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STUDENT OUTLINE 

UNIT PUNISHMENT BOOK (UPB)

LEARNING OBJECTIVES  

TERMINAL LEARNING OBJECTIVE.  Given an offense report, a UPB binder, a blank UPB sheet, and the references, prepare a Unit Punishment Book (UPB) per manual for Courts-Martial, MCO P5000.14, MCO P1070.12, MCO P1080.40 and MCO P5800.16.  (0151.06.02)

ENABLING LEARNING OBJECTIVES. 

1.  With the aid of references, identify which offenses have Nonjudicial Punishment authority in accordance with the references.  (0151.06.02a)
2.   With the aid of references and given a Nonjudicial situation, an offense report, a completed summary of proceedings, and a blank NAVMC 10132, type blocks 1 and 18-21 of the form in accordance with the references.  (0151.06.02b)

3.   With the aid of references and given a Nonjudicial situation, an offense report, a completed summary of proceedings, and a partially completed NAVMC 10132, identify the order in which blocks 2-4 of the form will be completed, in accordance with the references.  (0151.06.02c)

4.   With the aid of references and given a Nonjudicial situation, an offense report, a completed summary of proceedings, and a partially completed NAVMC 10132, identify the action taken when a Marine refuses to complete block 2 of the form, in accordance with the references.  (0151.06.02d)

5.   With the aid of references and given a Nonjudicial situation, an offense report, a completed summary of proceedings, identify when block 5 of the NAVMC 10132 would be completed, in accordance with the references.  (0151.06.02e)

6.  With the aid of references and given a Nonjudicial situation, an offense report, a completed summary of proceedings, type blocks 6-8 of the NAVMC 10132, in accordance with the references.  (0151.06.02f)

7.  With the aid of references and given a Nonjudicial situation, an offense report, a completed summary of proceedings, identify the information required in blocks 9-10 of the NAVMC 10132, in accordance with the references.  (0151.06.02g)

8.  With the aid of references and given a Nonjudicial situation, an offense report, a completed summary of proceedings, identify the action taken in blocks 11-12 of the NAVMC 10132, in accordance with the references.  (0151.06.02h)

9.  With the aid of references and given a Nonjudicial situation, an offense report, a completed summary of proceedings, identify the information required in blocks 13-15 of the NAVMC 10132, in accordance with the references.  (0151.06.02i)

10.  With the aid of references and given a Nonjudicial situation, an offense report, a completed summary of proceedings, identify when block 16 of the NAVMC 10132 would be completed, in accordance with the references.  (0151.06.02j)

11.  With the aid of references and given a Nonjudicial situation, an offense report, a completed summary of proceedings, identify when the information required in block 17 of the NAVMC 10132, in accordance with the references.  (0151.06.02k)

OUTLINE
1.  NONJUDICIAL PUNISHMENT.    

    a.  Commanding officers are granted the authority to impose punishment on military personnel under their command by Article 15, UCMJ.  Nonjudicial punishment is only one form of punishment a commander may impose on members of their command.  Nonjudicial punishment provides commanders with a means of maintaining good order and discipline within the command.  It also promotes positive behavior changes without the stigma of a court-martial conviction. 

     b.  Marines may receive nonjudicial punishment for violating any of the Punitive Articles contained in the UCMJ.  

Examples:   

    Art. 86.   –  Absence with leave

    Art. 89.   –  Disrespect toward superior commissioned

                  officer

    Art. 91.   –  Insubordinate conduct toward warrant 

                  officer, noncommissioned officer, or petty  

                  officer

    Art. 112.  –  Drunk on duty

    Art. 112a. –  Wrongful use, possession, etc. of a

                  controlled substance

    Art. 121.  –  Larceny and wrongful appropriation   

2.  AUTHORITY TO IMPOSE NONJUDICIAL PUNISHMENT. 

    a.  All commanding officers may impose punishment under Article 15 of the UCMJ upon military personnel of 

their command.  A commanding officer is defined as one who is properly appointed to command an organization, or who under the applicable provisions of law, regulations, or orders, succeeds to such command due to transfer, incapacity, death or absence of the previous commander.    

    b.  Officers in charge of units designated by departmental orders, table of organization, manpower authorizations, orders of a flag or general officer in command are empowered to impose NJP upon enlisted personnel assigned to their unit.  An officer in charge, regardless of grade, is limited to those punishments authorized by the UCMJ for company grade officers.

3.  JURISDICTION.  

    a.  At the time NJP is imposed the accused must be a member of the command of the commanding officer or of the unit of the officer in charge, who imposes the punishment.  Should there be an instance where the accused is no longer assigned or attached to the same unit or command in which the alleged offense was committed; the case should be referred to a competent authority in the chain of command to which the accused is assigned.

4.  FORFEITURES.   

    a.  Forfeitures must be expressed in whole dollar amounts only – not in dollars and cents (e.g. $100.25), not in “days pay” (e.g. 10 days pay) and not in fractions (1/2 of a month’s pay).

    b.  The maximum forfeiture is determined by rounding down to whole dollar amounts.

    c.  The maximum forfeiture which can be imposed by a company grade officer or officer in charge at NJP is determined by dividing a month’s base pay by 30 and multiplying the result by seven.

    d.  If the accused was reduced in rank, whether or not it is suspended, forfeitures must be based on the rank to which the accused was reduced.

5.  PUNISHMENT.      

    a.  The authority that sets forth the maximum punishments at NJP can be found in paragraph 5, Part V, MCM 2000, and Chapter 1, JAGMAN.  The maximum punishment depends on several factors: 

        (1) The rank of the commanding officer. 

        (2) The rank of the accused.

        (3) The authority of the commanding officer.

6.  COMPANY GRADE OFFICERS.                                              

    a.  The maximum amounts of punishment that can be awarded by a company grade officer are as follows:

        (1) If imposed upon a person attached to or embarked on a vessel, confinement on bread and water/diminished rations for not more than three consecutive days.

        (2) Correctional custody for not more than seven days.

        (3) Forfeiture of not more than seven days pay.

        (4) Reduction to the next lower grade if the grade from which reduced is within the promotion authority of the officer imposing NJP.

        (5) Extra duties, including fatigue or other duties, for not more than 14 consecutive days.

        (6) Restriction to certain specified limits, with or without suspension from duty, for not more than 14 consecutive days.

7.  FIELD GRADE OFFICERS.                                                  

    a.  The maximum permissible punishments that can be awarded by a field grade officer are as follows:

        (1) If imposed upon a person attached to or embarked on a vessel, confinement on bread and water/diminished rations for not more than three consecutive days. 

        (2) Correctional custody for not more than 30 days. 

        (3) Forfeiture of not more than one-half of one month’s pay per month for two months. 

        (4) Reduction to the next lower pay grade, if the grade from which reduced is within the promotion authority of the officer imposing the reduction. 

        (5) Extra duties, including fatigue or other duties, for not more than 45 consecutive days. 

        (6) Restriction to certain specified limits, with or without suspension from duty, for not more than 60 consecutive days.

8.  LIMITATIONS ON PUNISHMENTS.                

a.  Correctional Custody.   Cannot be imposed on E-4s and above unless a suspended reduction below pay grade E-4 is vacated.  

b.  Confinement on Bread and Water.  Cannot to be imposed on E-4s and above unless unsuspended reduction below pay grade E-4 is imposed.

c.  Extra duties.  Cannot be a known safety or health hazard to the member or cruel and unusual punishment and should not extend to more than 2 hours per day.  Also extra duty should not be performed on Sunday although Sunday counts in the computation of the period for which such punishment is imposed. 

d.  Reduction in Grade.  Under no circumstances may the reduction in grade be imposed except to the next inferior pay grade. 

e.  Restriction and extra duty.  May be combined to run concurrently, but the combination may not exceed the maximum possible for extra duties (45 days). 

9.  EXECUTION OF PUNISHMENT.  

    a.  If unsuspended, punishment will start same day as the NJP.

    b.  If suspended and later vacated.  The punishment is effective on the date of vacation.

    c.  If punishment is stayed pending the outcome of an appeal, the effective date is the date the punishment starts.

10.  SUSPENDED PUNISHMENT.   

     a.  The commanding officer has the authority to suspend all or some of the punishment for not more than six months.

     b.  If the accused violates the terms of the suspension, the suspension can be vacated and the suspended punishment will commence. 

     c.  The commanding officer may specify in writing additional conditions of the suspension.  

         (1) The commanding officer can make it a condition:

             (a) That the accused pay restitution.

             (b) That the accused not associate with certain persons.

         (2) If the accused violates any punitive article of the UCMJ, the suspended punishment may not only be vacated but the accused may also be given a second nonjudicial punishment for the article he/she has violated.

11.  APPEALS.                                                                                                                                   
     a.  There are two grounds for an appeal:

         (1) The punishment is unjust.

         (2) There is not enough evidence for conviction.

     b.  The punishment is disproportionate to the offense; e.g. (the accused receives maximum punishment for being 10 minutes UA).

     c.  The appeal will go to the next higher commander in the chain of command.

         (1) The appeal must be in writing.

         (2) The accused has 5 working days to submit an appeal.

12.  UNIT PUNISHMENT BOOK (UPB).  

a.  The NAVMC 10132 is used to record the imposition of NJP for enlisted personnel. This form is also referred to as the “Unit Punishment Book” (UPB). Chap 3 of the LEGADMINMAN, and MarAdmin 301/02 provides detailed guidance when preparing the UPB. 

b.  When an officer with NJP authority receives information that an offense has been committed by an enlisted person, and makes the determination the offense should be disposed of at NJP or forwarded to the next higher authority for disposition, a UPB will be prepared.  

     c.  The UPB will be prepared in duplicate, and it may be typed or handwritten (legibly) in black or blue-black ink.  Use of authorized abbreviations is encouraged.  When there is insufficient space for information in an item, the reverse side of the UPB or a sheet of bond paper may be used.  Additional sheets will be securely stapled to the original UPB. 

     d.  The officer imposing NJP will prepare or cause to be prepared, a summary transcript of the proceedings.  Use the form prescribed in Appendix A-1-e of the JAGMAN.
     e.  Block by Block Instructions.

         (1) Item 1.  Enter the article(s) of UCMJ that are violated and a summary of each offense, to include date, time, and place of alleged offense.  The punitive articles (77-134) of the UCMJ are found in Part IV of the MCM 2000.

 (2) Item 2.  After advising the Marine of his/her 

Article 31, UCMJ rights and of the administrative withholding of privileges, have the accused indicate his/her intentions by striking out inapplicable portions.  Then have the accused date and sign the item. (MCM 2000, A2-9, JAGMAN section 0104, pg. 1-12).  If accused refuses to indicate intentions and/or refuses to sign you will do the following:

             (a) Process charges as a refusal to accept NJP and forward UPB to the officer exercising court-martial jurisdiction for disposition.

             (b) Write in item 2:  “See item 16”

             (c) Write in item 16:  “Marine refuses to indicate intentions or to sign item 2.  Case forwarded recommending (summary court-martial), (special court-martial), etc.”

 (3) Item 3.  The immediate commanding officer 

will date and sign item 7, after ensuring that the accused has been informed of the rights mentioned in item 2.

 (4) Item 4.  Compliance with U.S. Versus

Booker.  Before considering NJP in aggravation at a subsequent court-martial, the above case and JAGMAN, section 0109, require a written statement showing an accused did not exercise the right to refuse NJP, and that acceptance of NJP does not preclude the command from taking other adverse administrative action against the accused.  Compliance is accomplished by filling in this block, signed by the accused, prior to imposition of NJP. 

         (5) Item 5.  UA is when a member of the armed forces is through the member’s own fault not at the place where the member is required to be at a prescribed time.  Desertion is when a member of the armed forces is with the intent to remain away permanently.  After 30 days a member is considered a deserter.  The importance of accuracy in content and signature on all entries regarding UA cannot be overly stressed.  UA entries are used as proof of an absence offense.  The required information must be accurately recorded and properly authenticated if it is to be allowed as evidence at a court-martial.  Include any known 

aggravating circumstances in the entries.  Aggravating circumstances include declarations made by the Marine regarding the absence, information regarding absence to escape or shirk important or hazardous service, etc.  If aggravating circumstances become known after the UA entry is made, record the date and circumstances immediately below the UA entry.  If the UA is excused as unavoidable, delete the UA entry from the UPB and document the removal per MCO P1050.3.  

            (a) Unauthorized Absence (UA)

                1 A Marine is carried on the roll that has been in an UA status for 24 hours.  Record date and hour absence commenced, the RUC of the unit reporting the absence, and number and date of the unit diary on which the absence is reported.  

Example:

    “6 Feb 02.  UA(AWOL) fr this org since 0801, 5 Feb 02.  Abs rpt by RUC 12001 on UD 0028 dtd 6 Feb 02.”

                2 A Marine is en route to join, fails to report in compliance with orders, and has been in a UA status for 24 hours.  This entry must show absence from the organization to which the Marine is ordered to report. 

Example:

    “15 Jan 02.  UA(AWOL) fr (unit) since 0001, 14 Jan 02, failed to report to CG, 2d MarDiv, FMF, CamLej, not later than 2400,   13 Jan 02.  Abs rpt by RUC 12001 on UD 0014 dtd 15 Jan 02.

                3 Upon apprehension, delivery, or surrender of a Marine in a UA/desertion status, record the entry as follows.  “Hour and date of return to military control, how the Marine returned to military control, the RUC of the unit reporting termination of absence, and number and date of the unit diary on which the termination of absence was reported.”  

Example:

    “6 Feb 02.  Fr UA(AWOL) at 0901, 5 Feb 02 when the Marine surr at this org.  Termination of abs rpt by RUC 54031 on UD 0033 dtd 6 Feb 02.”

    “6 Feb 02.  Fr UA(AWOL) at 1000, 1 Feb 02 aprnd by RS, LBEACH.  Issued orders and trans to rpt to this org NLT 2000,    5 Feb 02.  Termination of abs rpt by RUC 54031 on CD 0022 dtd    6 Feb 02.

                4 Upon apprehension and/or subsequent conviction by civil authorities of a Marine in a UA/desertion status, record the entry as follows:  Hour and date of apprehension, the RUC of the unit reporting the apprehension, and number and date of unit diary on which the IHCA was reported.  Example:

    “13 Jan 02.  Jd IHCA at 1000, 12 Jan 02 while in (UA/desertion) status fr 2d MarDiv since 1300, 15 Jan 02.  IHCA rpt by RUC 54031 on UD 0013 dtd 13 Jan 02.”

                5 If a Marine enters a period of absence for which there is a requirement per MCO P5800.16, to publish a DD Form 553, record the date and the fact the DD Form 553 was published in the entry.

            (b) Desertion
                1 Entry of Mark of Desertion.  When a mark of desertion is required by current directives, record it in a narrative style to show date of entry of the mark, type of UA, hour and date UA commenced, RUC of the unit entering the mark, number and date of the unit diary showing the Marine is dropped from the rolls, and any information which would show intent or lack of intent to desert.  Examples:

    “13 Jan 02.  UA(AWOL) fr this org since 0801, 1 Jan 02.  Declared deserter this date as of 0801, 1 Jan 02 and dropped fr the rolls of this org on RUC 54031 UD 0029 dtd 31 Jan 02.  DD 553 published this date.”

 (6) Item 6.  Enter punishment imposed and the date. 

Do not enter “No Punishment” in item 6, unless punishment was imposed, the Marine did not receive NJP.

 (7) Item 7.  Enter date and specific terms of 

the suspension.  If no portion of the punishment is suspended enter “None.”

    (8) Item 8.  Enter name, grade, and title of 

the officer who imposed punishment in item 6.

 (9) Item 9.  The officer imposing punishment 

will determine whether the offenses are properly punishable under Article 15 of the UCMJ.  He/she will sign and date if punishment is determined to be proper. 

        (10) Item 10.  Enter the date of notification to the member.  Usually the same date as in item 8 except where a formal investigation is used as a basis for the NJP or notification is done by mail.

(11) Item 11. When NJP has been imposed, notify the 

Marine of the right to appeal.  The appeal must be submitted within 5 working days or the right to appeal shall be waived in the absence of good cause.  Superior authority may act on appeal, but must first refer the case to a judge advocate for review.  The officer imposing NJP will date and sign.

        (12) Item 12.  The accused will date and sign 

indicating an understanding of the right to appeal the NJP imposed.  When the accused refuses to indicate an understanding of the right to appeal and/or refuses to sign item 14, you will do two things:

  (a) Note in item 12:  “See item 16”

  (b) Note in item 16:  “Marine refuses to indicate intentions or sign item 2.  Case forwarded recommending….”

(13) Item 13.  Enter date of the appeal of the 

NJP.  If not appealed, enter the words “Not appealed.”        

   (14) Item 14.  If an appeal is made, enter the 

final action.  For example:  Appeal denied – 25 Jun 02

(15) Item 15.  Enter the date the member was 

notified of the decision on the appeal.  If the Marine is transferred or discharged, enter the date of the endorsement forwarding the decision to the member’s new command or to the member’s permanent mailing address.

(16) Item 16.  The mandatory entries required

are as follows:

  (a) If the member refuses to sign either item 2 or item 12 (See items 2 and 12).

  (b) When the offenses are forwarded to higher authority for disposition, a general or specific recommendation as to disposition may be entered.  

Example:  General Recommendation - “Fwd to BnCO, recom NJP”; Specific Recommendation - “Fwd to BnCO, recom red”.

  (c) Enter any subsequent vacation of any suspended punishment included in item 7 and date of vacation.  Examples:  Forf of $250 pay per mo for 1 mo imposed and susp on 14 Jun 02 vacated – 21 Aug 02.

             (d) When a Marine submits an appeal, punishments involving restraint and extra duties, may, but need not, be stayed.  If the Marine so requests and the authority acting on the appeal has not taken action on the appeal within 5 days of its submission the execution of restriction or extra duties must 

be stayed until the appeal is acted upon.  An entry reflecting the stay of punishment will be made.  Example: 7 Dec 02:  Appeal submitted.  Punishment of (insert punishment) stayed.  

  (e) When an executed or unexecuted punishment is set aside.  This entry will be placed on the old UPB and the new UPB.  If the old UPB is not held at the command, then enter on new UPB only.  

Example:  7 Dec 02:  Red to Cpl, E-4, is set aside.  All rights, privileges and property affected will be restored.

        (17) Item 17.  Upon completion of the required 

administrative action, the officer responsible for the action will initial this item.  This item must be initialed by the commanding officer, officer-in-charge, or by any officer designated to sign “by direction” of the commander.  Ensure completion of all unit diary entries (record unit diary number, date and initials).        

        (18) Item 18. Enter complete unit identification of the Marine; i.e. company/battery/ squadron/group/battalion.

example:  COA, 1stBn, 15th Mar, 2d MarDiv, CamLej

(19) Item 19.  Enter Last name, First name, and 

Middle initial.

(20) Item 20.  Enter grade and pay grade; e.g., 

LCpl, E-3.

        (21) Item 21.  Enter SSN; e.g. 123 45 6789.
13.  DISPOSITION OF THE UPB.  

     a.  A Unit Punishment Binder will be maintained for each organization where the commanding officer or officer in charge imposes NJP under Article 15, UCMJ.

     b.  The UPB binder will consist of UPB forms including:

 (1) Attached pages.

 (2) Appeals.

 (3) Summary transcripts of the impartial hearing.

 (4) Filed alphabetically in a loose-leaf binder.

     c.  If an organization uses consolidated administration, a single binder may be used for the entire unit, however, each jurisdiction should be separated by a divider.  Example:  Battalion, COA, COB, etc.

     d.  A new UPB binder will be opened at the beginning of each calendar year.

     e.  The old UPB binder will be retained in the organization

for 2 full calendar years as required by disposal instructions.

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

REFERENCES:  

Manual for Courts-Martial, 2000 

IRAM, MCO P1070.12 

MOS Manual, MCO P1200.7 

MCAP, MCO P5000.14 

LEGADMIN, MCO P5800.16 

Correspondence Manual, SECNAVINST 5216.5  


























































1
12

