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STUDENT OUTLINE

1.  LEARNING OBJECTIVES                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                         

    (a) TERMINAL LEARNING OBJECTIVE.  Given computer Equipment, source documents, a unit diary reporting requirement and the references, prepare Unit Diary (UD) without error and within the timeframe established by MCO P1080.40 and MCO P1080.20. 

    (b) ENABLING LEARNING OBJECTIVE.  With the aid of references, provided UD/MIPS software and source documents, prepare a Unit Diary for Record of Service entries in accordance with the references.  

2.  RECORD OF SERVICE.  The record of service is a automated form in a Marine's service record book.  It contains a complete listing of the pro/con's that a Marine has received for the ranks of private through corporal.  It provides the commanding officer with a visual record of the Marine's pro/con marks and the Marine's average marks for time in grade and service.  This data is used to compute composite scores for lance corporals and corporals.

    a.  When reporting pro/con marks, use the individual normal statement when the following applies:

    b. When a pro/con roster is submitted for unit diary reporting.

    c.  When typed correspondence with pro/con marks is submitted to the unit diary.

    d.  When a set of pro/con marks were not previously reported and have been written on the ROS.

    e. Proficiency and conduct marks will be reported in the UD/MIPS using the following statement:

______ MARKS  PRO ___.___ CON ___.___ OCC ___ ED ______

(1)                (2)         (3)       (4)      (5)

        (1) This entry must be action dated.  The action date and the effective date will always be the same.

        (2) Enter the proficiency mark from the source document.

        (3) Enter the conduct mark from the source document.

        (4) Enter the occasion code from page 4-40 of MCO P1070.12 (IRAM).

        (5) Enter the effective date of the marks.  The rules for using the correct effective date are listed on pages 4-34 through 4-39 of MCO P1070.12 (IRAM).

3.  Promotions.   Proficiency/Conduct marks must be entered when a Marine is promoted to Corporal and Sergeant.  These entries will be typed in the same format used previously, using the IRAM to properly construct the entry.

4.  REDUCTIONS.   Reduction entries are constructed in the same manner as the promotion entry.  As you draft this entry, ensure that you utilize the IRAM, pay particular attention to the effective date.

5.  CORRECTION METHODS FOR THE ROS  
    a.  When the PRO, CON, or OCC need to be corrected, but the effective date does not require correcting, you will use the individual DELETE/ADD statement.  

    b. The following statements are used when the individual DEL/ADD option is selected:                                                                                                                                                                                                                                                                       

DEL ______ MARKS PRO __.__ CON __.__ OCC __ ED ______

       (1) Report the incorrect or old information from the ROS in this part of the statement.

ADD _____ MARKS PRO __.__ CON __.__ OCC __ ED ______

       (2) Report the correct or new information from the ROS in this part of the statement.

    c. Whenever the effective date needs to be corrected, the DEL AS ERRONEOUS statement will be reported to delete the incorrect information.  Then the individual normal pro/con statement will be reported with the correct information.

    d. When marks were reported in error and there is no requirement to report new marks, just report the DEL AS ERRONEOUS statement.

REFERENCES:  APPROPRIATE EQUIPMENT/SOFTWARE/OPERATING INSTRUCTIONS

MARINE ADMINSTRATIVE MESSAGES

INDIVIDUAL RECORDS ADMINISTRATION MANUAL (IRAM) 
(MCO P1070.12)

MCTFS CODES MANUAL (MCTFSCODESMAN) (MCO P1080.20)

MCTFS PERSONNEL REPORTING INSTRUCTIONS MANUAL    (MCTFSPRIM) (MCOP1080.40)

MCTFS SOFTWARE RELEASE ADVISORIES
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