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1. TERMINAL LEARNING OBJECTIVE:  

    (1) Given EUCE, access to MCTFS, UD reports, the requirements for an audit, and the references, audit Unit Diary (UD) Management Reports per MCO 1080.20 and MCO 1080.40.  (0121.05.03) 

    (2) Given EUCE, source documents, a unit diary reporting requirement, and the references, verify unit diary transactions per MCO P1080.40  (0121.05.05) 

    (3) Given EUCE, source documents, a UD reporting requirement, and the references, prepare unit diary (UD) without error and per MCO P1080.40.  (0151.05.02)

2.  ENABLING LEARNING OBJECTIVES.

    (1) With the aid of references, given an Electronic Diary Feedback Report (EDFR), and source documents related to a “to sick” entry, annotate the EDFR with the appropriate UD entry/action, in accordance with the references.  (0121.05.03a)

    (2) With the aid of references, given an Electronic Diary Feedback Report (EDFR), and source documents related to a “from sick” entry, annotate the EDFR with the appropriate UD entry/action, in accordance with the references. (0121.05.03b)

    (3) With the aid of references, given an Electronic Diary Feedback Report (EDFR), and source documents related to a “to UA” entry, annotate the EDFR with the appropriate UD entry/action, in accordance with the references. (0121.05.03c)

    (4) With the aid of references, given an Electronic Diary Feedback Report (EDFR), and source documents related to a “from UA” entry, annotate the EDFR with the appropriate UD entry/action, in accordance with the references. (0121.05.03d)

    (5) With the aid of references, given an Electronic Diary Feedback Report (EDFR), and source documents related to a time lost entry, annotate the EDFR with the appropriate UD entry/action, in accordance with the references. (0121.05.03e)

    (6) With the aid of references, given an Electronic Diary Feedback Report (EDFR), and source documents related to a “will reenter” entry, annotate the EDFR with the appropriate UD entry/action, in accordance with the references. (0121.05.03f)

    (7) With the aid of references, given an Electronic Diary Feedback Report (EDFR), and source documents related to advisories, annotate the EDFR with the appropriate “copy to” action, in accordance with the references. (0121.05.03g)

    (8) With the aid of references, the Unit Diary System (UDS), and an Electronic Diary Feedback Report (EDFR), type a UD to correct the transactions from the EDFR, in accordance with the references.  (0121.05.03h)

    (9) With the aid of references, given source documents and a unit diary with programmed errors, edit the unit diary, in accordance with the references.  (0121.05.05a)

    (10) With the aid of references and given unit diary situations identify the type of unit diary entry for each situation, in accordance with the references.  (0121.05.02a)

    (11) With the aid of references and given unit diary situations, determine the sequence in which the transaction will process, in accordance with the references.  (0121.05.02b)

    (12) With the aid of references and given a unit diary with programmed errors, determine the type of correction method required for each transaction, in accordance with the references. (0121.05.02c)

    (13) With the aid of references and given source documents related to a join, prepare a unit diary related to the entry(ies), in accordance with the references.  (0121.05.02d) 
          (14) With the aid of references and given source documents related to a Billet MOS (BMOS), prepare a unit diary related to the entry(ies), in accordance with the references.  (0121.05.02e)

    (15) With the aid of references and given source documents related to line numbers, prepare a unit diary related to the entry(ies), in accordance with the references.  (0121.05.02f)

    (16) With the aid of references and given source documents related to drops, prepare a unit diary related to the entry(ies), in accordance with the references.  (0121.05.02g)

     (17) With the aid of references and given source documents related to dependent information, prepare a unit diary related to the entry(ies), in accordance with the references.  (0121.05.02h)

    (18) With the aid of references and given source documents related to Basic Allowance for Housing (BAH), prepare a unit diary related to the entry(ies), in accordance with the references.  (0121.05.02i) 

    (19) With the aid of references and given source documents related to Basic Allowance for Subsistence (BAS), prepare a unit diary related to the entry(ies), in accordance with the references.  (0121.05.02j) 

    (20) With the aid of references and given source documents related to Family Separation Allowance (FSA), prepare a unit diary related to the entry(ies), in accordance with the references.  (0121.05.02k) 

    (21) With the aid of references and given source documents related to the Record of Emergency Data (RED), prepare a unit diary related to the entry(ies), in accordance with the references.  (0121.05.02l)

    (22) With the aid of references and given source documents related to proficiency/conduct marks, prepare a unit diary related to the entry(ies), in accordance with the references.  (0121.05.02m)

    (23) With the aid of references and given source documents related to Nonjudicial Punishment (NJP), prepare a unit diary related to the entry(ies), in accordance with the references.  (0121.05.02n)

    (24) With the aid of references and given source documents related to awards, prepare a unit diary related to the entry(ies), in accordance with the references.  (0121.05.02o)

    (25) With the aid of references and given source documents related to duty status, prepare a unit diary related to the entry(ies), in accordance with the references.  (0121.05.02p)

    (26) With the aid of references and given source documents related to duty limitations, prepare a unit diary related to the entry(ies), in accordance with the references.  (0121.05.02q)

    (27) With the aid of references and given source documents related to to/from confinement, prepare a unit diary related to the entry(ies), in accordance with the references.  (0121.05.02r) 

    (28) With the aid of references and given source documents related to to/from sick, prepare a unit diary related to the entry(ies), in accordance with the references.  (0121.05.02s)

    (29) With the aid of references and given source documents related to to/from UA, prepare a unit diary related to the entry(ies), in accordance with the references.  (0121.05.02t)

    (30) With the aid of references and given source documents related to Personnel Tempo, prepare a unit diary related to the entry(ies), in accordance with the references.  (0121.05.02u)

    (31) With the aid of references and given source documents related to service spouse information, prepare a unit diary related to the entry(ies), in accordance with the references.  (0121.05.02v)

    (32) With the aid of references and given source documents related to leave, prepare a unit diary related to the entry(ies), in accordance with the references.  (0121.05.02w)

    (33) With the aid of references and given source documents related to SGLI, prepare a unit diary related to the entry(ies), in accordance with the references.  (0121.05.02x) 

    (34) With the aid of references, identify the procedures for unit diary certification, in accordance with the references.  (0121.05.02y) 

BODY                                              

1.  PERSONNEL GAINS                               

    (a) There are four categories of personnel gains in the Regular Establishment: Initial joins, regular joins, attachments/FAPs and joining other service personnel or civilians.  For the purposes of this class we will only discuss regular joins.

       (1) REGULAR JOINS.  These entries are on Table 6-37 and guidance for reporting on PRIM page 6-13.  

TTC 02X XXX  ______ JOIN RUC ___MCC ___ XXXX | HIST: ___ |

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

           (1) 8-digit date of join; must be one day after reporting.

           (2) RUC to which joined.

           (3) MCC to which joined.

           (4) Title of command transferred from

     (b) ENTRIES THAT ACCOMPANY A JOIN.  

TTC 177 000 BILMOS _______ |            MCTFSPRIM pg 5-63

                     (1)

            (1) 4-digit numeric billet MOS

TTC 499 021  T/O ______ |               MCTFSPRIM 4-44

                  (1)

           (1) 5-digit alphanumeric T/O # 

TTC 499 004 T/MR T/O LINE NR _____ |    MCTFSPRIM 4-44

                              (1)

           (1) 5-digit line number

TTC 499 025 __ HOME ADDRESS __/__/__/__/__/__ |MCTFSPRIM 5-22                             

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

           (1) 8-digit DOA (required; date of the diary is

               sufficient)

           (2) 1-byte address validation (PRIM 5-22)

           (3) 1 byte numeric special mailing conditions (PRIM

               5-22)

           (4) 40-digit street number and name

           (5) 20-digit city 

           (7) 9-digit zip code

TTC 499 024  HOME TELEPHONE NUMBER ________ |  MCTFSPRIM 4-10

                                      (1)

           (1) 10-digit home phone number (don’t use hyphens or

               spaces)

TTC 499 028  WORK TELEPHONE NUMBER __________ | MCTFSPRIM 6-93

                                      (1)

           (1) 10-digit home phone number (don’t use hyphens or

               spaces)

  TJEPTBIR                  MCTFS BASIC INDIVIDUAL RECORD               08/29/2001 

  BBPSH5 ENTER NEXT SSN: __________  ENTER CATG: ____  SEQ NBR: _____   09:46:19 

  SSN: 0429000000        NAME: MARINE, MOLLY  X                       PAGE: 01 

  RUC: 31301     COMPANY CODE: P  PRES-GRADE: E6    RECSTAT: 0   COMP CODE: 11  

                     PLT CODE: PASC   TRNGRP:     R-RECSTAT:    RCOMP CODE:     

 --------------------------**CONTRACT INFORMATION**-----------------------------

 EAS: 20040324                   COMPONENT CODE:  11 USMC ENLISTED   STR CAT: 0 

 EOS: 19960724  ECC: 20040324    RESERVE COMPONENT CODE:                        

 RESERVE ECC: 00000000           DATE ACCEPTED FIRST COMMISSION: 00000000       

 DATE OF ENL/ACCEPT: 20000325    DOD TRNGRP:     TRAINING GRP:                  

 AF ACT DU BASE DATE: 19890706   DU STATUS: 1 DU                                

 PAY ENTRY BASE DATE: 19890706   DU LIMIT/ED:  0 NONE          / 19940706       

 DATE OF ORIG ENTRY: 19880725    START MANDATORY DRILL: 00000000                

 LENGTH CURR ENL: 4  YRS         END MANDATORY DRILL: 00000000                  

 LENGTH CURR EXT: 00 MONTHS      DATE OF BASIC ELIG: 00000000                   

 NO EXT CURR ENL: 00             PROGRAM ENLISTED FOR: 00 NONE                  

 TOTAL MONTHS EXT: 00 MONTHS     ACTIVE DUTY MGIB STATUS: 5                     

 EFF DTE CURR EXT: 00000000      MGIB-SR STATUS:                                

 TIME LOST CURR ENL: 000 DAYS    6 YEAR OBL START: 00000000                     

 MONTHS LAST ENL EXT: 00         DESIG MIL PILOT: 00000000                      

 SOURCE OF ENTRY: 4BCA           OFFICER CANDIDATE CODE:                        

 SOURCE OF INT ENTRY MIL SER:    OFFICER CANDIDATE EFF DATE: 00000000           

 ---------------------------**SERVICE INFORMATION**-----------------------------

 PRES GRADE: E6   DOR: 19991001       ACDU RUC: 31301          MCC: J15         

  SEL GRADE: 000  DTE: 00000000    RESERVE RUC:            MOB MCC:             

   PROM RESTR STAT CD: 0                       PROM RESTR TERM DTE: 00000000    

       T/0#: 07555  LN#: 0045A        1TAD RUC: 00000          MCC:             

           WORK STATION: N00          2TAD RUC: 00000          MCC: 000         

     BILLET DESCRIPTION: INSTRUCTOR               ANNIVERSARY DATE: 00000000    

        PEN: 0804731M    RCN: 067001    FAPRUC: 00000  RESERVE MCC:             

       DCTB: 19990925               FORMER RUC: 20230   FUTURE RUC:             

  DATE JOINED PRES UNIT: 19990925 IND LOC CODE: 133 37 0735 NC  ONSLOW          

       DATE JOINED SMCR: 00000000                                               

 ---------------------------**SERVICE INFORMATION**-----------------------------

     GEO LOC CODE: 285                DEPLOY RET DATE: 00000000  DEPLOY STAT:   

     GEO LOC DCTB: 199909          ROTATION TOUR DATE: 00000000                 

 COMBAT SERV CODE: 0            OVERSEAS CONTROL DATE: 19990803                 

 LAST COMBAT TOUR: 00000000            LAST PHYS EXAM: 00000000                 

 OFF REMOVAL DATE: 00000000            LAST PHYS CERT: 00000000                 

          CO DATE: 00000000    RESERVE UNIT JOIN DATE: 00000000                 

 LAST SEP/DISCH DATE: 00000000 REASON: KHC2 VOL DIS (EARLY) (IMM ENLIST OR REENL

 PMOS:  0193         ADMOS1: 0171          ADMOS6:            ADMOS11:          

 BMOS:  0193         ADMOS2: 0151          ADMOS7:            ADMOS12:          

 SMOS:  0000         ADMOS3:               ADMOS8:                              

 JMOS:               ADMOS4:               ADMOS9:                              

 JMOS ED: 00000000   ADMOS5:              ADMOS10:                              

 ---------------------------**PERSONAL INFORMATION**----------------------------

 DATE OF BIRTH:  19710407           HOME OF RECORD:  119 05 2320 AR  PULASKI    
   CITIZENSHIP:  CA US           COUNTRY OF ORIGIN:  US UNITED STATES           

   ETHNIC CODE:  Y NONE          CIVILIAN ED LEVEL:  12 12TH GRADE              

     RACE CODE:  N BLACK         CERT: L HS DIPL     MAJOR: 00 NO MAJOR SUBJECT  

 POPULATION GROUP: BLACK                        BLOOD TYPE: 2 A POS   SEX: F    

         RELIGION:  13 CHRISTIAN - NO DENOMINATIONAL PREFERENCE                 

       HOME PHONE:  9109891163                     WORK PHONE: 9104500961        

   STREET ADDRESS:  1108 SHROYER CIRCLE                                         

  CITY ADDRESS:  JACKSONVILLE                        STATE: NC                  

      ZIP-CODE:  285400000            ADDRESS VALIDATION: C CORRESPONDENCE      

              GOOD CONDUCT MEDAL DATE:  20000706                                

      ARMED FORCES RESERVE MEDAL DATE:  00000000                                

                      SMCR MEDAL DATE:  00000000                                

 DUTY PREF1: 092  MCB CAMP SMEDLEY D BUTLER (ACCOMPANIED)                       

 DUTY PREF2: 160  MAG-26 2ND MAW                                                

 DUTY PREF3: 013  MARINE CORPS BASE CAMP LEJEUNE NC                             

---------------------------**RECORD INFORMATION**------------------------------

     RECORD STATUS: 0 ACTIVE STATUS        RESERVE RECORD STATUS:                   

     DISPUTED DATE:  00000000                      DISPUTED DATA:                   

    LAST SCREENING: 00000000                              REASON:                       

  SCREENING RESULT:                                                              

---------------------------**DEPENDENTS INFORMATION**--------------------------
      MARITAL STATUS: M MARRIED          TOTAL NUMBER DEPENDENTS: 02            

      DEPN CERT CODE: NONE                           BAS/COMRATS: C COMRATS     

   DEPN GEO LOC CODE: 966                    DATE DEPN LOC BEGAN: 19961024      

  SERVICE SPOUSE SSN: 0226000000             CUSTODY STATUS CODE: E             

 SERVICE SPOUSE CODE: MR MARINE CORPS A    SPL POWER OF ATTORNEY: 00000000      

 SERVICE SPOUSE DATE: 20000504                                                  

 SEQ    REL DOB                 DEPN NAME                  GAIN DATE     LOC    

 00001  LD  19920226  RYCKERA      M MARINE                19920226  133 37 2330

 00002  LD  19940107  VERONICA     R MARINE                19940107  133 37 2330

 *FOR DETAILED REMARK INFORMATION INPUT CATEGORY CODE D150 REMARK DETAIL SCREEN*

        ********************    C O M P L E T E D    ********************       

2.  DEPENDENT INFORMATION                          

    a.  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 information is to be reported and kept current for all dependents as defined in the DODFMR.  The following are the entries used to input or update dependent information within MCTFS. 

        1.  ACQUISITION OF A NEW OR ADDITIONAL DEPENDENT.  This is reported when the dependent’s BAH application is approved by the local commander.  Addition of dependents resulting from dependency determination by CMC (MHP) at the time determination is made.  A separate UD statement is required to report each dependent.  MCTFSPRIM 5-49

TTC 088 000   DEPN ADD ___ ___ ___ ___ ___ ___ ___ ___ ___ |

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

                (1) Relationship code

                (2) First Name of Dependent

                (3) Middle Initial of Dependent

                (4) Last Name of Dependent

                (5) 8-digit date of birth

                (6) 3-character county code (foreign code)

                (7) 2-character numeric state code

                (8) 4-character city code

**The county, state and city codes are located in the Worldwide Geographical Codes Manual**

                (9) 8-digit effective date of dependency

Use the following statement to report loss of a dependent.

TTC 089 000  DEPN LOSS ___ ___ ___ ___ ___ ___ ___ |

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

                (1) Relationship code

                (2) first name of dependent

                (3) middle initial

                (4) last name of dependent

                (5) 8-digit date of birth

                (6) 1-character reason code 

                (7) 8-digit effective date of dependent loss

    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.

TTC 091 000      DEPN LOC ALL ___ ___ ___ |

                              (1) (2) (3)

                (1) 3-character county code (foreign code)

                (2) 2-character numeric state code

                (3) 4-character city code

**The county, state and city codes are located in the Worldwide Geographical Codes Manual**

Use the following statement to report when the location for an individual dependent changes:

TTC 090 000     DEPN LOC ___ ___ ___ ___ ___ ___ ___ ___ |

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

              (1) Relationship code 

              (2) First Name of dependent

              (3) Middle initial of dependent            

              (4) Last name of dependent (report a suffix one space after the last character in the last name)

              (5) 8-digit date of birth

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

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

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

**The county, state and city codes are located in the Worldwide Geographical Codes Manual**

        2.  Number Dependent is the entry that is used to identify the number of family members claimed by a Marine requiring transportation at Government expense as a result of a PCS move.  This entry is automatically updated when a dependent add or loss is reported. 

TTC 423 001        NUMBER DEPN ___ |           MCTFSPRIM 4-38

                               (1)

               (1) 2-digit # of dependent (example 01)

        3.  Date Dependent Location Began is a entry used to report the location of dependents 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 (DATE ALLOWANCES CLAIMED FROM) and when a Marine PCS’s to a new location with his dependents, the DDLB will be the date the Marine reported.

TTC 407 000        DDLB ___ |                   MCTFSPRIM 5-51

                        (1)

                (1) 8-digit effective date

        4.  Dependent Geographical Location Code is the entry that is used to determine the authorized travel for dependents.  

TTC 417 000       DGLC ___ |                    MCTFSPRIM 5-51

                       (1)   

               (1) First 3-digits of the zip code of the dependents location.

    5.  MARITAL STATUS.  This entry should be updated in MCTFS whenever there is a change in status. 

TTC 272 001      MARITAL STAT ___ |

                              (1)

              (1) Use the appropriate code from MCTFSCODESMAN

    6.  CUSTODY STATUS CODE. The custody status code is reported to aid Commanders and Manpower Managers in the identification and assignments of Marines who have physical custody of dependents.  The marital status code must match the appropriate marital status code or the entry will get rejected.

TTC 304 000      CUSTODY STAT ___ |              MCTFSPRIM 4-38

                              (1)

              (1) 1-byte alpha-numeric code from MCTFSCODESMAN

TRANSITION: Now that we have discussed the dependent information, let’s take a closer look at Record of Emergency Data entries.

3.  RECORD OF EMERGENCY DATA (RED)              

    a. The Record of Emergency Data (RED) will be maintained in MCTFS for all active, reserve and retired members.  The RED is designed to provide a current official record on each Marine, consisting of the following :

         (1)  Name & address of person to notify in case of an emergency

         (2)  Death gratuity beneficiary

         (3)  Pay arrears beneficiary

         (4)  Any insurance company to notify in case of Marine’s death

          (5) People NOT to notify in case of an emergency

          (6) Guardians information of children, if member is a single parent or active duty spouse

          (7) Missing-In-Action Information

    b.  To report RED information, the entries from paragraph 5133 will be used:

TTC 343 000        RED SPOUSE _______ |          MCTFSPRIM 5-12 

                                (1)

               (1) Name of wife or husband.  If the Marine is single, divorces or widowed so state

TTC 344 000        RED SPOUSE ADR1 _______ |     MCTFSPRIM 5-12

                                     (1)

               (1) Current street address of spouse

TTC 344 001        RED SPOUSE ADR2 _______ |     MCTFSPRIM 5-12

                                     (1)

               (1) Current city, state & zip code of spouse

    c.  DELETING INFORMATION.  To delete information contained in the RED, report from the listing of RED REMOVE entries on 5-9 thru 10 and from the guidance on 5-18.

TJEPTRED           **** MCTFS RECORD OF EMERGENCY DATA ****         10/22/2001 

  SSN: 0000007223        NAME: ALEX, LEONARD M                        PAGE: 01 

  RUC:           COMPANY CODE: P  PRES-GRADE: E4    RECSTAT: 0   COMP CODE: 11  

                     PLT CODE: XXXX   TRNGRP:     R-RECSTAT:    RCOMP CODE:     

  SPOUSE  NAME/ADDRESS                                                          

   SINGLE  JENNIFER LOPEZ                   123 PUERTO RICO ST, MIAMI FL 98765                                                          

 






Leonard M. Alex 20011022                                                                    

  CHILD NR/NAME/DOB/ADDRESS                    

   1 NONE                                               

  GUARDIAN   NR/NAME/PHONE/RELATION/ADDRESS                                     

     NONE                                                                       

  FATHER/MOTHER  NAME/ADDRESS                                                   

   UNKNOWN                                  (SEE ABOVE OR ADDRESS NOT GIVEN)    

   EVON ALEX                                68 BRENDON STREET             

                                            INDIANAPOLIS IN  46226 

  DEATH GRATUITY BENEFICIARY(IES)  NR/NAME/RELATION/PCT/ADDRESS                 

   1 EVON ALEX                              68 BRENDON  STREET             

                                            INDIANAPOLIS IN  46226 

  PAY ARREARS BENEFICIARY(IES)  NR/NAME/RELATION/PCT/ADDRESS                    

   1 EVON ALEX  JENNIFER LOPEZ(W)          68 BRENDON STREET   same as spouse          

                Leonard M. Alex 20011022       INDIANAPOLIS IN  46226 Leonard M. Alex
                                                                                                                                                                                                                       20011022                                 
  DO NOT NOTIFY DUE TO ILL HEALTH NR/NAME/RELATION/ADDRESS                      

   1 NONE                                                                       

  INSURANCE COMPANIES  NR/NAME/POLICY NUMBER                                    

   1 NONE                                                                           

  NEXT OF KIN NR/TELEPHONE NUMBER/RELATIONSHIP                                  

           1 317-5414567 / M                                                    

             456-6789 W  Leonard M. Alex 20011022                                                                 

  NEXT OF KIN DIRECTIONS                                                        

   NONE                                                                         

  MIA NOTIFY  NAME/TELEPHONE1/TELEPHONE2/RELATIONSHIP                           

   SEE NOK INFORMATION                                                          

  MIA ADDRESS/DIRECTIONS                                                        

   SEE NOK INFORMATION                                                          

 SGLI MEMBER ELECTION          ELECTS $250,000.00 COVERAGE                      

 SGLI MEMBER BENEFICIARY       MOTHER TO RECEIVE                                

 SGLI MEMBER PAY DESIGNATION   LUMP SUM                                         

 SGLI MEMBER VA CERTIFY DATE   20010627                                         

 SGLI SPOUSE ELECTION          NO SPOUSE                                        

                                Spouse coverage                                                

                                Leonard M. Alex 20011022                                                                                 

 MEMBERS CERTIFICATION ___Leonard M. Alex_____ REPORT ON UD NUMBER ________________

 WITNESS CERTIFICATION __Anita G Robertson_ DATE CERTIFIED ___20011022________                                                                                

4.  PAY AND ALLOWANCES                              

    a.  BASIC ALLOWANCE FOR HOUSING (BAH). Every Marine is entitled to BAH.  The entitlement may be partial BAH, BAH-Difference, BAH without dependents or BAH with dependents. 

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

TTC 187 034       STRT BAH PARTL ED ___ |         MCTFSPRIM 8-14

                                    (1)

             (1) 8-digit BAH Partl strt date

TTC 187 015       CHAN BAH PARTL ED ___ |         MCTFSPRIM 8-14

                                    (1)

             (1) 8-digit BAH Partl strt date

TTC 186 002       STOP BAH PARTL ED ___ |         MCTFSPRIM 8-14

                                    (1)

             (1) 8-digit BAH Partl stop date

      (2) BAH-DIFF. Effective 5 December 1991, Marines who are in receipt of BAH based solely on their payment of child support are either entitled to BAH with dependents or BAH without dependents plus BAH difference.  Use the following statements to report start or stop the BAH-Diff entitlement for active duty members. **Note that Marines can not be in receipt of BAH-Diff and BAH-Partl at the same time.  The BAH-Partl must be stopped one day prior to starting BAH-Diff.

TTC 187 041      STRT BAH DIFF ED ___ |          MCTFSPRIM 8-14

                                  (1)

          (1) 8-digit BAH Diff strt date

TTC 186 001      STOP BAH DIFF ED ___ |          MCTFSPRIM 8-14

                                  (1)

             (1) 8-digit BAH Diff stop date

      (3) BAH or BAH II.  Use the following statements to report change and stop of BAH and BAH II entitlement for active duty members. 

TTC 388 001  CHAN BAH ___ __N__ 1 $007777.77 $000000.00 ED ___ |

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

MCTFSPRIM 8-13

   (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 with depn or ‘O’ for w/o depn

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

   (6) Actual monthly rent/mortgage-enter $7777.77 in all cases

   (7) Additional monthly rent-enter $0000.00 in all cases

   (8) 8-digit effective date

    b.  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.  Let’s discuss the reporting procedures.

       (1) Monthly BAS.  Use the following statements to start/stop Monthly Bas:  NOTE:  When a Marine is joined as a student to MCT/SOI (MCC JA4/J9Y) the MCTFS will automatically start Monthly Bas and start the discount meal rate.  
TTC 142 002      STRT MONTHLY BAS  ED ___ |    MCTFSPRIM 8-31

                                      (1)

              (1) 8-digit effective date

       (2) DISCOUNTED MEAL RATE.  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 ESM or a Marine who has been receiving the DMR has been authorized to mess separately report the following UD entry to stop DMR.

TTC 475 000      STRT DISC MEAL RATE ED ___ |  MCTFSPRIM 8-31                                                         

                                        (1)

                  (1) 8-digit effective date

TTC 138 000      STOP DISC MEAL RATE ED ___ |  MCTFSPRIM 8-31                                          

                                        (1)

              (1) 8-digit effective date

        c. TAX PLANS. A Marine may change the number of allowances claimed for tax purposes in either federal or state tax plans at any time.  The change is made by submitting an IRS Form W-4.  Any change to the number of allowances claimed for either tax plan must be reported by unit diary entries.  The IRS Form W-4 will be filed on the document side of the SRB/OQR.

             1.  Use the following statement to change the number of allowances claimed for federal tax purposes.

TTC 430 000    EXEMPT FOR TAX ___ |            MCTFSPRIM 8-58

                              (1)

     (1) Enter the marital status: S-Single / M-Married /    

         S-Married but withhold a higher single rate and a two-

         digit number of allowances claimed; example S01/M01.   

             2.  Use the following statement to change the number of allowances claimed for state tax purposes.

TTC 302 000    EXEMPT FOR TAX ___ |           MCTFSPRIM 8-52

                              (1)

      (1) Enter the marital status: S-Single / M-Married /    

          S-Married but withhold a higher single rate and a two-

          digit number of allowances; example S01/M01. 

     d. Family Separation Allowance.  There are two types of Family Separation allowance which are payable only to Marines with dependents --  FSH (formerly known as FSA-I) and FSA II (FSA R/T/S).  The DODFMR gives specific guidance for rating this entitlement.  For the purposes of this class we will look at FSA-R only.  

TTC 189 001           STRT FSAR ED ________ |    MCTFSPRIM 9-28

                                      (1)

                      (1) 8 byte ED of FSA entitlement

TTC 190 001           STOP FSAR ED ________ |    MCTFSPRIM 9-28

                                      (1)

                      (1) 8 byte ED of FSA termination

TTC 191 001           CRED FSAR ____  TO ____|   MCTFSPRIM 9-28

                                (1)       (2)

                      (1) 8 byte ED of FSA entitlement

                      (2) 8 byte ED of FSA termination

     e.  LEAVE.  Leave is reported for crediting subsistence  (PRIM 7-4) (enlisted personnel) and updating the automated leave record.  The four types of leave we will discuss in the class will be annual, convalescent, emergency and terminal leave. 

       TTC 115 XXX     _____ 
ON XXX LV ___ ____ TO ____ ____ |   PRIM 7-13

If a Marine is on leave at the time of separation and does not return to be separated, it is considered terminal leave or leave while awaiting separation.  The following entry is used to report the period.  This entry works just like the regular leave entry in that it will credit the period of leave upon completion of the leave period.       

       TTC 115 030             TO LWAS ___ ___ ___ |    PRIM 7-7

TJFPR605              **** LEAVE ACCOUNT 605 REMARKS ****           08/29/2001 

  BBPSH5 ENTER NEXT SSN: __________  ENTER CATG: ____  SEQ NBR: _____   09:56:00 

  SSN: 0379000000        NAME: ALCALA, OMAR D                                   

  RUC: 31319     COMPANY CODE: E  PRES-GRADE: E2    RECSTAT: 0   COMP CODE: 11  

                     PLT CODE: MATT   TRNGRP:     R-RECSTAT:    RCOMP CODE:     

        KILL    DAYS  ****CURRENT***  ******EXCESS LEAVE******  STAT TYPE  LV   

 SEQ    DATE     BF   ACCR   NONACCR  DAYS     FROM      TO     CODE LV    CD   

 00000 999999    13.5    2.5    0.0      0.0 00000000 00000000   F   000        

     ********LEAVE*******   CURR LV FROM   CURR LV TO     CUR LV    CARRIED     

     ADV    TAKEN  DROP     HOUR DATE      HOUR DATE      DAYS      FORWARD     

        0.0    0.0    0.0   0000 00000000  0000 00000000     0.0       16.0     

                                          ADR TYP-DOC#-YEAR-RUC-DPI-TTC TCH DATE

                                             1-55555-2001-32092-16-0000-20010128

        ********************    C O M P L E T E D    ********************       

5.  DUTY STATUS                                    

    a. Each individual in the CMF has a duty status code that reflects the current duty status of the Marine.  It is important to know that the CMF can reflect only one duty status at any one time.

       (1) When a Marine is joined to a RU, the duty status code in the CMF will be updated automatically to reflect the duty status associated with the type join.  For example, a JOIN DU entry will automatically change the duty status code in the CMF to “1” (Full Duty Status).

       (2) There are several entries that will automatically update a Marine’s duty from something on the unit diary, the CMF will automatically update the duty status of the current status of the “TO/FROM” entry that was reported.  For example, if you report a Marine TO SICK on the unit diary the current status will change in the CMF from “1” (Full Duty Status to “P” (Sick in Hospital) or vice versa.

       (3) Care must be exercised when reporting entries that change a Marine’s duty status in the CMF.  Failure to understand that certain entries reported on the unit diary will automatically change the duty status in the CMF often leads to unit diary entries failing when exposed to certain edits during the processing by the computer.  The reason for the failure of the entry is because the duty status in the CMF is not compatible with the entry that was reported.

        (4) When a Marine is reported “FROM” any status, the system will automatically return the duty status code in the CMF to “1” (Full Duty Status).  If the Marine is returning to a duty status that is other than full duty status - “1”, the correct duty status code must be reported on the unit diary using the statement shown in paragraph 5061 of the PRIM.  Keep in mind that a duty status CANNOT be reported with an effective date prior to the effective date of the last reported change in duty status.

TTC 460 000        ___ DU STATUS ___ |
PRIM 4-24

                   (1)           (2)

               (1) When an action date is included in a “FROM” statement, and the Marine is returning to a duty status other than “1” (full duty status) the DU STAT statement must have the same action date as the FROM statement.

               (2) Appropriate code from MCTFSCODESMAN

   b.  DUTY LIMITATIONS.  The duty limitation of the Marine is determined from the references and appropriate source documents.  If more than one duty limitation is applicable, the more permanent limitation is reported.  Table 4-5 on page 4-25 summarizes requirements to report duty limitation

TTC 157 XXX    DU LIMIT XXXXXXX ___ |            MCTFSPRIM 4-25

                                (1)   

                (1) 8-digit effective date of change

     c.  SICK STATUS - INJURY, ILLNESS, HOSPITALIZATION OR REHABILITATION. Information concerning injury, illness and/or hospitalization must be reported on the unit diary.  The following occurrence must be reported as an action statement except when the Marine has been reported to confinement, then the to and from sick entries will be reported as a HIST statement.  If the Marine is released from confinement while still hospitalized, the occurrence will then be reported as an action statement using the date of release from confinement as the date of the occurrence.

TABLE 7-3 contains the statements to be used to report Marines to sick.

TTC 104 XXX   TO SK ___ XXX ___ XXX | HIST ___ | MCTFSPRIM 7-21

                      (1)     (2)            (3)

           (1) 4-digit time

           (2) 8-digit effective date hospitalization commenced

           (3) Report all available details

Upon return of duty, report the statement(s).  Report the duty status entry only if it is other that full duty.

TTC 105 000   ___ FR SK ___ |     TTC 460 000 ___ DU STAT ___ |

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

MCTFSPRIM 7-18

     (1) 8-digit date the Marine was released from hospital

     (2) 4-digit time 

     (3) 8-digit date of duty status change

     (4) 1-digit duty status code

When hospitalization interrupts leave, we must terminate the leave status at 2359 on the day prior to the first day of hospitalization.  Report the hospitalization entries: “TO SK” then “FR SK”.   Then report the subsequent leave period, ensuring the commencement time is one (1) minute past the “FR SK” entry.

    d.  UNAUTHORIZED ABSENCE.  All periods of UA shall be reported on the unit diary.  Unauthorized absence as defined in the  UCMJ, Article 86 & 87 which commences while the Marine is a member of a unit is reported as followed:

UA for less than 24 consecutive hours within the same day

TTC 279 001 ___ TO UA ___ FR UA ___ |HIST: ___ | MCTFSPRIM 7-24

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

      (1) 8-digit effective date UA commenced

      (2) 4-digit time UA commenced

      (3) 4-digit time UA terminated

      (4) Details for history and other purposes

UA for more than 24 consecutive hours

TTC 279 000    ___ TO UA ___ | HIST: ___ |       MCTFSPRIM 7-24

                        (1)       (2)         (3)

      (1) 8-digit eff date of UA (if other than date of diary)

      (2) 4-digit time UA commenced

      (3) Details for history or other purposes

To terminate the UA period report

TTC 280 000   FR UA ___ ___ TO UA ___ | HIST:___| MCTFSPRIM 7-24

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

           (1) 4-digit time UA terminated

           (2) 8-digit effective date UA terminated

           (3) 8-digit effective date UA commenced

           (4) Details for history or other purposes

    e.  TIME LOST.  Report all periods of time list as defined in MCO P7220.31 (APSM).  The time lost entry is not reported unless the period of time lost exceeds 24 consecutive hours.  The reporting of the Marine to and from a status that can be determined to be time lost automatically checks the Marine’s pay for the period.  The next sequential step is to immediately report the time lost or excused as unavoidable as determined by the CO.  The time lost entry must always be reported timely to cause non-accrual of leave and automatically update the PEBD, EAS, ECC, EOS & ACDU BASE DATE.  

  IF the TIME LOST is for more than one day

    TTC 322 002   TL ___ TO ___ REASON ___ |      MCTFSPRIM 7-35

                     (1)    (2)        (3)

           (1) 8-digit effective date time lost commenced

           (2) 8-digit effective date time lost ended

           (3) 1-digit reason code (from list on 5-422)

**DAY OF RETURN IS A DAY OF DUTY, NOT DATE TL ENDED**

  IF the TIME LOST is for one date only       

    TTC 322 003   TL ___ TO ONLY REASON ___ |     MCTFSPRIM 7-35

                     (1)                (2)

           (1) 8-digit effective date of time lost

           (2) 1-digit reason code (from list on 7-35)

If a Marine stays in a UA status for over 45 days, the RUC will receive a computer generated advisory message stating, “ MBR UA SINCE XXXX XXXX.  MBR UA 45 DAYS OR MORE.  NO DROP DCLDES/FR UA OR DELETION POSTED.”  It is important that you monitor all UA’s and report the appropriate Desertion entry promptly.

    f.  DESERTION.  A Marine who is declared a deserter, must be dropped from the reporting units roll.  A Marine is dropped to desertion AS OF THE DATE AND TIME THAT THE UA COMMENCED.  The date and time the UA commenced must be included as part of the action statement reporting the declaration of desertion.  The date the Marine is actually declared a deserter is referred to as the date of declaration; for example, action date/UD date.  The drop entry will be reported on the UD prepared for the date of declaration.  Normally, the date of declaration is not the same as the date the Marine actually commenced the desertion status.  In some cases, however, the two dates are the same.  For example, when a prisoner escapes.

Prior to the DROP DCLDES entry report the Marines physical characteristics with the following entry:

TTC 391 000 __STAT HT __ WT __ HAIR __ EYES __ | MCTFSPRIM 4-10

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

             (1) Action dated with date prior to the drop entry

             (2) Height (nearest inch)

             (3) Weight (nearest pound)

             (4) Color of hear

             (5) Color of eyes

  **If it is unknown report UNK **
Report PRO/CON marks, as applicable, as the first statements prior to the DROP DCLDES entry (occasions are: PD (prior to desertion; effective one day prior to TO UA) & DD (drop declared deserter; effective the same day as the TO UA)(IRAM 4-34 Rule 11/12)

Use the following statement to report the declaration of desertion:

TTC 381 000   ___ DROP DCLDES AS OF ___ ED ___ |  MCTFSPRIM 7-31

              (1)                   (2)    (3)

            (1) Action dated with the date of declaration if the

                UD date is NOT the date of declaration

            (2) 4-digit time UA commenced

            (3) 8-digit effective date UA commenced 

6.  NON-JUDICIAL PUNISHMENT                       

    a.  Background Information
        (1) All NJP’s awarded under Article 15, UCMJ, will be entered into the MCTFS.  Various punishments that affect the Marine’s pay, rank and other personal data items will be reported with an action statement.  More that one normal statement may be required in order to report punishments administered by the Commanding Officer.

        (2) Punishments that do not affect the Marine’s pay, rank or any other personal data items will be reported in a HISTORY statement.  These items can include restriction, extra duty and correctional custody.  All NJP dates will be reported as 8 digit dates.  Dollar amounts will be reported by actual dollar amount followed by a decimal point and two zeroes.

    b.  REGULAR NJP WITHOUT SUSPENDED SENTENCES
        1.  When a Marine is awarded NJP, the unit must report statistical information beside what happened in the NJP, on the unit diary.  To report the statistical information use the following entry:

TTC 268 000  NJP AWD ED  ______ |              MCTFSPRIM 7-46

                          (1)

             (1) 8-digit date the NJP was awarded (Block 12)

        2.  Every time a Marine is awarded NJP, the Good Conduct Medal commencement date changes.  To report the new commencement date use the following entry:

TTC 140 001  GOOD CONDUCT MEDAL ________ |      MCTFSPRIM 5-6

                                   (1)

           (1) 8-digit date the NJP was awarded (Block 12)

        3. When a Marine is awarded a reduction in grade, use the following statement:

TTC 056 000 REDUCED ____ DOR _____ ED ____ | HIST: ____ | MCTFSPRIM 7-52
                    (1)       (2)     (3)          (4)

     (1) Abbr for the grade to which reduced(i.e. LCPL , PFC)

     (2) 8-digit DOR will ALWAYS be the date of the NJP                 

     (3) 8-digit eff date(ED)will ALWAYS be the date of the NJP               

     (4) Must read NJP AWD (DATE)| 

        4.  Pro/Con marks entry must be also reported when the reduction is for a corporal or below.  This entry has already been covered in a previous period of instruction.

TTC 335 000  ____ MARKS PRO ___ CON ___ OCC ___ ED ______ | MCTFSPRIM 7-55

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

            (1) 8-digit act date (the day before the reduction)

            (2) Proficiency marks assigned

            (3) Conduct marks assigned

            (4) Occasion (RD in all cases of reduction)

            (5) 8-digit eff date (the day before the reduction)

        5.  When a Marine is awarded a forfeiture of pay, use the following entry:

TTC 283 003 FORF $__FOR __ MO NJP TOTAL $__ ED __ |HIST: ___ | MCTFSPRIM 5-46

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

             (1) Amt of MONTHLY forfeiture

             (2) 2-digit number of months of the forfeiture

             (3) TOTAL amt of forfeiture taken from the Marine

             (4) The date of the NJP

             (5) HIST: AWD (DATE) - date of the NJP

    c.  SUSPENSION OF SENTENCE                             

        1.  Many times, the Commanding Officer may suspend all or part of the sentence that was just awarded.  When a Marine is reduced during NJP and the Commanding Officer suspends the reduction, report the suspended reduction in a HISTORY statement using the following statement:

TTC HIS 000 HIST: NJP AWD ___ REDUCED TO ___ SUSP FOR ___ MO | MCTFSPRIM 7-46

                          (1)            (2)          (3)

             (1) 8-digit date NJP was awarded

             (2) Abbr grade to which the Marine was reduced

             (3) Number of months the reduction is suspended

        2.  When all or part of a forfeiture is suspended, in a NJP it is necessary to report the suspended portion in a HISTORY statement.  Use the following HISTORY statement to record the information concerning all or partially suspended forfeiture:

TTC HIS 000 HIST:AWD __ FORF$__ FOR __ MO __.00 SUSP FOR __ MO|MCTFSPRIM 7-43

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

             (1) 8-digit date NJP was awarded

             (2) Amount of monthly forfeiture suspended

             (3) 2-digit number of months of forfeiture

             (4) Total amount suspended  

             (5) 2-digit number of months suspended

        3.  A HISTORY statement is also utilized whenever awarded restriction, extra duty or correctional custody as either a immediate or a suspended sentence during NJP.  Use the following HISTORY statement to report punishments of extra duty, correctional custody and restriction:

TTC HIS 000 HIST: AWD _____ FOR NJP ED _____ (SUSPENDED _____) MCTFSPRIM 7-51         

                       (1)              (2)              (3)

           (1) Type of punishment (restr/extra duty/CCU)

           (2) 8-digit date of NJP

           (3) # of months punishment is suspended (ONLY USE 3

                 WHEN THE SENTENCE IS SUSPENDED)

    d.  VACATION OF SUSPENDED SENTENCE                         

        1.  When a Marine is under suspended portion of a NJP sentence, it is like being on probation.  If the Marine breaks the probation/suspension by getting into trouble during the suspension period, everything that was previously suspended, can now be “vacated”.  In other words, it will be executed or put into effect.

        2.  When a previously suspended reduction is vacated, use the following entry to report this information:

TTC 056 000   REDUCED ___ DOR ____ ED ____ | HIST: ______ | MCTFSPRIM 7-52        
                      (1)     (2)     (3)           (4)

             (1) Abbr grade to which the Marine is being reduced

             (2) 8-digit date the reduction was VACATED 

             (3) 8-digit date the reduction was VACATED

             (4) HIS statement is required and will read:

                 HIST: VACATION OF SUSP REDUCED NJP AWD (DATE) | 

                 The date is the 8-digit original NJP date 

**DON’T FORGET ABOUT THE PRO/CON MARKS**

         3.  When previously suspended forfeiture is vacated, use the following entry:

TTC 283 004  VACATE FORF $__.00 FOR __ MO NJP TOTAL $__.00 ED _|

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

             HIST: AWD (DATE)| 8-digit date of original NJP

     (1) Amt of monthly forfeiture that was previously suspended

     (2) 2-digit number of months of the forfeiture

     (3) Total amt of previously suspended forfeiture

     (4) 8-digit date the forfeiture was vacated

         4.  Whenever restriction, extra duty or correctional custody was previously suspended and is now being vacated, state this in a HISTORY statement utilizing the following example:

          HIST: VACATE ___ ED ___ FOR NJP AWD ___ |

                       (1)    (2)             (3)

          (1) Type of punishment imposed (restr/extra duty/CCU)

          (2) Date vacated

          (3) Original NJP date

7.  PERSONNEL TEMPO  The National Defense Authorization Act (NDAA) of FY 2000 requires that effective 1 Oct 2000 all services track and monitor the days that each service member is either deployed or otherwise performing duties that prevent that individual from returning to his or her normal billeting area during periods of authorized liberty.  This process is referred to as Personnel Tempo (PersTempo) tracking.  For PersTempo there are two general types of events that are tracked, 'deployment' and 'non-deployment'.

        1.  PersTempo Deployments.  For the purposes of PersTempo a Marine is considered 'deployed when, subject to orders, that individual is performing duties at a location other than his/her permanent duty station or, if assigned to a ship or vessel, the local operating area of that ship or vessel.  In addition, a Marine is considered 'deployed' while performing field duty at the permanent duty station.  All PersTempo deployments are coded in MCTFS beginning with the letter 'D'.

        2.  PersTempo Non-deployments.  For the purposes of PersTempo a Marine (to include drilling reservist) is considered to be in a 'non-deployment' status on any date that Marine is not deployed as defined above and is not allowed to return to his or her residence or billeting area at his or her permanent duty station during normal liberty periods due to the performance of military duties.  PersTempo non-deployments are coded in MCTFS beginning with the letter 'N'.  Use the following examples to report PersTempo:

TTC 323 000       MCTFSPRIM 9-54
START PERS TEMPO BRANCH M RUC __FROM DATE__TO DATE__TYPE__|

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

       (1) Five byte RUC.

       (2) Eight byte PersTempo begin date.  (YYYYMMDD)

       (3) Eight byte PersTempo completion date.  (YYYYMMDD)

       (4) Three byte PersTempo type code.

TTC 323 002       MCTFSPRIM 9-56
STOP PERS TEMPO ED ______

                                         (1)

       (1) Eight byte DOA.  (YYYYMMDD)

TTC 323 003       MCTFSPRIM 9-56
CRED PERSTEMPO BRANCH M RUC___FROM DATE___TO DATE___TYPE___|

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

       (1) Five byte RUC.

       (2) Eight byte PersTempo begin date.  (YYYYMMDD)

       (3) Eight byte PersTempo completion date.  (YYYYMMDD)

       (4) Three byte PersTempo type code.

   3. OVERSEAS CONTROL DATE (OCD).  The OCD is assigned or updated based upon the completion of an overseas tour of duty (excluding Hawaii and Alaska), regardless of whether the Marine is single or married or whether dependents were or were not actually located at the overseas location.  The OCD is displayed on the BIR and is located in the MCTFS on the D122-Accumulated Deployed Time Remark.  The GAINING unit is responsible for ensuring the OCD information is accurate (the system will adjust the OCD, the GAINING unit only reports this entry if it is wrong in the system.  Use the below entry to report OCD:

TTC 071 000      OVERSEAS CONTROL DATE ___ |      MCTFSPRIM 5-27
                                       (1)

                  (1) 8-digit effective date

8.  PERSONNEL LOSSES                              

There are several types of losses such as drops, transfers, attach terminations and terminate FAP.  But for the purposes of this class we will only discuss DROP entries

    (a) RELEASED FROM ACTIVE DUTY.  The drop from active duty entry facilitates future reserve/retirement pay entitlements.  When a timely and accurate drop entry is not reported future entitlements will not accrue.  RU’s are reminded that when reporting separations, the separation document type reported in the statement must be compatible with the SPD.  Use the following statement to report a release from active duty (officer and enlisted).

TTC 378 000    ___ DROP SPD ___ ___ RE ___ ED ___ | HIST: ___ |

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

       (1) 8-digit effective date of release from active duty

       (2) 4-digit separation code (MCTFSCODESMAN)

       (3) 1-digit separation document-type code (MCTFSCODESMAN)

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

       (5) 8-digit effective date of release from active duty

**Remember to report the home address and telephone number in conjunction with the drop entry, with an ACTION DATE one day prior to the drop**   
9.  DIARY FEEDBACK REPORT (DFR).  A DFR provides Reporting Unit (RU) Commanders with a means of monitoring the status of information that has been reported on the Unit Diary, entered by the CMC, or computer generated.  By implementing systematic procedures to audit these reports the unit commander will ensure accurate and timely information is reported and pay problems are minimized.  However, a problem currently exists in researching the wide variety of error/advisory messages and each should be analyzed on its own merit.  Prompt corrective action is imperative!  When corrective action fails or when the RU has questions concerning an error/advisory message, the Administrative Assistance Team or the MISSO should be notified.  The DFR provides the following information:

     a.   All UD's processed in a single cycle or all UD's processed as reflected on the Diary Statistics report (DSR).

     b.  Transactions reported by the CMC which are of interest of the RU.

     c.  Rejected  UD transactions and description of the reason rejected.

     d.  Computer-generated messages resulting from accepted transactions.

     e.  Messages resulting from purification programs processed against the CMF.

     f.  All CMC "flow though" transactions.

     g.  Automated composite score information.

     h.  Transactions reported by the previous unit which fail to post to the CMF.

     i.  Transactions reported by TAD or FAP units and or the MISSO.

   2.  CONTENTS OF THE DFR.  The DFR consists of five parts; the cover page, UD Statistics Report, Rejected Transactions, Advisory/Purex, and General Information.  An explanation of each part of the DFR is as follows:

     a.  Cover Page.  The cover page contains basic unit and cycle information, complete with a preprinted signature block.  

     b.  PART I (Diary Statistics Report (DSR).  The DSR provides the commander with a means to monitor UD's processed at Kansas City, total transactions submitted on the UD, number of accepted transactions and number of rejected transactions which must be matched against the total number processed on the UD to ensure that all transactions submitted are accounted for and processed.  This must be annotated on the diary transmittal page.  

     c.  PART II (Rejected Transactions).  This part will reflect the rejected transactions, as a result of the RU's input in the cycle requested.  If no cycle was requested, Part II will contain all rejected transactions for all UD's processed as reflected on the DSR.  The following information appears in Part II of the DFR.

         (1) The RUC of the unit for which the report is printed.

         (2) SSN.  SSN of the Marine.  SSN's are listed in ascending sequence.

         (3) UD/PAYROLL NUMBER.  The number assigned to the UD which initially reported the transaction.

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

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

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

         (7) DO RUC.  Not used.

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

         (9)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.

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

         (11) TTC.  The TTC and English statement which was reported on the individual Marine.

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

    d.  PART III (ADVISORY/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 ADVISORY/PUREX messages for all UD's processed as reflected on the DSR.  The following information appears on Part III of the DFR:

        (1) SSN.  SSN of the Marine.  SSN's are listed in ascending sequence.

        (2) REPORTING ADVISORY RUC.  The number assigned to the UD which initially reported the transaction.

        (3) UD/PAYROLL NUMBER.  The number assigned to the UD which initially reported the transaction.  Computer-generated and purification routines are shown as 00884 or 00888 followed by the year, for example 0088896.

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

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

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

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

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

        (9) TTC.  The TTC and English statement which was reported on the individual Marine.

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

    3.  AUDIT REQUIREMENTS FOR THE DIARY FEEDBACK REPORT (DFR)

    a.  General Information.  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 parts. 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.  There again the RU must annotate the counter action page of the UD with the transactions that were accepted, rejected and the total number from the DSR in part I.  This is known as A R T!

        (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 which were corrected and annotated on an earlier DFR need not be annotated on subsequent reports.

            (c) When the RU has exhausted all means to take corrective action at their level, assistance can be requested from your regional MISSO.  When contacting the MISSO make sure you have all available information concerning your corrective action, i.e. cycle number in question, the Marine's SSN, etc.  This will save you, as well as the MISSO valuable time in researching UD problems, or corrective action.

        (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 UD's were submitted.  Advisory messages will be available for approximately 20 days.  If there are advisory messages in Part III of the DFR, the following action is required:

            (a) Each advisory message will be annotated with the corrective or appropriate action taken.  There are three categories that information will fall into within Part III of the DFR.  They are UD action, ADMIN action, and NAR.  The messages requiring UD action will be annotated with the appropriate UD statement required, as well as the UD number and date of the UD that the corrective action was taken on.  In those cases were UD action is not required, annotate the corrective ADMIN action; for example, letter sent to CMC, 11116 sent to DisbO, TRNG section notified, etc.  Only those advisory messages not requiring any type of action will be annotated with NAR (no action required).  

         (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 does not stop at the UD section, further action may not be complete until the advisory message is passed to the SRB/OQR section, the S2, S3, Training Section, or the Marine's individual company commander, etc.

         (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.

4.  PRINTING AND FILING REQUIREMENTS.  There is no requirement to print the DFR, but it may be printed if desired.  The requirement to print and sign the EDFR is rescinded due to electronic capabilities within UD/MIPS.  The requirement to print and place an ink signature on certified unit diaries is rescinded.  The Unit Diary is to be “Archived” (Electronically filed) to server, CD-ROM, or other electronic media storage device. These electronic files (Archives) are to be retained per disposition instructions contained in paragraph 20110 of this manual.  For detailed instructions regarding Archive/Retrieval of Unit Diaries, refer to the instructions contained within the UD/MIPS User Manual. Additional guidance may be obtained from your servicing MISSO.

5.  COMPUTER-GENERATED ADVISORY MESSAGES.  All reoccurring computer-generated advisory messages are located in this chapter of the MCTFSPRIM.  These computer-generated advisory messages contain the exact English statement/description located in Part III of the DFR.  As discussed previously these computer-generated advisory messages are identified by a UD number of 00884 or 00888.  These advisory messages will help you determine a problem with a workable solution.  Often if there are other UD transactions to be reported associated with the advisory, it will refer you to that paragraph in the MCTFSPRIM.  After extensive research, any other advisory that is still left unanswered should be brought to the attention of the servicing MISSO.

REFERENCES:  

MCTFSPRIM (MCO P1080.40C) 

MCTFSCODESMAN (MCO P1080.20)
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