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STUDENT OUTLINE

FILING DIRECTIVES IN SEQUENCE
LEARNING OBJECTIVES       

TERMINAL LEARNING OBJECTIVE.  Given blank/established NAVMC 10974(s) (Directive Review), directives checklists, directives, changes and access to the Publications Listing (PL), Marine Corps Publications Distribution System (MCPDS) and the internet for access to MCDEL, maintain the Directives Control Point (DCP) per the reference, maintaining the mission essential publications and directives, as required. (0151.02.02)

ENABLING LEARNING OBJECTIVES.  With the aid of references and given a list of directives in proper sequence, per the reference. (0151.02.02h) 

OUTLINE 

1.  WHAT IS A DIRECTIVE?  

    a.  A directive is simply a regulation that can be created at any level of command.

        (1) In many cases, we as administrators use directives as reference books, like in a library.  They aid us in understanding policies, regulations, and give us instructions on how to complete tasks.  

        (2) In fact, they are organized; somewhat like books in a library.

    b. Every commander in the Marine Corps has the opportunity to set policy for the unit they command. When directives are created, keep in mind that only the Commanding Officer can establish or revise policy.  By looking at the slide, we can see that there are many commands that can create directives.

        (1) The creation and approval of a directive is called promulgation. 

        (2) The person who has approval authority on directives is normally the commanding officer.  The proper title or terminology for this person is Principal Official.

    b.  In the Marine Corps, we at times, use other terms besides a directive.  Some of them could be:

        (1) Manual.

        (2) Order.

        (3) Publication.

        (4) Bulletin.

    c.  Directives do more than act as reference material, they can:

        (1) Establish policy.

        (2) Revise policy.

        (3) Assign responsibility or missions.

        (4) Establish procedures.

        (5) Modified or change directives in the same command level.

        (6) Cancel directives within the same command level.


d.  In this lesson, you need to be aware of the two major types of directives.

        (1) Orders.  At the time an order is promulgated, it is considered to be applicable for all time. 

        (2) Bulletins.  When bulletins are promulgated they are known to be temporary.  Therefore, they are given a cancellation date or an ending date.  This is the date they are no longer effective. 

2.  FILING MASTER DIRECTIVES IN SEQUENCE  


    a.  When discussing the sequence of filing directives, it is very common to hear someone call a directive a Master Directive.  A Master directive just means that we are talking about the master copy, or maybe, the original directive for which we are accountable.  Whether we say Master Directive or just Directive, we mean the same thing.  

    b.  With that said, normally your unit Master Directives will be kept in one area.  This is usually the Directives Control Point or DCP.  If a particular directive is kept somewhere else then you must have a Locator Sheet in-place-of that directive.  Some examples of when you would keep a directive separate from the Master Directive Files are:

        (1) If a directive contains classified information then it must be kept in a Classified Material Control Center, otherwise known as CMCC, or “The Vault”.

        (2) If your unit training office handles all issues of weight control on unit personnel, then they might keep the actual Order on weight control in their office. 

In either case, a Locator sheet would be kept in-place-of the units directive.

    c.  Due to the variety in offices you may work in, there are many different ways you may see directives shelved.  Some offices located in high levels of Division, FSSG, Wing, or Base units may have nice cabinets for directives.  Where as other deploying infantry units or deploying aviation units may have something that looks like old wooden crates.  In almost all cases your directives will be punched for holes and put in black three ring binders.   

    d.  The DCP has many responsibilities, most of which will be covered in the next two lessons.  For the purpose of filing directives and this class, we will focus on:

        (1) Accountability.

        (2) Maintenance.

    e.  All around the Marine Corps, we organize our directives by SSIC.  Think for a moment how every library you have been in is organized.  Aren’t they all set up using the Dewy Decimal system?  The reason for this is standardization and uniformity.  The Marine Corps accomplishes standardization by using our SSIC system.      

    f.  When organizing our directives there are two approved ways of doing it.

        (1) The most common is By Command.  As you can see by the directives on the left side of the slide, they are in groups based on the their command level.

        (2) The other way is called Inter Filing.  This is depicted on the right side and is based solely on filing by subject.  As you can see although these directives come from different command levels they are, “Inter Filed” based on the SSIC or subject.

        (3) Filing by command is easier and because it is used most often, this is what we will do in class.

        (4) Inter Filing is used more often in small detachment type admin offices.  In addition, when it comes to researching one subject area it is more effective.

    g.  Filing directives in sequence is simple!  It is just a matter of putting them in a specific order.

        (1) First, put them in command order.

        (2) Then, put each command group in SSIC order.  

    h.  When filing by subject use the SSIC and the consecutive point number (the number following the period).  Do not use the letter (it is only a revision identifier).  

3.  FILING DIRECTIVES IN SEQUENCE  

    a.  The first step is for you to separate them by command level. You can use my slide to help you, but, beware my slide only has some of the orders you have. 

    b.  Once you have them organized by command, put each stack in SSIC order.  If you have more than one with the same SSIC within the same command level don’t worry about it.

    c.  Now, take any Bulletins you have and put them in front of other orders with the same SSIC and command level.

    d.  If you have more than one directive with the same SSIC and they are in the same command; then put those directives in sequence from lowest consecutive point number to highest.  Remember the consecutive point has nothing to do with subject. 

    e.  In cases where you have more than one Bulletin with the same SSIC and they both have come from the same unit; then use the date of the Bulletin and put the younger bulletin ahead of an older bulletin. 

4.  COMMAND ISSUED DIRECTIVES.  Each level of command may promulgate their own directives.  For our fictitious unit 1st Battalion, 15th Marines, 2d Marine Division, we keep some orders from all of our chain of command for reference material.  These directives are identified in the abbreviated form as follows:


MCBul

Marine Corps Bulletin


MCO


Marine Corps Order

DivBul

Division Bulletin


DivO


Division Order


RegBul

Regimental Bulletin

RegO


Regimental Order

BnBul

Battalion Bulletin

BnO


Battalion Order

CoBul

Company Bulletin

CoO 


Company Order

5.  CONTROL OF YOUR DIRECTIVES 
    a.   There are many occasions when a directive will be borrowed from individuals outside the admin office.  This seems harmless - but beware.  Remember, if you ordered a directive, then you must have it.  Your office is accountable for it.  If it gets lost or misplaced, watch out - you’re in trouble. 

    b.  If you are thinking that you can use the locator sheet to identify who is borrowing it, think again.  That is not the purpose of the locator sheet.  In a case like this, you may want to implement one of the following tools to control your directives:

        (1) Log book.

        (2) Card file.

        (3) Checkout sheet.

    c.  Many times just being aware that directives are accountable items helps keep them from walking off. 

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

REFERENCES:

MCO 5210.11, Records Management Program for the Marine Corps

MCO 5215.1, Marine Corps Directives

MCO P5000.14, Marine Corps Administrative Procedures (MCAP)

MCO P5600.31, Marine Corps Publication and Printing Regulations

NAVMC 2761, Catalog of Publications

UM-MCPDS 5605, Marine Corps Publications Distribution System
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