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STUDENT OUTLINLE

PAGE 3
1.  TERMINAL LEARNING OBJECTIVE.   With the aid of  references,  given an Service Record Book (SRB)/Officer Qualification Record (OQR) and service record source documents, make entries to the standard pages of SRB/OQR, in accordance with the references. (0121.03.01)

2.  ENABLING LEARNING OBJECTIVE.   With the aid of  references,  given partially completed Chronological Record pages (Page 3) and source documents, type the required Page 3 entries for the source document, in accordance with the references.(0121.03.01a )

3.  PURPOSE
                                 

    a.  The page 3 is designed for recording in chronological sequence the events or duties performed by a Marine from the date of commissioning or enlistment through and including complete separation from the Marine Corps or Marine Corps Reserve.

    b.  The following rules are standard for preparation of the page 3:

 (1)  All entries are typed in all capital letters.

 (2)  All dates are in DoD format (YYMMDD).

 (3)  Authorized abbreviations from the IRAM only.

 (4)  Punctuation is NOT authorized.

4.  TERMS ASSOCIATED WITH PAGE 3  
    a.  Parent Organization.  A Marine's parent organization is the organization or unit that he/she is permanently assigned to for duty.  This is where he/she actually works on a permanent basis, not temporarily.

    b.  Temporary Command.  This is a command where a Marine is assigned for temporary duty.

 (1) Temporary Additional Duty (TAD).  When a Marine is assigned duties away from  the parent organization, but will eventually return, he/she  normally goes TAD.  Examples of TAD situations are school or participating in an athletic event.  Marines assigned TAD are temporarily attached to the rolls of the temporary command only if TAD is in excess of 30 days.  TAD cannot exceed 180 days in duration.

 (6) Fleet Marine Force Personnel Assistance Program (FAP).  The Fleet Marine Force Personnel Assistance Program (FAP), is a program designed to supplement base or station jobs with personnel from the FMF organizations residing on the base or station.  With all the FMF units physically aboard the base, the base needs more Marines in support jobs - i.e., cooks, bakers, MPs and special services personnel.  The Marines from the FMF units assigned FAP are subsequently joined FAP on the rolls of the temporary command for a temporary period of time.

    c.  Billet.  A billet is a job that the Marine is performing or assigned.

    d.  Billet MOS (BMOS).  This is the MOS of the Marine's billet.  Every unit has a Table of Organization (T/O).  The T/O lets the commanding officer know exactly what they are entitled to as far as manpower, by rank and MOS, and what each Marine's job will be.  Each job has a BMOS.

    e.  Intended MOS (IMOS).  When Marines are assigned as students, they have no BMOS since they are not filling a billet in a unit.  These Marines will be assigned an Intended MOS which represents the MOS for which they are being trained.

    f.  Additional Duties.  These are duties the Marine is assigned in addition to his/her primary duty at the parent organization.

    g.  Nonduty.  A Marine is considered in a period of nonduty when he/she is not performing their regular duties due to periods of UA, desertion, confinement, etc.  These periods are not counted toward the number of months a Marine performed their his actual BMOS.

5.  THE UNIT/ORGANIZATION COLUMN              

    a.  There are three items of information required in this column:

 (1) Name of the Organization.   Record the complete title of the organization, to include the battalion or squadron which the Marine is assigned for primary duty, the reporting unit code (RUC) and monitored command code (MCC).  The company or battery is not recorded in this column.

EXAMPLE:
  3DBN 6THMAR 2DMARDIV

       MARFORLANT CAMLEJ
 (2) Reporting Unit Code (RUC).   A RUC is a code of five digits assigned by HQMC to identify a unit.  In this case, the RUC is 12160.  No two units have the same RUC.  Type in the letters RUC followed by the five digit number.

EXAMPLE:  RUC 12160
        (3) Monitored Command Code (MCC).   The last item entered is the MCC.  A MCC is a three digit code (alpha-numeric) assigned by HQMC.  Type in the letters MCC followed by the three digit code.  When typing the entry either all lines will be at the left hand margin or the first line at the left margin and all subsequent lines indented 1 space.

EXAMPLE:  MCC V26
    b.  The MCTFSCODESMAN (MCO P1080.20) contains the various MCCs and RUCs that are utilized within the Marine Corps.  Chapter 5 lists all MCCs in sequence along with titles of the unit.  Chapter 6 lists all RUCs utilized within the Marine Corps along with titles.

    c.  For Marines joined to a unit under squadron administration, remember to record the squadron under the unit/organization column ONLY.

    d.  Once you get to your first duty station, you will be typing the same information over and over in this column, so don't worry about having to look up information all the time to complete the Unit/Organization column.  The only time you will have to look up another unit's RUC and MCC is if some personnel clerk at the Marines previous duty station did not enter it.

TRANSITION:  We will now discuss the PRIMARY DUTY column.

6.   THE PRIMARY DUTY COLUMN             

1.  There are three items of information recorded in the Primary Duty column:

a.  Billet Title
  (1) Type in the abbreviated descriptive title of only the primary duty, the job the Marine will actually be performing.

  (2) For students at formal schools, enter the abbreviation STUD for student and the abbreviation for the course of instruction.  For personnel clerks at MCSSS, you would enter STUD PERSCLKCRS in the primary duty column.

EXAMPLE:   PERSCLK
b.  Billet MOS (BMOS)
  (1) The second item recorded is the BMOS.  Enter the BMOS or the IMOS in parenthesis below the billet title.

  (2) Remember these rules about BMOSs:

    (a) A basic MOS can NEVER be assigned as a BMOS.

    (b) A BMOS can be different than the Marine's primary MOS.  

EXAMPLE:  A Marine's primary MOS assigned by HQMC is 0311 (rifleman), but he is working in the administrative office as a Personnel Clerk.  His BMOS is 0121.

    (c) IMOSs are assigned to students.

    (d) An enlisted Marine can fill an officer's billet, but an officer should never be assigned to an enlisted billet.

EXAMPLE:   0121
    c.  Number of Months Primary Duty was Performed.  The last item entered in this column is the number of months the duty was performed.  It is entered in parenthesis beside the BMOS or IMOS. 

 (1) Periods of 16 days or more will be counted as a full month.

 (2) Drop any number days - round down to the number of full - months only - that are 15 or less, and if the entire period is less than 15 days, count it as zero.

 (3) To determine the number of months, subtract the date the Marine began the job from the date the Marine ended the job.  Then add one day for inclusive 
days.

EXAMPLE:   

    95 10 03
-   95 02 01
    00 08 02
+   00 00 01 (inclusive day)
    00 08 03    or 8 months
 (4) The number of months a duty was performed will be entered each time a Marine in your unit has a change in the primary duty or when a Marine stops performing the duty at your command.   Remember, the whole idea is to keep a chronological record of what's happening to this Marine.

7.  THE REMARKS COLUMN                        

    a.  The remarks column will be used for entering the effective date and occurrence of events.

    b.  The most common occurrences are joins, transfers, discharges, release from active duty, unauthorized absences, assignment of additional duties, changes of primary duty, sickness, temporary additional duty and, confinement (IHCA/IHMA).
8.  TRANSFERS                                

    a.  The source document for a transfer is the Marine's PCSO.  The effective date of the transfer will be specified in the orders or the endorsement to the orders.  It will usually read, effective (date and time), you will stand detached.

    b.  Required page 3 transfer entries.

 (1) The remarks for a transfer must contain the name of the command to which transferred, the reason for transfer and the MCC.  The example in your Decision Logic Table (DLT) is for a Marine transferred for duty.

 (2) The primary duty column must be closed out upon transfer.  If the Marine has any periods of nonduty, i.e., confinement or unauthorized absence, the nonduty cannot be counted when you enter the number of months the primary duty was performed.

EXAMPLE:  

MCCSSS        
STUD PERS CLK     951114 JD FOR TEMINS
MCB CAMLEJ         (0121)   (03)     CL # 16-95

RUC 36000 MCC J15                                                 






  960201  TR TO 1STBN 15THMAR 

                                             2D MARDIV FOR DU










MCC V15

9.  JOINS                                    

    a.  When a Marine reports to a duty station for permanent assignment, he/she are considered joined for duty on the rolls of that unit.  He/she will be joined the day after physically reporting.  The documents you will use to join a Marine are the permanent change of station orders (PCSOs).

    b.  PCS Orders.  Since a Marine is joined the day after reporting,  you must refer to the reporting endorsement from the major command.  The reporting endorsement or memorandum endorsement will reflect the time and date the Marine actually reported.

    c.  For Marines joined to a unit under battalion consolidated administration, remember to type the company or battery the Marine is joined to in the remarks column.

EXAMPLE: 

1STBN 15THMAR 2D MARDIV     PERS CLK
960202 JD FOR DU HQSVCCO
MARFORLAT CAMLEJ
 
   (0121) ( ) 

  
            
RUC 34000    MCC V15 

d.  For Marines joined to a unit under squadron consolidated administration, remember to record the squadron under the unit/organization column only.

10.  TEMPORARY ADDITIONAL DUTY               

    a.  When a Marine is assigned TAD in excess of 30 days or assigned FAP, a total of four entries are involved.  Look down the first column in your DLT.  An entry is required when the Marine is assigned to TAD excess or FAP.  This entry is made by the parent command.  The attaching command must make the attach TAD/attach FAP entry.  The temporary command that attaches the Marine TAD excess or FAP, upon completion of the TAD or FAP, terminates the attachment and finally, the parent command makes a page 3 entry reflecting that the Marine has returned from TAD/FAP.

    b.  The Marine's TAD or FAP orders are used as source documents.  From this point onward, we will discuss TAD only.

    c.  Assignment to TAD Entry.  This example reflects a Marine is going TAD to school.  The orders directed to proceed and report by 4 October 1996.  The correct entry for assignment to TAD is 961004 TO TAD EXCESS.  Since the Marine will not be performing duties at the parent command, the primary duty column must be closed out.

EXAMPLE:    PERS CLK                 960202 JD FOR DU
            (0121) (18)              970719 TO TAD EXCESS
    d.  Attaching Entry.  When a Marine is performing duties away from the parent organization and an occurrence for a chronological record entry occurs, the remarks portion of the entry will contain the name, RUC and MCC of the organization making the entry.  The correct entry must contain the name, RUC, and MCC of the temporary command in addition to the effective date that the Marine physically reports.  The duty the Marine will be performing will be entered in the primary duty column.

EXAMPLE:   PERS CLK               970719 ATT TAD MCB CAMLEJ
             (0121)  ( )                 RUC 31001 MCC 122 
e.  Terminating Entry.  When the Marine has completed his temporary assignment, a terminating entry will be entered by the temporary command reflecting the day the Marine's TAD was terminated.  The number of months the temporary duty was performed must be closed out by the temporary command.

EXAMPLE:      PERS CLK              971116 ATT TERM
              (0121) (04)
f.  Returning Entry.  When the Marine reports back to the parent organization, the returning entry will be made reflecting the date the Marine actually reported.  The Marine's primary duty at the parent command must be reentered.

EXAMPLE:      PERS CLK              971116 FR TAD EXCESS
        (0121) ( )
11.  Number New Pages              

    a.  When there is not enough room to complete another entry on the page 3, the following actions must be taken to close out the old page 3 and open a new page 3.

    b.  Any unused space after the last entry will be lined through by drawing a black inked line (ball-point) from the upper left corner to the lower right corner.

    c.  Type continued on supplemental page or Contd on Supp Pg at the bottom right of the old page.

    d.  Open a new page 3 by typing the Marine's name and social security number in the space provided at the bottom of the page.

    e.  Number the new page 3 at the bottom center of the page.  Numbering of new standard pages is accomplished by putting the page designation  inside parenthesis and assigning the letter of the alphabet for the number of continuation pages that are made.  The first page is not numbered.  The second and succeeding continuation pages will be numbered as follows:  (3)a, (3)b, (3)c, etc.,.  If there are two page 3's in an SRB, the second page 3 would be numbered 

(3)a.
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