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STUDENT OUTLINE

PROCESS FITNESS REPORTS

LEARNING OBJECTIVE.  The purpose of this lesson is to familiarize you with the processing requirements for fitness reports.  There are no learning objectives associated with this lesson.

1.  PERFORMANCE EVALUATION SYSTEM.  

    a.  As the name implies, it is a system not just a paper document.  A Marine’s career is literally resting on the accurate recording of his/her conduct and accomplishments on the fitness report form.  For this reason, the performance evaluation system has many players.  Your part is in the processing, accountability, and mailing of this report.

    b.  The entire performance evaluation system as we know it today was completely revised in late 1998.  The fitness report is the primary means of evaluation for all Marines in the grade of sergeant through major general.  

2.  Reporting Chain of Command.  
    a.  As we have learned from the day we stepped on the yellow footprints, nearly everything we do involves a chain of command.  Fitness reports are no different.  Here is how it works.

        (1) The Marine Reported On (MRO) is the individual who is being evaluated.  This Marine is the first person in the performance evaluation chain.

        (2) The Reporting Senior (RS) is the first officer in the MRO’s chain of command.  The RS is the person who does the evaluating and writing of the fitness report.

        (3) The Reviewing Officer (RO) is usually the commanding officer of the MRO’s unit.  The RO has the final say in the evaluation process.

        (4) In most units, the admin officer or admin chief will receive the completed report and make a final check for format and completeness.

        (5) This is where you come in.  First of all you must understand that a fitness report is to be treated as if it were a confidential document.  It is not to be read, shared with others, or left lying around unattended. 

3.  Submission Procedures.          

    a.  When a fitness report is entrusted to you, you should follow these procedures:

        (1) Log the report into the unit’s fitness report logbook.  This logbook can be in various forms depending on the desire of the commanding officer.  Many units today use some type of electronic logging system while others still use the government issue green logbook.  

        (2) The next step would be to prepare the fitness report(s) for submission.  You can package multiple fitness reports in the same envelope.  Before putting the fitness report(s) in an envelope you must ensure that you do not fold, staple or damage the report in any way.  Package the reports to protect against damage and folding during mailing by placing them in a folder within the envelope.

        (3) Mail the fitness report(s) to the Commandant of the Marine Corps (MMSB-32), Headquarters, U.S. Marine Corps, 2008 Elliot Road, Quantico, VA 22134-5030.

4.  Verification of Receipt.            

    a.  Currently, units are using the Internet to gain access to official military personnel files (OMPF) held by Headquarters Marine Corps

        (1) This particular site is managed by the Personnel Management Support Branch, which control the operation of the Performance Evaluation System.  Using the scroll bar on the left side of your screen, go down until you see “Verify that MMSB has received your Fitness Report” and click on it.  This will open up the Fitness Report Inventory page.  The on-screen instructions will ask you to enter in a Social Security Number.  Because of security reasons, we will not be entering an SSN.

         (2) If you were to enter in an SSN this is an example of what you would see.

         (3) Fitness Reports can also be verified through the Customer Information Control System (CICS) using the online 3270 emulation.  When reviewing an individual’s performance evaluation record using this method the only fitness reports that will be displayed are those received under the old fitness report system.  We will briefly review the steps to use this system but as before, we will not be entering an SSN.
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