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UNIT MUSTER SHEET

TERMINAL LEARNING OBJECTIVES

1.  Given EUCE, access to CICS, UD/MIPS, a requirement for personnel to report for active/inactive duty training (ADT/IDT), and references, prepare a unit muster sheet for the SMCR per MCO P1001R.1 and MCO P1080.40.  (0121.07.07)

2.  Given a completed unit muster sheet, source documents, access to MCTFS and the references, verify a unit muster sheet for the SMCR per MCO P1001R.1 and MCO P1080.40.  (0121.07.04)

ENABLING LEARNING OBJECTIVES

1.  With the aid of references, identify the minimum number of periods of Inactive Duty Training (IDT) that are required annually with pay, in accordance with the references.  (0121.07.01a).

2.  With the aid of references, given a computer with access to UD/MIPS, print a muster sheet, in accordance with the references.  (0121.07.01b).

3.  With the aid of references and given scenarios related to the unit muster sheet for IDT, prepare the unit muster sheet for accountability for each of the given scenarios, in accordance with the references.  (0121.07.01c).

4.  With the aid of references, identify seven criteria for granting excused absences to Inactive Duty Training (IDT), in accordance with the references.  (0121.07.01d).

5.  With the aid of references, given scenarios dealing with excused/unexcused absences for Active/Inactive Duty Training (ADT/IDT), list the administrative requirements pertinent to each of the scenarios, in accordance with the references.  (0121.07.01e).

6.  With the aid of references, given various scenarios detailing reserve participation and the accompanying completed unit muster sheets with programmed errors, edit the unit muster sheet for each scenario, in accordance with the references. (0121.07.04a). 

BODY

1.  PARTICIPATION AND ADMINISTRATIVE PROCEDURES
    a.  Military Service Obligation.  Anyone inducted, enlisted, or appointed in the Armed Forces on or after 1 June 1984, incurs an 8-year period of obligated service.  Any part of service not served on active duty or active duty training will be performed in the reserve component.  Members of the SMCR who have not completed the contractual IDT obligation or at least 2 years of active duty, serve in the SMCR by virtue of their initial enlistment agreement.

    b.  Participation Requirements.  Satisfactory participation requirements:

        (1) SMCR - 48 minimum periods of IDTs and 14 days of annual training with pay.

        (2) SMCR (IMA) - 0, 12, 24, or 48 minimum periods of IDTs and 12 days of annual training with pay. 

        (3) Attendance at required training alone does not constitute satisfactory participation.  Such participation requires compliance with all applicable Marine Corps regulations to include meeting standards of attendance, weight control and military appearance, fitness, decorum, attitude, and effort expended during training periods.

        (4) Commanders may grant exceptions for individuals provided that the number of unexcused absences does not exceed nine scheduled IDT periods or the member has performed an equivalent or greater amount of ADT/ADSW to the annual training requirement.

    c.  Unit Policy Letter of Mandatory Participation.  The unit commanding officer will publish a policy letter outlining SMCR participation requirements and the criteria established for granting RIDTs and excused and unexcused absences from IDT and annual training periods.

    d.  Medical Requirements.  Section 1004(a) of Title 10, U.S.C., requires each member of the Ready Reserve who is not on active duty to be examined for their physical fitness every 5 years.

        (1) Temporary Not Physically Qualified (TNPQ).   Drilling Reservists who are identified as TNPQ due to illness or injury that was not incurred as a result of military duty shall not perform any period of IDT or active duty per Chapter 3 of MCO P10001R.1J.  TNPQ is defined as an injury or illness that will prevent the member from drilling for a minimum of two but not to exceed six months.  Drilling Reservists who are identified as TNPQ shall may perform periods of IDT as long as the duties assigned are strictly within the limitations prescribed by competent medical authority and will not aggravate or impede recovery from the Marine's injury/illness/condition or incur potential command liability.  

        (2) Not Physically Qualified (NPQ).  A Reservists who is classified as TNPQ for 6 months must have an NPQ determination submitted to the Bureau of Medicine and Surgery.  Marines are not permitted to perform active duty of IDT while in an NPQ status.

        (3) Notice of Eligibility (NOE).  An NOE is a document authorizing medical care and/or incapacitation pay to Reservists due to a service connected condition incurred while performing active duty for 30 days or less, or IDT, to include travel directly to or from training.  Members are entitled to appropriate medical treatment per MCO 1770.2.

    e.  Active Duty Special Work (ADSW).  ADSW is designed to provide the Marine Corps with a means to utilize Reserve personnel on active duty to meet operational requirements short of Presidential Selective Reserve Call-up or mobilization and to support short term, special projects and exercise participation supporting both the active and reserve component.

3.  INACTIVE DUTY TRAINING, SCHEDULING, ATTENDANCE AND ACCOUNTING  

    a.  Inactive Duty Training.  IDT is authorized training performed by members of the Ready Reserve not on active duty, annual training, or active duty training and performed in connection with the prescribed activities of the unit of which they are a member.  The primary purpose of IDT is to provide individual and or unit readiness training.  IDTs consist of:

        (1) Regularly scheduled unit training periods.

        (2) Additional Training Periods (ATPs).

        (3) Equivalent training (associate and appropriate duty).  

    b.  Inactive Duty Training Attendance
        (1) Tardiness at Muster.  Reservists in SMCR units who report late for muster during IDT period are considered absent from their IDT.

            (a) Excused Tardiness.  At the discretion of the CO/OIC/OpSponsor, a Reservist reporting for IDT tardy may be excused.  If the tardiness is excused and the Reservist is engaged in training for at least 2 hours of the scheduled 4 hour IDT period, the individual concerned may be given Reserve retirement credit points and receive pay for the IDT period.

            (b) Unexcused Tardiness.  When tardiness is not excused by the CO/OIC/OpSponsor, the IDT period will be designated as an unexcused absence and the Reservist will not be authorized to participate in the remainder of that IDT period.  When an IDT period is designated as an unexcused absence because of tardiness, the CO/OIC/OpSponsor must determine whether the individual should be given an opportunity to perform an Equivalent Duty Period (EDP) to satisfy participation requirements.

        (2) Absence from IDT.  The following individuals may excuse absences from IDT for Reservists in an SMCR unit:

            (a) Reserve unit CO/OIC or designated representative.

            (b) I-I/site commander in the absence of the officers listed above.

            (c) IMA OpSponsors or their designated representatives.

            (d) Commanding Generals of MSCs or their designated representatives.

        (3) Criteria for Granting Excused Absences.  Excused absences may be granted for a missed IDT when the absence is essential to the health or welfare of the Reservist or the Reservist's immediate family.  Reservists are not required to make up excused absences.  The determination for making up an excused absence will be based on the circumstances involved.  Excused absences may be granted for the following reasons:

            (a) Illness or injury of the Reservist prior to IDT when the attending physician certifies that attendance at IDT would be detrimental to the health or welfare of the Reservists.

            (b) Military medical determination of not fit for full duty to include TNPQ, NPQ, or NOE cases.

            (c) A death or life-threatening illness in the Reservist's immediate family.

            (d) An emergency or circumstance whereby attendance at IDT would create a serious or unusual hardship on either the Reservist or the Reservist's immediate family.

            (e) Serious automobile accidents or incidents enroute to the HTC.

            (f) Severe inclement weather conditions or natural disasters which prevent the Reservist from either undertaking or completing the journey to the HTC.

            (g) Other reasons as determined by the unit commander.

        (4) Rescheduled Inactive Duty Training (RIDT).  A RIDT period is a period of training performed on dates other than those scheduled for IDT.  A RIDT must be requested by the Reservist and approved by the CO/OIC/OpSponsor or their designee in advance of the scheduled IDT for which it is requested.  Both the RIDT and IDT it replaces must be performed in the same fiscal year.  Marines who do not perform the RIDT on the date scheduled will be reported absent (excused or unexcused).  The CO/OIC/OpSponsor will establish a 30-day tickler file to track all RIDT periods.

        (5) Equivalent Duty Period (EDP).  An EDP is a period of instruction or duty, not less than 4 hours in duration, performed in connection with duties pertaining to the Marine Corps.  Such duty may be paid, designated an EIO, or unpaid, designed as EIN.  An EDP may be performed to resolve an IDT for which the Reservist received an excused or unexcused absence.

            (a) An EDP without pay may be performed to resolve IDT periods that have been declared unsatisfactory.

            (b) Paid EDPs must be performed within the same fiscal year as the missed IDT.  Paid EDPs must be performed with 60 calendar days after the missed IDT, and within the same fiscal year.  EDPs performed in a fiscal year other than that which the IDT was scheduled will be performed without pay.

            (c) There is no limit to the number of EDPs that may be authorized; however, payment for such periods will be limited to two per day and a total of four per fiscal year.  Nonpaid EDPs may be performed only for absences within the previous 12 months.

            (d) The combination of regular IDT and EDPs with pay will not exceed a total of 48 in any fiscal year.

            (e) Officers will only be allowed to perform unpaid EDPs (EIN).  EDPs with pay are strictly prohibited for officers.

            (f) Payment may not be made for EDPs performed to make up for paid IDTs that were declared unsatisfactory.

            (g) Reservists should be given the opportunity to perform EDPs in lieu of being processed as unsatisfactory participants.  EDPS performed will be credited to the oldest IDT requiring resolution within the previous 12 months.

    c.  Inactive Duty Training Accounting.  Commanders are responsible for IDT accounting.  The basic document for IDT attendance accounting is the Unit Muster Sheet (UMS).  The UMS is the source document substantiating IDT attendance for all paid and nonpaid IDTs for the unit diary system.  Under no circumstances will a single muster sheet be used for more than one type of IDT.  The following guidelines must be adhered to:

        (1) Prior to IDT, the UMS should be prepared with unit name, RUC, type and date of IDT, name, grade and SSN or all Reservists.  This can easily be accomplished by retrieving the UMS from UD/MIPS.  

            (a) Log in to UD/MIPS.

            (b) Click on the "MIPS" icon.

            (c) Click on "MIPS REPORT" icon.

            (d) Open the "RESERVE" folder.

            (e) Open the "UMS" folder.

            (f) Select the type of UMS that you desire to use.  Type in the dates and the number of IDTs that are to be performed.  Check the remainder of the blocks that do apply.

        (2) Reservists will be listed alphabetically.  All SMCR personnel will be listed for unit IDT periods.  Officers may be listed separately from enlisted personnel.

        (3) Blocks will be filled in with black ink.

        (4) A Reservist's presences will be recorded by an "X" in the block next to the individual's name.  All other personnel, including late arrivals, will be recorded as absent with an "A" in the appropriate block, unless they are not scheduled to attend IDT.

        (5) Personnel not scheduled for IDT will be marked "NS" (not scheduled).  Only Reservists who are on active duty (ADSW or AT), or who have made arrangements for a RIDT prior to the scheduled IDT are not scheduled.  Following the "NS" annotate in the comments column of the UMS the reason, e.g., RIDT (date), or AT/ADSW (date to date/location).  A Reservist who arranges to miss a unit IDT and does not schedule the RIDT prior to the IDT is considered absent from the scheduled IDT.

        (6) Names of personnel no longer in the unit will be lined out (single line) with a reason recorded in the comments column.

        (7) Absences, excused or unexcused, will be explained in the comments column.  The CO/OIC/OpSponsor will indicate in the comments column if the Reservists will be allowed to make-up the absences as paid or nonpaid. 

        (8) In cases of tardiness, the time the Reservist reports for IDT will be indicated in the comments column and the CO/OIC/OpSponsor will indicate if the Reservist will be allowed to make-up the IDT period missed as paid or nonpaid.

    d.  Detailed Instructions.  There will be a minimum of six musters for a 4-IDT period weekend.  The time that each muster was taken will be annotated in the appropriate section found at the bottom of the UMS.

        (1) Commencement of first IDT period of first training day.

        (2) Commencement of second IDT period of first training day.

        (3) Conclusion of second IDT period of first training day.

        (4) The UMS will be used for paid and nonpaid IDT periods.  

        (5) Every page will be signed after the final muster by the individual taking muster.

     e.  Certification of UMS.  The Reserve CO/OIC/OpSponsor will certify each page of the UMS to verify attendance/absence of Reservists, after the final muster has been taken.  Prior certification of the UMS by the Reserve commander is not authorized.  In the absence of the Reserve CO/OIC/OpSponsor, the I-I/Site Commander or an officer designated in writing by the CO/OIC/OpSponsor will certify the UMS.

            (a) Corrections or changes to the UMS will be made by drawing a thin-inked line (using black or blue-black ink) through the character(s)/number(s)/word(s) to be changed or corrected and entering the correct information directly above or beside the original information.

            (b) Erasures, strikeovers, correction tape and/or any type of correction fluid or ink eradicators are prohibited.

            (c) All changes and corrections will be initialed by the certifying official. 

4.  MAINTENANCE OF THE MONTHLY PAY FOLDER  

    a.  The method used to maintain your monthly pay is to use a six-part folder, and in the folder you will include the following documents:

        (1) The UMS for the current month.

        (2) Number of Drills Paid Report.

        (3) Orders (AT/ADSW/EAD/IADT).

        (4) RIDT Sheets with corresponding UMS.

        (5) TNPQ/NPQ/Medical discharge pending list (Provided by Corpsman)

        (6) Courtesy Drill UMS.  Only the UMS that substantiates the whereabouts of a Reserve during the current UMS.

    b.   You must include the proper file label with disposal instructions on the outside of your muster folder.

    c.  Your muster folders are not ready for filing until ALL PAID AND NON-PAID DRILLS HAVE BEEN REPORTED AND VERIFIED!
----------------------------------------------------------------
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