UNITED STATES MARINE CORPS

PERSONNEL ADMINISTRATION SCHOOL

MARINE CORPS COMBAT SERVICE SUPPORT SCHOOL

TRAINING COMMAND

PSC BOX 20041

CAMP LEJEUNE, NC 28542-0041











A0203











May 03


STUDENT OUTLINE

ADMINISTRATIVE ACTION (AA) FORMS

Terminal Learning Objective.  Given End User Computer Equipment, general office supplies, a rough draft, and references, type naval correspondence for signature, without errors in format or typing, per the applicable references.  (0151.01.03).

Enabling Learning Objective.  With the aid of references and given an Administrative Action (AA) Form and a rough draft, prepare the AA Form in accordance with the references. (0151.01.03ag). 

1.  Purpose.  
    a.  The AA Form is a standard form used within the Marine Corps, between all echelons of commands up to and including Headquarters, U.S. Marine Corps.

    b. The AA Form was designed to reduce administration and standardize certain routine actions.  AA Forms were designed to be as direct and brief as possible.  Therefore, authorized abbreviations are a must.

    c.  Some common uses of the AA Form are:

        (1) Humanitarian transfer.

        (2) Establish joint household.

        (3) Waiver of overseas control date (OCD).

        (4) Request for orders.

        (5) Basic allowance for housing (BAH) without dependents (own right).

2.  References.  
    a.  MCO 5216.19 (AA Form).

    b.  MCO P1070.12H (IRAM).

    c.  SECNAVINST 5216.5D (Correspondence Manual).

    d.  SECNAVINST 5210.11 (SSIC Manual).

3.  GENERAL PREPARATION REQUIREMENTS.  

    a.  The AA Form is completed as follows:

        (1) Block 1.  In many commands, the AA Form is used so extensively; the volume of AA Forms is enormous.  A logbook recording each AA Form prepared may be used for control purposes.  If this is the case, the consecutive action number assigned from the logbook will be entered in this block.  If a logbook is not used in your unit, an originator's code as used in the standard letter is entered.  For our purpose type the originator code of S-1.

EXAMPLE:  25-03 or S-1

        (2) Block 2.  Insert the SSIC based on the nature of the action/request.   

EXAMPLE:  1400, 1336, 1000 

        (3) Block 3.  Insert the date of preparation in the format that your form flow (filler) program defines:  DD MM YY, YYMMDD, or YYYYMMDD.

EXAMPLE:  31 Mar 03, 030331, or 20030331

        (4) Block 4.  Normally the AA Form is used for personal actions.  In this case, Block 4 will reflect the Marine's grade, full name, social security number, and primary MOS and branch of service.  The grade can be spelled out or abbreviated.  The name will be typed in natural capitalization.  What manual defines how to identify a Marine?  Correct!  The Correspondence Manual page 10.

EXAMPLE:


Master Sergeant William L. Steigner   

325 83 7540/0369 USMC                           or 

MSgt William L. Steigner

325 83 7540/0369 USMC
        (5) Block 5.  In all cases, Block 5 will contain the complete address of the originating command.  The address may be completely spelled out or abbreviated using authorized IRAM abbreviations.  

EXAMPLE:
 

Company A, 1st Battalion, 15th Marines

2d Marine Division

U.S. Marine Corps Forces, Atlantic          

PSC Box 25050

Camp Lejeune, NC 28542-5050
EXAMPLE:
 

COA, 1stBn, 15thMar, 2dMarDiv

MarForLant 

PSC Box 25050

CamLej 28542-5050



        (6) Block 6.  Use authorized IRAM abbreviations and number the "via" addresses required for processing the action.  Because the block is limited in size you will often be required to limit the units abbreviated title, i.e., geographical location and punctuation.

EXAMPLE:

(1) CO COA 1stBn 15thMar 2dMarDiv (2) CO 1stBn 15thMar 2dMarDiv (3) CO 15thMar 2dMarDiv (4) CG 2dMarDiv
        (7) Block 7.  The complete unabbreviated title and mailing address of the agency/activity required to take final action.  If you are going to use a window envelope, the military post office requires this address to be in all capital letters and no punctuation except for the zip code, otherwise you may use natural capitalization.  

EXAMPLE:
 
                           

Commandant of the Marine Corps    

(MMEA-85)

Headquarters, U.S. Marine Corps   

Quantico, VA 22134-0004

WINDOW ENVELOPE EXAMPLE: 

Commandant of the Marine Corps    

(MMEA-85)

Headquarters, U.S. Marine Corps   

Quantico, VA 22134-0004

        (8) Block 8.  The subject line is typed in ALL CAPITAL letters and you may abbreviate.

EXAMPLE:  REQUEST FOR PERMANENT CHANGE OF STATION ORDERS

                                 or 

                             RE FOR PCSO 

        (9) Block 9.  If an information copy will meet the needs of intermediate channels, list the addressees in this block.  Use the same rule for the copy to as in standard letters.  If there is no “copy to” addressee then leave this block BLANK.

EXAMPLE: 

CarPlan, 2d MarDiv
        (10) Block 10.  Insert pertinent directives or authority.  Remember that all references must be identified using lower case letters in parenthesis.  If there are no references, insert the word "None".  Refer to Correspondence Manual for examples of references.

EXAMPLE:



(a) MCO P1000.6G

(b) MCO P1326.6D
   (11) Block 11.  Insert the description of the material attached.  Remember, a number in parenthesis must identify all enclosures.  If there are no enclosures, insert the word "None".  You may use authorized IRAM abbreviations as long as it is not a specific title of something.  Use the same rules as with the standard letter.

EXAMPLE:

(1) Cert true copy of BIR/BTR

(2) CO’s Screening Checklist

4.  INSTRUCTIONS FOR COMPLETING BLOCK 12. 

    a.  This block contains the supplemental information or text of the AA Form.

    b.  The text is typed just as in a standard letter with the exceptions:  use short sentences/phrases and make full use of approved abbreviations. 

5.  BLOCK #13 PROCESSING ACTION.

    a.  The processing action for AA forms is accomplished with endorsements.  Block 13 instructs us to complete the processing action on the reverse side of the form, thus, all administrative actions can be recorded from start to finish on one sheet of paper.  It is recommended the toe-to-head method be used.  This will enable the reader to review the AA Form by simply turning the bottom of the page up.  

    b.  The endorsements are typed in the same format as endorsements to the standard letter using either a same-page photocopied or new page endorsement.

----------------------------------------------------------------

REFERENCES:  

MCO 5216.19, AA Forms

MCO P1070.12, IRAM

SECNAVINST 5216.5, Correspondence Manual

SECNAVINST 5210.11, SSIC Manual
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