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STUDENT OUTLINE

SPECIAL ORDERS

TERMINAL LEARNING OBJECTIVE:

1.  Given the references, supervise preparation of command special orders, per MCO P1000.6, and MCO P1070.12. (0180.02.03)

ENABLING LEARNING OBJECTIVES:

1.  With the aid of references, determine the purpose to publish command special orders, in accordance with the references.  (0180.02.03b)

2.  With the aid of references, determine the requirements to distribute command special orders to subordinate commands, in accordance with the references.  (0180.02.03c)

3.  With the aid of references and given a Special Order with programmed errors/omissions, edit the Special Order, in accordance with the references.  (0180.02.03a)

BODY
1.  PURPOSE
    a.  Implement transfer and travel directives.

    b.  Administrative changes.

2.  SPECIAL ORDERS PUBLISHED
    a.  HQMC.

    b.  Major commands, posts, and stations.

    c.  Marine Detachments ashore.

    d.  Marine Corps Reserve units.

    e.  Regiments.
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    f.  Aircraft groups.

    g.  Battalions/Squadrons.

3.  SPECIAL ORDERS
    a.  Special Orders:  Numbered consecutively, calendar year.

    b.  Landscape or portrait.

    c.  Retain for a calendar year plus one.

4.  RULES
    a.  SSN:  Single names, list the entire SSN, more than one name, list only the last four numbers of the SSN.

    b.  Distribution:  Original and as many copies needed to subordinate command.

    c.  Abbreviations:  Use IAW IRAM, Chapter 6.

    d.  Publish by type:  Alphabetically, by grade, within each activity or unit.

    e.  Directing:  Higher headquarters directs subordinate command to make a change.

    f.  Effecting:  Command is ordering an administrative accomplishment.

    g.  Original Orders:  One signed copy.    

    h.  Copy to:  Commanders in column 2 and column 4.

    i.  Official File Copy:  Signed copy, retained in command's correspondence files.

5.  SIGNATURE
    a.  Name:  Name all caps.  

    b.  Grade:  Natural caps.

    c.  Component:  USMC/USMCR, no abbreviations.

    d.  Title/Authority:  Commanding General, Commandant of the Marine Corps.  

2

                                                         CJ0202

                                                         Aug 02

6.  MODIFICATIONS
    a.  Prepared like original.

    b.  Becomes a part of the original set of orders.

7.  COLUMNS
    a.  1
        (1) Name block: (Alphabetically, by grade) Last name, (all caps) initials (no punctuation).

        (2) SSN:  The entire SSN if one individual is listed, only last four if more than one individual is listed.

        (3) Designation:  USMCR.

        (4) Component class code for reservists transferring to the IRR.

        (5) All MOS's (i.e, 0193/8421)

    b.  2
        (1) Transferred from:  Organization from which Marine is being transferred.

        (2) Organization and location.

    c.  3
        (1) Date of Detachment (DofD).

        (2) Date in which the orders are effective.

    d.  4
        (1) Report to:  (Or DOR, Type, Reference)

        (2) Organization to which Marine is being transferred.  

        (3) Use "do" if repetitive.

    e.  5
        (1) By:  (Or Remarks, To, Modification)
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        (2) Indicate date/time for reporting.

8.  CLERICAL INSTRUCTIONS (TYPES OF SPECIAL ORDERS)
    a.  Designation:  Primary duty.

    b.  Assignment:  Recruiting, DI, PCS.

    c.  PCA:  Permanent Change of Assignment.

    d.  Reduction:  Marine being reduced will receive the original orders, the authority will be shown.

    e. Change of MOS:  Primary duty voided, assigning additional MOS.

9.  DITTO  

    a.  Used to signify repetition.

    b.  Used only when repetition is immediately preceding the one used.

10.  CONTENTS
    a.  Heading:  All caps.

    b.  Title:  "WHO" SPECIAL ORDER.

        (1) Marine Corps.

        (2) Wing, Group, Division, Base.

        (3) Battalion, Squadron, Company.

    c.  Numerical:  Calendar Year, all caps, ###-02.

    d.  SSIC/Date:  IAW Correspondence Manual.

    e.  Miscellaneous:  

        (1) Column headings: Natural caps.

        (2) Dashes.

        (3) Distribution:  Command (going to, coming from), Marine.
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