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SERVICE RECORD AUDIT PROCEDURES
1.  LEARNING OBJECTIVES
    a.  Terminal Learning Objective.  Given a service record and the references, supervise service record audit procedures, per DODFMR, MCO P1070.12, MCO P1080.20, MCO P1080.40, MCO P5000.14, and DFAS-KC 7220.31.  (0170.03.01)

    b.  Enabling Learning Objectives
        (1) With the aid of references, list five of the reports that have been developed for use in the join audit process, in accordance with the references.  (0170.03.01a)

        (2) With the aid of references, list the four minimum occasions for auditing service records, in accordance with the references.  (0170.03.01b)

        (3) With the aid of references, identify the audit tools for the second stage of a join audit process, in accordance with the references.  (0170.03.01c)

        (4) With the aid of references and given scenarios requiring corrective action of service records, determine the required action to correct the service records, in accordance with the references.  (0170.03.01d)

        (5) With the aid of references, draft correspondence containing required information to request corrective action in accordance with the references.  (0170.03.01e)

        (6) With the aid of references, draft correspondence containing required information to request missing documentation identified during an audit, in accordance with the references. (0170.03.01f) 

        (7) With the aid of references, create a checklist containing the required items to correctly complete a service records new join audit, in accordance with the references.  (0170.03.01g)
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1.  AUDIT REPORTS                        Page #____________

    a.  LES
        (1) Printout of pay information.

        (2) Contains a leave accounting for the previous year.

    b.  BIR
        (1) Listing of administrative information.

        (2) Included are service, contract and dependent information.

        (3) Used to insure that certain data elements are correct.

    c.  BTR
        (1) Similar to the BIR.

        (2) Listing of training, education and testing information.  

    d.  Diary Retrieval System (DRS)
        (1) Known as Option 23.

        (2) Contains advisories on Marine.

        (3) Used to post things from HQMC.

        (4) Input from a Marine's previous command while the Marine was enroute.

    e.  Record of Emergency Data (RED).  Listing of dependents.

    f.  Record of Service (ROS).  Contains all performance markings for Corporals and below.

    g.  MOS Record (TMOS)
        (1) Displays a member's MOS-related training and education data.
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        (2) Includes training dates and status.

        (3) Includes rifle and pistol marksmanship.

    h.  Education Record (EDU)
        (1) Civilian education.

        (2) MCI courses.

        (3) Formal schools/special skills.

    i.  Awards Record (AWDS)

        (1) Member's personal service awards.

        (2) GCM, SMCR, AFRM.

        (3) Number of awards.

        (4) English description of other awards received.

    j.  Career Retirement Credit Report (CRCR).  Provides retirement credit history on reserve personnel.

    k.  Performance Evaluation Record
        (1) Chronological listing of Marine's fitness report.

        (2) Up to 30 September 1998. 

2.  Additional Assistance                   Page #__________

    a.  ICR

    b.  Service Records

    c.  Medical/Dental Records

    d.  OLDS rosters

    e.  UD/MIPS, IMPROMPTU, SMARTS/ODSE

    f.  SRAA

    g.  MCAAT printout

    h.  MCTFS Remarks Summary
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3.  AUDIT OCCASIONS                          Page #____________

    a.  Join Process Audit

    b.  Triennial Audit

    c.  Mobilization/Deployment Readiness Audit

    d.  Administrative Review

4.  AUDIT PROCEDURES                         

    a.  Join Process Audit

        (1) First Stage                      Page #___________

            (a) Personal contact audit conducted by interview and will certify entitlement to BAH if they have dependents.

            (b) BIR/BTR audited and corrective action taken.

            (c) Option 23 audited and corrective action taken.  Upon completion, Option 23 is attached to the check-in sheet and filed in the correspondence files.  

            (d) RED audited with complete signatures filed in the service record until the next revision.

            (e) ROS, PERF EVAL, TMOS, AWDS, IDR, EDU audited and corrective action taken.  All returned to member upon completion of audit except for final ROS of Sergeants, which is maintained in the service record.

            (f) SGLI audited for accuracy and currency.

            (g) CRCR, verify DEERS for reserve Marines not on active duty over 30 days, VA Form 21-8951-2 (notice of waiver of VA compensation).

        (2) Second Stage                     Page #__________

            (a) An audit of all pay and allowances conducted after Marine's elapsed time has posted or 60 days after join posts (whichever is earlier) or NAVMC 11116 to notify DO.  

            (b) Tools are LES, MCAAT printouts, TRS Remark Summary, and Option 23.
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    (b) Triennial Audit                      Page #__________

            (1) BIR/BTR audited and corrective action taken to include dependency application signed if needed.

            (2) RED audited with complete signatures filed in the service record until the next revision.

            (3) ROS, PERF EVAL, TMOS, AWDS, IDR, EDU audited and corrective action taken.  All returned to member upon completion of audit except for final ROS of Sergeants, which is maintained in the service record.

            (4) SGLI audited for accuracy and currency.

            (5) CRCR, verify DEERS for reserve Marines not on active duty over 30 days, VA Form 21-8951-2 (notice of waiver of VA compensation).

    (c) Mobilization/Deployment Readiness   Page #___________

        (1) RED audited with complete signatures filed in the service record until the next revision.

        (2) SGLI audited for accuracy and currency.

        (3) Special Power of Attorney (childcare).

        (4) Active component review and update IDR.

        (5) Mobilization screening requirement (reservists).

5.  CORRECTIVE ACTION.  Certain items can only be corrected by CMC.                                       

    a.  NAVMC 763                               Page #_________

        (1) Item 4, Home of Record.   

        (2) Item 5, Grade Appointed.

        (3) Item 7, MOS.

        (4) Item 8, Permanent Grade.

        (5) Item 9, Citizenship.

        (6) Item 11, TBS/ORB.
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        (7) Item 12, Reserved For Future Use.

        (8) Item 13, Original Entry.

        (9) Item 16/16A, Contact Legal Agreement, Code.

        (10) Item 17, PEBD.

        (11) Item 18/18A, Component, Code.

        (12) Item 19, Immed Assign ACDU.

        (13) Item 20/20A/20B, MMS Source Code, Authority, Program.

        (14) Item 21A/B/C, Branch, Highest Grade, Enl or Appt.

    b.  DD Form 4                              Page #_________

        (1) Item 3, Home of Record.
        (2) Item 5, Enlistment/Reenlistment.
        (3) Item 8, Enlistment Information.
        (4) Item 18b, Date signed.
    c.  Home of Record.  After 1 January 1987:  Page #__________

        (1) Cannot change upon appointment/reappointment to commissioned grade. 

        (2) Reenlistment.

Exception to the rule is:

*Break in service of more than one full day.

*Determined to be erroneous.

REFERENCES:

DODFMR

MCO P1070.12

MCO P1080.20

MCO P1080.40

MCO P5000.14

DFAS-KC 7220.31 

6
