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From: 
To: 

Subj : 

Ref: 

Encl: 

Commandi ng Ge neral 
Distribution List 

STANDING OPERATING PROCEDURES (SOP) FOR THE MANAGEMENT AND EXECUTION 
OF THE CAREER PLANNING PROGRAM (SHORT TITLE : CAREER PLANNING PROGRAM 
SOP ) 

(a) MCO 1040 . 31 
(b ) MCO Pl32 6 .6D Ch 2 
(c) MCO 1050.3J 

(1) Sample Required Format for Waiver Requests 
(2) Commandi ng Ge neral 's Waiver Checkli s t 

1 . Situation . To maintain a ready, capable Marine Corps, we must con tinue 
t o inv est in ou r fu t ure . To accompl i sh t h is, e very Marine we ret ain must be 
considered a keystone to our Corps. To achieve this goal, our primary means 
of creating a high qual i ty career forc e i s through a so l i d c areer pla nning 
program. Our p urpose i s to reenlist highly qualified first term Marines to 
meet overall career force military occupational specialty (MOS) requiremen ts 
and t o reen list qua l ifie d c a reer Marines to sustain appr opriate career force 
experience. 

2 . Cancel l ation. MCIEAST- MCB CAMLEJO 1040.lA. 

3 . Mi ssion . To e s tabl i sh an SOP for the management and execution of the 
Marine Corps Installations East-Marine Corps Base, Camp Lejeune (MCIEAST-MCB 
CAMLEJ ) Career Planning Program per references {a) and (b) . 

4 . Execution 

a . Commander's Intent and Concept of Operations 

(1) Commanders Intent . To achieve these goals, our primary means is 
to e s tablish a well- mana ged Caree r Pla nning pro gram which e qually focuses on 
all a s pects of enlis ted retention . The purpose of the program is to provide 
the Marine Corps with the most qualified force by grade and MOS t o sup port 
t h e s t affing of all authorized ca reer force bil lets . 

(2) Concept of Operations. To ens ure our continued succe ss of a l l 
subordinate un i ts' career planning programs, MCIEAST-MCB CAMLEJ Career 
Planning Office sha ll c onduc t periodic ins pections ; Commandi ng Genera l 
Readiness Inspections, Staf f Assist Visits, and Turnover Inspections . These 
inspections will be conducted in accordance with the current Automated 
I nspec tion Read iness Sys tem Checklist, Functional Area 040 . Additionally, 
the MCIEAST-MCB CAMLEJ Career Planning Off ice shall conduct quarterly 
training for all Career Planners assigned to MCIEAST-MCB CAMLEJ s ubordinate 
c ommands . 

DISTRI BUTION STATEMENT A: Ap proved f or publi c rel e a se ; distr ibution is 
unlimited . 



b. Tasks 

(1) Subordinate Conunands 

MCIEAST-MCB CAMLEJO 1040 . lB 
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a . Shall ensure that all i nterviews are completed, documented, 
and maintained, per reference (a) . To ensure the timely complet i on o f 
interviews is accomplished, Conunands a re directed to complete a monthly audit 
of interviews to identify overdue interviews. 

b. Shal l ensure special a ttention is g iven to each interview . 
Therefore, Marines should be made awar e of all current r eenl i stmen t 
incentives at every available opportuni ty . 

c . Commands are directed to compl ete semi-annual r e t enti on 
briefs to all enlisted Marines explaining the current incentives offe red by 
the Marine Corps and the benefits of s taying Marine. Commands are als o 
encouraged to i nclude fami l y members of the Marines in t hese briefs. 

d. Commanders are directed to ensure every Mari ne in receipt of 
orders to a Special Duty Assignment (SDA) is properly recertified prior to 
detaching for s choo l . 

e. Will make every a ttemp t to have re-certifications completed 
no later than 60 days prior to t he class report date. 

(2) MC IEAST Career Planne r 

a. Will supervis e the daily operat ions of the MCIEAST Career 
Planners for accuracy when submi tting Reenlistment Extension Lateral Move 
request to Headquarters U.S . Marine Corps (HQMC). 

b . Wil l provide a· weekly report to the MCIEAST Commanding 
General that includes interview s tatus, r e tention s tatus and off icial 
re tention or screening visi ts. 

c . Will ensur e every Marine in r eceipt of orders to an SDA is 
compliant with obligated service requirements no later than 30 days prior to 
the class report da te . 

c . Coordinating Ins tructions 

(1) Enlisted Int erviews . To s ustain a strong career planning 
program, unit l eadership should continually strive to "know their Marine s . " 
Leadership should unders tand each Marine's ski lls and potential, and 
e ffectively counsel them on what is needed to succeed in t he Marine Corps. 
Good l eaders are constantly aware of what their Marines need to get promoted. 
When couns eling Marines, the focus should be on improving their performance, 
Professional Military Education knowledge, Physical Fitnes s Test, Combat 
Fitness Test, Armed Services Voca tional Ap titude .Battery Tes t, and 
marksmanship scores. Additionally, Staff Noncommissioned Officers (SNCOs) 
and offi cers shal l p rovide guidance at every opportuni ty to first t erm 
Marines a nd ass ist them in making the transition to the career force. 

(a ) The primary ingredient to a successful caree r planning 
p rogram i s the timely compl etion of interviews. Therefore , al l commande rs, 
offi cers , and SNCOs shall unders t and the requirements of enlisted retention 
interviews in accordance with r e ference (a ) . Commanding officers (COs) are 
au t horized per reference (a), to de legate subordi na te commanders the 
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authority to c onduct CO interviews. Therefore, all subordinate commanders 
authorized to conduct interviews shal l be appoint ed i n wri t ing. In 
accordance with current directives, 100 percent interview completion rate is 
the s tandard f or inspections. However , an 80 percent interview completion 
rate is the minimum acceptable working level. 

(b) It is the parent command's responsibility to ensure Mari nes, 
categorized as Fleet Assi stance Program (FAP)/Temporary Additional Duty 
(TAD), receive the necess ary retention counseling. Whenever possible, 
required interviews and Marines' r eques ts for retention should be personally 
conducted and initiated by the parent command. In si t uations where thi s is 
not possible, the unit Career Planner must maintain liaison with the FAP/TAD 
Career Planner to ensure the Marine's need s are met. 

(2 ) Reenlistments. The decision of a Marine to submit for 
reenlistment is a very important step in the Mari ne's life and career . 
Routing a Mar ine' s r equest for r etention sha l l be forwar ded by the Command 
within a reasonable timeframe, to ensure the Marine has a fair opportuni ty 
for retention. A reasonable t imefr ame is cons ide red to be five working days, 
once a Marine has submitted his properly completed request to his chain o f 
command. It is imperative that requests s ubmitted to HQMC are accurate. 
Special attenti on should be used when the commander i s ma king the 
r ecommendation for reenlistment . Each recommendation should address the 
Mar ine' s entire career and potential f or further service . HQMC closely 
reviews the CO's endorsement on every request they r eceive , whether i t is for 
reenl is tmen t , l ateral move, or a specia l duty . The CO 's endorsement must 
substantiate all recommendations and provide details of proficiencies. When 
applicable, c omprehens ive j us tifica tion for any waivers must be provided. 
All Marines submitting for reenlistment should be s trict ly screene d , per 
reference (a) and curr ent r etention guidelines issued by HQMC. 

(a) If a Marine is determined to be ineligible for reenlistment , 
the command will submit a r eques t t o this headquarte rs r e ques ting a 
Commanding General's (CG) waiver of reenlistment prerequisites. The required 
format for submitting a waiver request can be l oca ted in enclosure (1 ). 
Commanders must ensure that all supporting documents are enclosed with the 
r equest for a waiver. Enclosure (2) provides guidance for waiver submissions 
and should be adhered to for reenlistments requir ing a CG level waiver. 

(b) The Quality Marine Identi f ica tion (QMI) program gives the CG 
t he ability to reques t additional boat-spaces in a Marine's primary MOS . The 
final approving author ity for a QMI boat-space is HQMC. A QMI r eque s t is no t 
authorized to be submitted until a Quality Reenlistment Program (QRP) has 
been execut ed . All requests sha ll be submit t ed via the Total Force Retention 
System. The eligibility requirements for QMI will mirror t he current 
requirements for QRP . 

(c) Per re f erenc e (c), the act of reenlisting does not generate 
an entitlement for Permissive Temporary Addi t ional Duty (PTAD). Commanders 
are not aut horized to grant PTAD solely for reenlisting . 

(3) SDA: The ass ignment of Marines to SDA is vital to the success of 
the Marine Corps . I t is imperative that a ll leve ls of leadership continual l y 
encourage Marines to seek assignment to Drill Instructor duty, Marine Combat 
Instructor duty, Marine Securi ty Guard duty and Recruiting duty. The 
assignment of well qualified Marines to these assignments will ens ure that we 
continually have the f low of Marines into the operating forces that shall 
ensure our continued success . Special attention will be us ed when screening 
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Mar ines for these assignments , commands should strictly screen all Marines, 
per r e fere nce (b) . Holding on to your top performers may not be in the 
Marines' best inter est. A successful SDA tour may be a deciding f actor that 
allows a good Marine to be promoted. 

5. Administration and Logis tics 

a . SDA reports a re due to t he MCIEAST- MCB CAMLEJ Career Planning Office 
weekly. 

b . To fur ther enhance the vis ibility o f our Career Pl anners , the 
seasonal dress blue "Charlie" or ~oelta" uniform shall be worn on Fridays, 
during r eenlistment ceremonies (when f easible) , and during HQMC visits. 

c . Commanders are encouraged to ensure the primary focus of t heir Career 
Planner is enlisted r etention. Assigning the Career Planner additional 
duties which t a ke up a preponderance of hi s or her time will have a negative 
impact on the mis sion of the command and the Career Planner. Examples of 
additiona l duties are Family Readiness staff noncommi ssioned officers, Equal 
Opportunity Advisor, Safety Officer , Uniformed Victims Advocate , and 
Electronic Key Mana gemen t System Manager. 

d. Commander s should pay special a ttention to the working space of the 
Career Planner. The Career Planner must have a spa ce which i s c onduc ive to 
one-on-one interviews without interruption . 

e . Commanders are encouraged to r ecogni ze those Career Planners who 
demons trate s uperior performance. Special recognition should be i n a ddition 
to the Certif i cat e of Appreciation. The CG may award a Commandant of the 
Marine Corps Certificate of Appreciation to Career Planner s who excel in the 
overall Career Planning Program. 

f . Al l requests for assignment to t he Career Planning For ce will be 
submitted, per chapter 2 of reference {a) via t he chai n of c ommand to the 
Commandant of t he Marine Corps (MMEA-1 ). All requests mus t be routed through 
the MCIEAST-MCB CAMLEJ Career Pl anni ng Office , prior to being submi t t ed to 
HQMC. The MCIEAST- MCB CA.MLEJ Staff Noncommissioned Officer in Charge Car eer 
Planner will conduct face-to- fac e inter views fo r al l Car eer Planner 
applicants. 

6. Command and Signal 

a . Command. This Order is applicable to all MCIEAST- MCB CAMLEJ 
subordinate c ommands. 

b . Signal. This Order is 

DISTRIBUTION: A/B/C 
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Sample Required Format for Waiver Requests 

FIRST ENDORSEMENT on Sgt Marine RELM request of 9 Aug 15 

From: 
To: 
Via: 

Subj : 

Ref: 

Commanding Officer, (Your unit) 
Commandant of the Marine Corps (MMEA-1) 
Commanding General, Marine Corps Installations East-Marine Corps Base, 
Camp Lej eune 

RECOMMENDATION FOR WAIVER OF REENLISTMENT PREREQUISTIES IN CASE OF 
SERGEANT JAMES A. MARINE EDIPI : 1234567890/0111 OSMC 

(a) MCO 1040.31 

Encl : (1) Letter from Subject Named Marine (SNM) 
(2) Two letters of recommendat ion from chain of command 
(3) SRB pages 3, 11, 12, Unit Punishment Book entries 
(4) TBIR, TBTR, TEDU, TROS, AWDS, Fitness Report Inventory screen 
(5) All supporting documents : 

EXAMPLES: 
Alcohol treatment certificates 
Court documents 
Paid fine receipts 
Mili tary and civilian police reports 
Award certificates 
Any documents deemed important to the case 
Official color photo of Marine, 360 color photos in PT gear 

1 . Commanding Officer's remarks : 

Document order : (1) Endorsements, (2) Reenlistment Extension Lateral Move 
Request (RELM), and enclosures (1, 2, and 3) 

Submission requirements : 

Create an active RELM in Total Force Retention System 

Designate the Career Planner SNCOIC on the active RELM request 

Scan and attach all required documentation to the RELM 

Submit RELM 

SIGNATURE 

Enclosure (1) 
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COMMANDING GENERAL'S WAIVER CHECKLIST 

0 STATION/BASE COMMANDER'S SECOND ENDORSEMENT 

0 SN/SQUADRON COMMANDER'S FIRST ENDORSEMENT 

0 MARINE'S LETTER TO THE COMMANDANT OF THE MARINE CORPS (MMEA-1) (N/A FOR QMI) 

0 LETTERS OF RECOMMENDATION (N/A FOR QMI) 

0 OFFICIAL RELM REQUEST (TO INCLUDE MEDICAL, DENTAL, SACO, AND COMMAND 

RECOMMENDATIONS) 

0 MARINE'S LAST CONTRACT AND MOST RECENT EXTENSIONS IF APPLICABLE 

0 PG 3, PG 11, PG 12, OPB, AND PAGE 13 (IF NECESSARY) 

0 CURRENT (WITHIN 30 DAYS) BIR, BTR, AWDS, EDU, ROS , TOOR, D119, D904 CURRENT 

PFT/CFT TALLEY SHEET INCLUDED IF CURRENT PFT/CFT IS NOT IN 3270 

0 PCSO (IF APPLICABLE) 

0 COPY OF COMPLETED SPECIAL DUTY ASSIGNMENT {SDA) CHECKLIST IF REQUEST ING ENLISTED 

CAREER FORCE CONTROL WAIVER FOR SDA 

0 ALL COURT DOCUMENTS (TO INCLUDE ANY TICKETS FOR A DUI INCIDENT) (IF APPLICABLE) 

0 RECEIPTS FOR FINES PAID {MUST BE PAID IN FULL, RECEIPTS NOT REQUIRED FOR BASE 

INCIDENT) 

0 ALCOHOL TREATMENT CERTIFICATE FROM OUT IN TOWN OR THE IMPACT CERTIFICATE FROM 

CONSOLIDATED SUBSTANCE ABUSE COUNSELING CENTER (CSACC) 

0 MOTHERS AGAINST DRUNK DRIVING (MADD) CERTIFICATE (REQUIRED IF DIRECTED BY THE 

COURT) 

0 ALL CASES INVOLVING DOMESTIC VIOLENCE, MOST PROVIDE A LETTER OF DETERMINATION 

FROM THE SJA 

0 STATEMENT OF SERVICE FOR ANY CAREER MARINE WITH BROKEN SERVICE 

0 FITNESS REPORT INVENTORY SHEET CHECK FOR DC FITNESS REPORT 

0 COPY OF MASTER BRIEF SHEET (SGT AND ABOVE) 

0 SECURITY CLEARANCE LETTER 

0 FULL PAGE OFFICIAL COLOR PHOTO, 360 COLOR PHOTO IN PT GEAR 

Enclosure (2) 


