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1.  LEARNING OBJECTIVES.  This is a Lesson Purpose class; therefore, there are no learning objectives.  However, the lesson will assist you in mastering other learning objectives throughout this course.
2.  MCO P1070.12 – IRAM    

    a.  The IRAM publishes policies, procedures, and technical instructions for the administration of personnel records or service record books.

    b.  The IRAM consists of seven chapters.

        (1) Chapter 1 - Contents of Headquarters Files.  Every Marine has an official military personnel file (OMPF) at HQMC which provides a history of your career from entrance into the Marine Corps until discharge,

resignation, retirement or death.  This chapter explains what information is incorporated into these records.

        (2) Chapter 2 - Personnel Identification Information.  This chapter dictates how a Marine’s name and SSN will be used for identification purposes.  Additionally, this chapter includes instruction on official photographs for officers and staff noncommissioned officers.

        (3) Chapter 3 - Officer’s Qualification Record (OQR).  Every officer has an OQR.  This section contains information for the care and maintenance of the OQR.

        (4) Chapter 4 - Service Record Book (SRB).  All enlisted Marines have an SRB.  This chapter includes information concerning the care and maintenance of the SRB.

        (5) Chapter 5 - Audit of Records.   This section outlines audit requirements to ensure records of personnel are accurate, complete, current and in agreement with information maintained in the MCTFS databases.

        (6) Chapter 6 - Abbreviations and Acronyms.  This is a complete listing of commonly used abbreviations, acronyms and phrases used throughout Marine Corps correspondence.

        (7) Chapter 7 - Identification Tags.  This chapter gives instructions for preparing identification tags (dog tags).
3.  MCO P1080.40 - MCTFSPRIM  

    a.  The MCTFSPRIM promulgates policies, procedures and technical instructions regarding automated manpower systems and subsystems.  This Manual also provides instructions for reporting and verifying information maintained in this system.  In short, this Manual gives you specific guidance for reporting information in the Marine Corps Total Force System.

    b.  The MCTFSPRIM consists of 12 chapters and 2 appendixes.

        (1) Chapter 1 - Marine Corps Total Force System Policy and Overview.  This chapter has 3 sections, which include:  Introduction to the Marine Corps Total Force System, System Management and Operations, and Reporting Unit Management Information.

        (2) Chapter 2 - Unit Diary.  This chapter lists 5 sections, which include:  Definition and Purpose, Correction Procedures, Video Inquiry System, Customer Information Control System (CICS) and VEF 1200 and VEF 1200B.

        (3) Chapter 3 – Entry Information.  This chapter contains 3 sections:  Active Duty Accessions, Reserve Accessions, and Contracts. 

        (4) Chapter 4 – Personal Information.  This chapter includes 9 sections:  Personal Data, Medical Data, Weight Control/Military Appearance, Limited Duty Status, Reservist Information, Family Data, Annual/Triennial Screening, Assignment History and Officer Data.  

        (5) Chapter 5 – Individual Data.  This chapter includes 18 sections:  Awards, Record of Emergency Data, Address, Location, Member Dates, Officer Dates, Dependent Data, Test Scores, Military Skill, Military Education, Marine Corps Institute (MCI) Courses, Unit Training, Marksmanship, Civilian Education, Montgomery GI Bill, Montgomery GI Bill Enrollment, Veterans Educational Assistance (VEAP), and Financial Assistance Program.

        (6) Chapter 6:  Assignment/Unit Information.  This chapter details 7 sections:  Automated Orders Writing, Joins, Attachments, Transfers, Unit Information, Marine Unit Data and Event and Exclusions Entries.

        (7) Chapter 7 – Leave/Grade/Status/Time Lost.  This chapter contains 8 sections:  Leave Information, Sick/Missing Status, Misconduct, Time Lost, Punishment, Composite Score, Promotions, and Grade Changes.

        (8) Chapter 8 – Normal Pay with Deductions.  This chapter contains 8 sections:  Cost-Of-Living Allowance (COLA), Housing Allowances, Rations (BAS), Servicemen’s Group Life Insurance (SGLI), Tax Information, Clothing Allowance, Miscellaneous Deductions, and Dental Insurance.

        (9) Chapter 9 – Special Duty Pay and Bonuses.  This chapter outlines 12 sections:  Special Duty Pay, Proficiency Pay, Family Separation Allowance (FSA), Personal Money Allowance, Diving Duty, Career Sea Duty, Hostile Fire pay, Hardship Duty, Foreign Language, Deployed Per Diem/Personnel Tempo, Split pay, and Bonus.

        (10) Chapter 10 – Separations.  This chapter outlines 7 sections:  Reserve Retirement Credits, Pre-Retirement, Retirement Service Totals, Physical Evaluation Board (PEB), Discharge/Drop, Retirements, and Separation Entitlements.

        (11) Chapter 11 – Reserve Specific Information.  This chapter contains 6 sections:  Reserve Drill, Funeral Honors Duty Allowance (FHDA), Active Duty for 30 Days or Less, Mobilization, Reserve Pay Entitlement, and Notice of Eligibility (NOE).

        (12) Chapter 12 – Personnel Record Audit Requirements and Reports.  This chapter details 7 sections:  Overview, Commander’s Unit Diary Data Base (CUDDB), Reports, MCTFS Basic Individual Record/Basic Training Record (BIR/BTR) Audit Process, Diary Feedback Report (DFR), Quality Control Reports, and Reporting Performance Management.

        (13) Appendix A and B – Abbreviations Listing by Acronym.  These appendixes identify abbreviations used throughout the MCTFSPRIM.

4.  P1080.20 - MCTFSCODESMAN
    a.  This Manual was designed for use as a research tool to identify certain codes reported into the MCTFS.

    b.  The MCTFSCODESMAN consists of seven chapters.

        (1) Chapter 1 - Codes used within MCTFS.  This chapter is broken down into 6 sections:  Indicator Codes for Status of Duty and Personal Information, Entitlement/Pay Codes/Grade Codes/Combat Related Status Codes, Civilian Education Codes/Foreign Language Codes, Codes used in Conjunction with PCSO/Contract Information Data/Codes Used by HQMC, Miscellaneous Codes and Codes used within the Reserve Establishment.

        (2) Chapter 2 - Location Codes.  This chapter contains 3 sections:  State Codes, Divisions of the World and Water Bodies of the World.

        (3) Chapter 3 - Service School Codes.  This chapter consists of 2 sections:  Service School Codes (Alpha Sequence) and Service School Codes (Code Sequence).

        (4) Chapter 4 - Marine Corps Unique Codes and Source of Entry Codes.  This chapter has 2 sections:  Marine Corps Unique Codes and Source of Entry Codes.

        (5) Chapter 5 - Monitored Command and Reporting Unit Codes.  This chapter is a guide to identify a Monitored Command Code (MCC) by type of command.

        (6) Chapter 6 - Reporting Unit Codes (with Monitored Command Codes).  This chapter identifies a Reporting Unit Code (RUC) by type of command.

        (7) Chapter 7 - Separation Codes Index.  This chapter outlines the Separation Program Designator Codes and Separation Document Type and used for discharges/ reenlistments.
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