
UNITED STATES MARINE CORPS 

PERSONNEL ADMINISTRATION SCHOOL

MARINE CORPS COMBAT SERVICE SUPPORT SCHOOLS

TRAINING COMMAND

PSC BOX 20041

CAMP LEJEUNE, NC 28542-0041








                          M03ABA8

                                                      Jun 03

BIR/BTR/UDS/TRAINING

P0203

M03ABA8 - PCC 

STUDENT OUTLINE

1.  LEARNING OBJECTIVES  

    a.  TERMINAL LEARNING OBJECTIVES
        (1) Given an SRB/OQR, service record documents, and

references, maintain document side of service records (SRB/OQR) per the references.  (0121.03.04)

        (2) Given EUCE, source documents, unit dairy reporting

requirements and the references, prepare a Unit Diary (UD) without error and within the timeframe established by MCO P1080.40 and MCO P1080.20.  (0121.03.04a) 

    b.  Enabling Learning Objectives  

  (1) With the aid of references, and given a BIR/BTR, 

locate specific data elements from the BIR/BTR in accordance with the references. (0121.03.04a)

       (2) With the aid of references and provided UD/MIPS, prepare a Unit Diary, which contains training entries in accordance with the references. (0121.05.02f)

2.  DEFINITION/PRINTING/AUDITING AND WAIVER REQUIREMENTS  

    a.  Definition.  The BIR is a listing of administrative information contained in the computer record of a Marine.  It lists personal information concerning the Marine's service, contract, and dependents.  The BTR contains information relating to training, education, and testing.  The BIR/BTR is available through on-line request and may be viewed on the computer screen or printed locally.  It must be audited regularly to ensure various elements are accurate, complete, and current with the Marine's service record (either the SRB or OQR).

    b.  Printing Requirements.  A BIR/BTR will be printed and audited by the RU on the following occasions:

        (1) Upon joining for duty, FAP, attached for TAD, return from FAP/TAD and reserves returning from a period of active duty in excess of 30 days.

        (2) Upon the occasion of a Triennial Audit.

        (3) As required by the RU Commander.

    c.  Audit Occasions.  The following audit occasions are established as the minimum occasions for auditing the BIR/BTR:

        (1) When a Marine is joined chargeable, (for 

duty in excess of 30 days, TAD, or FAP), by a RU or attached for duty under instruction (DUINS) in excess of 20 weeks.

        (2) At least once every three years from the date of the last join process audit or triennial audit.

        (3) For a deployment, which is anticipated to be 31 days or more in duration.

        (4) Whenever the RU commander determines that an audit is necessary (i.e. prior to a deployment).

    d.  Audit Waivers.  Auditing of the BIR/BTR may be waived for personnel who are:

        (1) Undergoing recruit training or officer candidate training.

        (2) Serving in a combat area.

        (3) The CG MCRSC may waive the requirement to complete the join process audits and triennial audits for IRR Marines whose records are maintained at the MCRSC.

3.  AUDIT PROCEDURES  
    a.  The audit will be accomplished to ensure accuracy, completeness, currency, and consistency of the LES, BIR, BTR, SRB/OQR, and other source documents available to the Marine or unit.

    b.  The designation shall be based upon the auditor's knowledge of personal records and familiarity with the audit process.  Designation of auditor's shall not be accomplished based upon billet assignment alone. Marines in the rank of Lance Corporal and above, and civilian personnel GS-04 and above may be assigned to conduct LES and SR audits to include certification of the BIR/BTR and RED.

    c.  Accuracy of service records can best be determined through an interview with the individual Marine.  Therefore, the audit will be conducted during an interview.  The Marine will acknowledge the audit/interview by signing the BIR and BTR.  When the Marine is not located at the unit and traveling the distance would create a hardship, telephone or other means of communication should be used to accomplish the audit.  The auditor who conducts the interview will sign the BIR and BTR.  When the Marine is not available, the BIR and BTR will be signed by the auditor who will indicate that the Marine was not available and the reason for nonavailability.  The method for signature will be as follows:  first name, middle initial, and last name for both auditor and Marine. 

    d.  When the audit is completed the auditor will write the UD number(s) and UD date(s) for the UD's which reported corrections on the completed BIR/BTR. The audited copy of the BIR/BTR with all signatures will be filed on the document side of the SRB/OQR.

    e.  Tables 12-1 and 12-2 on pages 12-25 through 

12-48 in the MCTFSPRIM can assist you in the audit procedures.  They contain listing of data elements displayed on the BIR/BTR, directives that explain the data elements, source documents used to verify the data elements, and designates responsibility for each data element.

4.  CORRECTIVE ACTION 

a.  Information printed on the BIR/BTR is generated from 

information in the Command Master File (CMF) computer record.  UD entries will be used to report additions, deletions, changes, and missing or erroneous data.  When a BIR/BTR contains incomplete information, the complete information will be reported on the UD.

    b.  Errors detected in the Marine’s SRB/OQR will be corrected per the instructions in MCO P1070.12 (IRAM).

5.  CONTENTS OF THE BIR/BTR 

    a.  BIR.  The BIR has seven sections, which are:

        (1) Header information containing personal identification to include the RUC, platoon code, and MCC.

        (2) Contract Information.

        (3) Service Information.

        (4) Personal and Military Information.

        (5) Record Information.

        (6) Dependent Information.

        (7) Certification Section.

    b.  BTR.  The BTR has five sections, which are:

        (1) Header information containing personal identification to include the RUC, platoon code, and MCC.

        (2) Unit Training.

        (3) Service Training.

        (4) Service Schools/Special Skills.

        (5) Test Scores.

6.  UNIT DIARY SYSTEM (UDS)/TRAINING TRANSACTIONS.  Each action statement reported on the unit diary results in one transaction for computer processing.  Action statements that are successfully processed will update some portion of the MCTFS record, generate pay, or pass information on to CMC or other organizations within the Department of Defense.  Each transaction is grouped into either group A, B, C, D, or E. 

7.  Type of UD Entries  
    a.  Record of Event Entry.  A record of event entry is used to report information concerning unit activities, or to report occurrences that equally affect all or most members of the unit.  
    b.  Exclusive Entry.  An exclusive entry is used to exclude certain unit members from an occurrence that was reported by a record of event entry.  
    c.  Individual Entry.  An individual entry is an entry pertaining to one person.  An individual entry consists of last name, initials, SSN, and information to be updated.
    d.  Group Entry.  A group entry is an entry that reports the same information on more than one Marine.  This entry is used to avoid repetition.  For example, if eight Marines went to the gas chamber, only one entry is required to report the information.
    e.  Situational Reporting.  In UD/MIPS this option will bring up a drop down box of available situational reporting selection of pre-formatted list of transactions common to the selection made.
    f.  Volume Transaction.  A volume entry is similar to the group entry, but differs in that not all members need to have the same information reported, just the same Type Transaction Code (TTC).
8.  RECORD OF EVENT INFORMATION 

    a.  A Record of Event entry is used primarily to report an action or event affecting the status of a RU or command.  For example, when a unit/command is activated, the activation is reported with an Event entry.  An Event entry may or may not affect the computer records of individual Marines.

    b.  Certain events affect MCTFS and these must be reported with action statements whereas some events do not affect MCTFS and these must be reported with a history statement.

    c.  Personnel not affected by an Event entry or who have other statements to be reported can be excluded from the processing action indicated elsewhere in this section, by use of an Exclusion entry.

    d.  An Event entry may contain more than one statement (Action or Historical).  Only one Event entry may be reported on a UD.  The only other type of entry authorized for reporting on the same UD with an Event entry is an Exclusive entry; Individual and Group entries are not authorized to be reported with Event entries.

9.  GAS CHAMBER QUALIFICATION  

    a.  The gas chamber transaction consists of a 

6-digit (YYYYMM) date the Marine completed the gas chamber qualification.  Use the following transaction to report gas chamber qualification:

GAS CHAMBER ________

            (YYYYMM)

    b.  The gas chamber transaction can be entered into MCTFS by using the Record of Event, Group, or Individual entry option.  We will use an Event entry.

10.  RIFLE QUALIFICATION 

     a.  Rifle qualification    information is stored in the MCTFS in the 131 Remark (Marksmanship Remark) and will be reported with the following transaction:

              RIFLE QUAL _______    _______

                           (1)        (2)

         (1) Entered into this field is the 8-digit date (YYYYMMDD) the Marine qualified.

         (2) Entered into this field is the 3-digit score.  The score may either be numeric (000-250), alphanumeric (S00-S65), or alpha (DDD – distinguished shooter – by HQMC only, NNN – not required, PET – performance enhancement training, or WWW – rifle qualification waived).

         (3) The rifle range transaction can be entered into MCTFS by using the Individual, Group, or Volume entry option.  We will use Individual entries.

11.  PISTOL QUALIFICATION  
     a.  Pistol qualification information is stored in the MCTFS in the 131 Remark (Marksmanship Remark) and will be reported with the following transaction:

             PISTOL QUAL _______    _______

                           (1)        (2)                       

     (1) Entered into this field is the 6-digit date

(YYYYMM) the Marine qualified.

         (2) Entered into this field is the 3-digit score.  The score may either be numeric (000-250) or alpha (DDD-distinguished shooter – by HQMC only.  NNN-not required, PET – performance enhancement training, or WWW – rifle qualification waived).

         (3) The pistol qualification transaction can be entered into MCTFS by using the Individual, Group, or Volume entry option.  We will use Individual entries.

12.  BASIC SKILLS TRAINING/ESSENTIAL SUBJECTS TEST (BST/EST)
     a.  The BST/EST information must be reported on all GySgt’s and below.  This information for Cpl’s and LCpl’s will be used by HQMC to compute composite scores.

     b.  The BST/EST information reported consists of a total number of tasks performed against the total number of tasks administered.  Use the following transaction to report the BST/EST test results:

BST/EST _______OF_______

                              (1)      (2)

         (1) This is a 3-digit field for the number of tasks performed.  If less than 100, proceed the number by zero(0), for example, 095 of 100.

         (2) This is a 3-digit field for the number of tasks attempted.  If less than 100, proceed the number by zero(0), for example, 090 of 099.

     c.  Use the following transaction if the Marine is not required to take the BST/EST:

BST/EST NOT REQ

     d.  The BST/EST transaction can be entered into MCTFS by using the Individual, Group, or Volume entry option.  We will use Individual entries.

13.  PHYSICAL FITNESS TEST (PFT)   

     a.  The PFT is maintained in the MCTFS for use by HQMC to compute composite scores for LCpl’s and Cpl’s eligible for promotion.  For active duty Marines, scores more then 1 year older than the composite score work-up date will not be used.  For reserve Marines the score must not be more than 2 years old.          

     b.  RU’s will report the scores of regularly scheduled PFT’s for those Marines who pass the PFT and those Cpl’s and LCpl’s who pass a partial PFT or are medically excused with the following transaction:

             ____________ PFT  _______

                 (1)             (2)

         (1) This transaction will be action dated when the PFT was taken in a different quarter of the year than what you are reporting in.  For example, if the PFT was taken in 23 March 2002 and you were reporting the transaction in April 2002, you would use an 8-digit action date in the YYYYMMDD (20020323) format.

         (2) Entered into this field is the Marine’s 3 digit PFT score.

     c.  If the Marine does not run a PFT due to medical reasons, runs a partial PFT, or fails the PFT, report this information.  Even though you may not be reporting a score, the entry must still be action dated if reported in a different quarter.  The transactions are listed below:

         (1) PFT MED

         (2) PFT PAR (Sgt’s and above)

         (3) PFT FAIL

     d.  PFT transactions can be entered into MCTFS by using the Individual, Group, or Volume entry option.  We will use Individual entries.

14.  WATER SURVIVAL QUALIFICATION 

     a.  Water survival qualification is a mandatory reporting data element consisting of a 1-character numeric field for the qualification level.  This transaction will ALWAYS be reported with an action date so that a requalification date will be generated in the Marine’s CMF.

     b.  To report this transaction, use the following:

  ________ WATER SURVIVAL QUAL _____

                   (1)                        (2)

         (1) Entered into the field is the 8-digit date of action the Marine completed the water survival qualification.

         (2) 1-Digit qualification level code from page 1-76, paragraph 1511 of the CODESMAN.  There is also a drop-down menu with qualification level codes to choose from on your screen in the UD/MIPS.

     c.  The water qualification transaction can be entered into MCTFS by using the Individual, Group, or Volume entry option.  We will use a Volume transaction.

15.  PRINTING  

a.  Every time we create, input, and complete a UD we must 

print a “Working Document” so we can proof our work.  Once we have proofed and corrected our UD, we must than print a “Print Rough” for submission to the instructor for grading.  To print a “Working Document”, follow the instructions listed below:

     b.  Move the cursor to the “Top Line Menu” to the word “Reports” and click.

     c.  This will drop down another menu.  Move the cursor to the words “Working Document” and click.

     d.  Another menu will appear.  Move the cursor to the words “Entry Sequence” and click.

     e.  Your UD will appear in the order it was entered.  Move the cursor to the “Print” button at the bottom of the screen and click.  A VINES message will appear letting you know the print job was spooled to the printer.

     f.  Now proof your UD using your source documents.  DO NOT USE YOUR ROUGH DRAFT TO PROOF!!!!!

     g.  To print a “Print Rough” copy of your UD, follow the instructions listed below:

        (1) Move the cursor to the “Top Line Menu” to the word “Reports” and click. 

        (2) Your UD will appear in SSN order.  Move the cursor to the “Print” button at the bottom of the screen and click.  

REFERENCES:  MCO P1070.12, IRAM 

             MCO P1080.20, MCTFSCODESMAN

             MCO P1080.40, MCTFSPRIM                    

             MCTFS Software Release Advisories
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