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STUDENT OUTLINE

1.  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 OBJECTIVE
        1.  With the aid of references, state in writing the purpose of the ROS in accordance with the references.  

        2.  With the aid of references, and given a ROS, select occasions to audit the ROS in accordance with the references.  

        3.  With the aid of references, and given a ROS and source documents, make the required corrections to the ROS for each situation in accordance with the references.  

2.  PURPOSE.  The record of service (ROS) provides the commander with a visual reference of previously reported conduct and duty proficiency markings and the averages of those markings for the time in grade, enlistment, and service.  The ROS is only completed on enlisted Marines in the grades of private through corporal.   Additionally, it is used to compute composite scores for lance corporals and corporals. 

3.  CONDUCT AND DUTY PROFICIENCY MARKS.  Conduct and duty proficiency marks are a numeric evaluation ranging from zero to five that are assigned by a commander to Marines in the grade of corporal and below, both regular and reserve.

    a.  Conduct Marking.  Conduct marks evaluate the Marine's observance of the letter of law and regulations.  Conduct includes general bearing, attitude, interest, reliability, courtesy, cooperation, obedience, adaptability, influence on others, moral fitness, physical fitness as effected by clean and temperate habits and participation in unit activities not related directly to unit mission.  All factors of conduct should be considered in evaluating the Marine.

        (1) Full discretion is left to commanders in assigning marks outside these standards for good and sufficient reasons.  Base assignment of marks subsequent to the assignment of reduction marks for a punitive reduction upon the Marine's conduct in the current grade.  Do not consider the NJP that awarded the reduction during a subsequent marking period.  Document the assignment of a conduct mark below 4.0 for any reason other than court-martial or NJP (where no reduction was awarded) by a page 11 entry.

    b.  Duty Proficiency Marks.  Duty proficiency marks indicate how well a Marine has performed the primary duty during the marking period.  In addition to technical skills and specialized knowledge, qualities such as leadership and physical fitness should be considered when they have a definite relation to the primary duty assignment.  Leadership, for example, should be considered when evaluating a squad leader's performance of duty; or, for a Marine assigned to recruiting duties, tact, persuasiveness, and personal appearance would have a definite bearing on the performance of those primary duties.  Due allowance should be made when a Marine is filling a billet inconsistent with the grade.  The commander should consult with the officer or senior noncommissioned officer who supervises the Marine's performance of duty prior to assigning duty proficiency marks.

4.  RECORD OF SERVICE (ROS).  The ROS is a computer-generated page.  Table 4-3 prescribes occasions requiring the reporting of conduct and duty proficiency markings. 

    a.  Upon Promotion to Corporal and Sergeant.  The “to date” is the day prior to the date of rank.  When promotion to corporal or sergeant and the semiannual (SA) marking period coincide (1st of February and August) with the promotion (PR) markings, the (PR) markings will take precedence over the (SA) markings requirement.  

    b.  Reduction Marks.  When a corporal or below is reduced, the reduction (RD) marks will be reported with the effective date being the day prior to the effective date of the reduction.

    c.  School Completion (SC) and Transfer (TR) Marks.  When the occasion requires the assignment of (SC) conduct and duty proficiency marks upon completion of formal school and the Marine is transferred simultaneously, the (TR) occasion will take precedence.  For personnel who are assigned (SC) marks and are retained pending transfer/reassignment, report the (TR) marks of (NA) if the transfer/reassignment occurs within 30 days of the (SC) markings.

    d.  Attendees of a Formal School in a TEMINS Status.  Assign (SC) marks to personnel attending a single course of instruction at a formal school that exceeds 30 calendar days upon completion of the course.  If the course is 30 calendar days or less, conduct and duty proficiency marks are not normally assigned. 

    e.  Except during recruit training, MCT, and IST (where IST is less than 6 weeks in length), annotate the marks assigned on any occasion that require a command to close out and forward the SRB; i.e., transfer, permanent change of assignment, reassignment, PCS, TAD excess, discharge and release from active duty.  Do not type entries on the ROS. 
5.  DECISION LOGIC TABLE  


  

    a.  The decision logic table is for use in determining the occasion of assigning conduct and duty proficiency marks for recruit training, MCT, and IST (where IST is less than 6 weeks in length). Annotate the marks assigned on any occasion that requires a command to close out and forward the SRB; i.e., transfer, permanent change of assignment, reassignment, PCS, TAD excess, and discharges.

   (1) Since you are familiar with the occasions you will look for the particular occasion code that you need in column E.  After you locate the correct code, read to the left to column D, C, B and A (right to left method) to determine if all of the conditions for that occasion have been met.  When using the table in this manner you must check the conditions for each like occasion.

   (2) When using the decision logic table if the reader is referred to a "note" contained at the end of the table, there may be additional information, which could have a bearing on which occasion to report.

6.  AUDITING THE RECORD OF SERVICE   

    a.  There are no written standards for auditing the ROS.  However, your future command will provide you with their desktop procedures, which may provide you with their requirement, methods of auditing and verifying the ROS.  The method, which we will use, is generally acceptable for auditing and verifying the ROS.

        (1) The audit/verification of the ROS is broken down into two parts:

    (a) Audit the ROS to ensure that all of the occasions for conduct and duty proficiency marks are listed with the correct effective dates.  The majority of occasions which require the assignment of marks are recorded on the page 3: going to/from TAD EXCESS, service school completion, being declared a deserter, transfer, discharge, and change of primary duty.  When conducting an audit of the ROS you will use the page 3 to verify if marks should have been assigned.  If marks are determined to be missing, this should be brought to the attention of your section chief who will ensure the missing marks are requested from the appropriate unit/command. 

            (b) Not all occasions will have a corresponding entry on the page 3.  There will be occasions when other "source documents" are received which require the annotation of marks on the ROS.  A great deal of the time, letters or memorandums will be received which will either indicate that marks are required to be entered (i.e., letter of notification or reduction), or the source document will state the occasion and provide the actual marks to be entered.  You must ensure that the occasion and effective date match the source document.

    b.  Once a ROS has been entered in the MCTFS, print a new one (3-5 days after UD input) to ensure the marks previously entered are reflected on the new ROS. 

7.  ANNOTATING THE RECORD OF SERVICE (ROS)    

    a.  The requirements for correcting erroneous information on a ROS are the same as for any other standard page of the SRB:  That is to draw a line (black ink) through the character(s), numeral(s) or word(s) to be changed or corrected and enter the change or correction directly above or below the original information.

    b.  The only requirement for authentication is when the record is being closed out (i.e. transfer, PCA, reassignment, etc…). 

8.  FILING THE RECORD OF SERVICE (ROS).  If there were changes annotated on a ROS, the ROS will be given to the unit diary section to enter the information in MCTFS.  When all actions have been completed on the ROS, it will be filed as follows:

    a.  The ROS is filed directly behind the page 3 on the standard page side of the SRB.

    b.  Only the most current ROS is retained, all others will be destroyed.

    c.  Upon promotion to Sergeant, and after the ROS which reflects the "PR" conduct and proficiency marks is received, this ROS will be removed from the standard page side of the SRB and filed on the document side of the SRB for permanent retention.

REFERENCES:  Marine Administrative Messages

Marine Corps Individual Records Administration

Manual (MCO P1070.12)

             MCTFS Software Release Advisories
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