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RESERVE UNIT DIARY

1.  TERMINAL LEARNING OBJECTIVE
        (1) Given the unit diary reporting requirement, source documents, and the references, prepare reserve unit diary (UD) without error, within the prescribed time frames and per MCO P1080.40.  (0151.09.05)

        (2) Given UD management reports, a requirement for the audit and the references, audit reserve unit diary (UD) management reports, per MCO P1080.20.  (0151.09.06)

2.  ENABLING LEARNING OBJECTIVES 

        (1) With the aid of references, provided a computer with UD/MIPS software and source documents, prepare a reserve unit diary for a join scenario, in accordance with the references. (0151.09.05a)

        (2) With the aid of references, provided a computer with UD/MIPS software and source documents, prepare a reserve unit diary for a loss scenario, in accordance with the references. (0151.09.05b)

        (3) With the aid of references, provided a computer with UD/MIPS software and a completed dependency application, prepare a reserve unit dairy with dependent information, in accordance with the references. (0151.09.05c)

        (4) With the aid of references, provided a computer with UD/MIPS software and completed BIR/BTR, prepare a reserve unit diary with dependent information, in accordance with the references. (0151.09.05d)

        (5) With the aid of references, provided a computer with UD/MIPS software and completed Record of Emergency Data (RED), prepare a reserve unit diary with RED information, in accordance with the references. (0151.09.05e)

        (6) With the aid of references, provided a computer with UD/MIPS software and completed Servicemember's Group Life Insurance (SGLI), prepare a reserve unit diary with SGLI information, in accordance with the references. (0151.09.05f)

        (7) With the aid of references, provided a computer with UD/MIPS software and a completed NAVMC 118(11) Administrative Remarks page, prepare a reserve unit diary with NAVMC 118(11) information, in accordance with the references. (0151.09.05g)

        (8) With the aid of references, provided a computer with UD/MIPS software and a completed Unit Muster Sheet (UMS), prepare a reserve unit diary with drill accounting information, in accordance with the references. (0151.09.05h)

        (9) With the aid of references, provided a computer with UD/MIPS software and a special duty assignment pay scenario, prepare a reserve unit diary with special duty pay assignment information, in accordance with the references. (0151.09.05i)

        (10) With the aid of references, provided a computer with UD/MIPS software and a completed travel voucher, prepare a reserve unit diary with annual training information, in accordance with the references. (0151.09.05j)

        (11) With the aid of references, provided a computer with UD/MIPS software and reserve annual training orders, prepare a reserve unit dairy with In Progress Payment (IPP) information, in accordance with the references. (0151.09.05k)

        (12) With the aid of references, given reserve unit diary feedback reports, audit the reserve unit diary feedback report, in accordance with the references. (0151.09.06a)

        (13) With the aid of references and given source documents and UD/MIPS software, prepare a Unit Diary for the separation situation provided, in accordance with the references.  (0121.04.12d)
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1.  PERSONNEL GAINS                                  

    a.  There are two main categories of personnel gains in the Reserve Establishment.  

        (1) INITIAL JOINS.  This entry will be reported on Select Marine Corps Reserve personnel assigned to their first RU after entering or re-entering the Marine Corps Reserve.  Care must be taken to ensure that the INIT JOIN is properly reported.  A "Date of Action" (DOA) must be reported with this entry of the date of joining is different than the date of the unit diary.  The following are the different types of initial joins.

    ________ INIT JOIN RUC _____ MCC _____ AWTG IADT PAY|

    ________ INIT JOIN RUC _____ MCC _____ REENL ____ YRS|

    ________ INIT JOIN RUC _____ MCC IRR REENL ____ YRS|

    ________ INIT JOIN RUC _____ MCC IRR PART ROPT|

    ________ INIT JOIN RUC _____ MCC IRR RECOM|

        (2) REGULAR JOINS.  This entry will be reported on Select Marine Corps Reserve personnel assigned to a RU for duty with that unit or for administrative purposes.  Care must be taken to ensure that the INIT JOIN is properly reported.  A "Date of Action" (DOA) must be reported with this entry of the date of joining is different than the date of the unit diary.  The following are the different types of initial joins.

  ________ JOIN RUC _____ MCC _____ FR IADT IDT REQ 48|

  ________ JOIN RUC _____ MCC _____ FR ACTIVE DUTY IDT REQ 48|

  ________ JOIN RUC _____ MCC _____ FR RET IDT REQ 48|

  ________ JOIN RUC _____ MCC _____ FR RELACDU IDT REQ 48|

  ________ JOIN RUC _____ MCC _____ FR IRR IDT REQ 48|

    b.  ENTRIES THAT ACCOMPANY A INITIAL JOIN OR JOIN.  The following entries accompany a join.  You may add additional entries to this list, but the PRIM states that these must be reported with the join entry.

        (1) MOBILIZATION MONITORED COMMAND CODE (MOBMCC).  MOBMCC's are used to identify the actual MCC a reservist is assigned to upon mobilization.  Some SMCR units have members joined to their RUC’s who fill billets that have been site line distributed from units located in other cities.  The unit must report the MOBMCC of the parent command, not the MOBMCC of the unit to which the reservist is joined.

            MOB MCC ___|  
                                  

                     |---- 3 digit MMCC from MCO P1080.20

        (2) BILLET MOS (BILMOS).  Report the BILMOS for the T/O billet currently being filled by the Marine.  The BILMOS for Marines filling a T/O billet must be a valid MOS contained in MCO P1200.7.  All Marines filling a T/O billet will be assigned the BILMOS for the T/O line, even if the number of Marines assigned to the billet is in excess of the billets authorized for that line. 

            BILMOS _______|

                       |---- 4-digit numeric billet MOS

        (3) TABLE OF ORGANIZATION (T/O).  The T/O number is maintained in MCTFS for use by unit commanders in conjunction with the T/O line number to identify billet vacancies or personnel who are filling non-T/O billets.

            T/O _____|

                   |---- 5-digit alphanumeric T/O # (if less 

                          than 5 digits precede with zeros)

        (4) TABLE OF ORGANIZATION (T/O) LINE NUMBER.  The T/MR line number is used to identify vacancies or personnel who are filling non-T/O billets.

            T/MR T/O LINE NR _____|

                              |---- 5-digit line number (if   

                                     less than 5 digits 

                                     precede with zeros)

        (5) HOME ADDRESS.  A permanent mailing address is required for each member of the Active/Reserve establishment.  Report the home address for new members upon initial join to any Active/Reserve Component and for subsequent address changes.  Ensure the home address is reported with an action date whenever reported.

            ___ HOME ADDRESS ___/___/___/___/___/___|
            (a)              (b) (c) (d) (e) (f) (g)




(a) 8-digit DOA (required) (YYYYMMDD)




(b) 1-byte address validation 




(c) 1-byte numeric special mailing conditions 




(d) 40-digit street number and name




(e) 20-digit city




(f) 19-digit state




(g) ZIP Code (must be 9-digits (i.e. 285400000))


        (6) HOME TELEPHONE NUMBER.  An accurate home telephone will be maintained in MCTFS on every Marine for official use.  It is used to create unit recall rosters.

            HOME TELEPHONE NUMBER __________| 
                                    |---- 10-digit home phone 

                                           number (don’t use 

                                           hyphens or spaces)

        (7) WORK TELEPHE NUMBER.  The work telephone number is reported into MCTFS for use by the CO.  It is used to create unit recall rosters, and provides an additional means of contacting personnel assigned to a unit in the event personnel cannot be contacted at the home telephone number.

            WORK TELEPHONE NUMBER __________| 
                                    |---- 10-digit home phone 

                                           number (don’t use 

                                           hyphens or spaces)

        (8) Accompanying the actual join entry must be a "HISTORY" statement stating where the Marine is being joined.

2.  DEPENDENT INFORMATION.  Dependent information contained in MCTFS, include the type of dependent, date of birth of dependent, dependent location and the date dependent location began for the dependents.  The following are the entries used to input or update dependent information within MCTFS. 

    a.  ACQUISITION OF A NEW OR ADDITIONAL DEPENDENT.  This is reported when the dependent’s BAH application is approved by the local commander.  A separate UD statement is required to report each dependent.  For country, state, and city codes, go to the website http://contacts.gsa.gov/GLC.nsf/glcsearch.  Use the following statement to report an addition of a dependent. 

    DEPN ADD ___ ___ ___ ___ ___ ___ ___ ___ ___

             (1) (2) (3) (4) (5) (6) (7) (8) (9)

        (1) Relationship code

        (2) 12-byte First Name of Dependent

        (3) 1-byte Middle Initial of Dependent

        (4) 20-byte Last Name of Dependent

        (5) 8-digit date of birth (YYYYMMDD)

        (6) 3-character county code

        (7) 2-character numeric state code

        (8) 4-character city code

        (9) 8-digit effective date of dependency



    b.  LOSS OF A DEPENDENT.  Various reasons may occur for a Marine to lose a dependent.  The information must be verified with MCTFS and used for the loss of the dependent.  Use the following statement to report loss of a dependent.

            DEPN LOSS ___ ___ ___ ___ ___ ___ ___ |

                      (1) (2) (3) (4) (5) (6) (7)

        (1) Relationship code (see previous page for codes)                 

        (2) 12-byte First Name of Dependent    

        (3) 1-byte Middle Initial of Dependent 

        (4) 20-byte Last Name of Dependent     

        (5) 8-digit date of birth (YYYYMMDD)   

        (6) 1-character reason code            

        (7) 8-digit effective date of dependent loss

    c.  RELOCATION OF ALL DEPENDENTS.  When all the dependents relocate, such as in a transfer, the information in MCTFS needs to be updated.  The following entry is used to do this.

            DEPN LOC ALL ___ ___ ___ |

                         (1) (2) (3)

        (1) 3-character county code

        (2) 2-character numeric state code

        (3) 4-character city code

    d.  RELOCATION OF AN INDIVIDUAL DEPENDENT.  A dependent may move from the same location of the Marine.  The information must be verified with MCTFS and used for the change of location of the dependent.  Use the following statement to report when the location for an individual dependent changes:

            DEPN LOC ___ ___ ___ ___ ___ ___ ___ ___ |

                     (1) (2) (3) (4) (5) (6) (7) (8)

        (1) Relationship code (see previous page for codes)

        (2) 12-byte First Name of Dependent    

        (3) 1-byte Middle Initial of Dependent 

        (4) 20-byte Last Name of Dependent                                 

        (5) 8-digit date of birth (YYYYMMDD)

        (6) 3-character county code (new info)

        (7) 2-character numeric state code (new info)

        (8) 4-character city code (new info)

    e.  MARITAL STATUS.  This entry should be updated in MCTFS whenever there is a change in the Marine's marital status. 

            MARITAL STAT ___ |

                          |---- Use the appropriate code from 

                                 MCO P1080.20

    f.  DATE DEPENDENT LOCATION BEGAN (DDLB).  DDLB is a entry used to report the date that the Marine physically locates dependent family members who are entitled to transportation at Government expense.  When a Marine acquires his initial dependents, the date will be the date he acquired the dependents and when a Marine transfers to a new location with his dependents, the DDLB will be the date the Marine reported.  This date is used by personnel monitors at CMC in conjunction with family member location data to manage the PCS budget.

            DDLB ___ |                   

                  |---- 8-digit effective date (YYYYMMDD)

    g.  DEPENDENT GEOGRAPHICAL LOCATION CODE (DGLC).  DGLC is the data element that identifies the geographic area to which the Marine's dependent family members are located at.  The first three bytes of the ZIP Code for the area where the dependent family members are located will be reported as the DGLC.  

            DGLC ___ |                    

                  |---- First 3-digits of the ZIP Code of the 

                         dependents location

3.  RECORD OF EMERGENCY DATA (RED)
    a.  The RED is maintained in MCTFS for all Active, Reserve, and Retired members.  Commanders are responsible for maintaining the RED.  The RED is a current official and legally binding record of relatives, beneficiaries and emergency information on each Marine to be used to make casualty notification and to adjudicate claims for various death benefits.  The RED provides:

        (1) A current record of the names, addresses, telephone numbers and directions to the residence of persons to be notified in case of an emergency.

        (2) A current record of persons related to the Marine who may be entitled to death benefits as prescribed by law (SGLV, disposition of remains, shipment of personal effects, etc.).  This includes the current spouse, all children (regardless of age, or dependency), parents (natural, adopted, step, etc.), guardians of minor children, persons acting in loco parentis to the Marine, and others as designated.

        (3) Specific beneficiary(ies) designated to receive death gratuity in the event the Marine is not survived by a lawful spouse or child.

        (4) Specific beneficiary(ies) designated to receive unpaid pay and allowances, any amounts due for unused leave, or any other monies due from the Department of the Navy which are unpaid at the time of the Marine’s death.

        (5) Specific beneficiary(ies) designated to receive Servicemember’s Group Life Insurance (Veteran’s) (SGLV) and the method of payment.

        (6) Names of insurance companies to be notified in the event of the Marine's death.  The CMC (MR) will notify companies listed.

        (7) A current record of persons not to be notified due to ill health in the event a Marine enters a casualty status.
    b.  The following standard rules apply to RED entries:

        (1) All names will be reported showing first name, middle initial, and last name.  Name fields will consist of a maximum of 35 alpha-characters.  If the child's last name is the same as the Marine's, it is not necessary to report the last name.

        (2) All addresses will consist of two lines with a maximum of 35 alphanumeric characters for each line. The first line will be used for the street address.  The second line will be used for the city, state, and ZIP code.  ZIP Codes must be used.

        (3) If a child is listed, include an 8-byte date of birth after the child's name.

        (4) Include the relationship abbreviation for guardian, death gratuity beneficiary(ies), pay arrears beneficiary(ies), and do not notify due to ill health sections of the RED.   

        (5) The following logic applies to individual addresses:

            (a) If the current address was previously reported for an individual listed on the RED, it is not necessary to report it again.
            (b) If the children reside with their mother listed as the spouse, it is not necessary to report their address.

            (c) If the Marine's mother resides with the Marine's father, it is not necessary to report her address.
        (6) If the mother or father is deceased, enter the name followed by "(D)".  If other than the natural mother is listed, indicate after the name the relationship in parenthesis.

        (7) Title 10 U.S.C. 1477 provides that the death gratuity payment must be made to the lawful spouse or children; therefore, they cannot be designated in this block.  Enter name and address of persons designated to receive death gratuity in the event there is no spouse or children.  Name only father/mother (including persons who have stood in loco-parentis for 1 year or more), brother(s) or sister(s) (including those of half blood).  If the person(s) named is/are less than 21 years of age, indicate after relationship (under 21).  No other persons are eligible to be named as death gratuity beneficiaries.

        (8) Name of person designated to receive death gratuity. Indicate after name the relationship in parenthesis. If more than one person is named to receive death gratuity enter percent of payment in parenthesis after relationship; for example, (50 PCT). When it has been determined there are no eligible survivors other than spouse or children, enter: "NONE, NO ELIGIBLE RECIP" in parentheses.

        (9) Specific Arrears of Pay Beneficiary(ies). Any person(s) (not limited to relatives) named in this block will receive all unpaid pay and allowances, any amounts due for unused leave, and any other monies due. All Marines will be advised to give careful consideration in naming a beneficiary(ies) to receive these funds since a substantial sum may accumulate in the event the Marine enters a missing status for a period of time prior to an official determination of death. If the person(s) named is/are less than 21 years of age, indicate after relationship (under 21).

        (10) The name (address not required) of commercial insurance companies including policy number with which the Marine carries insurance.  In the event of death of the Marine, the CMC (MHP-10) will make notification in order to expedite action for beneficiary(ies).

        (11) Directions to locate the next of kin whose address is shown as a P.O. Box, Rural Route, or an address which is considered difficult to locate will be entered on five lines or less with a maximum of 35 alphanumeric characters for each line.
        (12) No punctuation is to be used when reporting on the unit diary.
    c.  DELETING INFORMATION.  To delete information contained in the RED, report the applicable unit diary entry.  It is not necessary to first delete information with a "REMOVE" entry if information is to be reported in it's place.  For EXAMPLE:  If the Marine has three children and you want to delete number one, report RED CHILD1 REMOVE.  This will delete the name and address for CHILD 1.  CHILD 2 and 3 will not be affected by this deletion and will remain as 2 and 3.  To delete an address, report the address data element that you want to delete without the ‘1’ or ‘2’ followed by the word "REMOVE" (i.e. RED CHILD1 ADR REMOVE).  This will remove the complete address but will not affect the name reported.
4.  SERVICEMEMBER'S GROUP LIFE INSURANCE (SGLI)      

    a.  All Marines are eligible for SGLI coverage. Effective 1 April 2001, coverage of $250,000 (at a monthly cost of $20.00) is automatic in the case of AD personnel and members of the Ready Reserve (SMCR/IMA/MTU).  This includes those Marines who previously elected no SGLI coverage.  The amount of insurance coverage elected may be increased or decreased in $10,000 increments from an election of "NONE" to a maximum of $250,000.  This election is not automatic. Marines who initially elect for less than the maximum SGLI coverage of $250,000 may later apply for increased coverage of up to $250,000, but must furnish proof of good health and complete a revised April 2001 SGLI 8286 form.  Marines who do not want the full coverage may elect reduced coverage in $10,000 increments, down to $10,000, or elect no coverage.  Each individual Marine must make such an election in writing.

    b.  Unless SGLI is terminated due to UA or confinement, an increase or reinstatement of coverage can be granted when a written application from the Marine has been received and then approved by the Office of SGLI (SGLV 29-8285 will be used).  The date of receipt of application with evidence of good health by physical examination or the commander's statement of the Marine's health is considered the date of receipt by the Office of SGLI.

    c.  The SGLI election must be recorded on the Marine's Record of Emergency Data (RED).

    d.  When the Marine is accessed into MCTFS, an election of $250,000 coverage is automatically entered into the record. When a Marine elects to increase his/her SGLI coverage, the ED reported would be the 1st day of the month in which the coverage was elected. (EXAMPLE: SNM elects to change coverage from $100,000 to $200,000 on 12 December 1998. SGLI is to be reported with an ED of 19981201.)  When a Marine elects to decrease his/her SGLI coverage, the ED reported would be the 1st day of the following month in which coverage was elected.

            TTC 309 000 SGLI_____ED______|

                                    |---- 8-byte ED (YYYYMMDD)


    e.  The following Reserve personnel are eligible for full-time SGLI:

        (1) Members of the SMCR.

        (2) Delayed entry reservists prior to reporting to IADT (Category P's only).

        (3) Marine reservists on AD in excess of 30 days.

        (4) Members of the IRR who are joined to a Mobilization Training Unit (MTU).  Premium deduction is not automatic but is based on prepayment of premiums.

        (5) Members of the IRR on associate duty or in an appropriate duty status. Premium deduction is not automatic but is based on prepayment of premiums.

NOTE: When a Reserve Marine has elected an SGLI amount other than $250,000 and enters AD for a period in excess of 30 days or has been released from a period of AD in excess of 30 days, the RU must manually verify the SGLI election in the MCTFS after the join has posted and re-report the correct coverage amount if necessary.

    f.  Full-time SGLI coverage and automatic premium deductions for the SMCR terminates when the reservist is discharged or when transferred to the IRR, the Standby Reserve or the Retired Reserve.

5.  PAY AND ALLOWANCES                                   

    a.  INACTIVE DUTY FOR TRAINING (IDT)             
        (1) IDT is authorized training performed by members of the Ready Reserve not on Active Duty (AD), Annual Training (AT), or ADT, and performed in connection with the prescribed activities of the units of which they are members.

        (2) No more than two periods of IDT can be reported on an individual Marine per day.

        (3) Paid IDT consists of regularly scheduled unit training periods, Additional Training Periods (ATP's), Readiness Management Periods (RMP's), Additional Flight Training Periods (AFTP's), and Equivalent Duty Period Paid (EDP (EIO)).

        (4) Equivalent training (associate and appropriate duty), Equivalent Duty Period (Non-paid) (EDP (EIN)), and Mobilization Training Unit (MTU) duty are considered non-paid IDT.  IDT also encompasses muster duty in the performance of the annual IRR screening program.

        (5) SMCR unit commanders must ensure that all IDT periods (both paid and non-paid) are reported prior to transferring a Marine to the IRR. If the IDTs are not reported or not successfully processed prior to transfer, the losing SMCR unit will notify the CG, MCRSC of the IDT periods. Upon notification from the transferring RU, the CG MCRSC will report any authorized IDT that has been performed, but not properly reported.
    b.  PAID IDT REPORTING PROCEDURES
        (1) Reservists will be paid for IDT actually attended, even if the IDT is subsequently declared unsatisfactory, as long as the Reservist was engaged in training for at least 4 hours of the scheduled IDT periods.

        (2) Reservists may not be paid for more than 48 regular IDT periods in any fiscal year without prior CMC (RA) approval. No more than two regularly scheduled IDT periods may be reported for any one-calendar day.

        (3) Training/pay category “P” personnel may attend regularly scheduled IDT periods while awaiting assignment to IADT.  They may not exceed 48 IDT periods while a training/pay category “P”.

        (4) Paid IDT may be reported using either group or event entries.  When using an event entry, an exclusive entry will be reported when an SMCR member is absent for one or both IDT periods (when two are scheduled) or when IDT periods are declared UNSAT.
        (5) Report regularly scheduled unit training periods and rescheduled IDT periods (RIDT's) as follows (When the IDT character code is "S", the reason code must be "00"):
            _______ DRILL REG _____ _____ _____|

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

        (1) Date the drill was performed (YYYYMMDD) 

        (2) Number of IDT’s (1 or 2)

        (3) Character of IDT Code (S (SAT) U (UNSAT))

        (4) Reason of IDT code 

        (6) Rescheduled Regular IDT.  Rescheduled Regular Inactive Duty Training (RIDT) is a Regular IDT that has been rescheduled prior to the original scheduled IDT.  RIDT’s, once rescheduled, may not be rescheduled a second time.  If the Marine misses the rescheduled drill it must be reported as an absence.  RIDT's will be reported on the unit diary the same as a regular scheduled drill.  

        (7) Equivalent Instruction or Duty (EIO) - (Paid).  An EIO IDT period is performed to resolve a regular IDT period for which an enlisted member has received an excused or unexcused absence.  EIO’s must be performed within 60 calendar days after the missed IDT period AND within the same fiscal year.  No more than 4 EIO’s may be performed in the same fiscal year.

            _______ DRILL EIO _____ _____ _____ DRDT _____|

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

        (1) Date the drill was performed (YYYYMMDD) 

        (2) Number of IDT’s (1 or 2)

        (3) Character of IDT Code (S (SAT) U (UNSAT))

        (4) 2-digit reason code  

        (5) 8-digit ED of the regular IDT missed (YYYYMMDD)



        (8) Additional Training Period (ATP).  ATP’s are paid periods, in addition to the annual 48 regularly scheduled IDT periods, authorized for members of the SMCR.  The maximum number of ATP’s that may be performed by an individual is 30 per fiscal year.  Two ATP's can be performed in one day.

            _______ DRILL ATP _____ _____ _____|

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

        (1) Date the ATP was performed (YYYYMMDD) 

        (2) Number of IDT’s (1 or 2)

        (3) Character of IDT Code (S (SAT) U (UNSAT))

        (4) Reason of IDT code 

        (9) Readiness Management Period (RMP).  RMP’s are paid periods, in addition to the annual 48 regularly scheduled IDT periods, authorized for members of the SMCR.  The maximum number of RMP's that may be performed by an individual is 30 per fiscal year.  Only one RMP can be performed in a day.

            _______ DRILL RMP _____ _____ _____|

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

        (1) Date the RMP was performed (YYYYMMDD) 

        (2) Number of IDT’s (1 only)

        (3) Character of IDT Code (S (SAT) U (UNSAT))

        (4) Reason of IDT code 

        (10) Funeral Honors Duty (FHD).  FHD’s are paid periods of inactive duty in support of funerals to honor deceased veterans.  Member performing FHD’s are authorized to be paid the amount of one drill or $50.00, whichever is greater.  FHD’s are limited to one per calendar day and may not be performed in conjunction with any other IDT period, and is not subject to the 75 Inactive Duty points cap.

            _______ FUNERAL HONORS DUTY|

               |---- 8-digit action date (YYYYMMDD)

        (11) Absence Reporting.  Any absence, excused or unexcused, from a scheduled ITD period or a RIDT period will be reported using the following statements.

             a Absence Excused
            _______ ABSENCE EXCUSED ____ ____|


            (1)                   (2)  (3)

        (1) Date of IDT missed (YYYYMMDD) 

        (2) Number of IDT’s (1 or 2) missed

        (3) Reason of IDT code

             b Absence Unexcused

            _______ ABSENCE UNEXCUSED ____ ____|


            (1)                     (2)  (3)

        (1) Date of IDT missed (YYYYMMDD) 

        (2) Number of IDT’s (1 or 2) missed

        (3) Reason of IDT code


    c.  REPORTING PERIODS OF ACTIVE DUTY WITH PAY
        (1) The process by which a Reserve Member receives basic pay and the crediting of retirement points during a period of active duty is through the use of the In Progress Payment (IPP).  IPP's will be generated for any type of paid active duty performed.

        (2) The IPP allows a Reserve member to receive payments directly in their bank account via Electronic Funds Transfer (EFT) when enrolled in the Direct Deposit Program also Dependant Dental Plan.  Members not enrolled in the DD/EFT Program will not receive the IPP payment(s) in a timely manner. Payments will be processed during the reserve payroll process scheduled each Thursday.  U. S. Treasury checks will be mailed to the home mailing address resident in the member’s MMPA no later than the following Friday.

            ​a Commanders may grant a temporary DD/EFT enrollment waiver to allow sufficient time to resolve short-term problems.  A copy of the waiver must be maintained by the unit and is subject to review by the MCAAT and CGI personnel.  RU’s must ensure a member’s DD/EFT information contained in the MCTFS is correct.

            b Upon validating that the member is in fact executing the orders assigned, an IPP may be generated via UD by reporting the COMPL ACDUTRA statement.

        (3) The COMPL ACDUTRA statement will update the MCTFS record for computation of payment due for the period and the crediting of retirement points.  Completed Active Duty periods or FHDA when Active Duty Special Work (ADSW) orders are issued, report as follows:
            COMPL ACDUTRA _______ TO _______ TYPE ____ FLAG ____|





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

        (1, 2) 8-digit Inclusive dates (YYYYMMDD) (NOTE 1)
        (3) 2-digit type code (NOTE 2)

        (4) 1-digit Flag (C - Incremental or F - final)(NOTE 3)

NOTE 1:  Report a completed AD (of 1 day) with the same (FROM and to) inclusive date.

NOTE 2: The type code to be reported is contingent upon the applicable pay group charged in the appropriation data of the orders. No deviation of type code/pay group relationship is authorized.

NOTE 3: The 1-byte flag will identify the active duty increment(s) and the final increment for the active duty period reported. The flag will post to the MCTFS 982 Remark and be used by the Reserve monthly cycle to generate an advisory message to the RUC when a “Final” active duty increment has not posted.

NOTE 4: When ADSW is used for FHD, reporting TTC’s, 833 022 and 833 023 will adjust FHDA points within the anniversary year. Additionally, TTC’s 915 000 and 915 003 will allow FHDA points to be included in the Reserve Retirement Credit Report historical data. 
        (4) Unit Commanders will outline local procedures that will establish the number of IPP's that will be submitted for any period of active duty.

            a SMCR units commanders must report at least one IPP per active duty period of 12 to 30 days in length. More than one IPP may be reported for each active duty period. Unit

Commanders shall establish local policies on the date IPP transactions will be reported in order to provide Marines with advance notice as to when they should expect to receive IPP EFT payments.  A separate UD statement must be reported for other entitlements such as BAH, BAS, etc., for each incremental period of active duty reported.

            b Upon completion of the active duty period, the member must submit their original orders with all endorsements and a completed travel claim to their SMCR so they can report a final COMPL ACDUTRA statement for the remaining days of the active duty period.
    d.  BASIC ALLOWANCE FOR HOUSING (BAH).  Entitlement to the various types of BAH is based upon pay or duty status, primary dependent status, Government quarter’s status, pay grade, and location.  Every Marine is entitled to a type of BAH to pay a portion of their housing cost.  The entitlement may be BAH Partial, BAH with or without dependents at the Military Housing area (MHA) locality rate, BAH II (formally BAQ Own Right), BAH DIFF, and Overseas Housing Allowance (OHA).  BAH Partial is automatically credited to the MMPA during the recruit accession process.  Reserves not on AD and those on AD for periods of less than 20 weeks are entitled to BAH-II unless ordered to AD in connection with a contingency operation.  RU's must pay particular attention to all personnel who are administratively joined, to ensure that the ZIP code reported matches the location that the Marine was ordered to.

        (1) Reserve BAH 

            (a) A reserve member called or ordered to active duty for 139 days or less and not assigned to government quarters at the PDS is entitled to BAH-II.

            (b) A reserve member called or ordered to active duty for 140 days or more (with no PCS authorized) and not assigned to government quarters at the PDS is entitled to BAH.

            (c) A reserve member initially called or ordered to active duty for a period of 20 weeks or more, and orders are subsequently modified resulting in the performance of less than 20 weeks, entitlement to BAH will continue through the date of release from active duty.

            (d) If a reserve member is initially ordered to active duty for a period less than 20 weeks, and the orders are modified during the period of active duty, and the period of additional active duty, when coupled with the time remaining to be served, is 20 weeks or more, then the entitlement to BAH exists from the date of the modified orders.  If a reserve member is initially ordered to active duty for a period of less than 20 weeks, and the orders are modified during the period of active duty, and the period of additional duty when coupled with the time remaining to be served is less than 20 weeks, then the member would remain entitled to BAH-II.
            (e) A reserve member called or ordered to active duty in connection with a contingency operation (regardless of the duration) is entitled to BAH.  This entitlement only applies if the member maintains financial responsibility for the primary residence.

            (f) To report a credit for a Marine's entitlement to BAH DIFF (Court ordered support for children) the RU must contact the Fiscal Officer.  The RU cannot report a credit for BAH DIFF.  

            (g) The period of BAH II entitlement being reported must equal or include dates within a previously or concurrently reported AD period.

            (h) Entitlement to partial BAH is automatic for reservists not entitled to BAH with dependents, or in their own right, except under certain conditions.

                1 A reservist’s entitlement to partial BAH will be automatically established in MCTFS upon processing the proper join transaction reported by an SMCR, IMA or MTU.  Partial BAH will be automatically credited to the account of an IRR, not a member of an MTU, when AD is reported.

                2 Entitlement to partial BAH is automatically terminated upon processing of the entry reporting commencement of BAH on behalf of dependents and reestablished when BAH in behalf of dependents is terminated.  Entitlement to partial BAH is automatically suspended upon processing a credit of BAH own right in conjunction with an AD period. 

            (i) When a Reserve Marine is mobilized or ordered to AD for 31 days or more, the member's BAH entitlement data resident in the MCTFS reserve record will automatically transfer to the member's MCTFS active record.

        (2) BAH and BAH II.  When BAH is erroneously stopped, corrective action to restart BAH will be accomplished by reporting TTC 388 001. The ED is the day following the date the Marine’s BAH was erroneously stopped.  Use the following statements to report change and stop all of BAH entitlements for active duty members:
 CHAN BAH ___ ___ N  ___  1  $007777.77 $000000.00 ED ___|

          (1) (2)(3) (4) (5)     (6)        (7)       (8)

(1) ZIP code of Marines PDS/Depn ZIP code/99999 for BAH II
(2) ZIP code designator ‘D’ for dependent or ‘M’ for Marine

(3) 1-digit utility code of ‘N’ in all cases

(4) 1-digit BAH rate ‘W’ for w/ depn or ‘O’ for w/o depn

(5) 1-digit sharer code of 1 in all cases

(6) Actual monthly rent/mortgage-enter $007777.77 always

(7) Additional monthly rent-enter $000000.00 always

(8) 8-digit effective date (YYYYMMDD)

        (3) Start BAH II With Dependents.  This entry is reported into MCTFS to ensure that every time the Marine goes on active duty orders, his pay account is credited with the appropriate payment.  Ensure that this entry is reported with new joins to the SMCR and Marines who become married while in the SMCR.

    STRT BAH II WITH DEPN ED _______

                                |--- 8-digit strt date (YYYYMMDD) 

        (4) Credit BAH II Without Dependents.  A Reserve Marine called or ordered to active duty for 139 days or less and not assigned to government quarters at the permanent duty station and not married will be entitled to BAH II without dependents.  A period of active duty must be reported into MCTFS for this entry to post.

    CRED BAH II WITHOUT DEPN _______ TO _______

(1)        (2)

    (1) 8-digit FROM date (YYYYMMDD) 

    (2) 8-digit TO date (YYYYMMDD) 

        (5) BAH PARTL. Partial BAH is automatically started from the join entry, use the following statement to report start, change or stops to BAH Partl:  

       STRT BAH PARTL ED ___ |

                          |---- 8-digit strt date (YYYYMMDD) 

       CHAN BAH PARTL ED ___ |

                          |---- 8-digit change date (YYYYMMDD)

       STOP BAH PARTL ED ___ |

                          |---- 8-digit stop date (YYYYMMDD)

    e.  BASIC ALLOWANCE FOR SUBSISTENCE (BAS).  Effective 1 January 2002, all Enlisted Marines are entitled to a standard Monthly BAS rate, similar to officers.  Marines who are subsisted in kind (issued a meal card) will be checked a discounted meal rate.

        (1) Monthly BAS.  When a Marine is joined as a student to MCT/SOI (MCC JA4/J9Y), MCTFS will automatically start Monthly BAS and start the discount meal rate. Use the following statements to start/stop Monthly BAS:   
            STRT MONTHLY BAS  ED ___ |

                                 |---- 8-digit effective date

            STOP MONTHLY BAS ED ___ |
                                 |---- 8-digit effective date

        (2) Discounted Meal Rate (DMR).  When a transfer entry is reported, the MCTFS will automatically stop a Marines DMR.  When a Marine reports to a new PDS and is subsisted in kind (issued a meal card) report the following.  Additionally, when a Marine who was authorized to mess separately is assigned Essential Station Messing (ESM) or a Marine who has been receiving the DMR has been authorized to mess separately report the following UD entry to stop DMR.

         STRT DISC MEAL RATE ED _______

                                  |---- 8-digit effective date

         STOP DISC MEAL RATE ED _______

                                  |---- 8-digit effective date

       (3) Field Rations.  When a Marine is TAD for less than 10 days report a “Check Field Rations” entry.  

            CHEK FLD RATS ___ ___ TO ___ ___ |

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

        (1) 4-digit time (0001)

        (2) 8 digit effective date of departure

        (3) 4-digit time (2359)

        (4) 8-digit effective date of return

    f.  INCENTIVE PAY FOR HAZARDOUS DUTY             
        (1) Incentive pay is additional pay for the performance of hazardous duties.  The instructions and performance requirements are contained in the DoDFMR Volume7A. 

            (a) Entitlement to incentive pay requires the issuance of competent orders directing the performance of hazardous duty.  Orders are issued by the Commandant of the Marine Corps, Commanding Generals, and Unit Commanders authorized by CMC.  The orders specify the type of duty and whether or not the orders are permanent or temporary.  Orders involving hazardous duties are classified as:

               1 Permanent Orders.  Orders that will remain in effect until revoked or suspended by competent authority. The orders are issued by the CMC to naval aviators, naval flight officers, or naval aviation pilots.  Transfer between stations for qualified Marines do not affect permanent orders.

               2 Temporary Indefinite Orders.  Orders that are issued to Marines for hazardous duties that will be performed for a period that is expected to exceed 1 month (crewmembers flight orders not less than 120 days).

               3 Temporary Definite Orders.  Orders that are issued to non-crewmembers for hazardous duty that will be performed for a period of 1 month or less. 

            (b) All RUs must ensure that appropriate administrative action is taken to promptly report any change of status that affects entitlement HDIP.  For Reserve Marines the period of HDIP entitlement or checkage being reported must equal or include dates within a previously or concurrently reported IDT or AD period for a Reservist.

        (2) First Sergeants and Sergeants Major assigned to the following units participating in hazardous duty indicated with an additional MOS may qualify for hazardous duty incentive pay:

            (a) Reconnaissance Battalion.

            (b) Force Reconnaissance Company.

            (c) ANGLICO.

            (d) Air Delivery Platoon.

            (e) I-I staff for ANGLICO/Air Delivery Platoon/ Reconnaissance Battalion/Force Reconnaissance Company.

        (3) When more than one type of incentive pay is authorized for the Marine, each statement must be reported separately.  For a reservist, the FROM and TO date must be equal when reporting TTC 127 in conjunction with drills. The reporting of inclusive dates is restricted to periods of active duty.
        (4) Parachute Jump/High Altitude Low Opening (HALO) Pay.  

            (a) Parachute Jump/HALO pay is a special pay authorized to qualified officers and enlisted personnel who are designated as parachute jump or HALO qualified by proper authority.  This pay is authorized only when personnel are assigned to and performing such duties.  Unit diary statements can report a start, stop, checkage, or credit of said pay.  HALO pay is authorized for those Marines that completed an MC-5 Transition course through an authorized Marine Corps instructor.  Civilian courses are not authorized for either pay.

            CRED PRCHT JUMP DU ______ TO ______|

            CHEK PRCHT JUMP DU ______ TO ______|

            CRED HALO DU       ______ TO ______|

            CHEK HALO DU       ______ TO ______|

 (1)        (2)

    (1) 8-digit FROM date (YYYYMMDD) 

    (2) 8-digit TO date (YYYYMMDD) 

NOTE: Prior to reporting credits and checkages on the unit diary for Reserve Marines, a period of duty (i.e. IDT, ATP, RMP, etc) must be reported and posted in MCTFS first.

            (b) The qualifying MOS's are as follows:

8652 RECON MAN, PARACHUTE JUMP QUALIFIED 

9953 PARACHUTIST/SCUBA & UBA MARINE (OFFICER/ENLISTED)

8654 RECON MAN, PARACHUTE AND SCUBA QUALIFIED 

9962 PARACHUTIST (OFFICER/ENLISTED)

        (5) Diving Duty Pay
            (a) Diving duty pay is a special pay authorized to qualified officers and enlisted personnel who are designated as divers by proper authority.  This pay is authorized only when personnel are assigned to and performing diving duty.  Civilian courses are not authorized for either pay. 
            (b) To start diving duty pay, the entry must also include the date the Marine's diving qualifications lapse.  The lapse date is 6 months after the qualification date. For EXAMPLE: a Marine qualifies as a diver on 19980131, lapse date would be 19980730. Report as follows:

                 STRT DVNG DU PAY QUAL LAPSE_______ED______|


8-byte ED (YYYYMMDD) diving qualifications lapse

8-byte ED (YYYYMMDD) of qualifying dive  

            (c) Entitlement to diving duty pay terminates upon detachment from the permanent duty station or removal from diving duty.  When reporting termination of diving duty pay, the date of detachment and/or the date diving duty orders are terminated is the ED. Report as follows:
            STOP DVNG DU PAY ED______|

                                  |---- 8-digit effective date

            (d) Credits and checkages will be reported as follows:

            CRED DVNG DU PAY   _______ TO _______|

            CHEK DVNG DU PAY   _______ TO _______|

  (1)        (2)

    (1) 8-digit FROM date (YYYYMMDD) 

    (2) 8-digit TO date (YYYYMMDD) 

            (e) Provided the qualification lapse date has not expired, report the temporary stoppage per the following:

                1 On the 31st day after personnel enter into one of the following situations:

                  a Hospitalized not as a result of a diving accident.

                  b On leave in a pay status.

                  c On TAD for purposes other than diving duty.

                2 On the 91st day after the Marine is hospitalized as the result of a diving accident.

                3 On the date that a Marine is confined awaiting trial by court-martial and/or serving sentence of court-martial.
            (f) If a Marine does not re-qualify before the lapse date, diving duty pay will be terminated automatically on the lapse date.  A unit diary entry is required.

            (g) If a Marine re-qualifies before the diving qualification lapse, the new lapse date will be 6 months after the old lapse date, regardless of the re-qualification date.  For EXAMPLE: a Marine qualified as a diver on 19990130 and had a lapse date of 19990729 re-qualifies on 19990710 the new lapse date would be 20000129. Use the following statement to report the lapse date:

            NEW DVNG QUAL LAPSE______|  
                                  |---- 8-digit effective date

            (h) When a Marine re-qualifies after the lapse date and is again assigned to diving duty, a start of diving duty pay must be reported.
            (i) The qualifying MOS's are as follows:

8653 RECON MAN, SCUBA QUALIFIED

8654 RECON MAN, PARACHUTE AND SCUBA QUALIFIED

9952 SCUBA MARINE (OFFICER/ENLISTED)

9953 PARACHUTIST/SCUBA & UBA MARINE (OFFICER/ENLISTED)
6.  BASIC INDIVIDUAL RECORD (BIR)/BASIC TRAINING RECORD (BTR).  A brief English statement follows codes used on the BIR/BTR where space permits.  When auditing the BIR/BTR the auditor must bear in mind that the BIR/BTR is prepared from the CMF.  If the UD entries have been reported on or after the production date they will not be reflected on the BIR/BTR.  Auditors will use MCTFS to account for data reported after the preparation date.

    a.  Auditing of the BIR/BTR
        (1) Corrective Action
            (a) Information printed on the BIR and BTR is generated from information in the CMF computer record.  Therefore, UD entries will be used to report any additions, deletions, changes, missing, or erroneous data on the BIR or BTR.  When an incomplete item appears on the BIR or BTR, the complete information must be reported on the UD.  Certain items in officer and enlisted records can be corrected only by the CMC or MISSO.  Discrepancies noted in these items will be reported to the CMC or MISSO.  RU's must ensure that the correspondence to the CMC or MISSO includes the following information:

                1 Information in the MCTFS as shown on the BIR or BTR.

                2 Information contained in the RU's records and/or the Marine's SRB/OQR.
                3 When applicable, if the correct information is different from that contained in the SRB/OQR, provide additional information to assist in research.  For example, if a Marine states that a service school has been completed but the SRB/OQR does not indicate completion and the Marine does not have a copy of the diploma or a certificate of completion, include this information in the request for assistance, in addition to the title of the course/date completed.

        (2) Annotations.  The auditor will annotate the BIR/BTR with the correct information when an error is detected. The absence of annotations may indicate that the BIR/BTR was not audited.  Auditors will also insert information for blank items and annotate items for which none is an appropriate response as "None."  If an item is not applicable to the Marine being audited, the auditor will insert "N/A".  The auditor will use standard 8-digit dates; e.g., 19980607.  When the audit is completed the auditor will write the UD number(s) and UD date(s) for the UD's which reported corrections on the completed

BIR/BTR.

        (3) Errors in the SRB/OQR records will be corrected per the instructions in MCO P1070.12.
    b.  Unit Diary Reporting Procedures.  For unit diary reporting purposes, refer to MCO P1080.40 for the appropriate entries.  You can utilize the Manpower Information Systems Support Activity's (MISSA) website for an online copy of MCO P1080.40:  

http://www.missa.manpower.usmc.mil/default.asp?id=12&mnu=12

8.  RECOMMENDATION FOR PROMOTION  

    a.  Not Recommended for Promotion 

        (1) When a Marine is not recommended for promotion, it is the responsibility of the unit diary clerk to report this on the unit diary by the 15th of each month prior to the month or new quarter that the Marine is not recommended for promotion. Report the following statement to include a history statement stating the reason for not recommending the Marine:

            NOT REC PROM|HIST:______|

NOTE: A Marine must be properly counseled and a page 11-entry remark recorded in the SRB, per MCO P1070.12, when not recommended for promotion.

        (2) When a not recommended for promotion entry is reported erroneously, report the following entry:

            REC PROM|

    b.  Will Not Promote

        (1) Commanding Officers who, for good and sufficient reason(s), no longer desire to promote otherwise qualified Marines in the grades of private through corporal, with a "SELECT GRADE" in MCTFS, must enter a WILL NOT PROMOTE entry by the 15th of the promotion month.  The entry is not permanent and is automatically erased upon completion of the process that selects personnel to be promoted.  Report this entry as follows:

            WILL NOT PROMOTE|

        (2) If the WILL NOT PROMOTE is not reported by the cycle before the AUTO PROMOTION runs with the End Of Month U&E, then Delete as Erroneous the promotion and report TTC 0191 PROMOTION RECOMMEND FLAG if necessary.  Unit should research each Marine’s case and take appropriate action.
9.  PERSONNEL LOSSES                                 
    a.  TRANSFERS.  A transfer is a loss by one RU that will be balanced by a gain into another RU in the regular or reserve establishment.  The information to be reported in a transfer entry depends on the type of transfer being reported.

        (1) Transfer Between SMCR Units.  A member of the SMCR will be transferred from one SMCR unit to another SMCR unit, due to relocation of the Marine, deactivation of the unit, or on request. Prior to reporting a transfer, report a new home address and telephone number, if necessary, and PRO/CON marks, as required. Report as follows:

            TR RUC_____EDA_____|HIST:________|

                   (1)     (2)         (3)

                (1) 5-byte SMCR RUC to which transferred

                (2) 8-byte EDA (YYYYMMDD) new unit

                (3) Title of unit to which transferred

        (2) Transfer from the SMCR to the IRR  

            (a) A member of the SMCR may be transferred to the IRR for the following reasons.  If the reservist:

                1 has completed required drilling obligation, meets retention requirements, and having more than 30 days remaining on contract request transfer to the IRR.

                2 has enlisted for or has been selected for the ROTP and elects not to remain in the SMCR.

                3 has completed 2 years AD and is considered fully trained, and requests transfer to the IRR.

                4 has not completed the mandatory IDT participation portion of the Reserve program enlisted for, however; a request for transfer to the IRR has been approved by the COMMARFORRES. 

            (b) Members of an SMCR unit will not be transferred to the IRR with less than 30 days remaining on their contract/extension.  The RU must execute on UD, any reenlistments/extensions prior to transferring a Marine to the IRR.

            (c) Members who are in an NOE status (strength category ‘8’) cannot be transferred to the IRR.  Strength category ‘8’ must be changed by CMC before the IRR transfer can be reported.

            (d) Prior to transferring a Marine to the IRR, the CO must ensure that all completed AD/IDT entries have been reported.  Upon notification from the transferring unit, the CG MCRSC will report any authorized completed AD that has been performed when the RU fails to do so prior to transfer.

            (e) Prior to reporting a transfer, report a new home address, telephone number or PRO/CON markings, as required. To report transfer TO IRR FR SMCR, report as follows:

            TR IRR FR SMCR_______|



            (f) When reporting a drop or a transfer to the IRR for those Marines who failed to complete the bonus program for an Enlistment, Reenlistment, or an Affiliation bonus, the unit commander is required to terminate the bonus.

        (3) Transfer to Active Duty For 31 Days or More
            (a) To report a transfer to AD for a period of 31 days or more on all Reserve duty performed with the exception of Reserve Officer Training Programs, report as follows:

            ___ TR MCC___COMP CODE___EAS_____EDA_____|

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

        (1) 8-byte DOA (YYYYMMDD) (NOTE 1)

        (2) 3-byte MCC of the command transferred to (NOTE 1)

        (3) 2-byte component code (NOTE 2)

        (4) 8-byte EAS (YYYYMMDD) (NOTE 3)

        (5) 8-byte EDA (YYYYMMDD) (NOTE 3)

NOTE 1: The reported DOA must be the day prior to the first day of AD as stated in the orders. Failure to report this date correctly will cause the AD initial join entry to fail.  The reported MCC must be the MCC of the AD unit that will report the initial join. An initial join reported by an AD unit with a different MCC will fail.

NOTE 2: The reported component code must be the Active Duty component code, as determined from the orders to AD. Utilize the following list for frequently reported codes:

IADT, IIADT or ETT: ‘K1’ – ‘K3’ (Includes Training/Pay Category ‘P’ Personnel) 

AR Program: ‘B1’ – ‘B4’ or ‘K6’ (K6 is used for officers only)

EAD Recruiter: ‘CD’

Recruiter aide (less than 139 days):‘CE’

Involuntary AD for 45 days or less: ‘CF’

Enlistment Regular Marine Corps: ‘11’

Augmentation Regular Marine Corps (Officer): Contact MISSO for assistance.
NOTE 3: The reported EAS must be the last day of AD as stated in the orders.  This date will post to the EAS and ECC.  The reported EDA must be at least one day greater than the date of action. The EAS may be reported as “00000000” for officers only Prior to reporting a transfer report PRO/CON markings and a new home address and telephone number, if necessary.

NOTE 4: When TTC 881 000 is reported on Members whose Component Codes are equal to “11’, ‘C1’, ‘C2’, ‘C3’, ‘C5’, ‘C6’, ‘CB’, or ‘CD’ zeros will post to the Reserve RUC, and blanks to the Reserve MCC.  This will ensure that for the duration of the Member’s active duty, the Reserve unit will not receive feedback on their DFR.

            (b) When a Reserve enlisted member, not on AD 31 days or more, reenlists into the Regular Marine Corps, report TTC 881 000 as shown below with a component code equal to ‘11’ and the EAS based on the member’s new enlistment contract.
    b. SEPARATIONS
        (1) DROP - DISCHARGE OF ENLISTED MARINES WHO WILL NOT REENTER THE MARINE CORPS.  Drop entries will be reported on the unit diary prepared for the day of separation.  The effective date of the drop is always the last day of actual service.  The home address and telephone number will be reported in conjunction with the drop entry, with an ACTION DATE one day prior to the drop.   The following statement will be used to report the drop.

            ___ DROP SPD ___ ___ RE ___ ED ___ |

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

        (1) 8-digit effective date of drop

        (2) 4-digit separation code

        (3) 1-digit separation document-type code

        (4) 2-digit reenlistment indicator code

        (5) 8-digit effective date of drop

        (2) SEPARATIONS FROM ACTIVE DUTY (AD) 

            (a) A Marine becomes a civilian when a Marine has no further military obligation of service to the Marine Corps. For example:

                1 Death.

                2 Resignation without acceptance of a Reserve commission.

                3 Discharge of enlisted Marines who have completed their active service, have no obligated time remaining under the Military Selective Service (MSS) Act and will not reenter the Marine Corps/Marine Corps Reserve.

            (b) Personnel who have completed their active service and have obligated time remaining under the Military Selective Service (MSS) Act to include:

                1 Reservists who are completing a period of AD in excess of 30 days (i.e., EAD, IADT, ADSW or ADT.

                2 Marines in the Regular Marine Corps upon expiration of enlistment (EofE), extension of enlistment, or early release under a special program.

                3 Inductees who are completing the term of induction or extension.

                4 Resignation of regular officers with acceptance of a reserve commission.

            (c) Reservists on AD who have completed their active service and are not obligated under the MSS Act, but do have additional inactive service required by their contract, to include Active Reserve (AR) personnel who were not career designated and have obligated service in the inactive reserve.

            (d) Marines receiving an active duty or reserve retirement, or who are transferring to the FMCR. 

            (e) Members of FMCR who have completed a period of extended AD.

            (f) Marines transferred to the FMCR, but retained on AD, and have subsequently completed the period of AD.

            (g) Marines on the retired list who have completed a period of EAD.

            (h) Marines transferred to the retired list, but retained on AD, and have subsequently completed the period of AD.

            (i) Action Date a new home address and telephone number one day prior to the ECC or ED report as follows:

            ___ DROP SPD ___ ___ RE ___ ED ___ |

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

        (1) 8-digit effective date of drop (NOTE 1)

        (2) 4-digit separation code

        (3) 1-digit separation document-type code

        (4) 2-digit reenlistment indicator code (NOTE 2)

        (5) 8-digit effective date of drop

NOTE 1: ALL DROPS MUST ALWAYS BE ACTION DATED WITH THE SAME DATE AS THE DATE OF THE DROP.

NOTE 2: The RE code for officers and enlisted reservists being released from AD upon completion of IADT will be zeros; for example ‘00’.
10.  DIARY FEEDBACK REPORT (DFR)
ON SLIDE # 80 DIARY FEEDBACK REPORT

     a.  The DFR is retrieved electronically.  There is no requirement to print the DFR but it may be printed, if desired.

         (1) The DFR is a single report consisting of five parts:

             (a) The DFR cover page,

             (b) Part I-Diary Statistics Report (DSR),

             (c) Part II-Rejected Transactions,

             (d) Part III-Advisories/Purex/Messages, and

             (e) Part IV-Transactions of general information (no administrative action required).

         (2) The DFR is available for printing, if desired, from the “local” OLDS Master Menu, and can be requested with or without a cycle number.

    b.  If a specific cycle is not requested all available cycles will be displayed for the RU.  The DFR provides the following:

        (1) Diary Feedback Report Cover Page.  The cover page contains the basic unit and cycle information.

        (2) Transactions reported by the CMC, which are of interest to the RU.

        (3) Rejected UD transactions and description of the reason rejected.

        (4) Computer-generated messages resulting from accepted transactions.

        (5) Messages resulting from purification programs processed against the CMF.

        (6) All CMC "flow through" transactions.

        (7) Automated composite score information.

        (8) Transactions reported by the previous unit, which fail to post to the CMF.

        (9) Transactions reported by a TAD or FAP unit and MISSO's.

    c.  The DFR is in five parts; an explanation of each part is as follows:

         (1) The DFR cover page contains basic unit and cycle information.

         (2) Part I (UD STATISTICS REPORT).  This part will reflect UD statistics of all UD's that processed in the cycle requested.  If no cycle is requested, Part I will contain all UD's processed for that RUC.  

         (3) Part II (REJECTED TRANSACTIONS).  This part contains any rejected transactions as a result of the RU's input, by cycle requested.  If no cycle is requested, Part II will contain all rejected transactions for all UD's processed as reflected on the DSR.  The following information appears on Part II of the DFR:

             (a) The RUC of the unit for which the report is generated.

             (b) SSN.  SSN's are listed in ascending sequence.

             (c) UD/PAYROLL NUMBER.  The number assigned to the UD that initially reported the transaction.

             (d) UD/PAYROLL DATE.  The date of the UD reporting the transaction.

             (e) EFF DATE.  The ED reported on the UD.

             (f) ACT DATE.  The action date reported on the UD.

             (g) DO RUC.  Not used.

             (h) CYC NR.  The MCTFS cycle number in which the transaction failed to process.

             (i) ADVISORY ERROR.  The alphanumeric code for the English message is listed showing whether the transaction failed during the format and edit or the poster portion of the MCTFS cycle. Provided for research.

             (j) LAST NAME.  The Marine's last name and initials.

             (k) TTC.  The TTC and the English statement that was reported on the individual Marine.

             (l) ADC-NR.  The file number assigned to this particular advisory message and the English description of the rejection.

         (4) PART III (ADVISORIES/PUREX).  Part III will reflect the rejected transactions/advisories occurring not as a result of the RU's input; i.e., PUREX, COM GENERATED, HQMC RUC, etc., in the cycle requested.  If no cycle is requested, Part III will contain all ADVISORIES/PUREX messages for all UD's processed as reflected on the DSR.  The following information appears on Part III of the DFR:

             (a) SSN.  SSN's are listed in ascending sequence.

             (b) REPORTING ADVISORY RUC.  The number assigned to the UD that initially reported the transaction.

             (c) UD/PAYROLL NUMBER.  The number assigned to the UD that initially reported the transaction.  Computer-generated and purification routines are shown as 00888 followed by the year, for example 008898.

             (d) UD/PAYROLL DATE.  The date of the UD reporting the transaction.

             (e) EFF DATE.  The ED reported on the UD.

             (f) ACT DATE.  The action date reported on the UD.

             (g) CYC NR.  The MCTFS cycle number in which the transaction was processed or failed to process.

             (h) LAST NAME.  The Marine's last name.

             (i) TTC.  The TTC and the English statement that was reported on the individual Marine.

             (j) ADC-NR.  The file number assigned to this particular advisory message and the English description of the message.

         (5) PART IV (ADVISORY TRANSACTIONS).  Part IV contains data elements (1) through (7), above.  Additionally, it contains:

             (a) ADV TTC.  The TTC and English statement that was reported on the individual Marine.

             (b) ADV CD.  The advisory code.

             (c) ANALYST CD.  Unused.

    d.  AUDIT REQUIREMENTS FOR THE UD FEEDBACK REPORT.  The DFR will be viewed on the date the cycle becomes available except for cycles becoming available over a weekend or holiday.  In these cases, the DFR will be viewed on the first working day after the weekend or holiday.  Each MCTFS cycle will be accounted for.  The DFR will be audited and corrective action taken within 5 working days from the date the report is generated.  In order to accurately audit the DFR, it must be addressed by each individual part. The following audit requirements are provided as applicable to those parts:

        (1) Part I will contain all unit UD's that processed in the requested cycle.  If the DFR is requested without a cycle number, Part I will contain all UD information on the DSR for that RUC.  The transactions total for each UD will be compared to the total number of action statements on the Transaction Counter Page of the UD.  Instructions for annotation can be found in paragraph 20112.

        (2) Part II contains error messages generated from UD's submitted by the RU.  Therefore if no UD's are processed for the cycle requested, or if there are no rejected transactions listed on Part I, there will be no action required.  If there are rejected transactions on Part II, the following action is required.

            (a) Each transaction listed on the report will be audited to determine why the transaction failed to process correctly.  The error message printed below the transaction gives a brief reason for the failure and should be used as a starting point for research.  Once the reason for the error is known, the appropriate correction procedures can be taken.

            (b) Each error will be annotated with the corrective action taken, to include UD number and date of the UD that reported the corrective action.  Those errors previously corrected by the UD entry but not yet posted to the CMF will appear on the new DFR.  These errors that were corrected and annotated on an earlier DFR need not be annotated on subsequent reports.

            (c) Request assistance from your regional MISSO when unit efforts to take corrective action fail or when the unit has questions concerning error messages.

        (3) Part III contains advisory messages generated from several different modes of input and are not connected to a particular UD submitted by the unit.  Therefore, a unit may not have submitted a UD for several days and still have advisory messages posting to Part III of the DFR for cycles processed during the period that no UD's were submitted.  Advisory messages will be available for approximately 20 days.  If there are advisory messages on this part, the following action is required:

            (a) Each advisory message will be annotated with the corrective or appropriate action taken.  Those messages requiring UD action will also be annotated with the UD number and date of the UD reporting the corrective action.  Only those advisory messages not requiring any type of action will be annotated with NAR (No Action Required).  In those cases where UD action is not required, annotate corrective action; for example, letter sent to the CMC, DO, etc.

            (b) Caution must be taken to ensure that each advisory message is analyzed on its own merit.  Information regarding composite score data elements, composite scores, PUREX routines and messages from HQMC or from the Department of the Navy Central Adjudication Facility (security clearance action) is often times looked upon as routine in nature.  The action doesn't stop at the UD section, further action may not be complete until the advisory message is passed to the Service Record Section, the S2, S3 Training Section or the Marine's individual company commander, or even a personal interview with the Marine.

            (c) Request assistance from your regional MISSO when unit efforts to resolve advisory messages fail or when the unit has questions concerning advisory messages.

        (4) Part IV gives a ‘heads up’ to the unit that something has occurred that may affect that unit.  It will also contain all self-reported RED transactions that may require further action.

-----------------------------------------------------------------

REFERENCES:  

MCO P1001R.1 MCRAMM

MCO P1070.10 IRAM

MCO P1080.20 MCTFSCODESMAN

MCO P1080.40 MCTFSPRIM

MCO P1741.8 SGLI MAN

UD/MIPS USER GUIDE



SPECIAL MAILING CONDITIONS           ADDRESS VALIDATION               





Code  Description                    Code  Description


0     No special condition           C     Correspondence                


1     VIP special handling           I     IRS                        


2     Foreign Address(not APO/FPO)   R     Record Book 


3     Deceased                       S     Screening questionnaire


4     Being processed due to         T     Telephone call


       criminal status               Z     ZIP Code update


5     Territories


6     APO/FPO addresses


7     CMC (MMSR) USE ONLY





CODE DESCRIPTION     CODE DESCRIPTION          CODE DESCRIPTION   





0Q   None            DS   Dependent Son        SS   Step Son


LS   Legitimate Son  AD   Adopted Daughter     DD   Dependent Daughter


HQ   Husband         SD   Step Daughter        WQ   Wife


AS   Adopted Son     LD   Legitimate Daughter





REASON CODE


A - DEATH 


B - DIVORCE


C - ANNULMENT


D - EMANCIPATED


E - ADOPTION BY 


     OTHER


F - MARRIAGE











CODE COVERAGE     MONTHLY    UD      CODE COVERAGE   MONTHLY  UD


      OPTION      PREMIUM    ENTRY        OPTION     PREMIUM  ENTRY





0    NOT COVERED  $ 0.00     NONE 	 D    $130,000   $10.40   THIRTEEN


1    $ 60,000     $ 4.80     ONE		 E    $140,000   $11.20   FOURTEEN


2    $ 10,000     $ 0.80     TWO	 	 F    $150,000   $12.00   FIFTEEN


3    $ 70,000     $ 5.60     THREE	 G    $160,000   $12.80   SIXTEEN


4    $ 20,000     $ 1.60     FOUR	 	 H    $170,000   $13.60   SEVENTEEN


5    $ 80,000     $ 6.40     FIVE	 	 I    $180,000   $14.40   EIGHTEEN


6    $ 30,000     $ 2.40     SIX	 	 J    $190,000   $15.20   NINETEEN


7    $ 90,000     $ 7.20     SEVEN	 K    $200,000   $16.00   TWENTY


8    $ 40,000     $ 3.20     EIGHT	 L    $210,000   $16.80   TWENTYONE


9    $100,000     $ 8.00     NINE		 M    $220,000   $17.60   TWENTYTWO


A    $ 50,000     $ 4.00     TEN		 N    $230,000   $18.40   TWENTYTHREE


B    $110,000     $ 8.80     ELEVEN	 P    $240,000   $19.20   TWENTYFOUR


C    $120,000     $ 9.60     TWELVE	 Q    $250,000   $20.00   TWENTYFIVE











REASON CODE


00 -  Satisfactory IDT 


       – No reason


01 -  Tardiness


02 -  Leaving IDT 


       without 


       authority


03 -  Failure to meet 


       minimum  


       performance 


       standards











REASON CODE





00 - Satisfactory IDT – No reason    02 - Leaving IDT without authority


01 - Tardiness                       03 - Failure to meet minimum performance standards














REASON CODE





00 Unexcused absence – no reason required


11 Excused absence – death in family


12 Excused absence – family death imminent


13 Excused absence – family illness


14 Excused absence – Reservist illness or NPQ/TNPQ


15 Excused absence – emergency hardship


16 Excused absence – auto accident/breakdown


18 Excused absence – inclement weather/distance


19 Excused absence – graduation


20 Excused absence – marriage/honeymoon


21 Excused absence – other (include history statement to explain)


22 Excused absence – RIDT/AD/ADT (include history statement of the RIDT/AD/ADT dates)














If the reason is,                               then report:





Marine is a nonmandatory participant (OWN REQ)         1


Marine is considered fully trained after (TRAINED)     5


    completing 2 years of AD


Marine elects not to remain in the SMCR after          4


    enlisting in a ROTP (NROTC/Naval Academy) or PLC 


    Program 


Other than reasons listed above not as a result of     2


    screening (OTHER) 


RESERVED FOR FUTURE USE                                3


Marine’s request for SMCR IDT obligation               B


BRAC, unit relocated                                   C


BRAC, unit redesignated                                D


Unit relocated (other than BRAC)                       E


Unit redesignated, (other than BRAC)                   F


Key Federal Employee                                   G


Medical                                                H


Unsatisfactory Drill Attendance                        I


Disciplinary                                           J


Hardship/Humanitarian                                  K





Use relationship codes listed above








1
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