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STUDENT OUTLINE

VERIFY FITNESS REPORTS
LEARNING OBJECTIVES

1.  Terminal Learning Objective.  Given a blank fitness report and the references, review fitness reports per MCO P1610.7, MCO P1070.12, and MCO P1080.20.  (0180.03.01)   

2.  Enabling Learning Objectives
    a.  With the aid of references, identify the requirement the RS must complete within 15 days of a new reporting relationship, in accordance with the references.  (0180.03.01d)  

    b.  With the aid of references, identify the action the RS must take within 30 days of a new reporting relationship, in accordance with the references.  (0180.03.01e) 

c.  With the aid of references, identify the reporting 

occasions that can be extended, in accordance with the references.  (0180.03.01f)    

    d.  With the aid of references and given a fitness report scenario, draft a Section A of the fitness report, in accordance with the references.  (0180.03.01a)

    e.  With the aid of references and given a fitness report scenario, draft Section I of the fitness report, in accordance with the references.  (0180.03.01b)

    f.  With the aid of references, list the six items within Section A of the fitness report that can render the report adverse, per the references.  (0180.03.01c)

    g.  With the aid of references and given an adverse fitness report scenario, determine the administrative responsibilities, in accordance with the references.  (0180.03.01g)

    h.  With the aid of references and given scenarios related to date gaps, determine the administrative responsibilities for

each situation, in accordance with the references.  (0810.03.01h)  

OUTLINE

1.  PURPOSES AND OBJECTIVES OF THE PERFORMANCE EVALUATION SYSTEM

   a.  Purposes  

         (1) Selection, promotion, and retention. 

         (2) The assignment of personnel.

         (3) To support personnel management decisions.

    b.  Objectives  

         (1) Accurate fitness reports.

         (2) Preventing inflation.

         (3) Timely receipt.

         (4) Complete records.

2. EVALUATION CYCLE 
    a.  Within 15 days the RS and the MRO should establish a billet description.

    b.  RS forwards to RO.

    c.  HQMC checks for accuracy, processes it into OMPF.  

    d.  Check the On-Line Performance Evaluation Record (OLPER) in MCTFS and the website www.mmsb.usmc.mil to verify that the report has been processed.

3.  REPORTING CHAIN
    a.  MRO RESPONSIBILITIES  

        (1) Provides summary of accomplishments.

        (2) Significant events.

        (3) Awards.

        (4) PME/Off-duty education.

    b.  Reporting Senior (RS) Responsibilities.  The first commissioned or warrant officer (or civilian equivalent, GS-9 or above) in the reporting chain, senior in grade to the MRO.  Page #____________  

        (1) Determines fitness report requirements.

        (2) Completes Sections A through I.

        (3) Forwards fitness report to the RO in a timely manner.

        (4) Review OLPER in MCTFS/https:/www.mmsb.usmc.mil (within 30 days).  Page #______________

    c.  Reviewing Officer (RO).  The RO is the first commissioned or warrant officer (or civilian equivalent, GS-10 or above) senior to the RS.

        (1) Assess adverse reports.  If there is a disagreement between RS and RO see 2-4 (para 2004.3(f)).

        (2) Know the professional capabilities of Marines reports they review.

        (3) Ensure fitness reports are submitted timely and accurately.  Fitness reports must arrive at HQMC within 30 days of the end of the reporting period.  

        (4) Complete Section K of the fitness report by making narrative comments.

        (5) Educate subordinates regarding fitness report responsibilities, performance evaluation policy, and proper evaluation methods.

        (6) Assuming the RS’s responsibility upon death, incapacitation, or relief for cause of the RS. Page #_________

4.  SUBMISSION REQUIREMENTS                                 

    a.  Fitness Report Occasions.  There are 13 occasions that require submission of fitness reports for Marines in the grades of sergeant through colonel.  If more than one occasion occurs at the time of submission, the occasion that appears highest on the list will be used.  Page #_______________

    b.  Minimum Observation Period.  Excluding periods of nonavailability, reporting seniors must submit observed reports for ALL reporting occasions covering periods of 90 days or longer, except for semiannual (SA), from temporary duty (FD), and change of status (CS) covering 31 days or longer.  If a reporting senior wants to complete an observed report for a 

period 89 days or less, they may do so as long as they justify in Section I that they had sufficient observation to provide a fair assessment.  Page #________________

    c.  Not Observed Reports.  If a not observed report is submitted, the RS must complete section B and submit page one and five (MARADMIN 172/99).  Not observed reports can be rendered adverse.  The RS will submit not observed reports for the following situations:

        (1) When there is insufficient observation and the reporting period does not meet the minimum observation requirements.

        (2) When the MRO is terminated from temporary duty, which includes formal schooling, when the duration is 30 days or less.  The reason for termination must be explained in Section I.  

    d.  Academic Duty
        (1) When a Marine is attending a formal school or course of instruction fitness report submissions will adhere to the occasions and instructions per the reference.  Page #__________

        (2) Upon completion of the course of instruction 90 days or longer, the MRO’s TAD RS must submit an observed “from TAD (FD)” report.

        (3) When a Marine is attending a formal course of instruction in a TAD status for a period of 31 to 89 days, the RS may submit a not observed report.

    e.  Extended Reports.  The only reporting occasions that can be extended are the AN, AR, or SA.  Submit pages one and five.  Annual reports may not be extended for adverse or not observed reports. Page #___________ 

        (1) Evaluation cannot change since the last AN, AR or SA report.

        (2) Can extend another reporting occasion that occurs within 89 days or less.

f.  Fitness Reports Not Allowed.  Fitness reports will not be submitted in the following situations: Page #____________

(1) For duty as president, member, or recorder of a selection board.

(2) For evaluation of the MRO while a member of a court-martial.

(3) On musicians of the Marine Corps Band, MOS 9811.

(4) Upon the death of the MRO.

(5) On the Sergeant Major of the Marine Corps.

    g.  Drug/Alcohol Abuse Reports.  When the commander confirms, by a preponderance of the evidence, that the MRO wrongfully used, possessed, manufactured, distributed, imported, exported, or introduced a controlled substance in violation of Article 112A, UCMJ.  NOTE:  This includes "huffing".  

        (1) Drug Abuse.  Marines confirmed as having used or possessed illegal drugs will be processed for administrative separation for misconduct.  

        (2) Alcohol Abuse.  A DC report is not required for all first-time alcohol related incidents or documented alcohol abuse, including Driving Under the Influence or Driving While Impaired or Intoxicated (no matter what the Marines blood alcohol content may be).  Alcohol related incidents or documented alcohol abuse would be reported on the fitness report for the next reporting occasion.  A DC report is required, however, for second and subsequent occurrences (within a three year period), a statement as to how many previous occurrences are appropriate.  Page #_____________

    h.  Fitness Reports for Marines in an Unauthorized Absence (UA) or Deserter Status.  No fitness report will be submitted until a Marine is declared a deserter or returns from UA.  However, if a Marine is acquitted of all charges the period of nonavailability will be accounted for by indicating the dates and the word “ABSENT” in item section I.

5.  INSTRUCTIONS ON COMPLETING THE FITNESS REPORT             
    a.  Section A.  Complete by computer or typewriter. 

Page #_____________

    b.  Section B.  Complete by computer or typewriter using normal capitalization.  Do not use all uppercase, underlining, boldface, or italics.  Precede each entry by a distinctive mark; e.g. circle or dash.  Use correction tape or corrector lift-off to correct except for adverse reports.  

    c.  Section C. Complete by computer or typewriter using normal capitalization.  Do not use all uppercase, underlining, boldface, or italics.  Precede each entry by a distinctive mark; e.g. circle or dash.  

    d.  Sections D Through G.    These sections include performance anchored rating scales for each of the 13 attributes that forms the heart of the report.  A scale marking of from A to H with "A" indicating adverse and "H" not observed identifies the degree of performance of each attribute.  

    e.  Section H.  Section H is marked not observed for all enlisted Marines with the exception of those authorized by HQMC.  

This section measures the level to which reporting officials are performing their responsibilities as a reporting senior.

    f.  Section I
        (1) Mandatory comments.  

        (2) Directed comments. Page #___________

        (3) Additional comments.

    g.  Section J.  This section is the certification of the RS.  Signing the report, the RS is certifying that the MRO has been provided a signed copy of the report. Page #__________ RS must ensure the MRO receives a new, signed copy if any changes are made.

    h.  Section K.  It requires the RO to: 

        (1) Characterize the level of observation of the MRO, whether sufficient or insufficient.
            (a) Certify the administrative correctness of the report.

            (b) Concur/nonconcur with the RS’s evaluation.

            (c) Compare the MRO’s professional abilities and potential to other Marines of the same grade.

            (d) Comment concerning the MRO’s potential.

            (e) Must complete all items of Section K if RO marks item 1 (sufficient observation). 

    i.  Section L.  An addendum page to the fitness report, this is normally the only attachment.  The exception to the rule is found on 6-9.

6.  ADVERSE REPORTS   

    a.  Adverse Defined.  Specific entries can render a report adverse.  Page #____________  

        (1) Section A:  6b, 6c, 7b, 8a, 8b, 8f.

        (2) Section C:  Below average/unsatisfactory results, comments reflecting failure to accomplish job, poor character, dereliction.

        (3) Sections D through H:  Any mark of "A".

        (4) Assignment to weight control/military appearance, failure to qualify/requalify, PFT failure, disenrollment of a formal school, alcohol related incidents (failure of level II/III treatment), periods of UA/declaration of desertion.

    b.  Refusal to sign.  If the MRO elects to make a statement, it must be returned to the RS within 5 working days.  MRO’s refusal to sign the report tells CMC that the report is accurate.  By refusing to sign the report the MRO automatically forfeits all rights to submit a rebuttal and subjects them to punishment under the UCMJ.  Reporting Senior will make directed comment in Section I. 

    c.  RO’s Certification.  Upon completion of section K, the RO must forward the completed fitness report to CMC (MMSB-32).

        (1) If the RO’s comments add new adverse matter to the report, the RO must show the report to the MRO.

        (2) If the RO adds adverse information and the MRO submits a statement, it will then be forwarded to a third officer sighter, who is normally the RS of the RO.

    d.  Third Officer Action.  The only time a third officer sighting is needed is when the RO includes new adverse material for which the MRO submits a rebuttal statement.

7.  CORRECTIONS TO FITNESS REPORTS                            

    a.  Administrative Corrections.  The CMC has the ability to correct section A information and statements of fact to sections B, C, I and K.  Unit diary can correct items 9a/9b.

    b.  To submit a request for an administrative correction, the MRO must submit a letter via the RS/RO to CMC (MMSB-30).  The RS/RO must endorse the request indicating the changes are valid and provide documentation as applicable. Page #__________ 

8.  MISSING FITNESS REPORTS.   CMC will notify via DFR (diary feedback report) 6 months prior to selection board if there is a date gap.  To correct date gaps in excess of 30 days caused by missing fitness reports the following action must be taken:  Page #____________

    a.  Reporting officials must assist Marines in correcting reports.

    b.  Marines have the responsibility to audit records periodically.

    c.  Use Appendix L for assistance.

9.  REPORTING SENIOR PROFILE.  The profile of a report provides a cumulative rating history of all reports written by the RS.  Page #___________

10.  MASTER BRIEF SHEET.  The MBS contains information extracted from the MCTFS and provides a summary of all fitness reports processed by CMC (MMSB).  Page #____________

11.  INTENT OF THE CMC POLICY COMPLIANCE MEASURES                

    a.  The intent of the compliance measure is to: Page #______
        (1) Ensure adherence to PES policy.

        (2) Ensure early identification of, and initiation of corrective action for, reporting officials displaying undesirable reporting trends.

        (3) Recognize reporting officials who, over time, display noteworthy adherence to the objectives of the PES.

    b.  The compliance measures provide the CMC with the tools to:

        (1) Monitor how well reporting officials are performing their duties.

        (2) Identify, notify, and educate reporting officials that are displaying trends.
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