster will be referred to as the "Eligibility Roster." All 
Marines that have satisfied the time in grade requirements for 
their current grade will appear on this roster. Each company 
commander must place ther a '~yestl or \'nolI under the 
recoIfUYl.endation portion of the roster. All \Inoff annotations must 
have a short explanation 'Vvhy t i 0 e., ~\ Pending NJP. ff COIT'J'nanders 
will review/approve each case and sign a cover letter and each 
page of the Non Rec attachment directing IPAC to run "NOT' EEC FOE 
PROM" . These rosters must be forwarded to the IPAC by the 12th 
of each month to allow IPAC enough time to report the non-
recorrrrnendation on the unit on or before the 15th day of the 
month. If the recommendation rosters are not received prior to 
the 15th cut-off date, Marines who are not annotated as !lnot 
recomrnended" for promotion by their conu'11and may generate a 
"select grade ff to the next grade HCTFS. us 
HOL, on must be the 15:;-; of each 
month for not 

in the 
and a 

the 
Failure to do so would result: 

Marine the HOS ifJollld not be 
en will be 
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d. Marines not 
recommended on must sign a Page 11 service record 
entry acknowledging that they were informed of such nOD­

recomrnendatioD. For each }1arine not recomrr,endec, each unit must. 
forward to the IPAC Service record Book Section, labels with the 
D .." 1 -I-,,-age ,.)...J.... enGry 
of this Order 
use of labels 

typed on it to include signature. See figure 4-2 
for a Sample Regular \'Non Ree" Page 11 entry. The 
will be affixed to the original Page II's in ~he 

Marine's service record after receiving them from the unit, thus 
eliminating the potential for loss and damage. Each label will 
have a space provided to annotate the Marine's full name and last 
four of the social security number for identification. If not 
reco~~ended due to 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 period of the non-reco~~endation should be prepared by 
the unit and submitted to the IPAC within 3 working days. 
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. 
produced at the end of 

In MOL the Select Grade 
each month for the neXL 

The report will have a list of all Marines who 

listing \vill be 
promotion period. 
have been selected 

to the next higher grade. Units will print their own promotion 
Vlarrants via HOL. If by chance a Harine appears on the select 
grade roster but was non-recommended for promotion, the unit uses 
this advance roster to notify IPAC of the non-recommendation and 
prepares the standard Page 11 counseling entry. Units will 
report \\1;rJill Not Promote" via IyIOL which VJill cancel the promotion 
for that Marine. On those occasions where MOL cannot be used, 
prior coordination will be made with the IPAC Promotions Section. 
After coordination has been made, unit commanders will submit a 
letter to the IPAC stating the reason why the Marine vIas not 
recorrmended or will have the warrants sent to IPAC with the words 
n':<'JILL NOT PROMOTE" TATitten on the warrant, the reason ,and 
the counseling label attached along r,;\lith the com."Y',ander's 
s 

r. 

marks, 
tnese 

g. 
to the 

Prof 

This is IPAC's notifi on the command vIil1 not 

must generate the 

Remedial 
first class 

Promotion to the grade of 
proficiency and conduct 
on occasion in I10L for 

is afforded 
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adrninistrative errors that delayed or prevented a lvIarine from 
being promoted. In most cases the error is usual due to 
training information being reported late on the unit diary after 
the composite score cut-off date. All requests for remedial 
consideration for promotion must be submitted by the unit S-l to 
CMC (11MPR-2) for approval, via the lPAC Promotions Section. Once 
an error has been discovered, the Harine/unit must submit the 
following doc~~ents: 

(1) Promotion recomIT~ndation approved by the corrmanding 
officer with SPCMCA. 

(2) Manually computed composite score worksheet. See 
figure 4-4 of this Order, Sample Composite Score vvorksheet. 

(3) Certified rifle score, physical fitness test (PFT) 
score, Marine Corps Institute (MCl) completion certificate, 
College transcript, etc. 

vmen manually computing a Marine's composite score, remember to 
determine the composite score cut-off date. Any training 
completed after the cut-off dace for a promotion quarter cannot 
be used for that promotion quarter. See paragraph 2400 - 2500 of 
reference (h) for more details on computing composite scores. 
Below are the promotion quarters and their corresponding cut-off 
dates: 

MCTFS Cut-off Date Promotion 

20 November JanuarYt February, Harch 

20 February I, May, June 

20 Hay July f Augus t J Septerrtber 

20 August October, Noverrber, December 

Prior to releasing the message red for remedial 
consideration, the IPAC Promotions Sect Vii 11 report a.L.L 

mis data into MCT'FS a unit diary" 
will be notified ',vhen the 

and when the warrant is 

reference to meritorious 
corporal, based upor::. total onboard s 

4~4 

The 

to be 

ve unit S~l 
ion has been 

to effect without 
and 

of 
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corporal and lance corporal respectively. At the completion of a 
Meritorious Promotion Board, the G-1's will produce the 
meritorious warrant with the cornmanding f s signature. A 
copy of all meritorious promotion warrants must be provided to 
t.he IPF~C. The copy serves as a source document to run the 
meritorious promotion into the MCTFS. 

~. Meritorious Promotion to Private First Class and Lance 
Corporal. Commanding officer's as defined in paragraph 1200.3b 
of reference (h) are authorized to meritorious promote any 
private and private first class to the next higher grade in 
recognition of outstanding leadership or performance. At the 
completion of a Meritorious Promotion Board, the unit co~~ander's 
S-l 11 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 proIT0tion proficiency and conduct marks are submitted in 
MOL. 

j. Zeroed 
notified by the IPAC 

ite Scores. Quarterly, all units will be 
Promotions Section of any Marines who have a 

"0000" for their composite score. The unit will verify the 
Marines training information (Mel'sl rifle, PFT, BST, etc.), and 
submit any missing data into JV10L and/or to the lPAC and request 
that a composite score be manually computed. 

k. Information. 
All commands are submit all MCTFS reportable training 
data via TMS. The same reporting applies to the MCTFS reporting 
of Marines assigned to the BCP will automatical restrict 
promotion (but still requires an initial promotion restriction 
Page 11 Counseling) . 

ioned Officer Promotions. SNCO 
promotions are effected by 01C. 

(1) The unit S-l will prepare SNCO warrants for IYIarines 
scheduled for promotion based 
message 'The select 

upon the mon 
grade, rank j 

SNCO promot 
seniority nurrner and 

board year vJill be listed on ::he "G~?;DJi Screen in MCT'FS (3270). 
of the l¥l:t,.Rl\Dl1IN and post 

NCTFS f but not to the first 
of the select 

of the rnanth, 
off '!j}ill effect the ion of selected Narine(s) Cl 

the YLARP.cDMIN as the authori;:y for the 

Service. It is the COl1iITlanaer f s 
responsibili Marines to the next 
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of gunnery sergeant and above, agree to extend or reenlist to 
meet a illlYllmUm 2-year service obligation upon promotion per the 
reference (h). 

(3) Promotion held in abeyance for SNCOs are the 
corrmand's responsibility per reference (h). 
notification of such actions. 

IPAC requests 

ffi. Procedures for 
non-puni ti vel adrninistrati ve reductions technical or 
professional incompetence are contained in current edition of the 
reference (h). If a Harine is determined to be incompetent, and 
accordingly reduced, a copy of the approval for reduction and 
original Page 11 prepared by the individual unit shall be 
forwarded to IPAC Promotions Section to effect the reduction 
within HCTFS and for filing in the Harine's SRE. In addition, 
reduction proficiency and conduct markings should also be 
forwarded to IPAC. 

4-6 
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PROMOTION TIlY1ELINE 

recornrnendation 
Or~ / abou t the 1 each mor~ th . 

Se~ect grades are generated 
approximately on the last Friday of 
the month prior to the promotion 
month. 

On the first of the month, the 
auto-promote cycle runs in 3270. All 
"will not. promote" must: be reported 
and postea to HC'TFS prior to ;:he auto~ 
promote Cycle executing. 

The 0000 Composite score roster is 
quarterly. Requests for any 

required missing composite score 
elements are for;,varded to cr:.e units 
via e-mai:i. 

Recornrnendations 'l via MOL, or ron'Jard 
Rard-copy roster and original ?age ~~ 
entries to IPAC Prorr,otlor:S Section N::"T 
than 12~h of ~ontn. 

Review Roster for FAP, or 
pes I or for ylarines that do not: belor~g 
to that :.mit, then repor: "will not 
promote" via MOL or a rost:.er 
directly to Promotions Section for 
reporting on Dnit ~iary. 

Individual CO's "viii prepare/sign all 
warracts. 

If a Marine is a "will not promote," 
a page 11 counseling entry signed by 
the CO v.]il~ be forwarded to IPAC 
Service record book section. By 
direction is not authorized. 

Units are required t:.o complete t:.he 
"will not promote" via MOL. 

Return any req:...:.ired rrcisslng pro/ cons 
to the Promotions Section for a 
recompu~ation of the composite score. 
If the element is 
then the ur:i t S~3 is respoT'~sible 

and reporting the missing 
eJ.emer:t via T1VIS and notifying 
when comple::e for recomput:.at:.ion. 

4~1. ~Promotion T'imeLine 
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SA1'1PLE REGULAR NON-REC PAGE .Le ENTRY 

DATE: 
ARTICLE UCMJ EXPLAINED TO ME THIS DATE 
AS REQUIRED BY ARTICLE 137, USMC 

(SIGNATURE) 

DATE: 
ARTICLE UCMJ EXPLAINED TO ME THIS DATE 
AS REQUIRED BY ARTICLE 137, USMC 

(SIGNATURE) 

-c;--,f't;;;;;;:-;:-: I understand that: I arr. eligib::"e but: not reccIn.:.T:ended for promotion 
to ( Grade) for the mourn of (state r:tonth) beca'J.se of (state reasorl). 
was advised that wi thin 5 working o.ays after of this ent:ry, a 
w::-itten rebutta:L can be submitted ar~d this rebuttal be fi:::"ed on the 
document side of my SRB. I ccoose (to) (not to; make a rebuttal. 

4-2.--Sampl NON REC 
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Sl''};lPLE RESTRICTION PERIOD NON-REC PAGE u ENTRY 

DATE: DATE: 
ARTICLE UCMJ EXPLAINED TO ME THIS DATE 
AS REQUIRED BY A-~TICLE 137, USMC 

ARTICLE UCMJ EXPLAINED TO ME THIS DATE 
AS REQUIRED BY ~JRTICLE 137, USMC 

(SIGNATURE) ( S IGNATD"RE) 

_--±C£J~ __ : I understand that I am b'clt. r~ot recQrrrcter1dea for pro;:not.ior~ 
to ( grade) d'-.le to (state reason) I]\J:J !JfCO P:400.32~, (par 1204.3f through 
3n), as applicable, unless waived by appropr-=--ate authority. I was advised that 
within 5 working days after acknowledgeITent of this entry, a "JJritten rebuttal 
can be submitted and this rebuttal ">'Jill be filed on the docur::lent side of my 
SRB. I choose (to) (not to) make such a rebut tal. 

(full signature of lYlarine 

Res~riction Period NON REC 

4-9 
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COMPOSITE SCORE WORKSHEET 
PRIVACY ACT STATEMENT 

Infollllation contained on this fOIlll IS maintained underlhe 
maintenance of the system under 10 USC 5013 and 37 U 

Corps Total Force 1006,61 FR 47503) Authority for 
covers Include personnel records reserve and retired Mannes PURPOSE to 

maintain records data on all active duty and reserve Manne and to maintain data from all retired Manne Corps personnel ROUTINE USE are 
pellllitted under 5 U of the Privacy Act, these records or InfOllllatlon therein may specifically disclosed outside the DoD as a routine use pursuant to 5 USC 
DISCLOSURE IS mandatory 

NAME: SSN: 

RANK: ~ DOR: 

AFADBD: MCTFS Cutoff dt: 

1. RIFLE SCORE: CONVERSION: 

2. PFT SCORE: CONVERSION: 

3. SUM OF LINES 1 + 2 : 

4. GMP SCORE (Line 3 Divided by 2) : 

5. GMP SCORE (from line 4) : 

6. PROFICIENCY MARKS (Average in grade): 

7. CONDUCT MARKS (Average in grade) : 

8. SELF EDUCATION POINTS (MCI) : 

(College) : 

9. TIME IN GRADE (in months) (last day of Prom Qtr·AFADBD: 

10. TIME IN SERVICE (in months) (last day of Prom Qtr·AFADBD: 

11. DI/REC/MSG BONUS 

12. COMMAND RECRUITING BONUS: 

13. COMPOSITE SCORE: 

REMARKS: 

COMPANY 1STSGT (YES /NO) 

BATTALION SGTMAJ (YES /NO) 

CURRENT RIFLE 
CONVERSION SCORES 

PFT CONVERSION TABLE 
AGES 17·26 

240·250 5.0 1ST 280·300 5.0 

235·239 4.9 
270·279 4.9 

260·269 4.8 
230·234 4.8 

250·259 4.7 
225·229 4.7 

240·249 4.6 
220·224 4.6 225·239 4.5 
215·219 4.4 2ND 215·224 4.4 

210·214 4.2 205·214 4.3 

205·209 3.8 195·204 4.2 
185·194 4.1 

200·204 3.6 
175·184 4.0 

195·199 3.4 3RD 170·175 3.9 

190·194 3.0 160·169 3.8 

000·189 0.0 150·159 3.7 
140·149 3.6 
135·139 3.5 

UNQUAL 0·134 0.0 

MOS: UNIT: 

DOB: AGE: 

Last day of Prom Qtr: DATE: 

:(Date of Qual MM/DDIYYY) (Must be before MCTFS Cutoff date) 

:(Date of Qual MM/DDIYYY) (Must be before MCTFS Cutoff date) 

X 100 ___ _ 

X 100 ___ _ 

X 100 ----
X 15 (Must be before MCTFS Cutoff date AND for 

Cpls and above after DOR) 
X 10 ___ _ 

X 5 

X 2 ___ _ 

X 100 ___ _ (Must be before MCFTF Cutoff date) 

X 20 ___ _ (Must be before MCFTF Cutoff date) 

(Sum of lines 5 through 12) 

COMPANY CO (YES/NO) 

BATTALION CO (YES/NO) 

PFT CONVERSION TABLE 
AGES 27 AND OLDER 

1ST 280·300 5.0 
270·279 4.9 
260·269 4.8 

250·259 4.7 

240·249 4.6 
225·239 4.5 
215·224 4.4 
205·214 4.3 
200·204 4.2 

2ND 195·199 4.2 

185·194 4.1 

175·184 4.0 
170·174 3.9 
160·169 3.8 
150·159 3.7 

3RD 140·149 3.6 

135·139 3.5 

110·134 3.0 

UNQUAL 0·109 0.0 

Reset Form 

Print Form 

MCBCL/MPWR/IPAC/5001.1/6 (REV 7/09) PREVIOUS EDITIONS ARE OBSOLETE ADOBE 8.0 

Figure 4-4.-- Sample Composite 
4-10 
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Procedures. The leave process is one that must be 
effec managed by a joint effort bet\veen IPAC and the parent 
cOrnITland. Unit corrmanders or personnel who are designated 
writing to sign \\By direction" of the corrrnanders are authorized 
to approve leave authorizations THi thin MOL. 

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

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

(3) Correct Leave. \fIhen 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) Leave. All co~~at leave discrepancies are 
handled by the Co~mand Support Branch. 

(5) Special Leave Accrual/Restoration Procedures. Leave 
balances over 60 days as of 30 September will be lost (come FY 
October). Temporarily (1 Oct 2008 - 31 Dec 2010) annual leave 
accrual increases from 60 to 75 days in a fiscal year. Me~~ers 

may qualify for leave restoration if they meet certain qualifying 
criteria (listed below). (NOTE: Action taken to credit leave 
back to a 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 officer). 

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

1. A member must have been on active duty for at 
least 120 continuous days in all area i}lhere are entitled to 
Hostile Fire (rIFP) /IrrllTinent (IDP) . 

2. A member must have served on a 
unl t; or other similar ! which a~Hay from its 

home base for at least 60 continuous 

3. A member must serve on a 
mobile unit; or similar horne or home~based 

4-11 
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the 50 United States for at least 120 days. Such 
required to maintain a higher than normal condition of readiness 
while in po'rt or at home base! and must be deployed away more 
than 50% of the time, which prevents normal use of leave. 

4. Member must be deployed in support of a 
designated contingency operation for at least 60 continuous days. 

5. For any other si tuations I VJhich are not 
addressed above, requests must be submitted to the first general 
officer with GCr1CA in the chain of corrrrand, the Cornrnanding 
Officer, Marine Support Battalion, Commanding Officer, Marine 
Security Force Battalion, or the Commanding Officer, Marine Corps 
Embassy Security Command for approval/disapproval. 

(b) Units having Marines who meet the preceding 
criteria will instruct them to complete the Request for 
Restoration of Lost Leave with justification and submit it to the 
IPAC Comrnand Support Branch no later than 15 November wi th the 
commanding officers endorsement. The IPAC Command Support Branch 
will compile all requests from all supported commands and will 
submit a NAVMC 11116 (Miscellaneous Military Pay Order/Special 
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 mem~er's account before 30 September of every year, in 
order to prevent unnecessary and untimely acirninistrative 
processing. Mem~ers who lose any leave over 60 days and who DO 
NOT meet the qualifying criteria above will be unable to have 
lost leave credited back. 

4-12 



MUST BE SIGNED BY BATTALION CO, XO OR ADJUTANT 

MARINE CORPS BASE CAMP LEJEUNE 
LEAVE CORRECTION FORM 2008-01 

BO 5001~1 

System Name; MMNOO013 Personnel Management Working Files (Feb, 22, 1993, 58 FR 10630) Authority: 5 U.S.C. 301, Departmental Regulations; 
and 10 U.S.C. 5031 Principle: Members of the U.S. Marine Corps and Marine Corps Reserve, other members assigned to or serving with the Marine 
Corps, Family members, federal employees, retired or temporary retired. Purpose: To provide a record to facilitate personnel management actions 
and decisions. Routine Use: May specifically disclosed outside DoD as a routine use pursuant to 5 U$.C. 552a(b)(3). Disclosure: Mandatory to 
ensure information is entered in record subjects file, 

serves for Marines of Marine Corps Base, Camp Lejeune. 
corrections will be certified by an authorized leave authority and supported by appropriate documentation. 

MEMBER INFORMATION: 

RANK LAST NAME FIRST NAME, MI SSNiMOS 

UNIT 

~OF LEAVE MEMBER WAS ERRONEOUSJ,.'(~~ 

ANNUAL LEAVE o EMERGENCY LEAVE o CONVALESCENCE LEAVE 

Date Time 
through 

Time 

o ANNUAL LEAVE EMERGENCY LEAVE CONVALESCENCE LEAVE 

Date Time 
through 

Date Time 

COMMENTS: 

IPAC ENDORSEMENT 
The correction period was correctly report on un of 

Unit Diary Date 

MC8CUMPWR!!PAC!5 (12108) PREViOUS EDITIONS ARE OBSOLETE ADOBE 8.0 
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o. Career Status Bonus MARADMIN 056/01 out the 
reqtlirements for l1arines vIho possess a Date of Entry into the 
Armed Forces (DEAF) of 1 August 1986 or later, to be notified 
their retirement options upon reaching 14 years and six months of 
cumulative active service. Upon counseling, Marines must then 
choose either the High-3 Retirement Plan or the CSB. Selection 
of the CSB will result in reduced retirement benefits starting at 
40% vice the 50% under the High-3 plan. 

(1) The IPAC Comrr6nd Support Branch will disseminate 
monthly rosters to each unitiMSC. The rosters identify all 
Marines that are in a CSB status Code 3 or Code 6. Code 3 
identifies all Marines that are currently eligible to make their 
CSB election. These Marines are within their 14 1/2 year mark to 
15 1/2 year mark. The Code 6 identifies all Marines that are 
past their 15 1/2 year mark and have not made a CSB election. 

(2) Upon receipt, commands will ensure that Marines are 
counseled on their retirement options. MOL contains re~Jired 
presentations and information designed for this very purpose. If 
required, assistance may be obtained from the IPAC Co~mand 
Support Branch. Upon completion of counseling, the Marine will 
complete the Career Status Bonus Election (CSB) , DD Form 2839, 
for diary reporting/maintaining. 

p. it Marines will be 
counseled on the SBP program upon 18 years of active service by 
the Unit Transition Coordinator. 

q. Limited The IPAC Co~mand 
Support Branch will publish weekly rosters via the IPAC website 
identifying all Marines that are currently in a 1 ted duty 
status. COITmands are required to keep case files on each Marine 
that is in a limited duty status, their medical appointments, and 
changes to their limited duty status 0 T!;Jhen the rosters post.ed to 
the IPAC website, the IPAC Comrnand Support Branch requires 
documentation to add or drop the Marines t.o/from the limited 
duty roster so that MCTFS reporting can occur. The IPAC Cow~and 
Support Branch also checks the message board dai for messages 
from the Naval Hospital or 
limited These messages are 
for MCTFS entries> Officers 

CHC; al the 

a i'1arine from 
as source 

t.o limited 
E'Llne Naval 

must be 
H()spltal 

this message to CMC f the co:mmander retains 
for S\lCn actions and must 

the I PAC < 
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ition The IPAC Corrmand Support 
branch vJill post 
Marines assigned 

weekly rosters on the IPAC website of all 
to the BCP Program. These rosters will reflect 

marines whose BCP assignrr,ent is current and that that are 
expired. For those that are expired, the Corrmand Support branch 
will require dccumentation to remove or extend the JYlarine on BCP. 
All references for the BCP program are posted on the IPAC 
vjebsite. 

s. Per YlARADMIN 535-08 1 a1.1. training 
informa tion wi 11 be submi t ted through the TJYIS via MOL. In those 
circumstances when a unit is unable to run training entries via 
TMS for an extended period of time, proper training documentation 
can be submitted to the Corrmand Support Branch for unit diary 
reporting. Because requests for recomputed composite score 
entries can not be run via MOLl 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 via unit diary. 

3. Section 

a. Good Conduct Medal and Awards Input Procedures 

(1) Good Conduct Medals (GCM). Rosters resident within 
MCTFS listing eligible members will be generated within the last 
week of the month in which the award is earned (i.e., November's 
list would be pulled the last week in October) and appropriate 
Good Conduct Medal dates will be run via unit diary. 

(2) Av,rards. 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 a 
copy of the t-1ARADi1IN announcing the a~0lard or a copy of the award 
citation itself. EXA.IvIPLE: A lvIarine was TAD for 30 In 
support of t:he Recrui Assistance Program. Later, a ?1APADlvlIN 

is ished l announcing that the Corps Recrui COrrL'ltand 
(MCRC) has been approved for a t (NUC). In 
this scenario! lvIarine would provide the 
Branch wi tIl. a copy of his 'l'p,D orders as 

IPAC Customer Service 
fication of such TAD r 

avJards are to be as o 0 we..Ll. as a copy of the IvJAlL~DHIN. All 
1Y1CTFS via the a\vards \iVnen 

icable. 

Section. This Section covers the process and 
submission of all adrr:inistrative natters, Forma=.. 
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completion of issues will be accomplished at the unit level 
and forwarded to the IPAC Legal for reporting and SRB Maintenance 
for incorporation into the service records. s includes page 
11 entries, counseling entries in accordance with paragraph 6105 
of reference (i), NJPs, Courts-Hartial, Page 13 entries, 
appellate leave, UA/desertion, confinements and legal hold. 
References (j) and (k) contain detailed information on these 
items. 

a. Command Status 

(1) Each co~~and's S-l will provide a weekly legal status 
report (excel spreadsheet) to the IPAC Legal Section not later 
than 1500 every Monday. All pending court-martials, NJPs, 
investigations, administrative discharges! absences, pretrial 
confinements, appellate leave, IHY~, IHFA, and IHCAs must be 
reflected on this report. 

(2) The weekly report is not designed to relieve the 
parent commands from providing irmediate notification of a 
Marine's change in legal status. All changes in a Marine's 
status should be made via encrypted e-mail with a new legal 
report as soon as the parent co~rrand identifies the change. 

b. 11 Entries. All counseling entries pertaining to 
legal issues will be made in accordance with references (j) and 
(k). Units will submit such counseling entries in a member's 
SRB/OQR by providing the IPAC Records Section with the properly 
completed Page 11 entry. Adverse entries require signatures from 
both the Marine and the cowmander. 
not authorized. 

"By direction" signatures are 

c. zed Absence UA 

(1) Corrmanders must ensure that strative procedures 
required by but not limited to this Order and references (c), 
(j) I (k) i and (1) I are promptly and accurately accomplished. 

leave 

(2) Marines vIho fal: into one of the below listed 
\1]il1 be handled per the instructions contained herein: 

(a) Absent from parent cornrr,and Il-;ithout authorized 
orders; 

(b) Considered to have missed movement; 

(c) Failed to with Orders: 

4-16 
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(d) Flees in order to escape a trial by courts-
martial. 

(3) TAD and FAP corranands/detaclli-nents, upon identifying 
that a Marine has been DA, will contact the IPAC Legal Section 
with the time and date of absence. On the 10th day of absence 
the 'TAD and/or F~Z:tP comrnand will detach the VA JYlarine back to the 
parent co~uand. Ensure a copy of the detaching endorsement is 
forwarded to the Outbound Branch for unit diary reporting. 

(4) Corrananders should i~-nediately notify the IPAC Legal 
Section in writing when a Marine is suspected of being UA. 
Ensuring the correct time and date the UA commenced is reported. 
A Marine who fails to show up for duty is NOT UA at that time and 
date; the UA co~mences one minute later (e.g. a Marine fails to 
report for work following expiration of normal liberty at 0730, 7 
January 2007; the report to the IPAC should indicate a UA 
commencement time at 0731, 7 January 2007) . 

(5) Upon receipt of the E-mail indicating 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 information to the Service 
Record Maintenance Section within IPAC for required service 
record entries. 

d. Return Of Absentees 

(1) Upon return of the absentee, the parent comrr~nd will 
provide the circumstances/details, time and date of return to the 
IPAC Legal Section, normally via corranand letter direc or by 
.,..,., , .., 
.t:,-mall. 

(2) All unit entries 
the absence will be reported by the IPAC 

to the termination of 
Section. The 

Legal Section "vill forward all information to the Service Record 
I:1aintenance Section within IPAC for required service record 

es. 

(3) A copy of all documentation relat 'Co an absence 
vlill be filed in the IPAC sectionfs files. 

e. Desertion Status 

( l) '2:he t S Is will track all absences to ensure that 
aCL'ttinistrative action is initiated r at the comrnand 

4 17 
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level, if the Harine is not returned to mili 
the 30th day of absence. 

control t:o 

(2) Per reference (k), when the Marine is det.ermined to 
be a deserter (usually on the 31st day of absence), the unit 
commander is expected to ensure all action required by reference 
(k) has been completed. 

(3) The IPAC will: 

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

(b) Retain all deserter records until the l8lst day 
of absence. 

(c) \'lJill provide the parent command with the date the 
r' aC,-lon was completed and the unit diary number reporting the 

desertion. The I PAC Legal Section will maintain 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 members SRB/OQR. The IPAC Legal Section will 
maintain copies of the DD Form 553 until such time as the mem~er 
is returned to military control or two years, whichever occurs 
first. 

(e) Report all unit diary entries relating to the 
desertion status, per reference (c). 
be made per reference (j). 

Service record entries will 

(f) On the 181st day of absence, the IPAC will 
forward the service record with the health, and dental records 
and the copy of the inventory sheets to the C~lC (POS-40). 

(g) Prior to mail the service record to the 
I PAC Section will ensure the fall action is completed: 

1. The or forms or letter 
certi that no gear is available are filed on 
the document side of the service record. 

2. A copy from the unit cornrnander of the Letter 
of Noti to NOK{s) is On the document side of the 
service record. 

4-18 
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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 UA/desertion period. 

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

6. The }larine I s health and dental records are 
closed-out or a letter from the comrnand stating VJhy the record is 
not available is filed on the document side of the service 
record. 

(4) Corrunands are expected to continue to carry Harines on 
their weekly legal reports until the Harine passes the 31 u day of 
absence. Once the Harine is dropped to desertion, units may drop 
the Harine on their legal reports and morning report. t1arines 
declared deserters drop-off the unit's rolls and are accounted for 
by HQHC. 

F Return of Deserters 

(1) Harines returning beyond 180 days will normally be 
joined to HCB Camp Lejeune, unless pending other charges at the 
previous command. Harines returning 180 days or less will 
normally be sent to the unit from which the Harine absented, but 
may be assigned by the respective HSC G-1 Branch to another unit 
for administrative purposes, if the command is deployed. 

(2) Comrnanders vlill notify the IPAC Legal Section by 
letter or e-mail \r',,"henever a deserter reports directly back to the 
command they deserted. This notification must be made on the same 
day or the next regular workday and provide a DD 616 to the IPAC 
Legal Section. 

(3) -" a DD Form 553 has been published, the parent 
cornmand must will prepare and distribute a DD Form 616 to 
addressees of the DD Form 553. 

(4) The COITJ'lBna will forward a s of 
the DD Form 616 to CMC (POS-40). The remainder of the 
distribution is identical to that of the DD Form 553. Refer to 
the reference (k) ror 
the DD Form 616. 

(5) The IPAC 
and the IPAC Records 

record entries. Al 
from desertion will be 

,"'Jill make 
Section will make 

entries 
the IPAC 
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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 will establish a temporary service record 
and request return of the original records from CMC (POS-40). 

(6) The IPAC Legal Section will maintain a copy of the 
source document used to effect this change in status. 

g. The NJPs will be conducted, 
as appropriate, at the ccmmanolng general, regimental, battalion, 
or company level. The completed UPB will be forwarded to the IPAC 
Legal Section for personnel administrative action to include Page 
11 entries as appropriate. Note: Commands must submit proper 
authorization letters from their higher headquarters via the chain 
of command specifying NJP Authority and/or promotion authority 
when directed to other than the co~~ander. 

h. 

(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) Preparation and maintenance of the UPB is the 
responsibility of the respective command's Legal Section. 
Reference (k) provides detailed, block-by-block, instructions for 
completion of the UPB. 

(3) Parent commands must forward the original UPB to the 
IPAC Legal Section for unit diary reporting. Upon cOwpletion of 
all unit diary action, the UPB will be forwarded to the IPAC 
Service Record Maintenance Section for filing in the Marine's 
service record. 

(4) All unit olary entries relating to the NJP will De 
reported in accordance with reference (c). 

(5) Upon final review by the IPAC Section, to ensure 
that the required service record entries and IY1CTFS report are 
correct and complete, the OlC will initial block #17 of the UPB. 
The original UPB will be filed on the standard side of the service 
record. IPAC will maintain a copy in their Section 

files. 

(6} Parent corrmands are respens for 
of the UPB to CI,lC for inel 
Personnel File (OMP?) upon 
aCL'TllnlS action. 

the Marines 
etion of 

a cepy 
Official Military 
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(7) In cases of vacation of previous suspended 
punishments, the co~uander authorized to vacate the suspension 
'J.Jill prepare a letter notifying the Marine of the vacation. A 
copy of the vacation letter will be fonlarded to the IPAC Legal 
Section for MCTFS action, and to the Records Section for SRB 
updates. ts are responsible for forwarding the vacation letter 
for inclusion the :Marine's Ot4PF. 

l. Commanders are responsible for provlolng a 
copy of source documentation placing personnel on legal hold if 
within 90 days of expiration of current contract (Eee) and if 
pending court-martial. The IPAC Legal Section will ensure that 
the appropriate unit diary entries are made. The Legal Section 
will also ensure a copy of the documentation will be placed in the 
Marine's SRB/OQR. 

j. Courts-Martial 

(1) After completion of a court-martial, 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 
to the IPAC Legal Section. The ROT will be placed in a case 
folder. 

(2 ) 
forward the 
completed. 
side of the 

The Unit will prepare the 
original to IPAC Legal to 
The original Page 13 will 
service record. 

Page 13; NAVl1C 118 (13), and 
ensure all MCTFS entries are 
be filed on the standard 

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

k. ApDellate Leave 

(1) Marines sentenced co a puni discharge may request, 
upon completion of all unsuspended confinement, voluntary 
appellate leave. This written request is tiated by t.he Marine 
and is submitted via the Marine's defense counsel to the 
commanding general { and/or the HSC separation authority. 

(2 ) 

completed a 
separations 
60 days 
appendix 12 

che 
surrendered 
t- h .;: 1 
,-",le J....O.J-

certif 

Marines departing on appellate leave must have 
separation and must attend the mandatory 

'I'he i-tIarine must have a HIV test not later 
d~)l?'d-,-late leave and if 

of reference (q)/ a DNA test IT~st be 

of late Leave Orders WlLl not be 
of the fol 

than 

!;:, \ 
,VCI Record 63 eted 

or 
statement 

the 

that all unl items have been 
'This form '1Ji11 have as miss 

on the 
off 
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\\Shortages recorded hereon constitute a debt to the U. S. 
Goverrrcent for items of uniform clothing required to be in the 
:IYlarine f s possession at the cime of discharge. 'I'otal cos t of 
replacement is: ff 

(b) Health record reflecting completion of the final 
physical, results of the HIV test , and if required{ DNA dravvn. 

(c) Dental Record. 

(d) Documentation of attendance at the separations 
brief. 

(4) Comrr3nds should contact the IPAC Legal Section to 
coordinate the check-out process for Marines confined serving 
sentence that request to depart on voluntary appellate leave prior 
to being released from confinement. Corom3nds must submit a 
complete copy of the Appellate Leave request and the Appellate 
Leave Checklist to the IPAC Legal Section. This allows the clerk 
to begin the check-out process while the Marine is still confined. 

(5) A final audit of the Marine's service record will be 
conducted and the t1arine must verify the permanent mailing 
address, RED information, and complete a new SGLI Form. Prior to 
departure on appellate leave, the Marine will receive their 
Appellate Leave Orders and attempt to receive their Appellate 
Leave ID Card. 

1. Confinement 

(1) In cases of both pretrial confinement and confinement 
adjudged as punisr~ent imposed as a result of a courts-martial, 
the parent corom,and must expeditiously 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 
ary entries and maintain a copy of the Confinement Order in the 

Marine's case file. 

(3) Upon completion of sentence or final release 
cont , the parent cornmand will a copy of the release 
from Confinement Order to the IPAC Legal Section for unit diary 
report and the on 

for 
~J.. rorvJard a copy to CDe 

Record I'1aintenance record 

are 
up 

via cOITcrnand letter i or "'~·m'''.Ll as soon 
confined IHCA or IHFA. This notification should 

VIi th source documents t 

Marines held in civilian! 
source documents, IPAC 1 will report 
entries. 

be follo\ved 
ude police 

sons. 
the proper 
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D. From Confinement/In Hands Of C~vilian Or ~oreign Authority 
(IHeA/ IHFA). Co.rru.'Uanders must notify the ..LPP.;.C Legal Section 
irnmediately via cOrtlL'Y'tand letter 1 or 1 as soon as personnel are 
released from confinement. s notification should be followed 
up with appropriate source documents which may include: DD Form 
367 (Prisoner's Release Order,) or police report for Marines 
release from civilian/foreign prisons. upon receipt of source 
documents, IPAC will report the proper unit diary entries. 

Sample Page Entry 

: CO~Lseied this date concerning the fol deficiency; (list 
deficiency). list details and or order applicable) (make specific 
recommendations for corrective action and name assistance that is available) 
Recommendations for corrective action: j:I.~ssistance is available through your 
chain of cormnand. I was advised that within 5 worki!1g days after 
acknowledgement of this entry a written :;:-ebuttal may be submit-ted ar~d that such 
a rebt:.ttal w'ill be filed on tl:e document side of my service record. I choose 
(to) (not to) ma:.ze such a s:.atement. 

SNM 

Figure 4-6.--Sample Page Entry 

Sample 6105 Counseling Entry 

____ ~; Counseled this dace concerning the def {list 
deficiency) list details and or Order applicable) for 
corrective ac-cion: (make specific recommendations for corrective action and 
name assistance that is available) Assiscance is ava~lable th~ocgh your cha~n 
of cornrr,and, the 3n and -ehe Br:: SACO. CEnsure the following statement is 
present# in order to properly process for Administrative Separation} Failure 
::.ake corrective act-ior: iY1 this :Ylatte:c ca:c res'Lll t i:'i NJP f aCL""DirLstra;:i ve 
reductioD, am:L2.r,istrative arkd/or li:::r:.i::acloD on =~G-r:.her service. I 
\fJaS advised that 'fJithir: 5 'fvorking days a:ter ackr:uJiledger::ent of c:cis er...try a 
vJrit::en reDut':al may be submitted ar,,,:l that: such a rebuttal "J.Ji'::"'l be filed OD the 
dOCUDent side 0: rry service recordo I choose 1''::.0) (no:: co) make such a 

F 6105 En 
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Chapter 5 

Inbo-Llna Branch 

1. General. The Inbound Branch is located on the first deck in 
Building 59, HCB Camp eune and serves as the single 
centralized inbound department. All PCS, PCA, FAP, and 
Reservists ordered to active duty (unless reporting to the MOB 
Processing Center) processing will be accomplished at this 
location. TECOH joins will report to the ASC (see chapter 8) . 
The mission of the Inbound Branch is to; conduct a thorough and 
detailed audit on all Marines that join the Camp Lejeune areal 
ensure all pay related entitlements for newly joined Marines are 
reported correctly and in a timely manner by the Inbound Branch; 
ensure all entries reported by previous comrrands 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 joined Harines by ensuring that any 
errors in entitlements are discovered iITmediately and that 
Harines are notified of the financial impacts. The Inbound 
Branch will also ensure that Navy, civilian, and other Military 
Service personnel attaching to Harine organizations are joined 
within HC'TFS for record purposes (for tracking and 
accountability) . 

2. Reporting Instructions. All newly arriving personnel must 
report to the ~PAC Inbound Branch located on the first deck of 
Building 59, Camp Lejeune. All Officers must report to the IPAC 
Inbound Branch within 24 hours or the first work day if arriving 
on a weekend, with the appropriate endorsements from their HSC 
G-1. 

s. Due to Lhe variation in check in 
0~~:;:;-;~~¢,~~organization to organization, the Inbound 

Branch ';Iil1 not issue a standardized check in sheet. 
supported organization is responsible for developing, 
moni toring the ,check in process for their J>larir:es and 

~ , .c..acn 
issuing and 
Sailors. 

Marines and Sailors will check in to all agencies 
local corrmanders for the erF and NBC Issue 

processed in the CLRC. J-~ 

to assist units in their O\VL 

out sheets. 

Branch until all 

external to the 
Facili while 
of this Order 

check 

record will 
oro 

Audit Section is responsible for 
all tlemer:ts associated wich .. ' JOlneG. 

5-1 



BO 5001.1 

a. The Inbound Branch conducts join audits on all personnel. 
This includes the auditing of service record, MCTFS Option N, 
SGLI, p.~vlards, Education, Career Sea, ROS, and the LES to ensure 
that all reportable information and allowances have been reported 
and posted correctly to the diary system, and that all entries 
reported by previous cortL'11ands were ran and posted corTee 

b. The Inbound Branch will ensure that llelapsed time" and 
all pay related entries have posted correctly. They are alsc 
responsible fcr auditing the MCAAT checklist, LES and the TRS 
Remarks SUmITlary. 

c. The Inbound Branch is responsible for the timely 
submission of all PCS travel claims. This Branch will complete 
the Marine's claim after the initial audit. 

5. Document Flow. 
record book audits. 
Marine present. 

The Inbound Branch will complete all join 
The initial audit is conducted with the 

a. Once a travel claim is settled, a copy of the settlement 
will be attached to the join audit package. Any discrepancies 
that are discovered during the audit will be corrected by either 
a unit diary entry or NAVMC 11116. The unit diary, NAVMC 11116, 
or both will be submitted to the Inbound Branch OIC for 
certification and/or signature. All NAVMC 11116's will be logged 
in and sent to disbursing or processed via DTMS. 

b. The 
the Inbound 

travel claims are maintained with 
Branch's correspondence files. 

the join package in 

6. Audit Procedures. First 
presence of the Marine being 
consist of Option 23, Option 

Stage audits are conducted in the 
joined. The First Stage audit will 
N! SGLI I ROS filCT'FS screens I and the 

Fitness Report link within the CMC (M:MPE) internet website, LES j 

and the service record. In addition to the audit, the auditor 
viill also prepare NA'iflv1C 10922 for any dependent floss 
package, update any State Tax Exemption forms (DD Form 2058/1), 
type the NAVl'1C 118(3) join 
audit of the ce record. 

f and conduct a 
Once the audit is 

clerk 
entries 

11 then via "Jnit the join and ether related 
and for"PJard the j ein to the SNCOIC. The 

SNCOIC will then pass the service record and unit: -::0 the 
OlC for certification. 
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a. T'he Inbound Branch will conduct the Second S audit on 
all pay and allowances after the Harine's elapsed time 
(leave/delay) has posted in MCTFS or 60 days after the Join 
posts, whichever is earlier (for a peA the audit should be 
conducted once all join entries have posted in MCTFS). Under no 
circumstances should a Join, Second Stage audit be initiated 
beyond 60 days - if entitlements have posted into the MCTFS. The 
Join Audit, Second Stage, will be conducted consisting of the 
LES I MCAP~T printouts I TRS Remark Sumrnary in MCTFS I Travel Claim 
and Disbursing Office Voucher (DOV). 

b. If the elapsed time is not reported within 45 days, a 
NAv~C 11116 will be submitted to disbursing requesting the 
elapsed time be reported. NA\~C 11116 will subsequently be 
submitted every ten days thereafter until the claim is settled. 
The Inbound Branch will ensure that the NAVHC 11116 includes the 
DOV nurrner, date and DSSN of the settled PCS travel claim for 
which the elapsed time event occurred. 

c. If the elapsed time is 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 corrmand reported 
the correct entitlements for the Harine and: 

(1) "BAH-P" starts the day they report to their parent 
corrmand and BAH-DIFF is continued for Harines who were in receipt 
of the entitlement prior to the date of join. 

(2) "Discounted Meal Rate (DMR) starts on the date of 
join for all unmarried staff sergeants and bela,,:. 

(3) BAS on gunnery sergeants and above and 
married Marines accompanied their rami ri\embers will start on 
date of join. 

(4 ) 

all Marines 
!l BA..B: f!'J I DEPN" a c 

zed VIi th 
to ::he join. 

the 285XX z code is 
rate, effective 

(5) BAH ( 

verified and 
Transit , or tlOn) 

as Refer co 
JFT'R for en.titlement~ 

one 
for 

day 

need to be 
1-0 of the 

e. The :nbound Bran.ch ,"viII annotate all corrective action 
that was taken on the Remarks Screen 
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as well as the unit diary number and date. They vlill then turn 
the audit over to the Joins SNCOIC for review. 

f. The Inbound Branch SNCOIC will review the audit and the 
corrective action that was taken. The Inbound SNCOIC will make 
corrections, if needed, and submit the audit to the Inbound 
Branch ore for certification and/or signature. 

g. Once all action has been completed, the service record 
will be scanned electronically and sent to the I PAC , Quality 
Control Branch. All documents (join package) will be removed 
from the service record and filed in the Joins electronic 
historical files by last four of the IYlarines SSN and last name. 

7. Meal Cards. The Inbound Branch will issue the MCB 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. T;he Inbound 
Branch is designated as the secondary point for meal cards for 
personnel assigned to support MCIEAST, II MEF, and MCB Camp 
Lejeune organizations. The primary control point is located in 
the Customer Service Branch. Refer to chapter 3, paragraph 13 of 
this Order for meal card issue instructions. 

8. Of PCSO 'Travel Claims. PCSO 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 t,\lO additional copies 
made of all Orders, endorsements, and required receipts. One 
copy will be provided to the Disbursing Office for settlement of 
the claim I original 11 be provided to the Marine, and one copy 
for the join package. The Join Database will be used to track 
the status of the claim wi ten days from the day are 
sent to the disbursing office. 

b. The Join files vj;ill be managed by the Inbound Branch for 
ion of the join, Second Stage audits. are 

settled, the 45 audit section will attach a copy of the 
voucher to the Second audi t for proper is of r-1arine j s 

tlements. If claims are returned from the disburs office 
'jlith Discrepancies Notice (DN); t:he Join Audit Section ~i'Jill take 

action to resal ve the DN. The DN 'JIill be led and 
forvlarded to the battalions dai them that their 

must return to the Inbo-und Branch to correct cheir 
claims. 
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C. The Inbound Branch SNCOIC will conduct a quality control 
revie,,-\] of all travel claims. This review is to identify any 
discrepancies in the travel c 
required receipts prior to the 
disbursing office. 

Orders, and endorsements or 
claim being submitted to the 

9. PCSO Travel Settlements. All PCSO travel settlements will be 
provided by the Disbursing Office to the Inbound Branch for 
completion of the Second Stage audit. Upon completion of the 
Second 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 complete package 
(electronically) in the correspondence files. 

10. Travel Claim Discrepancies 

a. A, • 
..L.L discrepancies will be annotated on a travel claim 

discrepancy form, and corrective action will be taken 
i~~ediately. Attempts to obtain missing Orders and endorsements 
from external com .. 1'f\,ands 'JIill be closely monitored by the Inbound 
Branch. After two unsuccessful attempts to obtain missing 
information, the claim will be provided to the SNCOIC/OIC, 
Inbound Branch, for resolution. 

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

J.J.. Marines Who Fail To 

a. 'The Inbound Branch will pull a report from ODSE to show 
personnel due to report to their respective RUC/MCCs and tracked 
by the Effective Date of Arrival (EDA). 'The Inbound Branch will 
give personnel one full business day after the EDA to report to 
the CLRC prior to ini any effort to locate these Marines. 
Once the Harine has failed to shov] up t the Inbound Branch 
initiates the following process in order to establish whether the 

is in fact VA or has just not checked in to the CLRC. 

(1) Contact 
has for 
process 

(2) - -F the 
Inbound Branch will 

cornrrtand to determine .; t= the Marine 
however! has no~ to the CLRC for 

COrr:LTLand has not seen the :r:1arine t the 
iflith the former cornmand that the EDA 
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and MCC were reported correctly in lYICTFS. Then vve will try to 
contact the me~ber or someone in their family order to locate 
the Harine. 

(3) If all attempts to locate the Marine have failed the 
Inbound Branch will report \\Join Failed To Report" and notify the 
Marinels parent cowmand of the action taken by electronic letter 
through E-mail notifying the unit and HSC G-l. 

(4) The parent command's responsibility is to track the 
Marine's UA status and to notify next of kin within 48 hours! 
within 10 days generate the ten day letter notifying next of kin 
and DD Form 553 once the Harines status turns into desertion. 
Once DD Form 553 is completed ensure a copy is sent to the IPAC 
Legal Section for reporting into HCTFS. 

12. Navy, Other Service Personnel and Civilian Personnel 
Inbound Navy, other service personnel, and civilians 
report with supported organizations aboard Camp 
Lejeune should report to their respective individual commands in 
the uniform of the day or civilian attire as appropriate. The 
Customer Service Desk (CSD) , U.S. Navx Personnel Support 
Detacrffent (PSD) located in Building 321 process entitlements for 
Navy personnel. Figure 5-2 of this Order will be used when 
joining these personnel in the HCTFS. 

13. Fleet Assistance Program (FAP). The FAP is coordinated by 
the Director, Base S-l (Hanpower Hilitary Personnel Office) and 
the individual'si G-l Branch. Marines assigned to augment the 
FAP upon initial join are required to check in with their 
respective cOlTLl.1anas. At no time will a Marine report to the 
Inbound Branch without proper Orders and endorsements from their 
individual G-ls and HCB Camp eune. All personnel being 
terminated from or being assigned to the FAP must report to the 
Inbound Branch for a complete audit/processing. 

14. Promotion Procedures for Inbounds. All Marines with select 
grades 11 automat be promoted unless a \\vJill Not Promote" 
has been reported via If it has been scovered that 
a enroute to the Camp 

the battal or 
off be deleted as 

erroneous must be to IPAC Promotions Section 
to avoid and o\)"erpaymen-r:s to the 

5 6 
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Marine. Addi ly, Inbound Branch will conduct a join audit 
on all newly joined !'1arines and 1fJill be responsible for 
identifying those Marines who were promoted via MCTFS enroute. 
The Inbound Branch will irrJnediately forward the letter to the 
Promotions Section identifying those J:.1arines promoted while 
enroute. 

15. Under Instructions Marines 
under PCSO vJi th 'TEMINS to a special type duty 
(DI/RCTR/HSG/SOI/HCSFI!1}'.RSOC) that fail to meet the special duty 
assignment criteria will be returned to their parent comrnand. 
'These Harines must report to the IPAC Inbound Branch for proper 
processing and audit requirements. 
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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 

80 5001.1 

Under the AUTHORITY 10 U.S.C. 5013 and E.O. 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 
105 U.S.C. 552a(b)(3). DISCLOSURE is Volunlary 

~ccc----=~"'- ----- ------ ------ 7=0-------- -----

RANK: LName FName MI SSN MOS 

COMPANY PLATOON TlO Line/SIC Billet Description 

1. REQUIRED BY ALL PERSONNEL: 

VEHICLE REGISTRATION 
---------

Bldg 60 Rm 161 Tues· Sal 0900·1800 

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/PL T SGT ____________ _ 

EAS: 

Career Retention Spec 

ENLISTED ONLY 

1stSgt - Enlisted Only 

Co Cmdr 

OIC/PLT CMDR _____________ _ 

COMPANYCMDR. ____________ _ 

RE·CODE 

SglMaj . SNCO ADSEP 

Bn Co 
BN S·1 AUTHENTICATION· (UNIT ADMIN CHF/ADJ/SGTMAJ ONLY) 
(Confirmation that unit-level check in-out complete) 

MEMBER CERTIFICATION: 

MCCS/NMCRS 

Bldg 60 Rm 58 

BOQ/PARADISE POINT 
-----------

Single/Geo-Bachelor Officers 

TRAFFIC MANAGEMENT OFFICE (TMO) 
-----

Bldg 1011 (Ash SI) 

FAMIL Y HOUSING OFFICE 

Bldg 60 Rm 148-150 Married Personnel Only 

RECOM PRO/CON: 

RECOM PRO/CON: 

RECOM PRO/CON: 

SIGNATURE 

Signature Required 

I understand that this check-in/out sheet has been returned to IPAC within five working days of receipt. I further certify that I have checked-in/out 
with all commodity areas within section 1 of this check in/out sheet. 

Member Signature Date 

IPAC USE: MEAL CARD # _____ RECEIVED Clerk Int: ---------

MCBCL/MPWR/I PAC/5001.1/4 

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

06/09 PREVIOUS EDITIONS ARE OBSOLETE 

Figure 5-1.-- Check In/Out Sheet Sample 
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2. BATTALION - as required by BN-Ievel 8-1 

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) 

S·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 

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

Figure 5-1.-- Check In/Out Sheet Sample 
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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: CIVILIAN YES D NO D NAVY YESD NO D ARMY YESD NO D 

AIR FORCE YES D NO D COAST GUARD YES D NO D CONTRACTOR YES D NO D 

BILLET DESCRIPTION 
---------------------------------------

HOME ADDRESS CITY STATE ~ ZIP CODE -------------- ------------------- ------== -------

MARTIALSTATUS ____________ __ HOME TELEPHONE 

SINGLE OR MARRIED 

WORK TELEPHONE ____________ _ 

JOIN RUC: MCC: __________________ ___ UNIT NAME: ________________ __ 

(5 DIGIT NUMERIC REPORT UNIT CODE) (3 BYTE CODE) 

COMPANY CODE: ________ _ 

RACE ________________ _ SEX ________ __ 

(REFER TO BOTTOM OF PAGE) 

EFFDATE. ______________ _ 

RACE CODE 
A=AMERICAN INDIAN OR ALASKA NATIVE 
B=ASIAN 
C=BLACK OR AFRICIAN AMERICAN 
D=NATIVE HAWAIIAN OR OTHER PACIFIC ISLANDER 
E=WHITE 
F=DECLINED TO RESPOND 

Signature 

PRIVACY ACT· 1974 AS AMENDED APPLIES 

(NAME OF COMMAND) 

PL T CODE: ____________ __ 

ETHNIC ______________ _ 

(REFER TO BOTTOM OF PAGE) 

ETHNIC CODES 
1=OTHER HISPANIC 
2=US/CANADIAN INDIAN 
3=OTHER ASIAN 
4=PUERTO RICAN 
5=FILIPINO 
6=MEXICAN 
7=ALASKA NATIVE 
8=CUBAN 

Date 

This form may contain information which must be protected lAW DoD 5400.11 and is For Official Use Only (FOUO). 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 5-2.-- Navy/Other Service/Civilian Personnel Join Checklist 
5-10 
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Chapter 6 

Branch 

1. General. This chapter provides def tions, information, and 
prescribed procedures for Marines who are deployed (all active 
duty and Reserve Marines). The consolidation of aQ~inistration 
and the resulting reduction in administrative personnel assets 
has necessitated the development of a deployrrlent support concept 
to provide personnel aQ~inistrative support to deployed units 
using the "reach-back" method. COl1L~ands under II MEF, 22d l'larine 
Expeditionary Unit (MEU) , 24th MEU, 26th MEU, TECOM, and MCB Camp 
Lejeune will be provided priority service while in a deployed 
status. IPAC business hours "Jill 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 MCBIPAC.UDS@USMC.MIL. These methods are 
known as "reach-back". 

2. Purpose. The Unit Deployment Branch will assume personnel 
administrative responsibility for personnel participating in 
deployments, to include: unit diary reporting, pay and 
entitlements review, and correction, pre and post-deployment 
audits 60 days prior to and 90 days after deployment, 
respectively, and other administrative actions within the scope 
of reporting unit administration. 

3. General Duties and Responsibilities. The following is a 
generalized listing of duties and responsibilities for deployed 
administration: 

a. Units are responsible for 
notifying the IPAC when unit Marines enter and depart Field Duty 
status so that PERS'TEl'lPO and B.,,"S checkages can be reported. 
Units must:- submit a complete and accurate \\by name 'I roster of 
personnel that lists the SSN, location where the field exercise 
is being conducted, and the dates they are in the field. 
Rosters can be submitted cal ,however; must be 
password protected, digitally signed and encrypted with the 
pass\,vord sent in a separate email. 

ional for the unit corr~ander: 
The BAS checkages are not 

25 of reference (c) and 
reference {s) pay debits to be on the unit 

fl,-l Marines to OV,;""T}. eno;,"! I pay as 
eat, or tena for themselves in lieu or pay 
authorized. t the 
must any rneans 
tel. C)oH"JHC 1 Naval message) : 

e-maiJ. 

6-1 
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(1) Any changes in personnel status (e.g., to/from UA, 
IHFA, to/from sick, etc.) to the IPAC. 

(2) All NJP held by the unit corrrrander. Signed 
documents must further be scanned and electronical submitted to 
IPAC Unit Deplo:Y'1Uent Branch (fax is alternate means; for unit 
diary reporting and insertion into SRB. Original UPBs, Page 13s, 
and other associated documents executed during the deployment are 
expected to be maintained by the Deployed 8-1 and provided to 
IPAC upon returning from deployment, or may be mailed or 
couriered back to the IPAC. 

(3) Rosters of all Marines not recoM~ended for 
promotion to the grade of private first class through sergeant 
each month, before the 15th of the month (only when MOL is not 
available). Each page of submitted rec/non-rec rosters must be 
signed by the commander with promotion authority, and the Marines 
signed page-lIs 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 
their select grade is not processed in HCTFS. \\\j\Till Not Promote" 
transactions should be certified by the commander in MOL as the 
primary means of notification (cornmander-signed "will not 
promote" correspondence as alternate). Hember-signed "will not 
promote/non-rec" Page lIs should be sent to the IPAC immediately 
regardless of will not promote medium. 

(5) Requests for remedial promotion messages will be 
prepared by IPAC upon request by the uni t commander for ~1arines 
eligible and recommended. 

(6) Combat story or expeditions (dates and locations) 
so that unit diary entries may be effected. 

(7) All dates when entering and exiting HFP or IDP/HDP 
areas to inclLde emergency leave, early redeployers, and R&R 

leave. 

(8) All dates of and ion aboard Naval 
vessels, to include name(s) the vessel(s) 

(9 ) 

occurs (1,e. , 

\/Jai vers f etc. ) " The use of TlYIS is the 
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method as mandated per YlARADMIN 535i08; IPAC is secondary only 
when TNS is unavailable. 

All changes to fami member's status and 
information. Changes to family addresses or phone numbers to a 
RED are of a time sensitive nature and should be sent to IPAC by 
the most expeditious means (some information can be individual 
input into MOL by the Marine) . 

(11) Notify the IPAC of all pay discrepanciesiissues. 

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

(13) k,y personal or unit awards presented (most personal 
awards '-'Jill be entered by CMC and not the IPAC). 

(14) Noti IPAC of all meritorious promotions. 

(15) Commands must provide the IPAC DTS Section with a 
copy of the emergency leave orders (funding involved) for 
monitoring and to ensure a travel claim is completed upon the 
Marine's return. Emergency leave TAD claims will be processed 
the same manner as regular TAD. 

b. irhe Unit 
Deployment Branch will perform the following functions: 

(1) Reporting of all unit diary information received from 
deployed unit. 

(2) Submitting all NA,\IMC 11116 I s (MPOs) affect 
allowances based upon 

(3) Noti 
PCS Orders. 

(4) Correc 

tlement el lity. 

the ts of all Marines 

pay discrepancies that are , 
J • 

pay and 
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4. es and 'The following 
subparagraphs are some of the duties and responsibilities for 
IPAC and the deployed unit's S-l to perform. Figure 6-1 of this 
Order is a Pre-deployment Milestones Checklist co~~anders should 
utilize in preparation of their upcoming deployment. Figure 6-2 
of this Order lists potential deployed entitlements and their 
associated general rules and applications. 

a. 
required for all personnel who 

Pre-deployment aUCles are 
are going to be deployed for 

longer than 30 days. Indi vidual units will coordinate \ill th the 
IPAC Deployment Branch at least 90 working days in advance (if 
knolrm) . 

b. Deployment Briefs. Deployment briefs should be conducted 
prior to any major deployment of Marines and Sailors. These 
briefs provide a wealth of information for the deploying service 
member and their family members. IPAC is available to assist in 
these briefs, but the ultimate responsibility for conducting the 
brief remains with the deploying unit. 

c. General Ad~inistrative ons. All unit diary 
reporting will be conducted at the IPAC. Deployed units (S-l) 
will submit source documents to IPAC either by encrypted E-mail 
attacTh~ent, FAX, or hard copy document. 

(1) 

(a) Access IDs for the !I3270 H services of DFAS-KC, to 
include TASO IDs should be of sufficient qJantity and updated 
prior to deployment. 

(b) Ensure that a document multiple copier/scanner is 
operable, and Adobe Acrobat Professional or higher is available 
for the exchange of files between the unit (S-l) and IPAC. 

(c) Ensure that the that the 
band\'lidth on the E-mail accounT: for the tIs chief is 
increased to TRECONs. Coordinate Wlcn the ate G-
6/3-6 for assistance. 

(2 ) Ensure close and continuous contact with 
unitis S-l. 

d. vvith tireach-backH administrative 
:it is forms of on be 
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to ensure uninterrupted service to the deployed units. Each 
event has a different level of irrmediacy; thus, the preferred 
methods of comrrrunication listed for some scenarios in this Order 
are predicated on availability. 

(1) Unit. The deployed unit is highly 
encouraged to review this Order as events occur, and use the 
ordered precedence of corrmunication as defined herein. It is 
incurrbent on the deployed unit's S-l to maintain some method of 
cOITwwnication with IPAC. If an occasion arises that requires 
classified message traffic which may include information for the 
IFAC, ensure that specific routing information is contained 
within the text of that message. 

(a) Telephone communication is sometimes necessary. 
It is imperative that the deployed unit submit a complete listing 
of phone numbers for various ships/units assigned for the 
deployment. If phone numbers change while deployed or in-port, 
these temporary phone numbers should be imITcediately relayed to 
the IPAC as soon as practical. 

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

(1 ) 

(2 ) 

this Order 

g. Pami 

Maintain contact vJi th the deployed unl t, 

t Corr~ander. Refer to chapter 4, paragraph 2 of 
the promotion process. 

Care Plans. It is policy of the lvlarine Corps 
that all members 'Arho are to other service members {r.-qith 
children), and parents! have a fami care 
established that lists who will be responsible for the child(ren) 

event of 
clarificat:icD. 

who 
Good Conduct lYledals. 

ffJill be 

Refer to reference (d) for further 

Good Conduct Medals for all Marines 
the unit S-1. 
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The deployed disbursing personnel provide 
rull- include allotment processing as required. The 
IPAC Customer Service Branch will also provide assistance th 
allotments when disbursing personnel are not deployed and/or the 
deployed unit's S-l is unable to process allotments. 

J . 
their V1-2 

2 Forms. 'The primary means for a lvfarine to receive 
is via l1yPay. v'Jhen deployed during a time of year that 

[IJ-2 forms are issued for the previous tax year, 1/J-2s will be 
requested for the deployed unit \tIhen l1yPay is unavailable. The 
Staff Judge Advocate (SJA) can advise on any tax deferrals and/or 
and tax related questions. 

k. Allowance and Entitlement 

(1) Deployed Unit. ?ny changes to location of 
individuals or groups of personnel must be relayed to the IPAC 
for appropriate unit diary action. Exa~ples of such are medical 
evacuations, emergency leave, concurrent TAD, arrival/departure 
to an IDP area, CZTE area, and HDP areas. It is imperative that 
information relative to any payor allowance be sent 
expeditiously to ensure IPAC has sufficient time to research and 
report the requisite unit diary entries before the U&E date that 
affects the next pay period. 

(2) IPAC. Upon receipt of updated changes to individuals 
or groups, research and report applicable unit diary entries as 
soon as possible to ensure timely pay service. Provide feedback 
to the deployed unit (S-l) with regard to postings and failings 
of various entitlements into the MCTFS. If an entry fails to 
post via unit diary for whatever reason, keep the deployed unit 
(S-l) informed so l1arines are aware of delays to pay services in 
advance . 

..L. A"\/Jards and tions. awards issued, or 
expeot: ons participated in, must be forwarded from the deployed 
unit (S-l) :::0 IP?C for unit diary entries. 

f --; \ 
\ ..;.. I complet the e1 lity and upon 

fication of unl t cornrYtander, campaign medals in of 
(iy,p'-"ltion ENDURING or FREEDOM (OEF/OIF) THill be 

the unit transactions are ran or to the end of the 
C~'IT"2nt{ no corrective action will be taken to list dates of 

Inedals run in MCTFS. If notifi on is not received 
from the t cormnander I merrbers will receive the 

ribbon(s) at end of the 
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(2) Effective 1 :t1ay 2005, e1 Ii ty for the Global '/Jar 
on Terrorism Expeditionary Medal (G1J'10TElYl) for service in support 
of OEF has been terminated. Until a date to be determined, 
Marines shall only be eligible to qualify for the Iraqi Campaign 
Medal and the 8_fghanistan Campaign Medal for service in the land , 
airspace and contiguous waters of Iraq and Afghanistan. 

(3) Eligibility for Humanitarian Service Hedal (HSlYI) and 
Combat Action Ribbon (CAR) ,~i1l be determined and maintained by 
the appropriate authorities at CMC through a by-name listing. 

5. Naval Administration. Upon receipt of field duty/deployment 
rosters or TAD orders with Naval Personnel listed, IPAC will 
inform the Naval AQ~inistration via E-mail in order to properly 
credit/debit the Sailor's account. 

6. Transition Teams. These teams and the requirements to 
organize and deploy them are going to be long term in nature. 
1j\]hile the general life cycle of a given team is not unlike that 
of unit deployment program (UDP) or a MEU, these teams are unique 
in their ad-hoc composite, size, ebb and flow, and 
training/travel requirements while in Camp Lejeune. II MHG, as 
the lead element for these teams, has placed a considerable 
emphasis on support structure to these teams as they bring unique 
challenges in scheduling and overlapping training/deployment 
processes and de-composite in 7-10 days. 

6-7 
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PP~-DEPL~YMENT MILESTONES 

D-90 Receive pre~deploY"'TIler:-'C. :cos'C-er frow uni~ 

a. Dc:mp roster into ODSE to identify che following: 
** Harines not att.ached/joined :'0 ·:.;.r:it 

2. Duty statLs discrepancies ::0 G~ls) 
b. E-mail to deplcyiY'~g ur.:.it Adj t F~c1--rtin Chief and XO with list 

of discrepancies/ ir£onsistencies 

D-60 Req:J.8sc and receive an updated roseer 
a. D'C.mp audit roster ir...co CDSE to identify the fol, ().,lEla 

** Marines not attached/joined to unit 
2. DUty status discrepancies (iderxify to G-ls) 

b. Meet with unit A&~inCh£ and XOs to discuss list of 
discrepancies/inconsistencies 

c. Schedule pre-deploy~ent brief and audits 

D-45 Conduct pre-deployThent brief and pre-deployments audits 
a. Conduct a thorough reviev-J of unit alpha rosters; 
b. Ensure all Navy personnel are joined and attached via I;,ICTFS 
,-,. E:r:.sure all detachment:s and indivici;;.al augrnents a.:::-e at::ached to ·uT~:.t 

or deploying RDC 

D-30 Provide uni::. COITL'nand Grp \,vi::h an Admin snapsho:: on 'Hhere 
they stand prior to their deployment. 

a, Deli~quent audits 
b. **Marines not attached/joined to unit or deploying RDC 
c, Duty status discrepancies 
d. Provide split pay roster to DuB 

D-l.4 Provide DDB with a roster of deploying and 
departure d5.tes 

a. Provide deploying unit COITu.-nand Grp ':ili th an Admin snapsho;: or: vlhere 
they stand prior to their 

, Delinquent audits 
2. * *YIarines not at 'Cached! oir~ed ;:0 uLi t or 
3. Duty status discrepancies 

**Note** If no action tas been -caken by U.:1it Tr}e (ilill coordina"Ce 
efforts vlitr~ to get the Narine attached and star:: entitle::rlen::s. 

A-day Forward 
i:;~format ior~, acc:rra te list or 

"U;J.lt sends 
1;'ico 
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GENERAL RULES FOR DEPLOYED ENTITLEHENTS 
(DISCLAIJ'lER: FEDERAL REGULATIONS TAKE PRECEDENCE OVER THIS 

INFOlliv~TION BASED ON THEIR LEVEL OF CURRENCY) 

1. Basic l> .. llowance for Subsistence Enlisted. F~ll 

Harines on BAS will 
however, field rations will be started on the day of deployment 
and stopped on the date of return from deployment. The effect of 
the field rations entry is that the basic meal rate is deducted 
from the BAS rate monthly. In rough figures --- this means that 
a Harine' s BAS of approximately $250 per month ,viII be lessened 
by $200 per month since meals are furnished by the ship and/or 
the HEU during the deployment. (DODFJ'lR, chapter 25). Note: 
Commander, U.S. Central Command (CENTCOH) has provision for 
"deployed per diem", which offsets this checkage. 

2. Basic Allowance for Subsistence Officers All 
officers serving aboard ship retain their BAS and pay the ship's 
wardroom directly. While performing duties ashore in a field 
duty status, officers are checked field rations in the same 
manner as enlisted personnel. The monetary effect to the field 
rations deduction for off is that there is a checkage of 
approximately $200 per month, which is approximately $40 above 
the $160 an officer normally receives for BAS. (DODFHR, chapter 
25 ) 

3. Family Separation Allowance (FSA). All Marines who have 
family members (married or single parent), and all Harines 
married to other service members (regardless of other family 
merrbers), are entitled to FSA from the date of errbarkation (or 
date they depart PDS in support of the deployment) through the 
day prior to the date of debarkation. (DODFMR, chapter 27) 

4. Time. All Marines (officer and 
~~~~~~~~~~=-~=-~~ 

enlisted regardless of grade) are entitled to career sea 
accumulation while deployed. All active Marines, regardless 
of rank, are entitled to draw career sea pay from the date the 
ship leaves port. The career sea pay starts on the date the ship 
leaves port for the deployment. The rates for career sea pay 
vary and thus are too numerous to list here. Career sea 
pay and eime continues for the first 30 a merrber is ashore 
per 
fol 

duties when the intent is to return to the 
If there is no intent to return to the 

those duties; then career sea entitlements s 

6~2.--General Rules For Entitlements 
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on the date of debarkation. A Marine that is onboaTd ship for 
the purpose of transportation as a passenger is not entitled to 
career sea pay. (DODFHR, chapter 18) 

5. Basic Allowance for Houslng (BAH) All personnel in receipt 
of BAH prior to deployment will continue to receive that BAH 
vJhile deployed. The only exception to this is for those single 
Marines in receipt of BAH OV.m Right who opted to terminate their 
rental or lease agreement and opt for single-type government 
quarters for the duration of the deployment. Any staff sergeant 
who receives a promotion to gunnery sergeant while deployed, and 
who previously was entitled to BAH Partial by virtue of 
assignment to single-type government ~Jarters, may elect to 
receive BAH Own-Right at any time from the date of promotion. 
Upon return from deployment, give the member a reasonable period 
of time to vacate the single-type quarters. BAH starts effective 
the day vacated quarters (JFTR, chapter la, UI0302 and 10400.c) 

6. HDP HDP-L HDP-
M). All duty in a des IDP area are 
entitled to IDP 
arrival or departure 

whole month, regardless of the date of 
in the zone. (DODFMR, chapter 10) 

Location 
is payable to members assigned to 

such HDP areas designated by DoD. 

8. Combat Zone Tax Exclusion 'V1hen the ship enters the 
latitudinal and longitudinal zone established for CZTE, or when 
Harines and Sailors disembark and enter a land zone established 
for CZTE, then there is a cessation of federal and state income 
tax deductions for those months, and that income is therefore 
non-taxable. The tax exclusion applies to all personnel with the 
following exception for unrestricted officers -- the limit to tax 
exclusion is the base pay of an £-9 with 26 years of service + 
$150.00 (the amount of one )s IDP). In words, if the 
max basic pay for an E-9 is $3,850.00""- 50 == $4,000.00, then an 
unrestricted officer is limited to an exclusion of $4,000.00 per 
month. 
chapter 44) 

income above that range 

Per Diem. 
per is $3.50 per 
is deferredo Refer to JFTR, 

6-2,--General Rules For 

taxable. 

to AOR for OIF/OEF 
to 1vest Pac the amount 

9. 

Entitlements-~Cont 
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10. For all }YIarines who receive a 
full cax exclusion, they will also receive the benefit of combat 
leave -- which means that the leave earned during any month when 
a tax exclusion applies, it is also non-taxable at a later date 
iNhen the leave is used. As an example, a Marine is in a CZTE 
zone from Feb to May, which accounts for 10.0 days of leave. 
after return from deployment the Harine uses that 10 days leave 
in July! then 10 days of that leave period are also non-taxable 
for federal and state income taxes. (DODFJvIR, chapter 44) 

11. Post Deployment/Mobilization Respite Absence (PDMRA) 
Accrual. Accrued a~~inistrative absence for high deployment that 
violates intended dwell time ratio. Unit managed program. 
(MARADMIN 448/07) . 

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

F 6-2. ~-General Rules Fo]: Entit 
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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 is responsible for the 
receipt of orders, the adrriinistrative processing and issuance of 
PCSO, PCA, separations, release from active duty, and retirement 
processes. 

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

(1) Receiving all PCSO and PCAO for personnel of 
supported organizations. 

(2) Notification of personnel and their cOll"ands when in 
receipt of PCSO 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. 

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

(7) Completion of unit diary actions effec the 
transfer or reassig~~ent of Marines. 

Of Orders 

(1) Permanent of Station 
HQMC and direct a Marine to relocate between 

PCSO are issued 
permanent 

stations. peso are ful 
if icable{ 

as described 
and cancelled 

funded and 
to travel 
reference 
HQHC via 

entitle the and 
and 
(g) . All PCSO are issued, 

IPAC's Orders Section! 
unction VIi th the cornrnand. The IPAC \AJill Dati 

unit/ upon of peso on a 
of Orders are to be screened to determine if are 
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eligible for transfer. Marines qualified and e1 for 
transfer are to be directed to the IPAC to acknowledge r 
Orders, complete required forms/data sheets, and receive 
briefings regarding pes entitlements. 

(a) All Harines will report to IPAC th a completed 
check-out sheet and transfer proficiency/conduct marks on the 
effective date of detacr,,'1lent for receipt of PCSO and the service 
record. 

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

(2) Permanent Change of Assigr~.ent (PCA). PCAO direct a 
Marine's change of assignment between major corrmands 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 
peso; however, no entitlement to travel and transportation 
allowances exist for the Marine or dependents. The PCAO direct a 
Marine to move between MCCs. 

(a) All Harines will report to IPJl.C with a completed 
check-out sheet 'Oli th transfer proficiency/conduct marks on 
effective date of detachment for receipt of PCAO and the service 
record. 

(b) The Official File Copy of the Narine's PCAO will 
be filed in the Orders Section correspondence files after 
appropriate unit diary entries have been reported and page 3 
entries have been made. 

c. Permanent 
Data Sheet: 

Data Sheets. The PCS 
must be by a 

The PCS Data Sheet 'viII indicate to IPAC 
the Marine's desire for leave, transportation, and advance of pay 

tlements. should complete and submit a pes Data 
Sheet a prior to te 
applicable. must have this completed at least 30 
to allow for t process Marine ~vho does not 
a pes Data Sheet \,vill not advances or leave en~route. 

meet 
Those lVlarines who do not 

rements or do not desire to extend or 
reenlist! rr~st see their Career Planner and Orders Sec on to 
sign a statement of \\non~intent{f of ""U.'",S / reenl i s thin 
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10 business days and upon receipt/notification of PCSO. 'The 
Career Planner must ensure a copy of the letter to CMC is 
forwarded to IPAC when signed by the Harine. The Career planner 
is also responsible for making the Page 11 service record entry 
and forwarding it to the IPAC. Marines in receipt of Orders to 
Inspector Instructor (1&1) duty or a special duty assignment must 
meet the following obligated service requirements: 

( ' , ..Lj I-I duty - 36 months upon reporting. 

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

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

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

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

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

(7) Career Marines who do not meet obligated service 
requirements to execute PCSO and who do not desire to extend or 
reenlist should notify CMC via unit Career Planner. 

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

{l) Upon notification of a Harine in receipt of 
PCSO/PCAO, the unit 8-1 must have the Marine report to the 
Orders Section as soon as possible to begin PCS process 

(2) A pes Data Sheet will be provided to the IvIarine at 
the time Orders f for the ts use in 
elec en-route l of travel, and advances. 

(3) Checklists for overseas or spec ass ts 
'Hill be included \,vi th the pes Data Sheet as necessary. 
Checklists will be 
Orders Section 90 

and delivered to the 
or to the date of transfer. 
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completing checklists can adversely impact a Marine's requested 
transfer date (leave) and monetary advances. 

(4) A copy of the PCSO, iAlith appropriation data, will be 
provided for ~se in sched~ling both the household goods shipments 
and termination of quarters once the 1v1arine reports to IPAC with 
the completed PCS Data Sheet. 

f. Modification/Cancellation of 
cancel PCSO will be prepared by unit 
forwarded to the IPAC. 

PCSO. Requests to modify or 
cOIThuanders wi th a copy 

(1) All requests for modification or cancellation of 
PCSOs must state the reason/justification within the AA Form. 

(a) The AA 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 entry will accompany the ~~ form and endorsement 
forwarded to the IPAC. 

(2) HQMC must be advised via naval message within 10 days 
of receipt of PCSOs of Marines who will not extend or reenlist to 
have sufficient obligated service to execute PCSOs. 

(a) The Naval message will be prepared by the unit 
commander and forwarded to the MSC's G-l Branch for release. 

g. PCSO Proces 

(1) Continental United States (CONUS) Assignments. Upon 
receipt of the notification of PCSOs, the Marine should contact 
the Orders Section. Orders will be issued based upon the 
information contained in the PCS Data Sheet. 

(2 ) 

fication 
IT~st report to their Career 

checklist for assistance in 

Upon receipt of the 
{ the 

the appropriate 
ion and 

by the co:cnrnand 0 Orders will be issued based upon 
the information con in the pes Data Sheet! and once all 
checklists have been turned in, 

(a) If the Marine is if the 
the corr~and Career Planner must contact 

Career Planner! VIill noti the G-1 
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that Orders may need to be modified or canceled, as appropriate. 
The G-1 will issue a naval message requesting the modification. 
Such requests must be forwarded as soon as the disqualifying 
factor is knOTJffi, due to the high visibility of SDA ~ s. Note that 
!1 noncompliance u res cOITutlanding general level response. 

(b) Execution of the Standard Form (SF) 604 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 OL PCSOs, the 
Marine should contact the Orders Section 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 
is completed as soon as possible for timely processing of orders. 
Area Clearance, port-call, and advances must be submitted with 
enough lead time in order to detach on time. 

h. GovernInent Quarters/Temporary Lodging Expense (TLE). 
Co:mmands 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 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 paid and BAH will not be 
started/credited. Also, Marines could be entitled to TLE 
depending on the date quarters are vacated and lIiember is·residing 
in temporary quarters elsewhere. 

i. 

(1) The check-out sheet will be issued by the parent 
corrmand (S-l). The check-out procedures for transferring 
personnel the responsibili of is unitl and 
corrnnand supervision is essential. Supported organi ons must 
ensure that che lvfarine has completed all check-out requirements 

to to the IPAC for issuance of Orders. The 
check-out sheet \vill be retained by the Orders Section 

and attached to the Of File of the peso/so 

( 2) 'I\xJO weeks 
to the IPAC Orders 

to transfer, tne 
to ensure that all rements have 

been and the Marine has cheir service record 
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(3) The peso's become effective at 0800 on the date of 
transfer. 

(4) The Official File Copy, signed by the l1arine, and all 
documents relating to the transfer will be retained by the IPAC 
in the official correspondence files. 

J. Advances Prior To pes. Requests for advances of pay, 
travel, and dislocation allowance (DLA) (as applicable) will be 
accomplished through completion of the PCS Data Sheet 90 (as 
applicable) days prior to the transfer date. Marines will 
complete the appropriate form(s) within the PCS Data Sheet 
pertaining to their request. The IPAC will submi~ all requests 
to the Disbursing Office 30 days prior to the l1arines departure 
date. Payments are normal deposited by electronic funds 
transfer to the individual's account, no earlier than 10 working 
days prior to their scheduled transfer date. 

(1) Guidelines. The IPAC will ensure compliance with 
reference (v) for any advance pay requests outside normal 
parameters unless Note: (1) below has been met. All advances 
outside normal parameters (such as requests for advance pay from 
Marines in the grades of lance corporal and below, requests 
extending repayment, requests for more than one month advance 
pay, and request for payment outside the eligibility window) must 
be approved and authorized by the unit cOTmanding officer. It is 
imperative each unit adheres to a~~inistrative requirements prior 
to submission of the approved request to IPAC for processing. 

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 requiring advance pay of 
more than one month I (c) a listing of offsett entitlements 
(e.g. member travel, advance BAH, DLA) and (d) Harines who 
request a 

fie fication on the si 
financial hardship in repaying the advance in normal 12-month 
time period. 

k. Humanit enal Du 
Comrnands the CMC message 

or the Marineis ECULl<"E.ctarian request to 
the IPAC Outbound Branch l attention PCSOs Ole or SNCOIC at the 
IPAC. '/!hen the Marine returns from Humanitarian PTAD; the 
must 
travel it 

to the at the lPAC to 
and post-TAD audit. 
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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 is respons for the 
receipt of orders, the aQministrative processing and issuance of 
peso, peA, separations, release from active I and retirement 
processes. 

a. Orders Section. The responsibilities of the Orders 
section are: 

(1) Receiving all PC SO and PCAO for personnel of 
supported organizations. 

(2) Notification of personnel and 
receipt of PCSO and PCAO. 

commands when in 

(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. 

(6) Maintenance of the Official File Copy and 
documents pertaining to the Orders. 

1 related 

(7) Completion of unit diary actions effecting the 
transfer or reassignment of lIIarines. 

b. 

by HQNC and 
stations. 

Of Orders 

PCSO are ful 
if 

funded and 
to travel 

peso are issued 
permanent duty 

entitle the Marine and 
and ion 

allo'0Jances as described in reference (g). All peso are issued; 
fied t and cancelled by via the IPl~~C f S Orders Section f irl 

unction th the comrnand. The IEF-~C 'fJill Doti the parent 
t/comn';and upon of peso on a Marine. Marines in 

of Orders are to be screened to are 
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eligible for transfer. Ma~ines qualified and eligible for 
transfer are to be directed to IPAC to acknowledge 
Orders, complete required forms/data sheets, and receive 
briefings regarding PCS entitlements. 

(a) All l1arines will report to IPAC with a completed 
check-out sheet and transfer proficiency/conduct marks on the 
effective date of detacr.unent for receipt of peso and the service 
record. 

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

(2) Permanent Change of Assignment (PCA). PCAO 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 
PCSO; however, no entitlement to travel and transportation 
allowances exist for the l1arine or dependents. The PCAO direct a 
Marine to move bet",]een MCCs. 

(a) All l1arines will report to IPAC with a completed 
check-out sheet with transfer proficiency/conduct marks on 
effective date of detac~ment for receipt of PCAO and the service 
record. 

(b) The Official File Copy of the l1arine's PCAO will 
be filed in the Orders Section correspondence files after 
appropriate unit diary entries have been reported and page 3 
entries have been made. 

The PCS 
by a 

Marine prior to PCS. The PCS Data Sheet 11 indicate to IPAC 
the IS desire for leave, transportation/ and advance of pay 

tlements. Marines should complete and t a pes Data 
Sheet a or detacl'1.Ir,ent date \'vhen 

to allow for 
a PCS Data Sheet 

d. 
meet obI 
reenlist f rrust see 

have this 
process 

at least 30 days 
who does not 

11 not receive advances or leave en-route. 

Career 

Those 1'1arines 'jlho do not. 
or do not desire to extend or 

and Orders Section to 
sign a statement of \\nOD- C II of ext"'~'U.LL'od reenli within 
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10 business days and upon receipt/notification of peso. The 
Career Planner must ensure a copy of the letter to CI1C is 
forwarded to IPAC when signed by the Narine. The Career Planner 
is also responsible for making the Page 11 service record entry 
and forwarding it to the IPAC. Marines in receipt of Orders to 
Inspector Instructor (1&1) duty or a special duty assignrnent must 
meet the following obligated service requirements: 

(1) I-I duty - 36 months upon reporting. 

(2) Narine Corps Security Forces (NCSF) 
graduating school. 

24 months upon 

(3) Narine Security Guard (NSG) - Sergeant and below 30 
months upon reporting/staff sergeant and above 36 months upon 
reporting. 

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

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

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

(7) Career Narines who do not meet obligated service 
requirements to execute PCSO and who do not desire to extend or 
reenlist should noti CMC via unit Career Planner. 

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

(1) Upon noti cation of a Marine in receipt of 
PCSO/PCAO, the t 8-1 must have the JYlarine report to the 
Orders Section as soon as pass to begin pes proces 

(2) A pes Data Sheet will be provided to the at 
the their Orders! for the Marine!s use 
elec en-route, of travel, and advances. 

(3) Checklists for overseas or speCla~ ass 
Wl.L be included with pes Data Sheet as necessary. 
LIle<:!KLists 11 be and del to the 
Orders Section 90 1:0 the date of transfer, 
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completing checklists can adversely impact a Marine's requested 
transfer date (leave) and monetary advances. 

(4) A copy of the peso l with appropriation datal \vill be 
provided for use in scheduling both the household goods shipments 
and termination of quarters once the Marine reports to IPAC with 
the completed PCS Data Sheet. 

~ Modification lation of peso. Requests to modify or 
cancel peso will be prepared by unit co~uanders th a copy 
forwarded to the IPAC. 

(1) All requests for modification or cancellation of 
PCSOs must state the reason/justification within the AA Form. 

(a) The AA 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 entry will accompany the ~h form and endorsement 
fon'larded to the I PAC . 

(2) HQMC must be advised via naval message within 10 days 
of receipt of PCSOs of Marines who '\Till not extend or reenlist to 
have sufficient obligated service to execute PCSOs. 

(a) The Naval message will be prepared by the unit 
cornmander and for~varded to the HSC IS G-1 Branch for release. 

g. PCSO processing 

(1) Continental United States Upon 
receipt of the notification of pesos, the Marine should contact 
the Orders Section. Orders will be issued based upon the 
information contained in the PCS Data Sheet. 

(2 ) Upon 
notification of pesos to duty ass 

of the 
the Narine 

must to their Career Planner vJith the appropriate 
checklist for stance in completion and 

fication by the corrmand. Orders will be issued based upon 
ehe tion conto_ined in the pes Data Sheet} and once all 

ists have been t~Llrned in. 

(a) If the Marine is found ~"",.~~.~ified for 
the corrmand Career Planner must contace their 

Career Planner I who vJill noti 
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that Orders may need to be modified or canceled, as appropriate. 
The G-1 will issue a naval message requesting the modification. 
Such requests must be fcrwarded as soon as the disqualifying 
factor is knovJn, due to the high viSibility of SDA's. Note that 
Hnoncompliance·1 requires commanding general level response. 

(b) Execution of the Standard Form (SF) 604 for 
issuance of additional uniform items required for the SDA is the 
responsibility of the Marine's t. 

(3) Outside of Continental United 
Assignments. Upon receipt of the notification of PCSOs, the 
Marine should contact the Orders Section 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 
is completed as soon as possible for timely processing of orders. 
Area Clearance, port-call, and advances must be submitted with 
enough lead time in order to detach on time. 

h. Government Quarters/Temporary 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 BAH has been properly credited to the tJlarine's pay account 
with the proper effective date. Failure to do so will result In 
the Marine being over/under paid and BAH will not be 
started/credited. Also, Marines could be entitled to TLE 
depending on the date quarters are vacated and Hember is residing 
in temporary quarters else\llhere. 

i. Check Out Issuance Of Orders 

(1) The check-out sheet \vill be issued by the parent 
cowmand (8-1). The check-out procedures for trans 
personnel remain the respons 
corn:mand supervision is essent 

lity of I:'1arine is uni t I and 
Supported organizations must 

ensure that the has completed all check-out Y"'UlUrements 
The 
Section 

or to reporting to the IPAC for issuance of Orders 0 

check-out sheet will be retained the Orders 
and at Ldlcrreu to the Offic File of the peso's. 

(2) TvJO weeks to transfer l the Marine should 
to the IPAC Orders Section ro ensure that ai~ rentents have 
been LC'""J,o-ceted and :r:1arine has their service record 
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(3) The peso's become effective at 0800 on the date of 
transfer. 

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

~ . Advances Prior 'To PCS. Requests for advances of pay, 
travel, and dislocation allowance (DLA) (as applicable) will be 
accomplished through completion of the PCS Data Sheet 90 (as 
applicable) days prior to the transfer date. Marines will 
complete the appropriate form(s) within the PCS Data Sheet 
pertaining to their request. The IPAC will submit all requests 
to the Disbursing Office 30 days prior to the Marines departure 
date. Payments are normally deposited by electronic funds 
transfer to the individual's account, no earlier than 10 working 
days prior to their scheduled transfer date. 

(1) ines. The IPAC will ensure compliance with 
reference (v) for any advance pay requests outside normal 
parameters unless Noce: (1) below has been met. All advances 
outside normal parameters (such as requests for advance pay from 
Marines in the grades of lance corporal and below, requests 
extending repayment, requests for more than one month advance 
pay, and request for payment outside the eligibility window) must 
be approved and authorized by the unit cOmmanding officer. It is 
imperative each unit adheres to a~ministrative requirements prior 
to submission of the approved request to IPAC for processing. 

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 requiring advance pay of 
more than one month, (c) a listing of offsetting entitlements 
(e. g. rami member and {d) Marines who 

time 

Cornrnands are 
or 

must 
indicate a 

repaying the advance in the normal 12-month 

sive 
a copy of the CIvIC message 
'8 humanitarian to 

the IP,,~C Out.bound Branch, attention pesos Ole or SNCOIC at: the 
I PAC . lrf'l-en the Marine returns from Humani 
rrn.:st 
travel l 

to the Outbound Branch a.t the IPAC to 
and post-TAD audit. 
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2. and Reti on. The IPAC Outbound 
Branch s responsible for clerical support for the 
conduct of separations of all active duty or Harines 
assigned to the II HEF cOTI'J"l'tands and to TY1eB Camp Lej eune. 
Specific duties of the Outbound Branch are reflected wi this 
chapter, and lude assisting vlith separations at EASt 
retirements, a~uinistrative separations, and those placed on the 
Temporary Disability Retired List (TDRL)/Permanent Disability 
Retired List (PDRL). 

a. Career Planner Related Entries. The unit Career Planner 
is responsible for ensuring all enlistment contracts are properly 
annotated when eligible members do/do not desire Lump Sum Leave 
(LSL). The Career planner is also responsible for the following: 

(1) Ensuring that all reenlistments and contract 
extensions are forwarded to the IPAC Separations Section within 
three working days for unit diary reporting and placement of 
reenlistment contracts in the SRB. 

(2) It is the Career Planner's responsibility to ensure 
the IPAC Separations Section receives all \\1j'Jill Reenter" requests 
on those merrbers who have submitted a request for reenlistment no 
earlier than 90 days, but no later than 45 days prior the 
Marine's EAS. 

(3) Career Planners will have a DTMS account received via 
the Director, IPAC co type NAV~C 11116's for selective 
reenlistment bonus and selling of LSL. The IPAC Co~~and Support 
Branch will ensure a NAVMC 11119 is typed and submitted to the 
disbursing office for all Career Planners with DTl"lS access. 

b. I PAC ibilities. The IPAC Separations Section will 
report the reenlistment/extension of enlistment and associated 
bonus points. For SRBP and AIP payments, refer to chapter 3 of 
this Order. 

c. Will Reenter Entries 

(1) Career Planners will noti the ons Sect 
Marines who need a i'v'Jill Reenter 11 ent.:ry 

in to continue allotments and direct: 
of this en into :0'lCT'FS 

f the and allo\;v for a grace period; after 
on of the ECC,- accrual of pay and allo'0Jances s 

'The 11 Reenter lt 'Hill be no earlier that 90 
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days, but no later than 45 days prior to ECC, and will be made 
only if the Harine has submitted; but is not yet approved, for 
reenlistment. 

(2) Upon notification by the unit Career Planner, the 
Separations Section \ViII delete \\v'lill Reenter" remarks as 
erroneous when notified of a Marine's intent to separate from the 
Marine Corps, so that normal separations actions can resume. 

d. Check Out Procedures. 1Ylarines and cormnands must 
coordinate with the IPAC as soon as separations action is 
contemplated, and remain in contact, in order to ensure proper 
administrative action is completed on the timetables outlined in 
this chapter. Personnel shall report to the Separations Section, 
90 days prior to EAS or departure on terminal leave. 

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

(2) Each Marine VJi11 receive a Pre-Separation checklist. 
The checklist will identify milestones starting 180 days out (360 
days for retirements/transfer to FHCR) from the anticipated 
separation date that must be considered and completed prior to 
the separation date. Harines must return to the IPAC no later 
than 30 days prior to their planned date of detachment to review 
documents and progress. 

(3) IVIarines 11 be counseled on keeping their direct 
deposit account open 90 after they are separated to allow 
EFT' of the final settlement of the }YIarine} s pay account. 
Furthermore} Marines retiring/trans to FMCR must 
continual 
retirement 

keep an EFT account open 
s ~ 

e. Transition Assistance 

(1) Unit commanders must ensure 

order to receive 

front active are counseled the cOITJTtand 
separated 

the 
TJ1.l!lP I Transition Assistant (TAP), and any other relevant 
civil ustment programs. 
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(2) The Marine will be reminded of the requirement to 
attend the mandatory separations brief and the seminar provided 
by MCB Camp Lejeune. Each co~uand UTe or TAMP coordinator, 
normal the Career Planner l will ensure their Marines attend the 
brief. Documentation of the attendance from both the separations 
class and the TAP class \'1i11 be forwarded to the IPAC Separations 
Section for inclusion into the document side of the service 
record pricr to the Marine's departure. 

(3) TAP/TAl'1P for l'1arines pending adminis 
separation 

+-' separa+-lon 
should be scheduled as 
process is initiated. 

Final icals 

soon as the aQministrative 

(1) Physicals should be scheduled no more than 12 months, 
but no less than six months, prior to the effective date of 
separation to allow time for necessary medical treatment or 
disability processing. Blood laboratory work is good for only 90 
days and must be redone if the 90 day window has expired prior to 
the l'1arine's separation (every l'larine being separated is required 
to submit to an HIV test prior to 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 months prior to the date of 
separation to ensure the separating l'1arine is physical 
qualified for separation. Reenlistment physicalS are not 
acceptable substitutions for separation physicals. 

(3) It is the sole responsibili of the l'1arine to 
schedule the physical and provide a copy to the Separations 
Section prior to the effective date of terminal leave/PTAD. 

(4) Final physical for l'1arines pending administrative 
separation should be scheduled as soon as the strative 
separation process is initiated. 

g. Terminal Leave. 
leave must contact the IPAC 

who desire to take termlnaL 
discuss rements. 

of all the Marine must return vJith 
the 

the 

terminal leave requests approved the chain of 
authori 

date or: 
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(1) Unit com.'",('canders may grant terminal leave up to 90 
days. Request fo~ terminal leave in excess of 90 days must be 
submitted to CMC for approval. 

(2) The Marine ~Ji11 be issued orders authorizing leave 
awaiting separation from the IPAC Separations Section on the date 
of departure. DoD regulations prohibit issuance of an advance 
copy of their DD Form 214 prior to their EAS. 

(3) Upon the El'.S date, the IPAC will mail-out the 1carine's 
DD 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 214 will be mailed to the address 
provided by the JYlarine 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 issue ID cards. 

(5) A "Leave while awaiting Separation" entry is processed 
on the unit diary once the l1arine goes 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 11060) will be completed not later than three 
working days after approved terminal leave papers are provided to 
the IPAC. The Marine is responsible for taking six copies of the 
NAVl1C 11060 to Transportation Movement Office (THO) to arrange 
shipment of household goods. If retiring and/or Transfer to the 
FMCR then Orders will be generated for TMO Household Goods 
Shipment. 

l. Awards 

( 1) End f 'Tour. The cornmand is responsible for 
completion of any awards: if applicable" 

(2) Letter of iation. Corrmands must prepare and 
per 11AFADMIN 699/07 j a one~time Letter of 'Clon 

f officer and enlisted in the the CMC to all 
cC'd[U~Less of rank, code or 1 of 

service in the ) released from active '/Ii th an honorable 
charac zatlon of service, Each JYIarine TpJill also receive a 
round di sticker ~~vi th the and anchor in the 
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CI 

middle encircled by the words "l.JNITED S'TATES lfJARINE CORPS" above 
and "I SERVED HONOR)1,BLY fI belovl. 

(3) Certificate of Appreciation. Commands must prepare 
per lfJAR2\DHIN 299/00, in addition to the Letter of Appreciation, 
the Certificate of Appreciation (NAVMC 11352), to be presented 
for their first term :tYlarines and junior officers following their 
active service obligation and transfer to the Individual Ready 
Reserve (IRR) prior to the date of departure. 

J. Acoounts. Harines should inventory their 
equipment and settle discrepancies with supply accounts as early 
as possible due to the time required to rectify deficiencies. 
CIF checkages for missing gear must be routed via the Harine's 
chain of comm,and and delivered to the IPAC using NAVMC 6 signed 
by their unit supply officer for reporting on the unit diary. 
Harines will not be able to completely check out with CIF until 
they have validation that a checkage has been reported. 

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

~. Check Out Sheets. Marines will report to their corrmand's 
S-l Branch prior to EAS, or the first day of terminal 
leave/permissive TAD, to be issued check-out sheets. Local 
corrmanders are responsible for the check-out sheet completions ny 
Harines prior to them taking it to the IPAC. The check-out sheet 
documents completion of the physical check-out process from their 
parent unit and HCB Camp Lejeune, and co~uands must provide 
supervision to the Harine as required. 'The Marine must oomplete 
check-out prior to final processing at IPAC Separations Section. 

(l) 'The Harine will check-out of the IP]I.C on the day of 
departure. If the Marine is 11 under an obligation with the 
Marine Corps he or she will check-out vli tn the ID Card Center. 
Administratively separated Iv[arines must surrender their ID card 
during the check-out process. All depart Itfarines must turn in 
their Health and Dental records! DD Form 2468, and eted 
check-out sheet to the IP.AC. Harines depayting on theiy EAS will 
receive the DD Form 214~ Narines on terminal leave 
will receive their 
the DD Form 214 ~'.-vill 

the Iv1ar ine 
actual EAS YJi th a return 

Leave Orders. Copy one and four of 
be for'lJarded to the address 

ion intervievJ upon their 
transmittal. 
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(2) The IPAC Separations Section \'vl.LL make necessary 
entries to close out the service record, and make all unit diary 
entries relating to the release from active duty/TR 
FMCR/Retirement/TR TDRL/TR PDRL. 

(3) The IPAC will mail the service records (to include 
medical/dental records, as appropriate) to higher headquarters 
within one v!orkday of the completion of all administrative 
actions. All records 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 correspondence 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 "90 day EAS rosters" which they query from ODSE. l'!arines 
who are being separated must report to the IPAC Separations 
Section no less than 90 days prior to their EAS or terminal 
leave/permissive TAD commencement date to begin the separation 
process. Each unit will be notified of personnel who fail to 
report. 

n. 

(1) The IPAC Separations Section will track personnel 
pending administrative separations (ADSEP) upon notification from 
the parent command. COhlrnanders must provide the IPAC a copy of 
the adrrlinistrative separation recommendation when it is forwarded 
to the Legal Services Support Section (LSSS) and/or respective 
separation authority Staff Judge Advocate (SJA) for submission to 
the separation authori (do not forward copies of the request 
for legal services). Upon receipt of the cornrnander' s 
reco~~endation for ADSEP, IPAC Separations Section will report a 
promotion etion entry on the unit diary_ This will 
also serve as notification to the local Disburs Office to stop 
allotments and terminate the Narine's rect: deposit to prevent 
overpayments. Checkages of indebtedness, to include NMCRS loans, 
will also be ted when icable. 

(2) These should be directed to the IPAC when the 
?.DSEP recomrnendation is submitted, not vJhen it is Each 

be notified of those personnel who fail to 
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(3) Narines must report to the IPAC to receive a short 
briefing from the Separations Section personnel. As certain 
actions still require considerable time to complete (settlement 
of supply accountJ final physical I TAP etc.), corrmand 
supervision is required: cOITmanders are encouraged to assign an 
NCO escort to the Narine to ensure compliance. 

(4) Marines will normal be separated not later than 10 
days after the l-<.DSEP is approved: an adjusted EAS/ECC will be 
reported effective 10 days after approval. 

(5) When the ADSEP is approved but suspended, the cOffi~and 

must forward the documentation to include appropriate Page 11 
entries (non-recommendation for promotion) to the IPAC 
Separations Section. The IPAC Separations Section will submit a 
NAVMC 11116 to the Disbursing Office to restart the Narine's 
direct deposit. 

m. Appellate Leave. Refer to chapter 4 (Legal Section) of 
this Order for information. 

n. Trans 
Retirements 

(1) All approved requests for retirement or transfer to 
the FNCR will be submitted into the NCTFS by the Separations 
Section after having determined the Narine's eligibility. 
Narines 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 their chain 
of command. The request will establish a requested 
F11CR/retirement date and planned departure date. 'rhe checklist 
will serve as the source document for the unit diary 

(2) Requests will be submitted via unit diary no 
earlier than 14 months and no later than four months to the 
re~Jested date. Separation can be requested outside of these 
parameters via ];A Form to CNC (MMSR) with j fication. 

(a) 

enlist-ed Narines vlho 
for transfer to the FMCR to 

20 or more years of active service. 
The requested of trans to the ret-irerr'cent ITast be the 
last of the montho 
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(b) Requests for retirement for enlisted Marines upon 
completion of 30 or more years of active service. The requested 
date of transfer is the first day of the month following desired 
month of retirement. 

(c) Officers transfer to the retired list upon 
completion of 20 or more years of 
date of transfer is the first day 
desired month of retirement. 

active service. 'The requested 
of the month following 

(d) HQMC acknowledges receipt of the request by 
entering a "PENDING" on the DFR. Separations will notify HQMC if 
this entry is not received on the DFR within 10 days of reporting 
the request. 

(3) The SNCOIC of 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 vlaS 

completed and the unit diary number reporting the request for 
FMCR or retirement. This E-mail will also provide the Marine 
with the date they must report to the IPAC Separations and 
Retirements Section to begin separation processing. The IPAC 
Separations Section will maintain an electronic copy of this E­
mail. 

(4) Each unit will be notified of those personnel who 
fail to report to the Separations Section in sufficient time to 
process required documentation. 

(5) Marines and cormnands must keep the Separations 
Section informed of any modifications or changes to retirement. 

{a) 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 relating to the retirement/ 
retainer Pay (DD Form 2656) I foreign employment res etions, 
unauthorized allotments, and SBPo 

(b) 'The 
remprt on 

f - cornm.and. 
once retirement 

(6 ) 
less than 60 

to 
Srle,et t 'iIhich is for'j,7arded 

are 
is 

etion of all 
from 

red brief 

a 

, but not 

the FHCR/retirement date or cormnencement of 
ected transfer to 

leave f the 
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I:'-1arine will set up an appointment and return to the IPAC 
Separations 
Form 2656) . 
appointment 

Section for revievl of the Retired Pay Data Form (DD 
Attendance of the Harine's spouse at this 

is highly encouraged per reference (tj" Marines are 
encouraged to review the SBP \rvi th the Camp 
Affairs Office. 

eune Veterans 

(a) The SBP allows all menmers of the uniformed 
services who will be entitled to retired pay to leave an annui 
to their designated survivors at a reasonable cost. Marines 
requesting retirement/transfer FHCR will be counseled on SBP at 
least 60 days prior to the approved retirement date and will make 
an election on the Retired Pay Data Form. 

(b) It is the responsibility of the Marine to adjust 
or stop all allotments a minimum of 60 days prior to retirement. 
Marines transferring to the FMCR are not allowed to continue 
savings bond allotments held in safekeeping. These allotments 
must be stopped and restarted with a mailing address. The 
finance officer will stop all charity allotments. Unless 
otherwise requested by the Marine, all other allotments will 
automatically continue after retirement. 

(7) Upon return of the completed check-out sheet, the 
Marine will be issued appropriate travel Orders. 

o. Di For ical Disabili 

(1) The IPAC Separations Section will process separations 
for physical disability when CNC authorization for discharge for 
physical disability (with or "Jithout severance) is received, to 
include TDRL/PDRL. Comrnands VJill be notified via e-mail by 
IPAC Separations Section , and must direct Harines to report to 
the IPAC Separations Sect 

(2) IYlarines ':Jho are discharged for ieal 
disabili must report to the IPAC Separations and Recirements 
Section wi thin tiflO working day's of HQr1C' s noti to the 
command to the Marines vJill receive a 

ing; and be fied of those who 
fail to b:r-::-iefs (TA14P/TAPj remain a 

as well as Disabili Transition Assistance 
(D-TAP) for those ect to a ical Evaluation Board (PEB) " 

(3 ) establi the dates for 
VJho are to be disabili retired and can 
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HQMC. Marines will be fied when they are to be separated. 
Marines with a separation date falling on a weekend or holiday 
may elect to take terminal leave and detach on a workday. 

(4) When Harines in the disability process are pending 
adlninistrative separation for misconduct or punitive discharge, 
co~~ands must notify the PEB Section at the Naval Hospital and 
IPAC Separations Section who vlill turn notify CHC (lv:TI:1SR-4) 

p. Orders Home Awai ieal Evaluation Board 

(1) Requests for Orders home awaiting final action by the 
PEB will be submitted for approval/disapproval to the Harine's 
respective commanding officer using a Home Awaiting Orders 
request form, via the chain of command. Requests for Orders home 
awaiting PEB will contain a completed signed copy of the findings 
of the PEB proceedings indicating the member is unfit for duty 
and has fully accepted the findings of the PEB and that no 
further hospitalization or treatment is required. 

(2) If approved, the command must direct the Marine to 
report to the IPAC with a copy of the request. Marines reporting 
to the IPAC will receive a short briefing from the Separations 
Section personnel. During this brief each Marine will complete 
administrative forms and provide information necessary for 
completion of the DD Form 214, NAVMC 11060, and other separation 
documentation based on their respective circumstances. 

(3) Marines ordered home agree to liquidate accrued leave 
while awaiting final disposi::ion. 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 
shortest route. Marines are tIed to settlement, upon 
discharge, of any balance of unused leave. Payment of the 
remaining balance will be paid by EFT. 

g. Officer tion 

(1 ) fication by cOITmand I I PAC 
CO!,-ict.lc,tions Section will track 

di to accept a ssion or to an officer 
(i.e. Warrant Officers). The unit will direct 

to 
process. 
rail to 

to the IPAC 
Unit cortmanders 

, , , 
VJl,i-1 

the 
be Datif 

,-, .-, r 
/-i.0 
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(2) The IPAC Separations Section will complet.e the DD 
Form 214. Other IPAC Branches will complete additional 
adIninistrative requirements such as TEJYlINS Orders for 
and conversion of the service record (SRB to OQR) 

3. Defense Travel 

a. General. This Section contains information and 
administrative procedures for processing TADO utilizing DTS and 
it includes funded TAD and PTAD. This chapter also encompasses 
travel claims, travel advances, and partial payment procedures 
for Government Travel Charge Card (GTCC) holders vJho will be TAD 
in excess of 45 days. This Section is also responsible in 
attaching/detaching members to and from the cOm~and RUe (45020). 

b. The DTS Section. The DTS is designed to streamline the 
processes for official travel. c'li th DTS, the traveler can create 
authorizations, vouchers from authorizations, and local vouchers; 
make trip reservations; and manage other travel-related tasks -
all from their computer. This integrated computer system 
provides the traveler with paperless travel planning and 
reirrbursement. The DTS is a corrmercial-off-the-shelf software 
that has been enhanced with interfaces to many other systems for 
making airline, lodging, and rental car reservations. The DTS is 
paperless and uses DoD PKI certificates that enable you to sign 
documents securely. The link to the DTS website is 
www.defensetravel.osd.mil. 

c. DTS Duties and 
responsible for reporting 

lities. The DTS Section is 
personnel administrative requirements 

associated with TAD via LTD/HIPS and to support cOfrIr.anders and 
Harines with administrative technical advice. 

(1) It is the sole responsibility of the traveling member 
to submit r request for TAD via DTS. Questions regarding the 
process must be addressed their respective Organizational 
Defense Travel Administrator (ODTA) or their F Defense 
Travel hCU,(.LllilS tra tor (FDTA) 

(2) The dual corrrnands are 
ror assi ODTAs and FDTAs. Individual corrmands are also 
responsible for that mernbers of their cOITL.l1and understand 
the bus process TAD as set forth and 
DTS for their corch'""nand 0 
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(3) To ensure adjustments of pay, allowances, and 
PERSTEMPO are processed via MCTFS, each respective individual 
command must establish appropriate 'Travel Control Procedures to 
ensure that IPAC is notified about TAD trips executed by merrbers 
of their corrmand. Failure to do so may inadvertently cause 
significant financial hardship and inaccurate reporting in many 
areas, to include PERSTEMPO. In order fcr the DTS Section to 
effectively support Camp Lejeune Comrnands and manage MCT'FS 
reporting, the following recommendations are provided: 

(a) Individual commands must establish appropriate 
procedures to ensure that authorizations, vouchers, and local 
vouchers aye submitted in accordance with their respective 
business practices. 

(b) 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 
travelers not filing vouchers. 

(c) Request individual con~,ands provide the DTS 
Section with a weekly report of all TAD trips processed via DTS. 
This will ensure timely processing of MCTFS entries for 
travelersy At a minimum the following data must be included in 
these reports: Name, Last 4 of SSN, Type of TAD, TAD begin Date, 
TAD end Date, Length of T8~, 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) GTCe procedures are the responsibility of the parent 
cormnands. Further information regarding usage of the GTCe' s may 
be obtained from the unit p.gency Program Coordinator (APC). 
Recorrrnend that travelers for':vard 1 notification of approved 
DTS Travel Authorization to the APe in order to have cheir charge 
cards activated. This e-mail is generated by DTS once the 
Authorizing Official (AO) stamps \'approved tt on the 
request. 

d. iI\L,.D Sect'1 on Duties and lities 

zation 

TAD in Excess of Mewbers T'AD in excess of 
30 'Ill 1 be attached to the comrrtand ROC three business 

after to ''IAD cOmTLand. Corrurtands are 
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responsible for providing a reporting endorsement to the TAD 
section as the source document to attach. They are also required 
to provide the T8~ section with a detaching endorsement upon 
termination of their 'TAD. The TAD section will report the 
appropriate unit diary entries terminating the attac~£,ent. 

(a) Travelers must report to IPAC Camp eune or 
their servicing ASC no later than five working days prior to the 
corrmencement of TAD to provide a copy of their checkout sheet, a 
copy of their approved travel orders, and to have a records audit 
in accordance with appropriate regulat:"on. Travelers will be 
given a copy of their SRB from the DTS Section when performing 
TAD in excess of 30 days. Failure to provide adequate prior 
notification will result in a delay of processing the member 
to/from TAD. 

(b) Proficiency and conduct marks, as applicable, will 
be processed via MOL by the traveler's respective parent 
comrnand. Parent commands must ensure that "TD" proficiency and 
conduct marks processed via MOL are also included on the 
traveler's checkout sheet and signed by the appropriate commander 
per, paragraph 4005 of reference (j). 

(c) Travelers must surrender their meal card to their 
unit for the duration of the TAD Period in excess of 30 days. 
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 completion of TAD in excess of 30 days, the 
traveling merr~er must report to the IPAC or servicing ASC in 
order to complete an audit and any appropriate administrative 
action. The importance of this audit cannot be overemphasized. 
Failure to return for this audit may cause financial hardship; 
and inaccurate reporting of MCTFS entr=-es such as school 
completions, "Te" proficiency and conduct marks (as icable)r 
awards, andlor other entries associated th the T~zu) trip. 

(e) Traveler(s) must submit a travel voucher via DTS 
within five days of from travel. These vouchers are 

yvith data that IjJas entered on the authorization; 
therefore the 'user traveler must have an zation 
in DTS before a voucher. (Defense 'Travel Adrrtinistration 
Users lvIanual; pages 10-25 and Document Process IvIanual, 
4) 

7-19 



BO 5001.1 

{2 Travel Advances. Requests for 
advances VI 11 be processed via DTS. These advances are typical 
limi ted to travelers who do not have a GTCC. 'The two categories 
of advances authorized are: 

(a) Advance Authorized, up to 80% of estimated costs. 

(b) Full Advance, up to 100% of estimated costs. 

Note: The AO must approve the request in the authorization 
before electronic disbursement. For expenses that are incurred 
prior to the departure date, the AO may authorize the non-ATM 
advances to be paid i~~ediately (DTS Document Processing Manual 
Version 1.2.7 of November 21, 2005, pages 2-76 to 2-77). Once an 
authorization is approved with an advance, it may no longer be 
cancelled and a voucher must be processed to close out all cost 
incurred. 

(3) Partial s. ~![ARADMIN 302/99 provides GTCC 
holders who will be performing TAD in excess of 45 days with the 
opportunity to submit partial payments. This will assist the 
Marine in obtaining the funds to remain good standing with 
Citibank Card Services, pending final submission and settlement 
of the travel claim. DTS enables a traveler to receive partial 
reimbursement before the Lrip is completed. 

should 
used. 

(4) TpD Funding from other services and other commands 
be completed in DTS as appropriate unless DTS cannot be 
If DTS cannot be utilized then submission of TAD Orders 

can be accomplished using NAVPERS 1320/16 (Authorization for 
TpD) . 

(5) All order-writing commands will, upon is any 
travel orders (peS or TAD) to or within NATO Country will attach 
NATO travel orders. Use the NATO travel order format contained 
in f 4-20 of reference (u). 

(6) Reserve Marines TNill 
produced in the Reserve Order 

normal have their Orders 
System (HOrtIS 1 when ordered 

to active du etc.) questions can be 
addressed to the IPAC. 

4. Not In Use 

TAL\} 
-c---=-'-~ 

documents for fil 
and 13 -03 and IvIARADHIN 238/05 i 

ial travel settlements. 
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performs extended TAD (45 days or :nore) , they are required to 
submit a DD Form 1351-2 for a partial settlement every 30 days. 
These claims must be submi tted ~Ji thin five (5) working days of 
the end of each 30-day period as provided by TA.i\J 05-00. The 
following partial settlement procedures apply to all 30 day 
partials. 

b. All travel performed by the member iflhile on presidential 
recall orders after October 1, 2005 must be funded by the M00091 
appropriation data (HAR}<~DMIN 238/05). 'The Tfl.l) trips must be 
shown on the 1351-2 for the time period claimed. If the merr~er 
is submitting a final travel claim and had consecutive TIm trips 
(not covered by MOG091) prior to October 1, 2005 the dates must 
be annotated in block 10.d. and the EDA travel voucher summary 
submitted. 

c. The traveler is responsible for maintaining a copy of all 
partial settlements and supporting documentation for each claim 
paid by the Finance Office. The traveler should apply for a GTCC 
upon arrival at the TAD site. Cash advances can be acquired 
using the GTCC for all out-or-pocket expenses (DODFMR, Volume 9 
030301) 

d. The 
ther mail 

services 

traveler can submit the completed travel claim by 
or electronic means to the administrative unit that 

permanent duty station (PDS). All travel c 
must be submitted through Mobilization Corrmand's website from the 
administrative unit only (DODFMR, Volume 9 050201 Sect C-3). 

e. Concurrent 'TAD is defined as TAD performed prior to 
October 1, 2005, and funded under a separate standard document 
nurr~er (SDN). The dates of all concurrent TAD must be annotated 
in block I5.d. of the DD Form 1351-2 (Ml,RADMIN 238/05). 

f. Consecuti ve 'TAD is defined as 'lAD performed after October 
-'-j 2005 and funded by the M00091 appropriation data. The 
consecutive TAD must be listed in block IS.b. of the DD Form 
1351-2 (ivlARADMIN 238/05) . 

the Initial Claim 

a.. The it with the date of from 
the entered (or called) to active 
(PLEAD); then the arrival at the home cent.er 
(HTC) I process censer lather icable s and the 'TAD 
si te j and end on the 3 ~ of the '1']:;..1) ad. 
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b. The traveler will claim all reirrbursable expenses 
applicable for that period, including lodging, utilities, 
furniture rental, and rental car. Receipts for these and a~~ 
other expenses of $75 or greater for the partial settlement 
period must be submitted with the travel voucher. 

c. The statement \\Partial Settlement Number 1 f( must be 
annotated in Block IO.d. 

d. All advances must be annotated in Block 9. If no 
advances were received the traveler should \tIrl te \\None If • 

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 MCI'FS (Tl'.N 13-03). Additionally, 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., "1630/20030317 - 0730/20030320). 

f. Any consecutive TAD performed during the period claimed, 
not covered by M00091 appropriation data, on the partial 
settlement must be reflected on the DD Form 1351-2 and inclusive 
dates and SDN in block 10.d is annotated. Additional the 
traveler 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 
was a concurrent TAD period, the traveler will include the dates 
of TAD ((i.e., "1630/30030317 - 0730/20030320). 

g. The traveler will claim all reirrbursable expenses 
applicable to that period, including lodging, utilities, 
furniture rental and rental car. Receipts and Lease agreements 
for these and all other expenses of $75 or greater, for the 

settlement period, must be tted with voucher. 

r o. 

a. The statement \\ Settlement Nurrber #/f 
part number) must be annotated in Block 10.d. 

b. The t-ravel CLalm rrrust: start ::he after the last 
of ous 

c. The memberfs l must show a~..L travel performed 
lis Ci and State of travel. no travel vIas performed the 
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me~ber must list the dates for the partial and the City and State 
that the me~ner is located. 

d. 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 11CTFS (TAi, 13-03). Additionally, the 
member will complete the following statement on the travel 
voucher, Block lO.d. "I did" or "I did not take leave during the 
period claimed on this voucher". If leave ;:'vas taken, the 
traveler will include the date and time the leave period began 
and ended (i. e., "1630/03 i 17/03 to 0730 i 03/20 i 03 " ) . 

e. The member must claim all reimbursable expenses: 
lodging, rental car, utilities, and all other expenses. The 
member must also provide a bill and a receipt of payment. 

f. Any consecutive TAD performed during the period claimed, 
not covered by 1100091 appropriation data, on the partial 
settlement voucher must be reflected on the travel voucher. 
Additionally, the traveler must complete ~he following statement 
on the travel voucher in Block 10.d: "I didN or "I did not have 
any concurrent TAD periods during the period claimed on this 
voucher". If there \'Jas a concurrent TAD period, the traveler 
\'Jill include the dates of T1m (i.e., "20030317-200030720") 

7. The Final Claim in accordance with TMl 12-03 13-03 

a. The itinerary for the traveler'S final settlement claim 
will begin the day the member was ordered to active duty. T'he 
travel claim \'Jill 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, deployment to theatre 
and will include all travel back to the traveler'S PDS/PLEAD. 

b. The statement \\pinal 
10.d. on the travel voucher. 

If must be annota::ed in Block 

c. All advances/Previous PaY'TIlents must be annotated in Block 
8. 

d. 
must 

has been 

leave taken the 
be reflected on the travel 

in I1CT'FS. Addi t 

covered mobilization 
voucher whether or not it 

the merrtDer \Hi 11 
00m~" ete the fel statement on the travel voucher in Block 
10: ,,~ didl' or "I did not take the leave the 
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leave was taken, the traveler will claimed on this voucher fl. 
include the date and the leave period began and ended (i.e" 
"1630/20030317-0730/20030320°) . 

e. &~y consecutive TAD performed, during the Presidential 
Recall period claimed on the partial settlement voucher, must be 
reflected on the final travel voucher ('Tf.-N 13- 03). Additional 
the traveler must: complete the follo1J./ing statement on the travel 
voucher in Block 10.d: I'I did" nor '~I did not have any 
concurrent TAD periods during the period claimed on this 
voucher" . If there was a concurrent T'AD period, the traveler 
will include the dates of T1W (i .e., "20030317-20030720"). 

f. The traveler will claim all reimbursable expenses 
applicable for that period, including lodging, utilities, 
furniture rental, and rental car. Receipts and lease agreements 
for these and all other expenses of $75 or greater for the recall 
period must be submitted with the voucher. 

g. The merrber is required to submit all orders, 
modifications, and endorsements that effect the time ordered to 
act:.ive duty_ 

9. Claims for Partial Settlements. \/]hen 
resubmitting claims for an expense previously not paid l 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 15 of the DD Form 1351-2 and an explanation of 
the nature of the supplemental. 
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Chapter 8 

1. General. As a stand alone entity of the IPAC \jIJounded V'larrior 
Cell (Tf\jITifJC) adIninistrative personnel will perform all 
administrative tasks associated with permanent and 'TAD personnel 
assigned to Wounded Warrior Battalion-East (V1t]\i]B-E). The v\]v\lC will 
be staffed with an aci.'[1.inistrative officer and/or equivalent, an 
administrative chief and/or equivalent and the administrative 
footprint to perform the mission/task needed daily in supporting 
the Marines from WWB-E. 

2. vvounded I"Jarrior Cell Responsibilities. The responsibilities 
of the vMC include, but are not limited to the following: 

a. All unit diary entries associated with Marine Corps 
personnel joins or attachments, permanent personnel, and other 
service personnel will be reported by the TrJ'I]C. 

b. Delivery of service records, tickets, and any other 
documents related to a PCS and/or separation for all '0JWB-E 
personnel. 

c. 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 SUbmitting bond and allotment requests to 
the disbursing office, unless submitted by the Marine via l<JyPay. 

e. Assist Marines with any ad~inistrative requirements they 
have and provide the service and support they deserve. Forward 
any and a~~ necessary requirements to the IPAC if unable to 
resolve and assist. 

all ac1-ninis 
associated with all PCRs for Marines 

go 
centers 
report: 

liaison with 
to the v\TiAIB~E to 
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3. Personnel Casual 

a. The MSC! s G-l f sl Adj'J.tants and IPAC 'V1ill assist the 
deployed unit's (S-l) as needed. Upon receipt of any PCR, the 
ViJliJC will report uni t diary entries! assist in obtaining PNOK 
information, and forwarding physical records to HQMC as 
appropriate in coordination with the IPAC Separations and 
Retirements Sections. The IPF,.C will provide 24/7 service to 
ensure i~mediate handling and support is provided to any 
cOITmander needing assistance. 

b. Service record and ~nit diary actions will occur to 
close out the records and forward them to CMC. 

4. Use of Electronic Mail (E-mail). The preferred method for 
transmitting information is e-mail. E-mail also provides 
certification of delivery and immediate feedback to the sender 
for tracking purposes. Submit requests to the appropriate IPAC 
5MB/OMB. 

5. Personal Action Action 
E-PARs/PARs are the 

conducting bus for permanent personnel and are required for 
all NCOs and below. 

6. In. Student and permanent personnel will report to 
the Inbound Section for inbound processing. This will include 
all other service personnel and civilian employees as well so 
they can be joined into MCTFS. 

7 . Out. Permanent personnel executing a pes from v~j'V]B-E 

are required to checkout wi th the irJ'VvC the day of departure. 

8. Permissive TAD vyounded ~'Jarrior Battalion - East 
v,JlJ....L ze PTAD NOL. Upon return from PTAD MOL 
will report the appropriate for BAS into MCTFS. 

9. 
Order. 

r::.:ravel C 

Perrnanent 

Refer to 

of Ass 

Refer to 7 of this 

7 of this Order 

PCAO direct a ivfarine 
-;:::0 move between MCCts. iThese orders are non-funded orders, and 
are and endorsed the IPAC ;j\]ounded v;Jarrior 
Cell FJlnUal leave is authorized in unction vJi trt 
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PCAO. For permanent personnel being transferred from MSCs to 
vn"JB-E, the ~'lj\jlJC will prepare and issue the Orders and the 
JYlarine (s) will be forwarded to the IPAC for new join processing 
and further assignments. 

12. Permanent of Station All peso are issued! 
modified and cancelled by HQMC. The vJTtlC 11 then endorse these 
orders, and forward the service records I original orders, f t 
tickets and itinerary to personnel assigned to the v1'~B-E. The 
TtJifJC TJJill also work with the v'Jv'lB-E Com:rnander ensuring the 
following is cornpleted for student and career student personnel; 
Area Clearance, passports, Overseas screening, special screening 
for Marine Corps Securi ty Forces and Yankee lpmi te duties, and any 
other required screening that may be required. 

13. Separations/Retire'TIents. The V1''1C will handle separations 
for all permanent personnel. Reserve separations will be 
completed at the WwC and will include the completion of NA\~C 
11060, DD Form 214 and DD 215, and any Quad 6 submissions via 
DTMS for necessary pay adjustments. 

14. Legal. Legal aQ'TIinistration for permanent personnel will be 
reported at the "V<r:tJC. 

15. Allotments. Allotments can be started, stopped or changed by 
utilizing the MyPay website https:llmypay.dfas.mil/mypay.aspx. 
The 'fMC will fonqard any allotment requests to the Disbursing 
Office for appropriate reporting. 

16 . M£:!.<::e':':.a:!:l~':':.£~ Per lpJ\;\jB-E CO policy letter 1-07, all members of 
v,jv\TB-E are authorized to mess separately. 

17 . v-Jhen a IYlarine experiences a 
change in marital status or gains/loses a family member I such 
changes must be recorded. The '({fljIC ':tvill assist the !vlarine in 
completing the NAVMC 10922 and will ensure all appropriate unit 
diary entries are completed. 

to 

eune 

Access Cards 

ID Cards. 
site, 

All vTv]C can forvJard 
o f C~ztC sand 

ts can be made uti liz the 
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All semi-annual 
submitted via MOL by the 

respecti ve unit cornrnander. All other 
proficiency and conduct marks (transfer and reduction) VIllI be 
submi t ted to the li'TvJC. The vilf]C wi 11 ensure the appropriate 
entries are made via the MCTFS. 
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9 

strative Service Center Procedures 

1. General. The IPAC has cognizance over all personnel 
adrninistration within II MEF r TECOM and MCB Camp eune 
corrrr0nds. The ailiuinistrative chain of co~uand under consolidated 
adrninistration is from the individual Harine via the Narine's 
parent unit, to the IPAC. The unit cOIT~Bnder, although not 
eliminated from the aQ~inistrative chain, is required to formally 
endorse personnel requests. vmen appropriate, the unit 
commanderls remarks will be solicited and incorporated in the 
organizational commander's endorsements or corrments. 

a. The lPAC will be located aboard Camp Lejeune and will be 
the primary adrrinistrative support for all tenant commands 
located within the Camp Lejeune area. ASC's are located on Camp 
Geiger, Camp Johnson, and Court House Bay. Their primary mission 
is to handle all ad~inistrative matters for student personnel 
(accession pipeline), reception of the entry level training 
Marines (students reporting for training), students attending 
career courses, and all permanent personnel (staff) located 
aboard those areas. The ASC's location are listed below: 

ASC Bldg# Phone# zational E-mail 

Geiger TC860 449-0441 
Johnson M130 450-1450 eune.usmc.mil 
Court House Bay BB12 450-7589 l@usmc.mil 

b. fu": Administrative Reporting t Code (ARUC) was created 
to service TECOM supporting establishments located in the Camp 
Lejeune region. The ARUC consolidated the MCTFS's unit diary and 
unit diary feed back processes for the School of Infantry-East 
(SOl-E), Marine Corps Corr~at Service Support Schools (MCCSSS), 
and Harine Corps School (HCES). 

the 
C. MCCSSS will serve as the lead and will be responsible for 

and oversight of the ARUC. 

d. Evaluations, proficiency and conduct FiC:rle]DS 
ac1.Tlinistrative needs! NJP: and ecplr'ernencs for the ASC 

will De submi staffed Area Commander 
for final 
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e. Administrative personnel vIill perform all dCUILLnlstrati ve 
tasks associated with incoming and out going students and routine 
administrative requirements for all service members aboard those 
Areas. They will also be required from time to time to stand 
associated duties (CDO, SDNCO, DNCO, and ADNCO) \vhich fall under 
the local Camp Comrnanders responsibility. At no time will they 
stand any type of duty for the IPAC. 

f. Due to the mission of the ASCs tasking by the IPAC, MCB 
for individual augmentee (IA) requirements, watch standing, event 
requirements such as funerals, parades, and special events would 
interfere with mission requirements and >Hould delay through-put 
of students to follow-on schools and ultimately decrease the 
fleets War Fighting capability. Because of this, the ASCs are 
exempt from external tasking from the TECOl1 and l1CB chain of 
cOrrLrnand. 

g. Billeting will be provided by the Area COll~ander for the 
ASC administrative personnel and they will be housed with the 
permanent personnel from those areas. 

h. Each ASC ,viII be staffed with an administrative officer 
and/or equivalent, an administrative chief and/or equivalent and 
the administrative footprint to perform the mission/task needed 
daily in supporting the l1arines from those areas. 

i. The current civilian (GS) footprint will remain under the 
Area Commanders control due to funding and ownership 
issues/requirements. 

2. The responsibilities of the Ase 
include, but are not limited to the following: 

a. All UD entries associated 
attacr~,ents, permanent personnel, 

with student joins or 
and other service personnel 

will be reported by ASC(s). 

b. Delivery of service records, tickets, and any other 
documents related to a PCS 
personnel.. 

or separation for all student 

c. ications for fami merrhers NA\l1/fC 10922' s 
(addi ons/losses) for inclusion the ce records for 
both students and 

tt bond and allotment requests to 
the unless tted the iYlarine via 
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e. F .. ssist in preparing TAD/peS travel vouchers, reporting of 
elapsed time for all entry level students (including Reserve 
Marines), and electronical submitting to the disbursing office 
for needed action. All funded 'TAD for permanent personnel, will 
be reported using D'1'S and will be tracked by the ASC DTS Section. 

f. Assist Marines VJith any ad."11inistrative requirements they 
have and provide the service and support they deserve. Forward 
any and all necessary requirements to the IPAC if unable to 
resolve and assist. 

3. Use Of Electronic Mail The preferred method for 
transmitting information is e-mall. E-mail also provides 
certification of delivery and irrmediate feedback to the sender 
for tracking purposes. Submit requests to the appropriate 
IPAC/ASC 5MB/OMB. 

4. Electronic Personal Action 
E-PARs/PARs are 

conducting business for permanent 
all NCOs and below. 

the preferred 
personnel and 

Personal Action 
method of 
are required for 

5. Checking In. Student and permanent personnel will report to 
the ASC for inbound processing. This will include all other 
service personnel and civilian employees (belonging to TECOM) as 
well so they can be joined into MCTFS. 

6. Out. Permanent personnel executing a PCS from their 
parent comrr,and are required to checkout with the ASC the day of 
departure. All student records will be maintained and handled at 
the ASC. Other service and civilian personnel tv-ill also check 
out with the ASC to be dropped via a unit diary en from MC1'FS. 

7 . Permissive TAD Individual corrmands will 
PTAD utilizing MOL. Upon return from PTAD I\ifOL VJill 
appropria;:e entries for BAS into MC'T'FS. 

8. Additional Refer to 
Order. 

authorize 
report the 

7 of 

9. Travel C Refer to 7 of this Order. 

s 

Permanent PCAO direct: a }1arine 
to move betvjeen IvlCC f s > These orders are non~f"Jnded orders, and 
are and endorsed the IPAC/ASC Outbound 
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Section. ~;;nnual leave is not authorized in conjunction with 
PCAO. For student and permanent personnel being transferred from 
the school houses to cOITmands within the Camp eUDe area, the 
ASC will prepare and issue the Orders and the Marine(s) will be 
forwarded to the IPAC for new join processing and further 
assignments. 

11. Permanent Change of Station (PCS). All PCSO are issued, 
modified and cancelled by HQMC. 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 also work with the Camp Commanders 
ensuring the following is completed for student and career 
student personnel; Area Clearance, passports, Overseas screening, 
special screening for Marine Corps Security Forces and Yankee 
White duties, and any other required screening that may be 
required. 

12. Separations/Retirements. 'The ASC will handle separations 
for all student and permanent personnel. Reserve separations 
will be completed at the ASC and will include the completion of 
NAVMC 11060, DD Form 214 and DD 215, and any Quad 6 submissions 
via DTMS for necessary pay adjustments. 

13. Legal. All legal services will remain under the Area 
Comrr~nder(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:llmypay.dfas.mil/mypay.aspx. 
The ASC will forward any allotment requests to the Disbursing 
Office for appropriate reporting . 

.LJ. Meal Cards. The ASC v-lill issue and control the MCB Camp 
eliDe's meal card database for the ARUC and issue meal cards 

(as appropriate to their school house) to sergeants and below 
living in the barracks. Meal cards 11 be prepared and handled 
as controlled documents with positive accountability at all 
times. IvIeal cards will issued as follows: 

a. 
meal card, 
SOL 

b. If a 
mutilation of 

the ASC, the join section J..l. issue the 
of COflIl1icU1Ci ass "'iith the of 

meal card is needed due to loss! or 
meal card, a lost/stolen Heal Card Statement 

9-4 



BO 5001.1 

must be completed; these forms must contain a stamp from the PlY10. 
ASC will notify the Facili Managers of the local mess hall(s) 
in \'lriting, to provide the name (and serial DUIT'tber to which the 
card was issued) of lost or stolen meal cards. 

c. All commanders aboard Camp Lejeune must ensure procedures 
are place to collect meal cards from all personnel departing 
on leave, PDMR~t and/or TAD/Pr:f'AD. Procedures must also exist to 
return the meal card promptly upon the Marine's return. 

d. During routine personnel inspections, meal cards should 
be inspected to ensure serviceability and that only authorized 
personnel have meal cards. .~~y fraudulent use of meal cards will 
be reported immediately to the ASC SNCOIC or OIC. 

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 requisition form. A copy of the 
Serv-Mart/Self-Service packing list 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 identifying on-hand meal cards. 

16. Dependent Add/Loss Packages. \Vhen 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. 

17. Common Access Cards ID Cards. All ASCs can forward 
Marines to any DEERS/R.z\PIDS te for issuance of CACs and 
dependent ID Cards. Appointments can be made uti zing the Camp 

eune vJeb- site. 

18. 
profi 
OIC/SNCOIC to 

Conduct All semi-annual 
submitted via MOL by 

the respective unit co~mander. All other 
the 

proficiency and conduct rrarks (transfer and 
tted to the J>._SC. rrhe P""SC \iJill ensure the 

er\~r.res are made via the MCTFS. 

will be 

19. AQYfiinistrative The 
respons 
are not. 

lities of the ARUC (located at: ASC IvICCSSS) include! but 
ted to the foll-Lfw.Ll 
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a. Management of the NCT'FS processes, inclu~Lu,'=i allocation 
of unit diary nurrbers. 

b. Oversight and management or the ELSIG control process. 

c. Oversight and certification requirements for EDFR. 

d. Review TMR and coordinate with 'TECOM uni tis assigned to 
under the ARUC to ensure optimal internal control procedures that 
are consistent with the unit's type, location, and mission. 

a. Properly work EDFR entries for assigned RUCS within 
mandated time requirement. 

b. Take necessary action to adhere to Marine Corps timeliness 
policy. 
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