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1.  LEARNING OBJECTIVES  

    a.  Terminal Learning Objectives 

        (1) Given EUCE, source documents, and unit diary 

reporting requirements and the references, prepare a unit diary (UD) without error and within the timeframe established by MCO P1080.40 (MCTFSPRIM) and MCO P1080.20 (MCTFSCODESMAN) 

        (2) Given documents directing a Marine’s reduction and 

references, process enlisted reduction documents within prescribed guidelines, per the references. 

    b.  Enabling Learning Objectives 

        (1) With the aid of references and given UD/MIPS software and NJP source documents, prepare a unit diary for NJP without suspension of sentence, in accordance with the references. 

        (2) With the aid of references and given UD/MIPS software and NJP source documents, prepare a unit diary for NJP with a suspension of sentence, in accordance with the references. 

        (3) With the aid of references and given UD/MIPS software and NJP source documents, prepare a unit diary vacating a previously suspended sentence, in accordance with the references. 

        (4) With the aid of references and given UD/MIPS software and a completed SECNAV 1650/3, Award Recommendation, prepare a unit diary to report personal awards in accordance with the   references. 

        (5) With the aid of references and given UD/MIPS software and award source documents, prepare a unit diary to report service awards in accordance with the references.

2.  NON-JUDICIAL PUNISHMENT 

a. Background information         

       (1) All NJP’s awarded under Article 15, UCMJ, will be entered into the MCTFS.  Various punishments that affect the Marine’s pay, rank and other personal data items will be reported with an action statement.  More that one normal statement may be required in order to report punishments administered by the Commanding Officer.

       (2) Punishments that do not affect the Marine’s pay, rank or any other personal data items will be reported in a HISTORY statement.  These items can include restriction, extra duty and correctional custody.  All NJP dates will be reported as 8 digit dates.  Dollar amounts will be reported by actual dollar amount followed by a decimal point and two zeroes.

3.  REGULAR NJP WITHOUT SUSPENDED SENTENCES  

    a.  When a Marine is awarded NJP, the unit must report statistical information beside what happened in the NJP, on the unit diary.  To report the statistical information use the following entry:

             NJP AWD ED  ___________ |

                             (1)

             (1) 8-digit date the NJP was awarded (Block 6)

    b.  Every time a Marine is awarded NJP, the Good Conduct Medal commencement date changes.  To report the new commencement date use the following entry:

             GOOD CONDUCT MEDAL ________ |

                                   (1)

             (1) 8-digit date the NJP was awarded (Block 6)

    c. When a Marine is awarded a reduction in grade, use the following statement:

             REDUCED ______ DOR ______ ED _______ | HIST: _______

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

             (1) Abbr for the grade to which reduced 

                 (i.e. A corporal reduced to lance corporal, 

                 enter LCPL)

             (2) 8-digit date of rank will ALWAYS be the date of 

                 the NJP (Block 6)

             (3) 8-digit effective date (ED) will ALWAYS be the 

                 date of the NJP (Block 6)

             (4) Must read NJP AWD (DATE)| Date is from Block 6

    d.  Pro/Con marks entry must be also reported when the reduction is for a corporal or below.  This entry has already been covered in a previous period of instruction.

             _______ MARKS PRO ___ CON ___ OCC ___ ED ______ |

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

             (1) 8-digit action date (the day before the 

                 reduction)

             (2) Proficiency marks assigned

             (3) Conduct marks assigned

             (4) Occasion (RD in all cases of reduction)

             (5) 8-digit effective date (the day before the

                 reduction)

    e.  When a Marine is awarded a forfeiture of pay, use the following entry:

      FORF $____ FOR ___ MO NJP TOTAL $____ ED ___ | HIST: ____ |

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

             (1) Amount of MONTHLY forfeiture

             (2) 2-digit number of months of the forfeiture

             (3) TOTAL amount of forfeiture taken from the Marine

             (4) The date of the NJP

             (5) HIST: AWD (DATE) - date of the NJP

f.  When a Marine is awarded a correctional custody,

restriction/extra duties, use the following entry:

           HIST: AWD            FOR  NJP DTD ________|

(1) (2)

(1) Total days and type of punishment (ccu, restr, extra du)

                (2)  The date of the NJP

4.  SUSPENSION OF SENTENCE  

    a.  Many times, the Commanding Officer may suspend all or part of the sentence that was just awarded.  When a Marine is reduced during NJP and the Commanding Officer suspends the reduction, report the suspended reduction in a HISTORY statement using the following statement:

            HIST: NJP AWD ____ REDUCED TO ____ SUSP FOR ____ MO |

                          (1)             (2)            (3)

             (1) 8-digit date NJP was awarded

             (2) Abbr grade to which the Marine was reduced

             (3) Number of months the reduction is suspended

    b.  When all or part of a forfeiture is suspended, in a NJP it is necessary to report the suspended portion in a HISTORY statement.  Use the following HISTORY statement to record the information concerning all or partially suspended forfeiture:

      HIST: AWD ___ FORF $___.00 FOR __ MO __.00 SUSP FOR __ MO |

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

             (1) 8-digit date NJP was awarded

             (2) Amount of monthly forfeiture suspended

             (3) 2-digit number of months of forfeiture

             (4) Total amount suspended  

             (5) 2-digit number of months suspended

    c.  A history statement is also utilized whenever awarded restriction, extra duty or correctional custody as either a immediate or a suspended sentence during NJP.  Use the following HISTORY statement to report punishments of extra duty, correctional custody and restriction:

             HIST: AWD _____ FOR NJP ED _____ (SUSPENDED _____)

                        (1)              (2)              (3)

              (1) Type of punishment (restriction/extra

                  duty/correction custody)

              (2) 8-digit date of NJP

              (3) Number of month’s punishment is suspended (ONLY 

                  USE THIS WHEN THE SENTENCE IS SUSPENDED)

5.  VACATION OF SUSPENDED SENTENCE   

    a.  When a Marine is under suspended portion of a NJP sentence, it is like being on probation.  If the Marine breaks the probation/ suspension by getting into trouble during the suspension period, everything that was suspended can now be “vacated”.  In other words, it will be executed or put into effect.

    b.  When a previously suspended reduction is vacated, use the following entry to report this information:

             REDUCED ___ DOR ____ ED ____ | HIST: ______ |

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

           (1) Abbr grade to which the Marine is being reduced

           (2) 8-digit date the reduction was VACATED (Block 16)

           (3) 8-digit date the reduction was VACATED (Block 16)

           (4) HISTORY statement is required and will read as 

               follows:

               HIST: VACATION OF SUSP REDUCED NJP AWD (DATE) | 

               The date is the 8-digit original NJP date 

              (Block 6)

    c.  Pro/Con marks entry must be also reported when the reduction is for a corporal or below.  This entry has already been covered in a previous period of instruction.

             _______ MARKS PRO ___ CON ___ OCC ___ ED ______ |

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

             (1) 8-digit action date (the day before the 

                 reduction)

             (2) Proficiency marks assigned

             (3) Conduct marks assigned

             (4) Occasion (RD in all cases of reduction)

             (5) 8-digit effective date (the day before the

                 reduction)

    d.  When previously suspended forfeiture is vacated, use the following entry:

           VACATE FORF $__.00 FOR __ MO NJP TOTAL $__.00 ED _____ 

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

           HIST: AWD (DATE)| 8-digit date of original NJP

           (1) 5 digit amt of monthly forfeiture that was

               previously suspended

           (2) 2-digit number of months of the forfeiture

           (3) 5 digit total amt of previously suspended 

               forfeiture

           (4) 8-digit date the forfeiture was vacated

    e.  Whenever restriction, extra duty or correctional custody was previously suspended and is now being vacated, state this in a HISTORY statement utilizing the following example:

          HIST: VACATE ___ ED ___ FOR NJP AWD ___ |

                       (1)    (2)             (3)

          (1) Type of punishment imposed (ccu, restr/extra du)

          (2) Date vacated

          (3) Original NJP date

6.  COMBAT HISTORY AND AWARDS 

    a.  Combat History and Expeditions.  The reporting of participation is Combat History and Expeditions and the inclusive dates of the operation in which a Marine has participated will be reported with the following entry:

            COMBAT HIST FR ___ TO ___ OPS ___ LOC ___ |

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

            (1) From date (8-byte YYYYMMDD)

            (2) To date (8-byte YYYYMMDD)

            (3) Operation Name (40 byte alpha numeric)

            (4) Location (20 byte alpha numeric)

  b.  All awards will be reported to include type of award, from date, to date and the date awarded.  All the award codes are listed chapter 6 of MCO P1070.12 IRAM.

           AWD ___ DEV ___ FR ___ TO ___ ED ___ |

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

           (1) Type of award (2-byte alpha-numeric code)

           (2) Type device awarded (1-byte alpha numeric-if none 

               use 0)

           (3) From date (8-byte YYYYMMDD)

           (4) To date (8-byte YYYYMMDD)

           (5) Date awarded (8-byte YYYYMMDD)

*Note 1:  If the inclusive period of the award is unknown, enter the date of the award in both the from and to date fields.

*Note 2:  Inclusive dates for MARADMIN award updates messages from date – to date found in the body of the message.  The date awarded found in the top left side or the date time group (DTG).

    c.  The Good Conduct Medal is a type of service award which is awarded when a Marine serves any 3 years of continuous active service, regardless of extension of enlistment’s without disciplinary action as outlined in MCO P1070.12.  The statement is used to report the Good Conduct Medal’s commencement period is as follows:

            GOOD CONDUCT MEDAL ___ |

                               (1)

            (1) 8-digit commencement date

REFERENCES: IRAM, MCO P1070.12

            MCTFSCODESMAN, P1080.20

            MCTFSPRIM, P1080.40
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