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SERVICE RECORDS/BIR/BTR

1.  LEARNING OBJECTIVES

   a.  TERMINAL LEARNING OBJECTIVES
      (1) Given EUCE, access to MCTFS or UD/MIPS, a service record (SRB/OQR), source documents, a BIR/BTR, and the references audit basic individual record/basic training record (BIR/BTR) per MCO P1070.12, MCO P1080.20 and in consonance with source documents. (0151.09.02)

      (2) Given an SRB/OQR, source documents, and the references, maintain standard pages of SRB/OQR for reservists per MCO P1070.12 and MCO P1080.20. (0151.09.03)

      (3) Given an SRB/OQR, service record documents, and the references, maintain document side of SRB/OQR for reservists per MCO P1070.12. (0151.09.04)

      (4) Given a completed service record (SRB), the appropriate blank certificates, references, and EUCE Prepare Good Conduct Medal Certificates/SMCR Medal/AFRM Certificates without typographical or format error, per MCO P1070.12, MCO P1080.40 and SECNAVINST 1650.1. (0121.04.02)

      (5) Given a service record (SRB/OQR), blank forms, a situation requiring a Marine's separation, and the references, prepare documentation for separation without typographical/information error, per MCO P1070.12, MCO P1080.40, MCO P1900.16, MCO P4650.37, MCO P1080.20, DFAS-KC 7220.31 and JFTR. (0121.04.12)

      (6) Given a service record, references and a request for resignation/retirement/transfer, process resignation/retirement/ transfer to the Fleet Marine Corps Reserve per the references. (0193.06.05)

    a.  ENABLING LEARNING OBJECTIVES
        (1) With the aid of references, identify the occasions, which warrant an audit of the Basic Individual Record/Basic Training Record (BIR/BTR), in accordance with the references.  (0151.09.02a)

        (2) With the aid of references, given source documents and a Basic Individual Record/Basic Training Record (BIR/BTR) with programmed errors, audit the BIR/BTR, in accordance with the references and in consonance with source documents.  (0151.09.02b)

        (3) With the aid of references, given Basic Individual Record and Basic Training Records (BIRs/BTRs), identify the appropriate retention requirements for each of the given scenarios, in accordance with the references. (0151.09.02c)

        (4) With the aid of references, given SRBs/OQRs, source documents a partially completed NAVMC 118(3) Chronological Record, and scenarios pertaining to the Chronological Record page, complete the required Page (3) entries for each of the given scenarios, in accordance with the references.  (0151.09.03a)

        (5) With the aid of references, given SRBs/OQRs, source documents and scenarios impacting a member's Record of Service (ROS), edit the ROS to accurately reflect the given scenarios, in accordance with the references and in consonance with the source documents.  (0151.09.03b)

         (6) With the aid of references, given SRBs/OQRs, source documents, a partially completed NAVMC 118(11) Administrative Remarks page, and a unit muster sheet, prepare the required Page (11) entries for the given scenario, in accordance with the references and in consonance with source documents. (0151.09.03c)

         (7) With the aid of references, given SRBs/OQRs, source documents and scenarios requiring change to a member's Record of Emergency Data (RED), edit the RED to accurately reflect each of the given scenarios, in accordance with the references. (0151.09.03d)

         (8) With the aid of references, given SRBs/OQRs, a SGLV 8286 (SGLI form) with programmed errors/omissions, edit the SGLI form, in accordance with the references. (0151.09.03e)

         (9) With the aid of references, given various scenarios involving member's participation in the Servicemembers Group Life Insurance (SGLI) Program, identify which scenario warrants the termination of SGLI benefits, in accordance with the references. (0151.09.03f)

         (10) With the aid of references and given a list of forms/documents related to the document side of the service record, determine the filing requirement for each form/document, in accordance with the references. (0151.09.04a)

         (11) With the aid of references and provided with a blank Good Conduct/SMCR medal/AFRM certificate, prepare the Good Conduct/SMCR medal/AFRM certificate, in accordance with the references. (0121.04.02a)

         (12) With the aid of references, and given a partially completed DD 214, source documents and Form Flow software; complete the DD 214 for the separation situation provided, in accordance with the references. (0121.04.12a)

         (13) With the aid of references and given a partially completed page 3, source documents and Form Flow software, complete the page 3 separations entry for the situation provided, in accordance with the references. (0121.04.12b)

         (14) With the aid of references and given a completed ROS and source documents, annotate the ROS for separation situation provided, in accordance with the references. (0121.04.12c)

         (15) With the aid of references, determine the number of qualifying years of service a Reservist must perform to be eligible for retirement with pay at age 60, in accordance with the references.  (0193.06.05a)
2.  SERVICE RECORD BOOK(SRB)/OFFICER QUALIFICATION RECORD(OQR).  Service records present a summary of the events of a Marine’s military service.  It is used as the basic record for reporting information into MCTFS and is used by the commander in determining duty assignments and eligibility for specific personnel actions.  Two service records are maintained on every Marine.  The first is the service record (SRB/OQR) that is maintained at the unit level.  This service record is the most current and up to date information on the Marine outside of the Marine Corps Total Force System.  The second is the Official Military Personnel File (OMPF) held at HQMC.  At various stages in a Marine's career, copies of the pages inside of the service record book are to be photo copied and mailed to HQMC.  These copies make up the OMPF.  Both provide a history of the Marine’s career from entrance in the Marine Corps or the Marine Corps Reserve to discharge, retirement, resignation, or death.  The SRB/OQR is composed of a cover, standard pages, and pertinent documents.

    a.  COVER, STANDARD PAGES, AND PERTINENT DOCUMENTS  

        (1) Cover.  The cover is a manila folder-type book designed to hold documents on the left side and standard pages on the right side.  Enter the Marine's name (last name, first name, middle initial followed by such titles as "Jr.," "Sr.," or Roman numerals i.e. "II," "III," etc.) and SSN on the cover.  Gummed-labels may be utilized providing only the above-mentioned information is provided.  Any additional information is prohibited.

       (2) Standard Pages.  Standard pages are the same for both the OQR and the SRB with a few exceptions.  Each definition below will tell you which record book it pertains to.

             (a) Contract Information

                 1 NAVMC 763, Appointment, Acceptance and Record.  The Appointment Acceptance and Record is the document, which establishes a legal relationship between the U. S. Government and an officer of the Marine Corps or Marine Corps Reserve.  The appointment is issued by the Commandant of the Marine Corps to an enlisted Marine who is accepting an initial appointment to a warrant or commissioned officer status or an officer who is accepting a status change in the Marine Corps or Marine Corps Reserve - an example of a status change is a Limited Duty Officer (LDO) who accepts a regular commission.  HQMC (MROA) prepares a partially completed NAVMC 763 - in quadruplicate - and sends it to the unit commander who will administer the oath and complete the NAVMC 763.

                 2 DD Form 4, Enlistment/Reenlistment Document. The DD Form 4 is the basic document that establishes a legal relationship between the U. S. Government and the enlisting or reenlisting Marine.  Staple any signed statements of understanding, when applicable, under the DD Form 4.

                 3 NAVMC 321a, Agreement to Extend Enlistment.   The Agreement to Extend Enlistment is the basic document used to effect voluntary extensions of enlistment for enlisted personnel (SRB).  When executed, file on top of the enlistment/ reenlistment document that it extends.  Voluntary extensions of enlistment are executed in monthly increments and not approved for more than 23 months for each extension.  Marines cannot exceed 48 months of extensions on each enlistment contract.

             (b) NAVMC 118(3), Chronological Record.  The Page 3 is designed for chronologically recording the events and duties performed by a Marine from time of commissioning or enlistment through complete severance from the Marine Corps or Marine Corps Reserve.  The first entry begins with recruit training.  This page is divided into three columns identified as ORGANIZATION, PRIMARY DUTY, and REMARKS.

                 1 The first of the three columns is the Unit/Organization column.  The Marine's parent organization at which they are assigned for a primary duty will be completely identified here, down to and including the battalion/squadron.  The Reporting Unit Code (RUC) and Monitored Command Code (MCC) will be included as part of the organization - these are contained in the MCTFSCODESMAN.

                 2 The second column is the Primary Duty column.  The Marine's primary duty is reflected in this column.  The information recorded here must reflect the Marine's actual job.  

                   a Record the abbreviated descriptive job title that the Marine is performing and the billet MOS.  Marines attending recruit training will reflect a BMOS of 9900.  Marines attending a formal MOS awarding school will reflect a BMOS of the intended MOS (IMOS).

                   b Whenever a Marine is assigned or reassigned a primary duty, record the abbreviated title and the BMOS of the duty performed.  Record in parentheses, immediately after the BMOS, the number of months that a primary duty was performed.  This is determined by subtracting the six-digit DOD format date of duty assignment from the date of termination of that duty - be sure to add one day for inclusive dates.  Count periods of 16 days or more as a full month.

                 3 The last column of the page is the Remarks column, which is used for entering the effective date of such occurrences as joins, transfers, reassignments, discharge, retirement, resignation, hospitalization, and death.  Precede all entries with the date(s) of occurrence.

             (c) Record of Service (ROS)
           
                 1 The ROS is a computer-generated form used to show the conduct and duty proficiency marks that have been assigned to corporals and below.  The data reported to support the ROS is used to automatically compute composite scores for lance corporals and corporals.  Composite scores generated by MCTFS appear on the Marine's ROS.

                 2 Print the ROS each time conduct and duty proficiency marks are reported and processed in MCTFS.  Upon receipt of a new ROS, it will be verified against the old ROS and if correct will be returned to the Marine or destroyed.

                 3 When a Marine is promoted to corporal or sergeant, the "TO" date is the day prior to the date of rank.  

                 4 Annotate the marks assigned on any occasion that requires a command to close out and forward the SRB such as transfer, permanent change of assignment, PCS, TAD excess, discharge, release from active duty in pen/ink.  An official authorized to sign record book entries must sign the annotated marks.

                 5 Do not type entries on the ROS.

                 6 When a Marine is promoted to sergeant, place the ROS produced as the result of the promotion on the document side of the SRB for permanent retention.

                 7 The occasions for assignment of marks are presented as a Decision Logic Table, table 4-4, in the IRAM.

                 8 Conduct marks below 4.0 assigned for any reason other than a court-martial or nonjudicial punishment (where no reduction was awarded) must be supported by an administrative remark entry on Page 11.

                 9 Duty proficiency marks below 3.0 assigned for any reason other than a court-martial or nonjudicial punishment must be supported by an administrative.

                 10 To make corrections to the ROS during an audit, line out the incorrect information and annotate the correct information above or below the incorrect information.

             (d) NAVMC 118(11), Administrative Remarks  
                 1 The administrative remark’s page is limited to matters forming an essential and permanent part of a Marine's military history which are not recorded elsewhere in the service record and which will be useful to future commanders.

                 2 A heavy line will separate 2 Entries.

                 3 Authorized use of white labels. 

                 4 Any document that reflects unfavorably upon a Marine's mental, moral, or professional qualifications is considered adverse material.  The CMC (MMSB) will microfiche correspondence containing adverse material on Marines as well as rebuttals made by the individual.  Ensure the rebuttal is also forwarded upon reenlistment as required by the IRAM. 

                 5 If applicable, an adverse entry will include statements to the effect that the Marine was provided the opportunity to make a rebuttal statement; the Marine did or did not choose to make that rebuttal statement; and if the rebuttal statement is made, a copy of it is filed on the document side of the service record.  The Marine will have 5 working days after referral of the entry to return the completed statement to the commander for filing in the service record. 

                 6 Adverse Page 11 entries must include the following language only if they concern misconduct or substandard performance; confirmed incidents of illegal drug abuse or possession; incidents of alcohol abuse; and administrative measures:

"I was advised that within 5 working days after acknowledgment of this entry, a written rebuttal can be submitted and this rebuttal will be filed on the document side of the SRB.  I choose (to) (not to) make a rebuttal."

                 7 If the Marine refuses to sign an adverse/derogatory entry, add the statement "Marine refuses to acknowledge this entry" at the bottom of the entry.  By refusing to acknowledge the entry the Marine forfeits the opportunity to make a rebuttal statement.  Make a counter-entry immediately following the counseling entry to verify the Marine was made aware of the adverse/derogatory entry.

                 8 Page 11 entries may be signed "By direction" of the commanding officer or unit commander unless the specific entry requires the commanding officer's or Marine's personal signatures.  The sample entries listed in the IRAM will identify the entries requiring the commanding officer's and Marine's personal signatures.

             (e) NAVMC 10132, Unit Punishment Book (5812)

                 1 NAVMC 10132 is designed for recording offenses and punishments, for establishing command jurisdiction at the time of offense, and accounting for unauthorized absences (in excess of 24 hours) and marks of desertion.  Upon immediate reenlistment, reproduce any NAVMC 10132 and forward the copy(ies).  Chapter 3 of the LEGADMINMAN and MARADMIN 301/02 provides detailed guidance when preparing the UPB. 

                 2 The time a Marine spends IHCA before trial in a civilian court is not UA if he Marine was not absent without authority at the time of arrest and if (1) the charges are dismissed, or (2) he Marine is found not guilty of all charges.

                ​ 3 Entries regarding court-martial offenses are not authorized on the NAVMC 10132.

                 4 The commander will sign entries on the NAVMC 10132 or a designated representative authorized to sign by direction. 

                 5 If a hearing of NJP results in no punishment imposed, do not retain the NAVMC 10132 as a matter of record. 

             (f) Record of Conviction By Court-Martial (NAVMC 118(13)) and Supplementary Record of Conviction By Court-Martial (NAVMC 118(13A)).  NAVMC 118(13) and NAVMC 118(13A) are forms that record the history of a court-martial.  These can also serve as evidence of a previous conviction when a Marine is to receive a subsequent court-martial.  Prepare the NAVMC 118(13) for each summary, special, or general court-martial.
             (g) Record of Emergency Data (RED)         
                 1 The RED provides 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 the following:

                   a A current record of the names and complete addresses of persons to be notified in case of an emergency.

                   b A current record of persons related to the Marine who may be entitled to death benefits as prescribed by law.

                   c Specific beneficiary(ies) designated to receive death gratuity in the event a lawful spouse or child does not survive the Marine.

                   d Specific beneficiary(ies) designated to receive any unpaid pay and allowances, any amounts due for unused leave, funds deposited in the Savings Deposit Program, and any other moneys due from the Department of the Navy which are unpaid at the time of the Marine's death.

                   e Specific beneficiaries designated to receive SGLI and the method of payment.  Spouse SGLI election also is reflected.

                   f Names of insurance companies to be notified in the event of a Marine's death. 

                   g Names and complete addresses of persons in the immediate family who are NOT TO BE NOTIFIED due to ill health.

                   h The relationship, names, addresses, and telephone numbers of legal guardians.

                 2 Certification Procedures 

                   a When the RED is received and audited, the Marine will sign the member certification block in ink as follows:  first name, middle initial, and last name.

                   b The person responsible for interviewing the Marine will witness the signature and sign the witness certification block in ink as follows:  first name, middle initial, last name, and grade.

                   c All interviews and witnessing signatures will be accomplished by a LCpl/GS-4 (MCO P1080.40) or above who will also complete the date-certified-block as follows:  YYMMDD; for example 980520.

                   e The new RED will be filed in the OQR/SRB in place of the previous RED.

                 3 Correction Procedures.  To correct erroneous information contained in the RED:

                   a The Marine will draw a single line through each item of information to be corrected, hand write the correct information, and then sign and date each correction as follows: first name, middle initial, and last name.

                   b Record the unit diary number that reported the corrections in the space labeled "RPT ON UNIT DIARY NUMBER" on the RED.

                   c Maintain the annotated RED in the OQR/SRB until receipt of the updated RED.

             (h) SGLV-8286, Servicemember's Group Life Insurance Election and Certificate                                
                 1 File the SGLI election form on the right side of the OQR/SRB immediately following the RED.  

                 2 All Marines are eligible for SGLI coverage.

                 3 The amount of insurance coverage elected may be increased or decreased in $10,000 increments from an election of "NONE" to a minimum of $10,000 to a maximum of $250,000.  This election is not automatic.

                 4 Marines who initially elect for less than the maximum SGLI coverage of $250,000 can later apply for increased coverage of up to $250,000, but must furnish proof of good health.

                 5 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.

                 6 The SGLI election must be recorded on the Marine's RED.

                 7 The purpose of SGLI is to provide additional security for the service member's family.  In this regard, when a Marine is likely to be survived by dependents or parents and designates some other person or entity as a beneficiary for his insurance, the Marine is required to be counseled concerning his designation of an unusual beneficiary.  If the Marine still desires to designate the unusual beneficiary, the following statement must be typed or stamped in any available space on the front of the SGLI form accompanied by the Marine's signature:

“I have been counseled about designation of an unusual beneficiary”.

                 8 VA Form SGLV-8286 is not effective until it is submitted to a Marine Corps unit.  The completed form should be witnessed by a Sergeant or GS-4 or above.

                 9 VA Form SGLV-8286 will be completed on the following occasions:

                   a When the Marine’s coverage begins - 0001 on the 1st day of active duty.

                   b When the Marine desires to reduce or refuse insurance coverage.

                   c When a Marine desires to change the beneficiary.

                   d Anytime an error is discovered on the VA Form SGLV-8286 (NO PEN CHANGES ARE AUTHORIZED).
                 10 Family members (spouse (active or non-active duty) and child(ren)) of all Marines insured under the SGLI Program will automatically be insured under SGLI.  If the marriage occurs after 1 November 2001, insurance coverage becomes effective on the date of marriage.  The Marine must elect in writing not to insure his/her spouse by completing the SGLV-8286A. (MARADMIN 442/01)  

                   a Spousal coverage may not exceed the amount of insurance coverage of the Marine.  Spousal coverage will be in increments of $10,000 not to exceed $100,000.  Marines married to other servicemembers are eligible for spousal coverage.  

                   b Children are automatically covered for $10,000 at no cost to the Marine.  The Marine may not elect to insure his/her children for less than $10,000.  Coverage becomes effective on the date of birth (if after 1 November 2001) or, if the child is not the natural child of the Marine, the date on which the child acquires status as an insurable family member of the Marine.  Only one spouse may elect coverage for a child.

                ​11 SGLI coverage for Reserve Marines terminates after acquiring 9 consecutive unexcused absences in accordance with the following procedures: 

                   a Complete “Notice of SGLI Termination", return receipt requested to member’s official mailing address.  The date sent serves as the “Date Notified of Pending SGLI Termination."  The notice must clearly state effective that 60 days from the date of the notice, coverage will be terminated (MCO P1741.8).

                   b If the SMCR member has not attended drills "with pay" within 60 days of the "Date Notified of Pending SGLI Termination", the commanding officer will complete the final "Notice of SGLI Termination", mail to member’s official address, and terminate the SGLI coverage in the Marine Corps Total Force System.

                   c Coverage terminates on the last day of the month in which written notice to discontinue coverage is submitted.

        (3) SRB/OQR Document Side.  The following listing is provided in a suggested filing sequence.  There is no mandatory sequence for filing documents in the SRB.

            (a) BIR/BTR.  Once an audit, certified and corrections made, has been conducted on the BIR/BTR, it will be given to the Unit Diary Section.  Once reported on the unit diary, the audited BIR/BTR will be filed in the service record until the next "Join/Annual Audit" is completed.     

                1 The BIR has seven sections, which are:

                  a Header information containing personal identification to include the RUC, platoon code, and MCC.

                  b Contract Information.

                  c Service Information.

                  d Personal and Military Information.

                  e Record Information.

                  f Dependent Information.

                  g Certification Section. 

                2 The BTR has five sections, which are:

                  a Header information containing personal identification to include the RUC, platoon code, and MCC.

                  b Unit Training.

                  c Service Training/Special Skills.

                  d Service Schools.

                  e Test Scores.

            (b) NAVPERS 5510/1, Record of Personnel Reliability Program.  When a Marine is involved in the PRP, file the NAVPERS 5510/1 as the top document.

            (c) A written explanation of the eligibility requirements for VA dental treatment, signed by the Marine, or by the commanding officer if the Marine refuses to sign.  (Applies to Marines who served on Active Duty not less than 180 days.)

            (d) IRS Form W-4, Employee's withholding Allowance

Certificate.  The most recent signed copy of this form will be filed in the SRB.  This form is not required to reflect the current exemptions contained in the MCTFS.

            (e) IRS Form W-5, Earned Income Credit Advance Payment Certificate, for eligible Marines who have filed for and are receiving earned income credit.

            (f) DD Form 2058 and 2058-1 if required, State of Legal Residence Certificate. Upon execution of the DD Form 2058-1, ensure that a separate IRS Form W-4 is completed for state withholding.

            (g) DD Form 2057, Contributory Education Assistance Program-Statement of Understanding.

            (h) DD Form 2366, Montgomery GI Bill Act of 1984 (MGIB) Statement of Understanding.  Retain on all personnel whether enrolled in or disenrolled from the program.

            (i) NAVMC 10922, Dependency Application.  File the latest application(s) approved by the commander or approved/ disapproved by the CMC (MRP-1).

            (j) Documents considered by the commander to be a necessary part of the SRB to support payment of allowances.

            (k) DD Form 4, Enlistment/Reenlistment Document - Armed Forces of the United States (the "old contract" and any extension agreements (NAVMC 321a) thereto, upon immediate reenlistment).

            (l) NAVMC 763, Appointment Acceptance and Record (OQR copy) from previous officer appointments.

            (m) NAVMC 11000, Privacy Act Statement for Marine Corps Personnel and Pay Records.

            (n) Individual Clothing Record (NAVMC 631 for males; NAVMC 631a for females).  

            (o) DD Form 214, Certificate of Release or Discharge From Active Duty.

            (p) Marine's written rebuttal statement concerning a derogatory administrative remarks page entry.

            (q) DD Form 1966, Application for Enlistment - Armed Forces of the United States.

            (r) OPNAV 5211/9, Record of Disclosure - Privacy Act 1974.

            (s) Veterans' Administration Insurance Forms.

            (t) DD Form 2257, Designation/Termination MPC-FPC-COPEPFO.  (Retained on all MOS 0161 postal clerks.)

            (u) Duplicate originals or certified copies of general or special courts-martial promulgating orders per JAGINST 5800.7.

            (v) NAVMED 6100/5, Abbreviated Limited Duty Medical

Board Report.

            (w) CMC letters which authorize remedial promotion.

            (x) DD Form 1879, Request for Personnel Security

Investigation.  (Duplicate copy, plus any supporting documents.

Retain until security clearance is granted or denied)

            (y) VA Form 21-8951, Benefits/Waiver Certification.

(Reserve Marines only) 

            (z) Standard Written Agreement to Train (SWAT).  (Reserve Marines only) 

            (aa) Written Agreement for Reserve/Extension Bonus and Affiliation Bonus for the Selected Reserve Incentive Program.  (Reserve Marines only)

            (bb) Automated Career Retirement Credit Report (CRCR).  File the original signed copies of the CRCR.  Upon completion of the next audit, remove the previous CRCR and replace with the CRCR containing the most current information. 

            (cc) Release from active duty orders.

            (dd) SF Form 86, Questionnaire for National Security Positions (most recent copy retained as long as military status is maintained to expedite future update).

            (ee) NAVPERS 5510/3, PRP Screening and Evaluation Record.

            (ff) Copy of approved Administrative Separation

Proceedings when the separating authority suspends its execution.

            (gg) Copy of Administrative Separation Proceedings’ finding of one or more allegations that are supported by a preponderance of the evidence, but the member is retained even though this finding is not disapproved by higher authority’s action.

            (hh) Any other document(s) required by current regulations or considered by the commanding officer to be a necessary part of the Marine's record.

    b.  MAKING ENTRIES.   There are four authorized methods of recording entries in the individual record.  Erasures, strikeovers, and correction fluid are prohibited.

        (1) Typewriter or word processor.  Make all entries with a typewriter, if possible.  Use of self-correcting typewriter in making entries is permitted.

        (2) If it is not possible to use a typewriter or word processor, neatly print entries in black ink.

        (3) Rubber Stamps may be used utilizing black ink.    

        (4) Use of labels for certain page 11 administrative remarks entries.

    c.  METHODS OF CORRECTION.  There are three authorized methods for correcting information recorded on the standard pages of a Marine's individual service record. 

        (1) Pen Change.  Draw a thin-inked line (using black ink) through the characters, numbers, or words to be corrected or changed.  Enter the change or correction directly above or below the lined out information.

        (2) Counterentry.  This type of correction is used to delete an entire entry as erroneous.  Draw a thin inked line through the entry to be deleted.

        (3) Modifying Entry.  Used to correct an entry that contains an error or errors too numerous to allow a pen change correction.  Draw a thin-inked line through the entry to be modified.  In the next available space, identify the entry that was lined out and record the correct information (for example: "Refer to 3d entry this page.").

    d.  SIGNATURES                                     
        (1) Facsimile signatures shall be validated by the initials of the officer who has been designated in writing, provided the entries are of record keeping nature and do not require an opinion or decision by the commander regarding the content of the entries.  Facsimile authorizations for commissioned and warrant officers must be designated in writing by the commanding officer and must include any limits imposed.

        (2) Facsimile signatures shall be validated by the handwritten initials of the designated officer.  Facsimile stamps must be properly safeguarded and used only for the purpose for which authorized.

        (3) A civil service employee whose position description states record keeping/maintenance responsibilities may authenticate record book entries if so designated in writing.

        (4) The commander, the acting commander, a commissioned or warrant officer, or a staff noncommissioned officer designated in writing will authenticate entries (i.e. "Acting" or "By direction").

        (5) When two or more successive entries are made at the time requiring a signature, the signature may be placed opposite the last entry and the remaining signature space crossed out by a diagonal line.

    e.  AUDIT OF RECORDS              
        (1) Purpose.  To ensure records of personnel are accurate, complete, current, and in consonance with information maintained in the MCTFS databases.  Commanders shall designate an officer, SNCO, responsible lance corporal, or a GS04 or above in writing, to assist Marines in verifying that information recorded in various records is compatible and correct.  Corrective action is taken regarding all discrepancies.  During audits, screen the document side of the service record to ensure removal of extraneous papers.

        (2) The following occasions are the minimum requirement for conducting audits:

            (a) Join Process Audit.  Whether the Marine is reporting into the command for the first time or returning from a period of DUINS in excess of 20 weeks, Fleet Assistance Program, Temporary Additional Duty, reserve personnel returning from a period of active duty in excess of 30 days, or deployments in excess of 30 days, a complete audit of the Marine's service record book must be conducted.

                 1 Join Process Audit Requirements.  A join process audit will be conducted on all personnel joined chargeable to the command for duty, or returned from TAD, or deployment in excess of 30 days.  This audit focuses on the data elements and records associated with entitlements resident in MCTFS.

                   a The Marine is required to certify the entitlement to BAH at this time this certification of BAH satisfies the requirement for a triennial audit.

                   b The BIR/BTR will be audited and corrective action taken via the UD.  The audited BIR/BTR, complete with signatures and dependent certification (if required), will be filed on the document side of the service record until the next dependent certification or next "Join/Annual Audit" is completed.  

                   c The Diary Retrieval System (DRS) Option 23 will be audited and corrective action taken via the UD.  The audited option 23 complete with annotations will be attached to the join checklist or check-in sheet and filed in the correspondence files.

                   d The Record of Emergency Data (RED) will be audited and corrective action taken via the UD.  The audited RED, complete with signatures, will be filed in the SR until the next revision to this document is required.

                   e The Record of Service (ROS) or performance evaluation record, (EDU) in MCTFS will be audited and corrective action taken as required.  These documents will be returned to the member upon completion of the audit.  

                   f The SGLI form will be audited for accuracy.  If incorrect, a new form will be completed and reported via the UD prior to filing in the service record.

                   g The career retirement credit report (CRCR) will be reviewed and certified by all reserve Marines to include those serving on active duty.  The CRCR certification entry will be reported in MCTFS.  This requirement does not pertain to reserve officers serving on their initial service obligations.

                   h VA Form 21-8951 (Notice of waiver of VA compensation or pension to receive military pay and allowances) must be completed and filed in the service record for reserve personnel not assigned to active duty in excess of 30 days.  

                   i The join process audit will be conducted after the elapsed time (leave/delay) (LSL) has posted into MCTFS, or 60 days after the join posts, whichever is earlier.  If the elapsed time has not posted within 45 days of the join, notify the DO/FO via NAVMC 11116.  The NAVMC will include the DOV number, date, and DSSN of the claim.

                   j For joins where no travel entitlements exist (e.g. PCA, reassignments between reporting units and inter-unit transfers of reserve Marines), the join process audit  will be conducted immediately after the join posts. 

                 2 Triennial Audit Requirements.  A triennial audit will be conducted on all chargeable personnel in the reporting unit who have not been the subject of a triennial or join process audit within the past three years.  The procedures for the triennial audit are the same as the "Join Process Audit" with the exception of working the DRS Option 23.

                 3 Deployment/Readiness Audit Requirements.  Active duty training (ADT) for reserve Marines is considered a deployment.  This audit can suffice as the triennial audit provided that all triennial audit requirements are met.  At a minimum the deployment audit will include the following:

                   a The RED will be audited and corrective action taken on the UD.  The audited RED complete with signatures will be filed in the service record until the next revision to this document is required.

                   b The SGLI form will be audited for accuracy.  If incorrect, a new form will be completed and reported via the UD prior to filing in the service record.

                   c Review and report the occurrence of a special power of attorney for childcare, if required. 

3.  Marine Corps Good Conduct Medal (GCM)               
    a.  When the actual date of commencement of a GCM period is known; e.g., date of first or recruit enlistment in the Marine

Corps, date of first recruit enlistment in the Marine Corps

Reserve for immediate assignment to active duty, enlisted reservists assigned to the Active Reserve (AR) program, etc., report the date per the MCTFSPRIM.  When the actual date of commencement is not known due to broken active service, the commander may, after all other efforts to reconstruct a commencement date have been exhausted, request a constructive date of commencement from the CMC (MMMA).

    b.  When a GCM (or star in lieu of another medal) is awarded, report the new date of commencement as the date following the end of the award period on the UD per the MCO P1040.80.

4.  Selected Marine Corps Reserve Medal (SMCRM)        
    a.  The "Selected Marine Corps Reserve Medal" commencement dates are recorded for the SMCRM and AFRM periods for Reserve enlisted Marines and reported on the UD per the

MCTFSPRIM.

    b.  An enlisted reservist entering AR status must select (1) continuation of the applicable SMCRM period, or (2) to start a new GCM commencement date.  Document this selection by an entry on page 11.  If the Marine elects to continue the SMCRM period, award the medal or bronze star when the Marine meets requirements.  Upon completion of the SMCRM period for which the

SMCRM or bronze star is awarded, the Marine will, without further election, commence eligibility for the GCM.  The GCM commencement date will be the day following the ending date for which the SMCRM was awarded.

5.  Armed Forces Reserve Medal (AFRM)          
    a.  For nonprior service recruits awaiting IADT, the date contracted is the commencement date. For prior service Marines the date joined to the Marine Corps Reserve is the commencement date. MCO 1650.19 contains detailed instructions concerning the awarding of the AFRM and subsequent devices (Mobilization, Bronze Hour-glass, Silver Hour-glass, Gold Hour-glass, and the Gold/Bronze Hour-glass).

    b.  Marine Corps Reserve personnel serving in an AR billet may continue to count service for the award to which they were qualifying for upon entering in the AR program but may not commence a new period of qualifying service.

    c. Record commencement dates for the SMCRM and AFRM and report in MCTFS via the unit diary.  When the medal or a star (in lieu of 2d and subsequent awards) is awarded, record and report the appropriate entry via the unit diary.  Record the dates the new qualification period commences and report a new commencement date in the MCTFS.  The new commencement date is the day following the end of the period for which the award was made.  If a commencement date cannot be determined, the commander will request a constructive date of commencement from the CMC (MMMA).

6.  RESERVE RETIREMENT                           
a. Retirement or Separation for Age and Service.

        (1) Enlisted members of the Reserve upon reaching age 60, who are qualified for retirement with pay, will be transferred to the Retired Reserve, at their request, effective on the 1st day of the month following their 60th birthday.  However, if they fail to request retirement after being afforded an opportunity, they will be discharged by the parent command for "Convenience of the Government." 

        (2) Enlisted members are subject to the 60-year age policy in MCO P1040.35. Enlisted members who are not able to satisfy the requirement for a reserve retirement with pay at age 60 will be discharged on the earliest of the following dates:  

            a The 1st day of the month following the date on which they complete 20 years of qualifying service and become eligible for retirement; or

            b The 1st day of the month following their 62nd birthday. 

        (3) Enlisted members must be serving within the unexpired term of an enlistment contract or on a valid extension to the enlistment contract on the effective date of transfer to the Retired Reserve.  Discharge by reason of expiration of enlistment, effected before transfer to the Retired Reserve, separates a Marine from the Marine Corps Reserve.  Former members are not entitled to transfer to the Retired Reserve or any retirement benefits except as may be provided by law. 

    b.  Transfer to the Reserved Retired List With Pay
        (1) A Reservist who completes 20 qualifying years of service (not necessarily continuous) is eligible, upon application, to transfer to the Reserve Retired List and to receive retired pay and benefits upon or after reaching age 60, per the following: 

            a The member performs the last 8 years of qualifying service while a member of a Reserve component.  (National Defense Authorization Act For 1990, extended by Public Law 105-261/Section 561, permits transfer to the retired reserve if the last 6 years of qualifying service were performed as a member of a Reserve component through 30 September 2001)

            b The member is not entitled under any other provision of law to retired pay from an Armed Force or retainer pay as a member of the FMCR.

        (2) The last 8 years of qualifying service does not have to be continuous.  If a period of service in a Regular component intervenes between periods of Reserve service totaling the required 8 years, then that period of Regular service cannot be applied toward meeting the criteria of paragraph 4C(1)(a) above (10 U.S.C. 12731 applies).  For example:

            a An individual who served 14 years as a Reservist and then 6 years in the Regular Marine Corps must serve an additional 8 years in a Reserve status to qualify for reserve retired pay.  In this example, an additional 8 years service in a Reserve status is necessary to meet the requirement that the last 8 years of qualifying service be as a member of a Reserve component. 

            b An individual who served 4 years as a Reservist, then 13 years in the Regular Marine Corps, then 4 more years as a Reservist, must serve an additional 4 years in a Reserve component to qualify for reserve retired pay.  In this example although the Marine has completed over 20 years of service, 4 more years must be served in a Reserve component to meet the requirement that the last 8 years of service be as a member of a reserve component

        (3) A member who completes the years of service required for eligibility for retired pay will be notified in writing within 1 year after completing said service.  The CMC (MMSR-5) will issue this notification.  Do not submit individual requests unless a qualified member does not receive notification within the prescribed 1-year period.  Only the CMC (MMSR-5) is authorized to issue an official statement of service to Reservists.  No summary of retirement credits/qualifying years (i.e., the automated Career Retirement Credit Record) is presented to a Reservist as an official statement of service unless it has been audited and certified by the CMC (MMSR-5).

    c.  Qualifying Service

        (1) To determine whether a member has completed the required 20 years of qualifying service for retired pay purposes, the member's years of service (less time lost) performed in the status of a commissioned officer, warrant officer, midshipman, cadet, or enlisted member are creditable.   

            a Service Before 1 July 1949.  Contact the CMC  (MMSR-5).

            b Service After 1 July 1949.  Add the member's years of service for each anniversary year in which at least 50 points were credited as follows:  

              1 One point for each day of active service, including annual training duty or while attending a prescribed course of instruction at a school designated as a service school by law or by the Secretary concerned.

              2 One point for each period of inactive duty or instruction or period of equivalent instruction (including completion of approved correspondence course) that was prescribed for that year by the Secretary of the military department concerned and conformed to the requirements prescribed by law, including attendance at National Guard training. 

        (2) Points (gratuitous) for membership at the rate of 15 per anniversary year of service in any Reserve component of the Armed Forces, including the U.S. Coast Guard Reserve and the Army and Air National Guards.  Membership points are not deducted or pro rated for periods of active duty or active duty for training, if the member belongs to a Reserve component.  If the member is on active duty all or most of the year, the limit on total retirement points in subparagraph 3012.1b(5) of MCO P1900.16 applies.

        (3) Retirement Point Credit Limitations.  For retired pay purposes:

            a Total points credited since 30 June 1949 may not exceed 365 days in a normal year or 366 days in a leap year.  

            b Total retirement points credited for inactive duty participation may not exceed 75 (60 prior to 23 September 1996) in any anniversary year.  

            c Retirement points earned during one anniversary year may not be credited to another anniversary year.  

        (4) Partial Anniversary Year.  Two or more partial years of service may be combined to complete a full year of qualifying service.  If a member was in an active status for only a portion of an anniversary year, that year will not be credited as a full year of qualifying service for retirement purposes, regardless of the number of retirement points earned while in an active status during that particular year.  The time the member was in an active status will be considered as a partial year of qualifying service provided the member earned the required points, on a pro rata basis, during that particular period.

        (5) Time Not Creditable

            a The following service will not be counted in computation of years of service under this paragraph or for years of service for the computation or retired pay under paragraph 3013: 

              1 Service on the ISL of the Standby Reserve. 

              2 Time after retirement or transfer to the Retired Reserve.

              3 TDRL time.

            b Members of the Reserve are not eligible to earn retirement credits while on the ISL or in the Retired Reserve and are not entitled to gratuitous credits for membership during these periods. 

7.  CERTIFICATE OF RELEASE OR DISCHARGE FROM ACTIVE DUTY (DD FORM 214); CERTIFICATE OF RELEASE OR DISCHARGE FROM ACTIVE DUTY WORKSHEET (DD FORM 214WS); AND, CORRECTION TO DD FORM 214, CERTIFICATE OF RELEASE OR DISCHARGE FROM ACTIVE DUTY (DD FORM 215)           
    a.  DD Form 214WS.  This is a single sheet standard form to aid the separating activity in preparing the DD Form 214.  Its use is not mandatory; if used, it may be retained for not more than 6 months at the discretion of the separating activity.  

    b.  DD Form 214.  This is a multi-copy standard form designed to provide: 

        (1) The Marine Corps and other divisions/departments within the DoD with information relating to a Marine or former Marine for administrative purposes;

        (2) The recipients with a record of their active service with the Marine Corps at the time of transfer, release or discharge, and changes in status or component while on active duty; and, 

        (3) Appropriate governmental agencies with official information required in administering Federal and State laws applicable to Marines who have been discharged, otherwise released from active duty, transferred to a Reserve component of the Marine Corps, or retired. 

    c.  DD Form 215.  This is a multi-copy standard form for use by: 

        (1) The separating activity to provide the separating Marine information not available when the DD Form 214 was prepared and delivered.  The separating activity will furnish the separated Marine with a DD Form 215 for items not completed on the DD Form 214 at the time of separation.  This is to be accomplished without a request from the separated Marine.   

        (2) The Commandant of the Marine Corps, the Commanding General, Marine Corps Reserve Support Command (MCRSC), Kansas City, Missouri, the Marine Corps Liaison Officer, General Services Administration (GSA), and National Personnel Records Center (NPRC), St. Louis, Missouri to correct a completed DD Form 214 after the Marine has received the DD Form 214 and departed from the separation point and/or the copies of the form have been distributed.  

    d.  Issuance Due To Release of Reservists from a Period of Active Duty Service.  A DD Form 214 will be issued in the following instances:


   (1) Separation from an initial or subsequent period of Reserve Incremental Initial Active Duty for Training (IADT);


   (2) Separation from a period of active duty or active duty for training (ADT) of 90 days or more; and

        (3) Separation from active duty while on the Active Reserve (AR) Program.  

    e.  The DD Form 214, once issued, will not be reissued except: 

        (1) When directed by appropriate appellate authority, executive order, or by direction of the Secretary of the Navy;

        (2) When it is determined by the CMC that the original DD Form 214 cannot be properly corrected by issuing a DD Form 215 or when the correction would require issuing more than two DD Forms 215; or,

        (3) When two DD Forms 215 have been issued and additional correction is required. 

        (4) When circumstances require the issue or reissue of the DD Form 214, an appropriate entry stating the fact and the date of such action will be recorded in item 18, Remarks. 

    f.  DD Form 214 will not be issued to:

        (1) Marines discharged for the purpose of immediate reenlistment in the Marine Corps and remaining on active duty;

        (2) Marines found physically disqualified upon reporting for active duty and who do not enter actively upon duties per orders; 

        (3) Marines whose active duty, active duty for training, or AR duty is terminated by death;

        (4) Marines released from a period of less than 90 days active duty for training, except as specified in subparagraph 1202.2b of MCO P1900.16; 

        (5) Enlisted Marines receiving temporary appointment to warrant or commissioned officer grade; 

        (6) Marines who have temporary officer status terminated and remain on active duty (these Marines will receive a DD Form 214 upon separation from enlisted status for the purpose of transferring to the FMCR effective on the same date of reversion);

        (7) Personnel removed from the TDRL; or,

        (8) Enlisted Reservists released from a period of active duty of less than 90 days or discharged from the Reserve Component.  Although not issued a DD Form 214, such Reservists will be assigned the reenlistment codes in Appendix I for record purposes; e.g., page 11 entries, discharge letters, statements of service, and MCTFS entries in accordance with MCO P1080.40 (MCTFS PRIM); 

        (9) Reserve Officers released from a period of less than 90 days of active duty or active duty for training.

   g.  General Instructions
        (1) The original of the DD Form 214 will be physically delivered to the Marine prior to departure from the separation activity on the effective date of separation.  Copy 4 of the DD Form 214 containing the statutory or regulatory authority, reenlistment code, SPD code, and narrative reason for separation also will be physically delivered to the Marine prior to departure, if requested by initialing block 30.  When emergency conditions preclude physical delivery or when the Marine departs well in advance of normal departure time (e.g., leave in conjunction with retirement or at home awaiting separation for disability), the original and copy 4 of the DD Form 214 will be mailed to the Marine not later than the effective date of separation or transfer.  The commander must ensure that copies 2, 3, and 5 through 8 of the DD Form 214 are distributed the day following the effective date of separation; and, that each copy is forwarded to the appropriate unit or organization.   

            (a) Failure by the separating activity to make prompt and correct distribution of each copy of the DD Form 214 creates the following types of problems:

                1 It generates queries from separation employment services and lending institutions; and


           2 It impedes the servicing of eligible and deserving former Marines seeking employment, financial assistance, or various veterans’ benefits. 

            (b) For those Marines on terminal leave, a statement of service (SOS) may be used as an interim working document prior to the issuance of a DD Form 214 which cannot be presented or mailed to the Marine until the actual date of separation.  The SOS will allow Marines on terminal leave the ability to document previous military service when seeking a loan, or to provide such information to various government and civilian agencies as needed.  Ensure that the following statement is contained in the remarks section of the SOS:  “The above information is current as of (insert date terminal leave commences).  The addressee is not actually scheduled for release from active duty until (insert date of discharge).” 

        (2) The DD Form 214 is accepted as an official record of the Marine's military service by the VA and the other agencies to which copies are furnished.  Care, therefore, will be exercised in the preparation of the form to ensure each copy is completely legible. 

        (3) Avoid abbreviations since civilians who may not be familiar with military terms will read the form. 

        (4) If more space is required for entering information, entries may be continued using item 18 of the form.  If no detailed information is applicable for an entry, enter "None".  When information for one or more of the items on the DD Form 214 is not available and the document is issued to the Marine, the applicable block(s) will be annotated "See Remarks".  In such cases, block 18 will contain the entry "DD Form 215 will be issued to provide missing information."  The same procedure applies for a release from a period of active duty for training of 90 days or more, or for Marines being separated from active duty for training under a Reserve Special Enlistment Program as specified in subparagraph 1202.2b.  A continuation sheet, if required, will be bond paper and will reference:  the DD Form 214 being continued; information from blocks 1 through 4; the appropriate block(s) being continued; the Marine's signature, and date; and the authorizing official's signature.  If a continuation sheet is used, enter "CONT" in block 18 and ensure a legible copy is placed with each copy of the DD Form 214. 

        (5) The form contains spaces for all items deemed appropriate; therefore, no additional entries will be made unless specifically authorized by the CMC (MMSR). 

        (6) All entries apply to the current continuous period of active service, except where specifically noted otherwise. 

        (7) In the event that a DD Form 214 is lost, destroyed, or requires alteration or correction, the following will apply: 

            (a) Any unavoidable corrections or changes made in the unshaded areas of the form during the preparation shall be neat and legible on all copies and initialed by the authenticating official.  No corrections will be permitted in the shaded areas.  Once the original and copy 4, if applicable, have been delivered to the Marine, no corrections may be made to copies by the separation activity. 

            (b) The Marine will be cautioned not to make changes or alterations to the form; to do so will render it void.  If the Marine discovers an error after receipt of the form and after departure from the separation activity, or distribution of copies has been made, correction or change will be made by the CMC on a DD Form 215.  Requests for correction to the form will be addressed to:




Commandant of the Marine Corps (MMSB-10)




Headquarters, U.S. Marine Corps




2008 Elliot Road




Quantico, VA  22134-5030

Requests should include the Marine's full name, grade, social security number (SSN), and effective date of separation.  The CMC has granted the Commanding General, MCRSC authority to issue the DD Form 215 when certain errors are detected on the DD Form 214 contained in service records forwarded to the MCRSC for retention.  Requests from the Marine for correction to the form will be addressed only to the CMC (MMSB-10).  

        (8) For replacement of a lost or destroyed DD Form 214, submit a request to the CMC (MMSB-10).

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

REFERENCES:

MCO P1001R.1 -  Marine Corps Reserve Administrative Management 

                 Manual

MCO P1070.12 - Individual Records Administration Manual

MCO P1080.20 - Marine Corps Total Force System Codes Manual

MCO P1080.40 - Marine Corps Total Force System Personnel 

                Reporting Instructions Manual

MCO P1900.16 - Marine Corps Separations Manual
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