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1.  INTRODUCE LEARNING OBJECTIVES

    a.  TERMINAL LEARNING OBJECTIVE.  Given an SRB/OQR, service record source documents, and references, make entries to standard pages of Service Record Book (SRB)/Officer Qualification Record (OQR) per MCO P1070.12, MCO P1080.20, and MCO P1080.40.  

    b.  ENABLING LEARNING OBJECTIVES

        (1) With the aid of references, state in writing the contents of a service record in accordance with the references. 

        (2) With the aid of references, state in writing the rules for making entries in a service record in accordance with the references. 

        (3) With the aid of reference, state in writing the functions of the service record in accordance with the references.  

2.  PURPOSE.  The Service Record Book is used for recording specific information about a Marine at the time of enlistment, changes in status, and pertinent events, which affect the Marine’s military service.  The SRB serves as the basis for reporting information into MCTFS.  

3.  CARE AND MAINTENANCE OF THE SRB  

    a.  Responsibility.  Responsibility for care and maintenance, including opening and assembly, custody, timely forwarding, making entries, closing, etc., rests with the commander of the organization to which the Marine has been joined.  Custodians may be appointed to perform these functions, but the commander’s responsibility cannot be delegated.

    b.  Assembly.  An SRB will be assembled for each applicant who enlists into the Marine Corps or Marine Corps Reserve.  The SRB consists of a cover, standard pages, and documents.  Assembly will be done as follows:

        (1) Cover.  The cover is designed to hold documents on the left side and standard pages on the right side.  Enter the last name, first name and middle initial followed by Jr., Sr., or I, II and SSN on the cover.  A gummed label may be used but only containing the above information.  When the label is used place it in the space provided for the last name.

        (2) Standard pages    

            (a) NAVMC 321a - This form is used when a Marine extends on his current contract.  

            (b) DD Form 4 - Enlistment/Reenlistment document – The DD Form 4 is the basic document establishing a legal relationship between the United States Government and the enlisted member of the Armed Forces.

            (c) NAVMC 118(3) – Chronological Record (page 3) – This is a standard page designed for recording in chronological sequence, the events or duties performed by a Marine from the time of enlistment until the time of separation.   

            (d) Record of Service (ROS) – The ROS is a computer-generated page from Marine Corps Total Forces System (MCTFS), which list the proficiency and conduct marks assigned to a Marine by commanders.  This page is to be maintained on the standard side of the SRB until all marks have posted into the MCTFS.  Upon posting of marks, offer the ROS to the member or if the member is not available, destroy it.  If a Marine is promoted to the rank of Sgt, transfer the ROS to the document side of the SRB for permanent retention.

            (e) NAVMC 118(11) – Administrative Remarks (page 11) – The page 11 is used for recording administrative remarks that are not located anywhere else in the record book.  Entries to this page can be either derogatory or commendatory.  

            (f) NAVMC 118(12) – Offenses and Punishment (page 12) – The page 12 is designed for recording good conduct commencement dates, non-judicial punishment, UA, and any periods of desertion.

            (g) NAVMC 118 (13) & (13a) – Record of Conviction by Court-Martial (page 13) - This page records all Court-Martials and is only prepared and inserted when required.

            (h) Record of Emergency Data (RED) – The RED is a computer-generated page from the MCTFS.  It provides a current official and legally binding record of relatives, beneficiaries and emergency information on each Marine, which is used to make casualty notification and to adjudicate claims for various death benefits.  

            (i) SGLV 8286 – Service Member's Group Life Insurance Election – The SGLI lists the principle and contingent beneficiaries to receive the amount of insurance the Marine elects. 

4.  Preparing standard pages.  The Recruit Depots will ensure before transfer that all standard pages are prepared by entering last name, first name, middle initial and SSN in the following authorized formats:

    a.  Name in all natural capitalization and SSN in 3-2-4 format for example:

Donaldson Wayne H. 000 00 6628

    b.  Last name in all upper case, first name in natural caps, middle initial and SSN in 3-2-4 format for example:

DONALDSON Wayne H. 000 00 6628

    c.  Entire name in all upper case and SSN in 3 2 4 format for example: 

DONALDSON WAYNE H. 000 00 6628

5.  Closing out standard pages.  When any of the standard pages are full, note at the bottom of the page “continued on supplemental page” or “Contd on Supp Pg”.  Line out the unused portions of the page from left to right to preclude further entries after the supplemental page has been added.  Insert an additional page and label it at the bottom center, (3) a, (11) a, as appropriate.  Place the supplemental page behind the closed out page.  

6.  Document side.  The document side of the service record book is used for inserting superseded standard pages, official letters, certificates, and various other documents that should be part of the Marine’s permanent record.  Do not use the SRB as a catchall.  Documents of temporary value should be filed in the units’ correspondence files.  

7.  Making entries.    All entries will be made using a typewriter with a black ribbon, word processor or rubber stamps using black ink.  If it is not possible to typewrite entries a black ink pen maybe used to neatly print entries.

    (1) General rules - The first general rule is that the use of abbreviations and acronyms whenever possible is encouraged.  All dates will be in DoD format (YYMMDD).  Erasure, strikeovers, and any type of correction fluids are prohibited.  The following methods are used for making corrections:

    (2) Pen change – Draw a thin black line through the number/word to be changed and make correction directly above or below the entry.  This correction method can be used on any of the standard pages if authorized.

    (3) Counter entries – Use this method to delete an entire entry.  Example:  990502: Entry dated 990412 deleted as erroneous.  Then using a black ink pen draw line from left to right through the entry to be deleted.  This correction method is mostly used for the page 11.

    (4) Modifying entries – Refer previous entry being modified and make correction, additions or modifications.  Then line out previous entry.  This correction method is mostly used for the page 11.

    (5) Late Entries.  If a required entry was not accomplished in the service record prior to subsequent entry being made, make the entry in the required space of the page to be affected and place and asterisk in front of the entry.  Then annotate “*Late Entry” at the bottom of the page.

8.  Signature.  The commander, the acting commander in the commander’s absence, or a commissioned officer, warrant officer, or a staff non-commission officer designated in writing will authenticate entries.  When signing the name of the signer can be typed for clarity but it is not a requirement.  There are several documents that do not require the above signature for example:  SGLV 8286 can be signed by a Sgt and above; the BIR/BTR & RED can be signed by a LCpl and above.

9.  AUDIT OF RECORDS  

    a.  Purpose.  The purpose of auditing the service record book is to ensure that records of personnel are accurate, complete, current, and consonance with MCTFS.  The reporting unit commander is responsible for the accuracy of all items reportable on the unit diary (UD) and contained in the MCTFS.  

    b.  Responsibility.  The reporting unit commander will designate in writing Marines authorized to conduct audits.  The designation shall be based upon the auditor’s knowledge of personnel records and familiarity with the audit process.  Marines in the rank of Lance Corporal (responsible) and above, and civilian personnel GS-04 and above maybe assigned to conduct service record audits per MARADMIN 067/99.

    c.  Occasions for audits.  To promote the accuracy of pay and personnel records, reporting unit commanders shall ensure that audits are conducted periodically and corrective action taken.  The following are occasions for audits: upon the commanders request, upon join, triennial audit, joined for Duty Under Instruction (DUINS) in excess of 30 days, assigned and returning from Temporary Additional Duty (TAD) in excess of 30 days.

10.  CUSTODY  

     a.  The SRB is confidential in nature except for persons directly concerned in the performance of their duties.  

     b.  The SRB must be returned to the personnel office or sufficiently safe guarded at the end of the workday for accountability.

11.  MONTHLY CHECKS OF SRB  

     a.  The reporting unit commanders have overall responsibility to ensure SRB accountability is completed.  The SRB check should be conducted MONTHLY. 

     b.  In order to accomplish the SRB check a locally produced roster of personnel maybe used from On-line Diary System (OLDS), or UDMIPS.  For inspection purposes, these rosters are not required to be maintained.

     c.  If it is discovered there is a missing record book the unit will take prompt action to locate the missing record.  This is done by contacting the member or the member’s section to verify if they have the SRB.  The ultimate goal is to get the SRB back to the personnel office.

12.  MISCELLANEOUS INFORMATION.  The following information is provided in the event that you encounter a situation where you have to close out an SRB, transfer an SRB or if you have a lost or missing SRB:

     a.  Closing out the SRB – Refer to MCO P1070.12 page 2-21.

     b.  Instructions for transferring records – Refer to MCO P1070.12 table 2-1 pages 2-29 through 2-31.

     c.  Lost or missing SRB’s – Refer to MCO P1070.12 par. 2006 page 2-16 through 2-18.

REFERENCES:  iram, MCO P1070.12
6
7

