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MAINTAIN SERVICE RECORDS

1.  LEARNING OBJECTIVES
    a.  Terminal Learning Objective.  Given a service record (SRB/OQR), EUCE, MCAAT Checklist, MCAP Checklist, and the references, verify audit of service record per the references and in accordance with source documents.  (0193.03.02)

    b.  Enabling Learning Objectives
        (1) With the aid of the references, and given NAVMC 118 (3) situations related to the remarks section, verify the NAVMC 118 (3) for each situation, in accordance with the references.  (0193.03.2b) 

        (2) With the aid of references and given source documents, a NAVMC 118 (3), and a SR scenario related to the ROS, verify the ROS, in accordance with the references.  (0193.03.02c)

        (3) With the aid of references, and given a situation related to an adverse counseling entry on the NAVMC 118 (11), edit the NAVMC 118 (11), in accordance with the references.  (0193.03.02d)

        (4) With the aid of references, and given a situation when a Marine is declared a deserter, determine administrative requirements for the SR, in accordance with the references.  (0193.03.02l)

        (5) With the aid of references, and given member situations related to the RED, determine administrative requirements for each situation, in accordance with the references.  (0193.03.02h)  

        (6) With the aid of references, and given RED situations related to the witness certification, determine the administrative requirements for each situation, in accordance with the references.  (0193.03.02g)

        (7) With the aid of references, and given SGLI situations related to the member's coverage, determine the administrative requirements for each situation, in accordance with the references.  (0193.03.02i)

        (8) With the aid of references and given SGLI situations related to the beneficiaries, determine the administrative requirements for each situations, in accordance with the references.  (0193.03.02j)

        (9) With the aid of references, and given SGLI situations related to witness certification, determine administrative requirements for each situation, in accordance with the references.  (0193.03.02k)

        (10) With the aid of references, list the minimum required occasions for conducting SR audits, in accordance with the references.  (0193.03.02a)

        (11) With the aid of references and given source documents and a dependency application with programmed errors/omissions related to BAH Difference, edit the dependency application, in accordance with the references.  (0193.03.02m)

        (12) With the aid of references and given source documents and a dependency application with programmed errors/omissions related to BAH parent, edit the dependency application, in accordance with the references.  (0193.03.02n)

2.  PURPOSE OF THE SERVICE RECORD 

   a.  The SRB/OQR is designed for recording specific information about a Marine, changes in status, and pertinent events that affect the Marine's military service. 

   b.  An SRB/OQR is opened and assembled for each applicant who is enlisted or inducted into the Marine Corps or Marine Corps Reserve.  

3.  STANDARD PAGES

    a.  OQR:

        (1) NAVMC 763

        (2) 118 (3)

        (3) NAVMC 118 (11)

        (4) RED

        (5) SGLI

    b.  SRB

        (1) DD Form 4

        (2) NAVMC 118 (3)

        (3) NAVMC 118 (11)

        (4) NAVMC 10132 (UPB)

        (5) NAVMC 118 (13) if applicable

        (6) RED

        (7) SGLI

        (8) NAVMC 321a on top of contract it extends

4.  SIGNATURES
 

    a.  A facsimile signature shall be validated by the initials of the officer who has been designated in writing.

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

    c.  Entries will be signed by the commander, the acting commander, a commissioned or warrant officer, or a staff noncommissioned officer designated in writing.

5.  LOST OR MISSING SRB/OQR’s.  When SRB/OQR's are lost or missing, see IRAM for instructions.

6.  CLOSING THE SRB  

    a. Every individual joining the Marine Corps or Marine Corps Reserve incurs a minimum service obligation for 8 years.

    b. Marines completing a period of active service of less than 8 years or Marines being transferred to the FMCR are transferring from an active duty status to a Marine Corps Reserve status and are not discharged.  

7.  APPOINTMENT ACCEPTANCE AND RECORD
    a.  The Appointment Acceptance and Record (NAVMC 763) is the document that establishes a legal relationship between the U.S. Government and an officer of the Marine Corps or Marine Corps Reserve.  

    b.  Distribution Instructions

       (1) Original, (OMPF) and Copy 2 (PROM BR).  Forward to CMC  (MCRC). 

       (2) Copy 1 (OQR).  Insert in the OQR as the top page on the standard page side.  

       (3) Copy 3 (INDIV).  Deliver to the individual.

8.  ENLISTMENT/REENLISTMENT DOCUMENT (DD FORM 4)


    a.  The DD Form 4 is the basic document that establishes a legal relationship between the U. S. Government and the enlisting or reenlisting Marine.  The general completion instructions for this form are located in the reference.

    b.  On the reenlistment date, the Original DD Form 4 will be forwarded to HQMC (MMSB-20) along with copies of the page 3, 11, NAVMC 10132, and 13 if applicable.

9.  CHRONOLOGICAL RECORD (NAVMC 118(3)).  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.  This page is divided into three columns identified as ORGANIZATION, PRIMARY DUTY, and REMARKS.

    a.  The first of the three columns is the Unit/ Organization column.  The Marine's parent organization will be completely identified here, including the battalion/squadron.  The

Reporting Unit Code (RUC) and Monitored Command Code (MCC) will be included as part of the organization

    b.  The second column is the Primary Duty column.  The information recorded here must reflect the Marine's actual job. 

    c.  The last column of the page is the Remarks column, which is used for entering the effective date of such occasions as joins, transfers, reassignments, discharge, retirement, 

resignation, hospitalization, and death.  Precede all entries with the date(s) of occurrence.  

    d.  Leave periods and periods of non-duty such as proceed, delay and travel are not recorded on the chronological record.  In the cases of the periods of non-duty such as confinement, unauthorized absence (in excess of 24 hours), desertion, IHCA and IHFA, record the commencement and return date of such periods.  

10.  RECORD OF SERVICE (ROS)


     a.  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 is used to automatically compute composite scores for lance corporals and corporals.

     b.  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.  

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

     d.  When the effective date of any reporting occasion coincides with the SA/AN marking period, the reporting occasion will take precedence.  Do not report SA/AN markings. 

     e.  Do not type entries on the ROS.

     f.  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.

     g.  Conduct marks below 4.0 and duty proficiency marks below 3.0 assigned for any reason other than a court-martial or non-judicial punishment (where no reduction was awarded) must be supported by an administrative remark entry on Page 11.

11.  ADMINISTRATIVE REMARKS (NAVMC 118(11))  

    a.  The administrative remarks page is limited to matters forming an essential and permanent part of a Marine's military history that are not recorded elsewhere in the service record.

    b.  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."

    c.  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.

12.  OFFENSES AND PUNISHMENT (NAVMC 10132 (UPB)).  When a mark of desertion is required, complete the appropriate administrative requirements.

13.  RECORD OF EMERGENCY DATA (RED) 


    a.  Purpose of the RED.  The RED provides a current official and legally binding record of relatives, beneficiaries and emergency information to be used to make casualty notification and to adjudicate claims for various death benefits.  

    b.  Certification Procedures 

       (1) 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.

       (2) All interviews and witnessing signatures will be accomplished by a LCpl/GS-4 or above who will also complete the date-certified-block as follows: YYYYMMDD; for example 19980520.

       (3) The new RED will be filed in the OQR/SRB in place of the previous RED.

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

       (1) The Marine will draw a single line through each item of information to be corrected, and handwrite the correct information, then sign and date each correction.

       (2) Record the UD number that reported the corrections in the space labeled for unit diary.

       (3) Maintain the annotated RED in the OQR/SRB until receipt of the updated RED.

14.  SERVICEMEMBER'S GROUP LIFE INSURANCE (SGLI) 

    a. Effective 1 April 2001, coverage of $250,000 is automatic in the case of active duty personnel.

    b. 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.

    c.  Extended coverage is continued without charge for 120 days.  It may be extended for up to one year for disabilities.  You may elect part-time coverage or VGLI.

    d.  File the SGLI election form on the right side of the OQR/SRB immediately following the RED.  The distribution of the form is as follows:

       Original - Insert in Marine's SRB/OQR.

       Second copy - Give to the Marine.

       Third copy - Forward to CMC (MMSB).

    e.  The Marine is required to be counseled concerning any 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:

I have been counseled about designation

of an unusual beneficiary.

(Signature of Marine)

    f.  SGLI coverage for active duty Marines terminates at the end of the 31st day of a continuous period of:

       (1) UA.

       (2) Confinement by civil authorities under a sentence adjudged by a civilian court.

       (3) Confinement as a result of the sentence of a court-martial that also adjudged total forfeiture of pay and allowances.

    g.  To increase SGLI you must have medical proof.  The written election for increased SGLI must be filed in the service record.

    h.  Family SGLI is now available.

        (1) Children automatically covered (no charge).

        (2) Spouse in increments of $10,000 up to $100,000.

15.  AUDIT OF RECORDS

    a.  Purpose.  To ensure records of personnel are accurate.  Commanders shall designate an officer, SNCO, responsible Lance 

Corporal, or GS04 or above in writing, to assist Marines in verifying that information recorded is correct.

    b.  The following occasions are the minimum requirement for conducting audits:

       (1) Join Process Audit.  The join process audit consists of two stages:

            (a) First Stage: A personal contact audit conducted with the Marine, upon arrival at the new permanent duty station or upon returning from TAD, FAP, or deployment in excess of 30 days.

            (b) Second Stage: An audit of all pay and allowances conducted after the Marine’s join has posted to MCTFS.  

       (2) Triennial audit.  The requirement to certify dependency status will now be conducted at least once every three years.

       (3) Deployment/Readiness audit.  The deployment/ readiness audit will be conducted by all FMF units (active and reserve), as dictated by the unit’s deployment schedule.  This audit focuses on personnel readiness issues associated with deployment and should be completed no earlier than 30 days prior to an active component deployment and no earlier than 60 days prior to an ADT commencement.

    c.  Special Duty Assignment and Proficiency Pay.  The requirement to annually review eligibility and payment authority for each Marine receiving special duty assignment or proficiency pay remains in effect.

16. BAQ DIFFERENCE.  The Marine must already be providing support for that child.  You must submit the following:  

    a.  Certified copy of child's birth certificate.

    b.  Notarized child dependency application.

    c.  Statement under oath indicating natural parentage.

    d.  Certified copies of all legal and court documents involving parentage of child.

17.  BAQ PARENT.  When applying for BAQ for a dependent parent the Marine should know the following:

    a.  Unliquidated capital assets are not considered income and parents aren't required to deplete these assets.  However, proceeds derived from the sale of these assets ARE considered as income.

    b.  Social security, unemployment compensation, and pensions are considered income.

    c.  A parent's residence in a charitable institution does not necessarily prevent the Marine from receiving BAQ providing other conditions are met.

    d.  Contributions from welfare are not considered income.

    e.  A custodian or legal guardian may complete the parent's affidavit on a mentally incompetent parent.

    f.  If a parent dies before completing a parent's dependency affidavit, payment of BAQ may not be made on behalf of such parent. 
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