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EDUCATIONAL OBJECTIVES:  Identify the following:





	a.	The procedures for recording and correcting entries in the OQR and the SRB.


	b.	The documentation of enlistment, reenlistment, and extensions in the SRB.


	c.	The appointment acceptance and record of the OQR.


	d.	The procedures for making entries in the chronological record.


	e.	How proficiency and conduct marks are documented in the Record of Service.


	f.	The procedures for making entries to the weapons firing record.


	g.	The procedures for documenting military and civilian occupational specialties, education, and technical training.


	h.	The process for documenting a Marine's combat history and awards.


	i.	The authorized entries for the administrative remarks page.


	j.	The procedures for documenting Nonjudicial punishment on the page 12.


	k.	The procedures for documenting court-martials on the page 13.


	l.	The procedures for maintaining the Record of Emergency Data.


	m.	The benefits and regulations concerning Serviceman's Group Life Insurance.





OUTLINE	





1.	RECORDING ENTRIES.  





	a.	Methods of making entries.  Recording entries in the individual record may be done using any of these three methods:





		(1)	Most desirable is by typewriter using a black ribbon.





		(2)	Neatly printed with a black or blue-black ink pen.





		(3)	Rubber stamps with black or blue-black ink.





	b.	Methods of making corrections.   Correcting an existing entry may be done using any of these three methods:





		(1)	A pen change is made by drawing a thin-inked line (using black or blue-black ink) through the character(s), numerals(s), or word(s) to be changed or corrected and entering the new information directly above or below the lined out information.  Have an authenticating official initial the change or correction.





		(2)	A counter entry is used when a previously recorded entry is wrong in its entirety.  A counter entry is made by first lining out the erroneous entry, then going down to the next available space, identify the erroneous entry and explain why it has been deleted as erroneous.  An authenticating official will initial the line out and sign the explanatory entry.





		(3)	A modifying entry is made to correct an entry that contains an error or errors too numerous to allow a pen change correction.  It is made by drawing a thin-inked line through the entry to be modified, going down to the next available space, and identifying the entry that was lined out and record the correct information.  The modified entry should be in the same basic format as the entry that was modified.  An authenticating official will initial the line out and sign the new entry.





	c.  	Late Entries.  If it is discovered that a required entry was not made prior to a subsequent entry being made, the required entry will be entered in the next available space.  An asterisk (*) will precede the entry and the notation "*Late Entry" will be entered at the bottom of the page to indicate the entry is out of chronological sequence.





	d.	Authentication of Entries.  Entries will be authenticated by the cognizant commander, the acting commander, a commissioned  or warrant officer, or a staff noncommissioned officer duly designated in writing (By direction, etc.)





		(1)	Facsimile (rubber stamp) signatures shall be validated by the initials of the officer who has been duly designated in writing.  This type of authentication should only be used for entries of purely record keeping nature.





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





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





2.	ENLISTMENT/REENLISTMENT AND EXTENSIONS. 





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





		(1)	Either natural or all CAPITALIZATION and natural spacing format will be used (be consistent).





		(2)	The document will be typed using black ribbon to make it suitable for photographic reproduction.





		(3)	All signatures and initials must be original in black or blue-black ink on the original only (remove carbons).





		(4)	Erasures and corrections are permitted on the form except in items 5, 8, and all of Sections D & E prior to the Marine being sworn in.  Corrections will be initialed by both the Marine and the reenlisting officer on all copies.


      


		(5)	Typewriter strike overs are not permitted.





		(6)	Errors that are found after the reenlistment will be corrected in accordance with Chapter 5 of the IRAM.





		(7)	The service representative is responsible for verifying all entries on the form and explaining applicable parts of the contract to the Marine concerned.





		(8)	All dates will be in the year, month, day format.  Single digit days will be preceded by a zero.





		EXAMPLE:		70 Jul 04





		(9)	Distribution of the DD Form 4





			(a)	Original with SRB pages 23/ROS (if Cpl and below),  3,  5,  6,  9,  11, and 12 containing entries associated with the previous enlistment, forward the CMC (MMRB-20) on the date of reenlistment.





			(b)	Yellow (first) copy, the original SRBP statement of understanding, disbursing officer's SRBP statement (this may appear on the NAVMC 11060) stapled together and filed as Page 1 of the SRB.





			(c)	Green (second) copy will be retained in the correspondence files of the activity effecting immediate reenlistment.





			(d)	Pink (third) copy will be delivered to the Marine at the time of reenlistment.





	b.  VOLUNTARY EXTENSIONS OF ENLISTMENT.  An extension of enlistment is executed in monthly increments and will not normally be approved by the CMC for a period greater than 23 months.  Marines cannot have more than 48 months of extensions on each contract.


       


		(1)	The purpose is to provide sufficient obligated active service to permit serving a tour of a specified length that will be of a benefit to the Marine Corps.  For the most part, Marines desiring additional service will be required to reenlist.  Extensions may be granted for the following conditions:





			(a)	To provide the required service to participate in a particular exercise or deployment, official project, study, or course of training.





			(b)	To gain sufficient obligated service to qualify for a specific assignment.





			(c)	For valid humanitarian circumstances.





			(d)	To qualify for reenlistment.





			(e)	To qualify for transfer to the FMCR.  





			(f)	A Marine whose wife is pregnant, may request extension of his enlistment in order to receive medical benefits, provided his service has been satisfactory and his services can be effectively utilized.  If the Marine's services cannot be utilized locally, commanding officers will forward the request to the CMC (MMEA-6) with appropriate recommendations.  The Marine's wife must be scheduled to deliver subsequent of the Marine's EAS.





    			(g)	A Marine who has completed a formal alcohol treatment may request extension to allow a 12 month period for performance and conduct evaluation.





			(h)	Marines who intend to lateral move near the end of their EAS may request an extension to be eligible for a selective reenlistment bonus (SRB).





			(i)	Provided the authorized term of extension does not result in total active service beyond the following service limitations


  


 


	Grade 				No Years Active MC Svc





	Cpl 							8


	Sgt 							13


	SSgt 						20


	Gysgt 						22


	1stSgt/MSgt 					27


 	SgtMaj/MGySgt 				30


          


		(2)	Commanders may approve short term extensions of enlistment for:





			(a)	One month, on a one time basis, to allow the Marine who has suddenly decided to reenlist to submit a reenlistment request.





			(b)	Marines selected for promotion to the grades of GySgt or above, provided the period of extension is not greater that 23 months.  Such extensions of enlistment may be authorized only if necessary to enable those Marines to accept promotion under the provisions of the current edition of the MARCORSEPMAN.





			(c)	For up to 3 months following a fit for duty determination. 


      


			(d)	Commands may request telephonic, one-month extensions when awaiting a response to a previous extension submission.





		(3)	Once the executed extension has been reported on the unit diary, the original will be inserted in the SRB, filed on top of the contract it extends.  The duplicate original will be forwarded to the CMC (MMRB-20) on the date of execution.





	c.	Obligated Service Requirements.  Permanent change of station orders from the CMC constitute authority to extend the enlistment of a Marine up to 23 months to meet obligated service requirements of MCO 1300.8.  Additionally, the Marine is still subject to the provisions of paragraph 3404 of the ACTSMAN and the service limitations just covered.  If more than 23 months are required, reenlistment must be requested.





	d.	Cancellation of extensions.  Cancellation of an executed extension of enlistment will not normally be effected on or after the effective date (Item 9) of the extension.  Separation of Marines in these cases may be accomplished by discharge or transfer to the FMCR.  Requests to separate a Marine due to an erroneous extension of enlistment must be submitted to the CMC (MMSR) for approval in accordance with MARCORSEPMAN.





		(1)	Paragraph 4301 of MCO P1040.31 authorizes commanders to cancel an executed extension of enlistment prior to the effective date under the following circumstances:





			(a)	When the Marine's performance of duty so warrants.  In this instance, assignment of reenlistment code RE-4 is required.





			(b)	When the Marine's physical condition so warrants.





			(c)	When closing out the Marine's SRB because of desertion.





			(d)	When a Marine has extended their enlistment for a special reason, which is shown on the extension agreement, and through no fault of the Marine, has failed to receive the benefits for the extension and no official notification or guarantee of any kind has been received which would assure future receipt of such benefits within the period of service allowed by the extension of enlistment in question itself.








			(e)	When the Marine who extended for the purpose of attending a service school is dropped from the course due to lack of application or misconduct.





			(f)	When Marines under their own volition become unqualified for any incentive granted in conjunction with the extension.





			(g)	When the Marine fails to meet reenlistment prerequisites.





		(2)	Extensions of enlistment will not be canceled for the sole purpose of reenlistment.  Meaning, a Marine who has extended over 12 months cannot reenlist until that Marine is within 12 months of his or her ECC (EAS).





		(3)	Requests to cancel an extension of enlistment prior to its effective date based on circumstances not covered above will be forwarded with an appropriate recommendation to the CMC (MMEA-6) for final determination.





		(4)	When an agreement to extend enlistment is canceled prior the effective date, write the word "CANCELED" and the exact subparagraph from MCO P1040.31 which grants the commander authority to cancel it and the date of cancellation across the face of the original copy.  Place it on the document side of the SRB with prior contracts.  Report the cancellation on the unit diary in accordance with the Marine Corps Total Forces System Personnel Reporting Instruction Manual (MCTFSPRIM.)  Ensure the date of cancellation recorded on the form is prior to the date recorded in Item 9.





3.	APPOINTMENT ACCEPTANCE AND RECORD.  The Appointment Acceptance and Record (NAVMC 763) is the basic document which establishes a legal relationship between the U. S. Government and an officer of the USMC or USMCR.  The appointment is issued by the CMC to an enlisted Marine who is accepting  an initial appointment to a warrant/commissioned officer status or an officer who is accepting a status change in the Marine Corps or Marine Corps Reserve.  Some examples of a status change are a Limited Duty Officer (LDO) who accepts a regular commission.  The CMC (MMRO-5) will send the partially completed Appointment Acceptance and Record, in quadruplicate, under a cover letter to the commander who will administer the appointment.





	a.	Command Responsibility in administering the Appointment Acceptance and Record. Upon receipt of the partially completed NAVMC 763, the commander is responsible for auditing all of the items against local records with the Marine concerned.





		(1)	When completing items, use natural spacing and all capitalization. Special care will be taken to ensure that required items are correctly completed without typewriter strike overs.  





		(2)	Corrections will be initialed on all copies (original initials on all copies) of the document by the Marine concerned or the officer administering the oath.








		(3)	Errors discovered subsequent to acceptance of the appointment will be corrected in accordance with instructions continued in Chapter 5 of the IRAM and Chapter 8 of the (MCTFSPRIM.)





		(4)	The officer who administers the oath of appointment will, prior to signing the completed form, verify all typed entries and explain all items of the documents to the appointee.





		(5)	Except for Item 22, all dates will be recorded as standard two-digit year, month, and day separated by spaces.





		EXAMPLE:		50 01 08 for 8 January 1950.





	b.	Corrections to the NAVMC 763.  The following items on the NAVMC 763 may be corrected at the unit level if accomplished prior to the appointment (administering of the oath), and on all copies.  Items 1,  2,  3,  6,  10,  11,  14,  14a,  15,  15a,  21d, and  22.  





		(1)	All other items on the NAVMC 763 may only be corrected by the CMC (MRRO-5).  





		(2)	Requests for changes to any other items will be in writing and supported by appropriate documentation, i.e, DD 214, enlistment contract, service agreement, etc. 





		(3)	All corrections accomplished at the unit level will be done by lining out incorrect information by thin black ink line and typing the correct information above the lined out information.  





		(4)	Items which are corrected at the unit level will be neatly initialed by the appointee or the officer administering the oath on the original and all copies.  Special care should be taken to ensure that only original initials appear on the copies, not carbonized reproduced initials.





	c.  Distribution Instructions.  The distribution for this form is indicated about half way down on the right side of each copy.





		(1) Original, (OMPF) and Promotion Branch Copy.  Forward to the CMC (MRRO-5) the same day as the appointment takes place.  Manpower Management System (MMS) entries are required by HQMC upon receipt of the completed NAVMC 763.  Accordingly, prompt return of the signed NAVMC 763 is essential.





		(2) OQR Copy.  Insert in the OQR as the top page of the standard page side.  The previous NAVMC 763, if applicable, will be transferred to the document side of the OQR for permanent retention.





		(3) Individual Officer Copy.  Deliver to individual.





4.  CHRONOLOGICAL RECORD (NAVMC 118(3))   Page 3 is designed for recording, in chronological sequence, the events and/or duties performed by a Marine from time of entry through complete severance from the Marine Corps or  Marine Corps Reserve.  The page is divided into three columns identified as UNIT/ORGANIZATION, PRIMARY DUTY, and REMARKS.





	a.  Unit/Orgainization column.  The Marine's parent organization at which they are assigned for a primary duty will be completely identified here, down to and including the battalion / squadron.  The Reporting Unit Code (RUC) and Monitored Command Code (MCC will be included as apart of the organization.





		(1) 	Ensure that in those instances where your unit is responsible administratively for more than on MCC, you record the MCC to which the member is actually joined.  The MCCs and RUCs are, of course, listed in the JUMPS/MMSCODESMAN.  





		EXAMPLE:  Marine reports to an I-I staff to participate in College Degree Program, record the appropriate MCC to reflect the College Degree Program, NOT the MCC for the I-I Staff. 





		(2)	 In the event that your unit is redesignated, the organization identification will be shown here again, to include the RUC and MCC and also showing the effective date of redesignation and the authority. 





		EXAMPLE:		A Battalion Landing Team being redesigned to a Special Landing Force occurred off and on during Vietnam.





	b.  Primary Duty column.  Record the Marine's primary duty.  The information recorded here will reflect the Marine's actual job.  When information is entered other than what the Marine is actually doing, the Marine is ultimately done a disservice.





		(1) 	Record the descriptive job title that the Marine is performing using the appropriate abbreviations.





		(2) 	Record the duty (billet) MOS (BMOS) for that job.  For Marines attending recruit training, use a BMOS of 9900, for Marines attending MCT use a BMOS of 0300, and for Marines attending a formal MOS awarding school, the MOS reflected here will be the Intended MOS (IMOS), even if the Marine's grade is not appropriate for the MOS. 





		EXAMPLE:		If a SSGT selectee attended the Advanced Personnel Administration Course (MOS 0193) as a Sgt., then the IMOS reflected on Page 3 will be 0193, even though the Sgt cannot be a 0193.





		(3) 	The final requirement of this column is to reflect the number of months that a primary duty was performed.  This is determined by subtracting the DOD style date (always add one day for inclusive dates) of assignment to that duty from the date of termination, i.e., transfer, change of primary duty, discharge, etc.  In this regard, 15 days or more will be considered a whole month, while 14 days or less will be dropped. This information will be recorded in parentheses immediately after the duty (billet) MOS.





			(a)	When the Marine enters a period of nonduty (UA, SK, CNFT, etc,) do not count that time in the number of months a primary duty was performed. 





			(b) 	If the Marine is declared a deserter or confined (military or civil authorities,) close out the number of months the previous primary duty was performed  and leave the "Primary Duty" column blank during the nonduty period. When the Marine returns from desertion  or is released from confinement, record the primary duty and MOS to reflect the duties that the Marine is performing.





			(c) 	If the Marine is in an unauthorized absence status or hospitalized for a period in excess of 24 hours, subtract the period of UA or hospitalization in determining the number of months that the primary duty was performed on the next occasion.





	c.	Remarks Column.  Is used for recording the date or dates of chronological assignments.





		(1)	Appropriate entries:





			(a) 	Acceptance of officer Appointment (from enlisted status).





			(b) 	Additional Duties (period in excess of 30 days - reflect number of months performed at termination).





			(c)	Appellate Leave.





			(d)	Assignment of  OJT/MOJT/FST.


	 


			(e)	Change of primary duty.





			(f)	Confinement (Military Authorities; Civil Authorities; Foreign Authorities).





			(g)	Death.





			(h)	Desertion (declaration and return).





			(i)	Discharge.





			(j)	Fleet Marine Force Assistance Program  (FAP).





			(k)	Home awaiting results of Physical Evaluation Board  (PEB).





			(l)	In hands of Civil Authorities  (IHCA - when apprehended).





			(m)	In hands of Foreign Authorities  (IHFA - when apprehended.)


		


	    		(n)	Joins (include company/battery assigned to).





			(o)	Reassignments.





			(p)	Release from Active Duty. 





			(q)	Retirement - to include Temporary Disability Retired List (TDRL) or Permanent Disability Retired List (PDRL.)





			(r)	Resignations.





			(s)	Reversion to an enlisted grade.





			(t)	Sick ( in excess of 24 hours in hospital or quarters).





			(u)	Temporary Additional Duty ( in excess of 30 days - include the number of months performed in parentheses after the entry).





			(v)	Temporary Additional Duty Under Instruction (as a student for any period).





			(w)	Temporary Duty (include number of months performed in parentheses after the entry).





			(x)	Temporary Duty Under Instruction.





			(y)	Transfer (to include future MCC).





			(z)	Unauthorized Absence (in excess of 24 hours).





		(2)	Additional (not mandatory) entries may be considered to assist in keeping track of deployed time for entries on the Career Sea Duty (CARSEA) and Individual Deployment Record (IDR.)





			(a)	Deployments	





			(b)	Unit Rotations.





		(3)	Entries which are not recorded on Page 3:





			(a)	Periods of mess/guard duty .





			(b)	Proceed, Delay, Travel, Annual, and Emergency Leave.


	NOTES:	 When recording additional entries by the same unit, do not repeat the name of the unit, RUC, and MCC.





				 When Marines are performing duties away from their permanent organization and an event occurs which should be recorded on the chronological record, the unit that records the information will include its own name, RUC, and MCC in the "remarks" column.





5.	RECORD OF SERVICE (ROS).  The ROS is a computer-generated form used to show the conduct and duty proficiency marks that have been assigned to Cpls and below.  This same information is part of the information used by the MMS in computing composite scores for LCpls and Cpls.  





	a.	The ROS is filed beneath the Page 3 for Cpls and below.  





	b.	There is no longer a requirement to prepare and maintain the page 23 for recruits and initial skills trainees undergoing training for six weeks or less.  This includes reservists.





		(1)	The actual reporting of conduct and duty proficiency marks is governed by Chapter 8 of the MCTFSPRIM.





		(2)	The ROS will be automatically produced each time conduct and proficiency marks are reported into the MMS. Upon receipt of a new ROS, it will be filed for Cpls and below on the standard page side of the SRB to replace the existing ROS which will be removed and destroyed.





		(3)	Upon receipt of the ROS produced as a result of marks reported upon promotion to Sgt, the old ROS will be removed and destroyed and the new ROS will be filed on the document side of the SRB to be retained until the end of the current enlistment or for six years, whichever is later.





		(4)	Entries will not be typed on the ROS.





		(5)	If local commands desire, they are permitted to make entries on the ROS at any occasion they deem appropriate.





		(6)	Upon closing out an SRB on any occasion which requires the assignment of marks, those marks will be annotated on the current ROS as a part of the SRB close-out procedures and signed by an authenticating official authorized to sign SRB entries.





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





		(8)	Care must be taken for a reservist who comes on active duty for short periods of time that the existing page 23 is not removed and destroyed, as the page 23 will continue to be used until the REMMPS takes over the responsibilities for publishing a reserve ROS.


		(9)	Conduct marks below 4.0 assigned for any other reason than court - martial or NJP will be supported by an administrative remarks entry on the page 11.





		(10)	  Duty Proficiency marks below 3.0 assigned for any other reason other than court-martial or NJP will be supported by an administrative remarks entry on the Page 11.





6.	RECORD OF TIME LOST, PROMOTION, REDUCTION, PROMOTION STATUS ON TRANSFER (NAVMC 118(5) (REV. 6-85)).  Maintenance requirements for the Page 5 for members of the Regular Establishment was discontinued.  The Page 5 is now kept on the document side of the SRB for active duty Marines.  Information previously recorded on the 


Page 5 is reported on the unit diary and is resident in the Marines JUMP\MMS computer record.





	a.	Until similar automated information becomes resident in the REMMPS, continue to maintain the Page 5 as a standard page for all sergeants and below of the Ready Reserve only.  Paragraphs 4008.2, 3, 4, and 5 apply to maintenance of the Page 5 for Ready Reserve.





	b.	The Page 5 will remain on the standard side of the SRB for members of the Ready Reserve during periods of active duty; i.e., enlisted reservists assigned to the Reserve Full-time Support (FTS) Program, EAD, etc.  





7.	WEAPONS FIRING RECORD, COMPETITIVE MARKSMANSHIP (NAVMC 118(6).       The page six is designed to deal exclusively with fiscal year requalification, weapons firing, expert requalification record, and other marksmanship information. Page six is separated into four sections.





	a.	Weapons Firing Record.  This section is designed for recording initial qualification, and fiscal year requalification or the fact that firing was not conducted with basic weapons required to be fired in accordance with MCO 3574.2.





		(1)	In making entries regarding initial qualification / fiscal year requalification, record the appropriate course and under "SCORE FINAL QUALIFICATION" enter the numeric score fired and the classification (level of qualification i.e., EX, SS, MM, or UNQ) as appropriate.  If a Marine fails to qualify on his first attempt for the fiscal year, enter the score the Marine achieved and record the level of qualification as UNQ.  If, on the second or later attempt in the same fiscal year, the Marine finally achieves a score which is above the minimum acceptable level of 25, no matter what that score is, only enter the absolute minimum acceptable score of 25 MM for rifle or 245MM for pistol.





		(2)	At the second or later attempts, if the Marine still fails to achieve the score of MM, the Marine will be not allowed to be armed in the performance of his duties.  





		(3) 	There should be an entry recorded on page six for each year until the Marine reaches the age which exempts him from fiscal year requalification, after which, there is no requirement for the entry.  If there is no entry  for a  fiscal year, it will signify that the Marine was required and scheduled to qualify but failed to fire through his own fault (e.g.UA)


		(4)	Requalification exemptions:





			(a)	For Marines whose requirement to fire has been waived by the commanding officer, record annually "Waived by      (authority)     ."  





			(b)	For Marines who are exempt from firing by current regulations, record "Fiscal year requal exempt while assigned to ____________."  





			(c)	For Marines who are only required to fire Proficiency Enhancement Training (PET) in accordance with MCO 3574.2, enter the date fired in the Date column, "PET" in the Course column, M9 or M16 in the "Weapon" column, and Pass or Fail in the "Score" column.





			(d)	For Marines granted an exemption based on age or rank, the entry will only be recorded one time.  





	NOTE:	Waivers are the only entries that require the Certifying Officers signature.





	b.	Expert Requalification Bar Record.  This section is designed to show the number of expert requalification bars earned.  The first time Marines qualify as Expert, they are awarded the expert badge and no entry is recorded in this section of the page.  Beginning with the second time Marines qualify as expert, they become eligible for the requalification bar award which will be reflected in this section beginning at "2d" award; the first award, of course, being the badge by itself.  Only one award for each type of weapon is authorized per fiscal year.





		(1)	Enter the date in this portion of the page in the format given as an example in the IRAM.





	EXAMPLE:		800000 or 820000, etc.





		(2)	Requalification bars do not have to fall in succession or be with the same rifle or pistol.





	c.	Competitive Marksmanship.	Upon termination of any match competition, the host commander (or team captain, Marine Corps Shooting Teams, whichever is appropriate) will make the necessary entries in this section.





	d.	Additional Marksmanship Information.   This portion of the page is designed for recording information concerning marksmanship or gunnery qualifications not covered elsewhere on the page.





		(1)	Entries concerning completion of match competition that has not been entered in the "Competitive Marksmanship Information" portion of the page


			


		(2)	Information concerning completion of the prescribed course of training in advanced marksmanship, coaching techniques, and/or range operations/safety procedures.


		(3)	An entry will be made upon initial qualification and requalification of personnel in MOS 7212 following firing of the Redeye, Stinger, Redeye Launch Simulator (RELS), and Stinger Launch Simulator (STLS).  Sample entries to record this qualification / requalification are presented in the IRAM.





		(4)	An entry will be made for Marines assigned to the Marine Security Forces who attend and complete the Close Combat Pistol Course (CCPC) and / or the Close Combat Shotgun Course (CCSC).





8.	MILITARY AND CIVILIAN OCCUPATIONAL SPECIALTIES, EDUCATION 


COURSES; TECHNICAL TRAINING AND TESTS COMPLETED (NAVMC 118 (8a.)  


The commanding officer's assignment of MOSs and adding and voiding MOSs is governed by the ACTS Manual.





	a.	Changing a Primary MOS.  The ACTS Manual states commanding generals / commanding officers may change the primary MOS of a Marine when:





		(1)	They are performing field skilled training (FST), managed-on-the-job training (MOJT,) or on-the-job-training (OJT)  Commanders will change the assigned MOS from the basic to the primary MOS for which training was directed when the Marine shows qualification above the basic level.





		(2)	Upon promotion of the Marine above the terminal grade of the present MOS, the primary MOS will be changed to the related MOS appropriate to the grade to which promoted, as reflected in MCO P1200.7 (MOS Manual).





	b.	Assigning Additional MOSs.  The ACTS Manual, paragraph 3105, states each Marine may be assigned a maximum of two additional MOSs.  





		(1)	To hold an additional MOS, the individual must be as fully qualified in the MOS as he would have to be in order to hold it as a primary MOS.





		(2)	When a Marine graduating from a formal school qualifies for an MOS, but is ineligible to hold an MOS because of rank (as restricted by MCO P1200.7), the MOS will be assigned as the 1st additional.  When the Marine is promoted and becomes eligible for the school acquired MOS, the MOS will be assigned as primary and the additional MOS voided (ACTS Manual paragraph 3102.7.)





	c.	Changing Additional MOSs.   Commanders are authorized to change an additional MOS of a Marine to any other which is above the basic level and which exists at the grade of the Marine in accordance with the ACTS Manual.





		(1)	The recording of authorized MOSs will be accomplished as follows:





			(a)	Under "Date," record in DOD style, the date which the primary or additional MOS(s) is assigned. 





			(b)	Under "Primary MOS," when a primary MOS is assigned, record the code number as taken from the MOS Manual.





			(c)	Under "Additional MOS," when an additional MOS(s) is assigned, record the code number in the appropriate column to indicate whether it is the first or second additional MOS.


				


			(d)	Under "Title of MOS," record the title of the MOS exactly as taken from the MOS Manual.  This information will almost always have to be abbreviated.





			(e)	Under "Authority," cite the appropriate authority for the assignment of the MOS, for example, the appropriate paragraph of the ACTS Manual, or if changed by higher authority, the CMC msg/ltr or Diary Feedback Report (DFR)/Advisory File for Reserve Units (ADR) or JUMPS/MMS cycle number.





			(f)	When a primary or additional MOS is changed, prior to making the appropriate entry for the assignment of the MOS, delete the old MOS  entry with a thin inked-line and have an authorized official initial the line out.





	d.	Civilian Education.





		(1)	Enter the number of years grammar school successfully completed to the nearest  half year (completion = eight years).  For high school, enter the number of years attended to the nearest half year (completion is normally four years).





		(2)	Enter a "X" in the appropriate column under "Graduate" and indicate the "Year Left School" by recording the last calendar year of attendance for both grammar and high school.





		(3)	For "Major Subject", in high school, enter either "Academic", "Vocational", "Agricultural", or "Commercial" as are identified in the IRAM.  For College, enter the appropriate major or majors as are documented.





		(4)	The "Major Subject" for those who attended one of the military academies will only be reflected as either USMA, USAFA, USNA, or USCGA.





		(5)	In completing the graduate column for college/university level education, enter the degree received under "Yes", i.e., Associate of arts, Bachelor of Science, Master of Arts, etc.)


or place a "X" under the "No".





		(6)	If more then one degree is held (or later attained), enter that college degree in the same manner on the next available line.





      	(7)	In the portion labeled "Trade-Business", record any specialized courses taken at a technical or business school, high school, or college which are not counted as credits towards graduation from high school or college.





	e.	Civilian Occupation.	The civilian occupation portion of the page requires little or no maintenance once completed during the accession process at the recruit depots.  The code reflected to identify the occupation is extracted from the Dictionary of Occupational Titles (DOT) and is the first three numbers of that code, i.e., 311.619.





	f.	Service Schools, Technical Training, and Military Correspondence Courses Completed.	Record the information to identify courses at service schools, schools of division, wing, brigade, base, depot, or equivalent level; instruction by military or commercial teams authorized by CMC; civilian schools to which ordered for duty under instruction and the various "correspondence" type military training courses other than those administered by the Marine Corps Institute (MCI.) Record the date in numerical form by year and month to show when the course was completed (or incomplete) and the class standing or grade obtained by the Marine upon completion.





	g.	Academic Education Courses, Tests, and Correspondence Courses Completed.  Record information identifying courses completed through civilian educational institutions (residence, extension center, or correspondence) and the Defense Activity for Non-Traditional Education Support (DANTES) subject examinations. The date recorded will be the date the credits were awarded / granted by the institution.  "Credit" may be identified as either SH for semester hours or QH for quarters hours, depending upon the institution attended.  Their will be no credits reflected for DANTES examinations. The "Grade" may be reflected as either the alpha character (as shown in the IRAM) or the numerical form, known as the schools transcript of grades.





	h.	GED Tests and CLEP General Examination.  When the results of the completed high school battery are received, record under the appropriate column "Passed" or "Failed," the date and state who's requirements the Marine met or failed to meet and list the scores received on each part.  If the Marine failed even one of the five batteries of tests, the Marine is considered to have failed the test.





		(1)	When only part of the test battery has been completed, record the date and state opposite the appropriate battery under "Incomplete" and enter the scores received (achieved.)  When the other test parts are completed, record the date and state under "Passed" or "Failed", line out the date and state under "Incomplete," and enter the remaining standard test scores achieved.





		(2)	When the results of the College Level Examination Program (CLEP) are received, record the date under the "Incomplete" column (modifying the column title to read "complete," if appropriate)  and record the standard test scores received.





		(3)	When a retest has been administered, enter GED or CLEP-GE after "Retest" and enter the scores in the appropriate boxes, re-enter the scores previously received (or passed) on parts not retested and line out the previous entry for the battery.  If additional space is required, make complete additional entries under the "Special Qualifications/Instructions" portion of the page.





	i.	Special Qualifications.  This section is to record any unique qualifications  that are not addressed elsewhere. 





		(1)	Record types of machinery and equipment the Marine operates which are not included as part of the Marine's recorded "Civilian Occupation" and give a brief explanation of the Marine's level of experience in operating that machinery or equipment.





		(2)	Record Federal communication Commission (FCC) Amateur Radio Operator's License of Technician Class or higher when held by the Marine.  (MCO 2093.1 applies.)		 


		(3)	When a typing or dictation test is administered, the test date, type of test and level of experience will be recorded in this section.





	j.	Remarks.  There are only two specific instances where an entry is required in this section of the page. 





		(1)	When a primary or additional MOS is voided for "Cause", record the MOS, date, and the specific authority which directs or requires that voidance procedure.





		(2)	An entry will be reflected in this portion of the page when a Marine attains a high school diploma, a state high school equivalency certificate, or equivalency diploma which is based on satisfactory GED testing.  Include in the entry the date the diploma was granted, the type of diploma, certificate, or equivalency diploma that was granted, and who awarded (granted) the diploma to include the state.





9.	 COMBAT HISTORY - EXPEDITIONS - AWARDS RECORD NAVMC 118(9)  





	a.	 Combat History  Expeditions Section.   This section of the page provides a brief outline of the battles, campaigns, and expeditions in which the Marine has participated, injuries sustained, hospitalization received, and the facts of being captured, missing in action, or returned to military control.





		(1)	Under "Date of Entry", record the DOD date.





		(2)	Under "Details", record:





			(a)	The place and nature of expeditions, actions, battles, engagements, or operations in which the Marine actually participated. Accuracy is a must because it may effect a particular award a Marine may be entitled.





			(b)	A brief description of wounds received in action and whether or not evacuated. When hospitalized as a result of wounds received in action, a statement of the fact.





		(c)	The circumstances surrounding capture, missing in action, missing, internment, or return to military control.





		(3)	Under "Date (s)", record the DOD inclusive dates of the Marine's actual participation in actions, battles, operations, or hospitalization which is the result of wounds received in action and/or specific dates of capture, being known missing, internment, returned to military control, or whatever the circumstance.


	


	b.	Authorized Awards. This portion of the page provides a means of recording details of eligibility and issue of decorations, medals, unit awards, ribbon bars, stars for combat air crew insignia, and issue of foreign awards. Marksmanship and Parachute badges, etc., of course, are not recorded on this page.





		(1)	Under "Name of Award", record the description of the decoration, medal, ribbon bar, certificate of commendation, letter of commendation/appreciation, or meritorious mast. The unit award entry will include the abbreviated unit title and inclusive dates for the award period.





		(2)	In the "Subsequent Award Stars" column, record the number of stars in lieu of subsequent awards. When a member receives his sixth award of the Good Conduct Medal and is therefore entitled to wear the ribbon with one silver star, we record that the member is entitled to five stars. Do not record the number of stars that a member is entitled to wear on the Vietnam Service Medal ribbon in this column, because they simply signify the number of campaigns in which the member has participated.





		(3)	In the "Devices" column, record the appropriate device that specifically identifies the medal being awarded. Some of the most common devices are:





			(a)	60.





			(b)	Palm.





			(c)	Palm and Frame.





			(d)	"V" Cluster (Identified level of personal award for the Civil Actions Color and RVN Gallantry Cross).





			(e)	Numbers (Worn to indicate the Strike/Flight Operations).





			(f)	Stars (Worn on the Vietnam Service Medal to indicate the number of designated campaigns while member was "in country" per SECNAVINST 1650.19. Indicated by use of a number slant and an asterisk.)








		(4)	Keep in mind that if a member has been awarded a medal or unit commendation that is distinguished by one type of device and later receives the same medal or unit commendation for another action or operation participation without the distinguishing device, it is a subsequent award of the same medal.





		(5)	In the "Date Medal Issued" column, record the DOD style date that the initial award, medal or ribbon bar was actually delivered to the Marine. Where the actual date of delivery is not known, but it becomes known that the Marine has the award, medal, or ribbon bar in his possession, the date this fact becomes known may be entered. Medals and ribbon bars are not issued for second and subsequent awards. Consequently, this column will contain dashes, for second and subsequent awards of the same medal or ribbon bar.





		(6)	The "Signature" section is considered to be self explanatory.





10.	ADMINISTRATIVE REMARKS (NAVMC 118(11))  The administrative remarks page is limited to matters forming an essential and permanent part of a Marine's military history which are not recorded elsewhere in the service records and will be useful to future commanders.





	a.	Procedures for entries:


 


		(1)	Entries will be separated by a heavy line.





		(2)	Entries may be signed by direction of the commanding officer (unit commander) unless specifically requiring the commanding officer's and/or Marine's signature.





		(3)	Entries required by other Marine Corps directives, but not included in the IRAM, are not authorized. 





	b.	Adverse entries.  Paragraph 1000.4c of the IRAM regarding adverse matter apply equally to the field service record.  If applicable, an adverse entry will include the following statements:





		(1)	The Marine was provided an opportunity to make a rebuttal statement.





		(2)	The Marine did or did not choose to make such a statement.





			(a)	If the Marine elects to make a rebuttal statement, he has five working days after referral of the adverse entry to return the completed statement.





			(b)	A copy of the statement is filed on the document side of the record. 





			(c)	Entries must include the following language: " (Grade/Name) was advised that within five working days after being informed of this entry, a written rebuttal to the entry could be submitted and that such a rebuttal will be filed on the document side of the service record. (Grade/Name) chooses (to) (not to) make such a statement."





	c.	Authorized entries that will be recorded on the Page 11:





		(1)	In Hands of Civil Authorities (IHCA). When the enlisted Marine is IHCA and later acquitted or released without trial, record inclusive dates of confinement and the fact of acquittal or release without trial. If convicted, record date of arrest, nature and date of the offense, trial date, the fact of conviction, sentence adjudged, and action taken by the commander.





		(2)	Government motor vehicle operator's permit.  An entry must be recorded when the operator's permit is issued or revoked. The reference is MCO 11240.66.





		(3)	Voluntary separation prior to completion of final action on physical disability processing.  This entry requires signature of the Marine and also signature of the officer effecting separation.





		(4)	Articles of UCMJ explained.  Required at the time of entrance on active duty (within six days), after completion of six months active duty, and upon each reenlistment.  The entry may be signed by either the Marine or the commander.





		(5)	Aviation insignia (Navy and Combat Aircrew.)  The entry is recorded and signed when a Marine becomes eligible and also when authorization to wear such insignia is revoked.





		(6)	Termination/reinstatement of assignment to duty involving parachute jumping.  When a Marine's assignment is revoked, an entry is required.  The reference is the ACTS Manual, paragraph 1207.





		(7)	Personnel Reliability Program (PRP)  An entry is required upon unsuccessful screening and permanent decertification per the instructions contained in MCO 5510.7.  Requires signature of the Marine and the commander or person authorized to sign service records entries.





		(8)	Record of issue of wet type diver's dress, campaign service hat, suitcases and trunks. This entry is considered permanent and will not be changed or deleted unless the Marine is separated under other than honorable conditions and the equipment is returned.





		(9)	Fraudulent enlistment / waiver of defects and rights.  Signature is required by both the Marine and the individual authorized to sign service record entries.





		(10)	 Qualification as an aircraft crew member. When a noncrewmember is enrolled in training to become qualified as an aircraft crew member, an entry will be made and signed.





		(11)	 Not recommended for reenlistment. When a Marine is not recommended or when recommended but not eligible in accordance with MCO P1040.31, Career Planning and Development Guide, an entry will be recorded.





		(12)	 Request for restoration/clemency or waiver of restoration. Upon receipt of any action by the SecNav, notify the Marine and make a narrative style entry.


		(13)	 Reenlistment/Extension approval/incentive granted. Entry is required when a Marine reenlists/extends for option of a duty station.





		(14)	 Eligible but not recommended for promotion. Required when a Marine is eligible but not recommended for promotion in accordance with MCO P1400.32. This entry requires the signature of the Marine.





		(15)	 Application for retirement or transfer to the Fleet Marine Corps Reserve (FMCR). An entry is required when a Marine requests retirement or transfer to the FMCR.





		(16)	 Cancellation of request for retirement or transfer to the FMCR.





		(17)	 Discharge/Release from active duty prior to EAS.  An entry is made anytime a Marine is released from active duty prior to his expiration of active service date.





		(18)	 Voluntary withdrawal from enlistment option. Required when a Marine, prior to completion of recruit training, voluntarily withdraws from an Enlistment Option Program in accordance with MCO 1130.53. The entry will be signed by the Marine.





		(19)	 Proficiency Pay Program.  An entry is necessary to document the completion of a successful tour for reference upon reassignment to the same type of duty.





		(20)	 Suspension or revocation of air traffic control certification. NAVAIR 0080T114, paragraph 4.4, requires an entry to be made in the certification/qualification record and the service record of Marines whose certification as an Air Traffic Control (ATC) is suspended or revoked.





		(21)	 Marine Corps uniforms purchased outside the United States.  The entry must stipulate that the materials, bindings, patterns, and specifications are in accordance with current regulations.





		(22)	 Uniform clothing marked with another individual's name. An entry is required when a Marine has uniform clothing with another Marine's name marked in the uniform item. The uniform item must be remarked and an entry recorded authorizing possession.





		(23)	 Voluntary waiver of advance notice of removal from flight duty. An entry is required when an enlisted crew member voluntarily waives the advance individual notice of 120 days prior to being removed from flight status in accordance with MCO 1326.2. This entry will be signed by the Marine.





		(24)	 Recruit initial urinalysis test. An entry is required when a recruit's initial urinalysis test is positive and the recruit is retained in training in accordance with MCO P5300.12.


	


		(25)	 Confirmed incidents of illegal drug abuse or possession. Record all confirmed incidents (civil or military) of illegal involvement with drugs.


		(26)	 Alcohol abuse.  Commanders will direct a service record entry be made after counseling a Marine for a first alcohol related incident.  Service record entries and special fitness reports are required for second and subsequent incidents of alcohol abuse.





		(27)	 Deployment designated FMF unit personnel / overseas assignment / transfer to CONUS for discharge entries.





		(28)	 Administrative separation counseling entry.  Administrative separation processing may not be initiated until the Marine has been counselled concerning deficiencies and has been afforded an opportunity to overcome these deficiencies. The reference is MCO P1900.16.





		(29)	 Administrative measures. Commanders are authorized to make other entries on Page 11 that are considered to be essential to document an event in a Marine's career, for which no other means or method of recording exists. Commanders are cautioned that the Page 11 is not intended as a local training record.





11. OFFENSES AND PUNISHMENT (NAVMC 118(12))                                           





	a.	 Compliance with U.S. Versus Booker and U.S. Versus McLemore.  During NJP, the accused must be afforded the opportunity to consult with independent counsel prior to accepting the NJP and be allowed the opportunity to refuse the NJP.  There must be a statement signed by the member which covers both these requirements. The IRAM, paragraph 4015, suggests a statement that must be entered on the Page 12 prior to the imposition of NJP.  Some units are meeting the compliance 29 requirement through the use of a signed statement on the reverse of the Unit Punishment Book (UPB) or on a separate sheet of paper attached to the UPB. While this will meet the requirement as stated in the IRAM, you will need to carefully review this procedure (and check with your SJA, if you have one) to ensure that if there is a later court-martial, this compliance information will be readily available.





		(1)	The recommended statement to be signed by the member is: " (DATE) . I certify that I was given the opportunity to consult with a lawyer, provided by the Government at no cost to me, in regard to a pending NJP for violation of Article(s)       of the UCMJ. I understand I have the right to refuse that NJP; I (do) (do not) choose to exercise that right. I further understand that acceptance of NJP does not preclude my command from taking other adverse administrative action against me.           (Signature of accused)        .





		(2)	In some cases a Marine may have several NJP entries, creating difficulty in determining whether the Marine was afforded the rights contained in paragraph 4015.2a(2) of the IRAM for each individual imposition of NJP. For ease in making this determination, the following sentence will be added to the entry required by paragraph 4015.2a(2) of the IRAM: "This entry applies to the NJP held on      (date) ."





		(3)	If NJP is not awarded and there are no other entries on the page than the compliance statement, remove and replace the page with a blank Page 12.  If there are other entries on the page, then the compliance statement will be lined out and the line out initialed by an individual who is authorized to authenticate entries in the service record.





	b.	Awarding of Nonjudicial Punishment.  When office hours have been conducted which results in the awarding of punishment, that fact will be entered on the Page 12 to include:





		(1)	Date of entry.





		(2)	Article(s) of the UCMJ violated.





		(3)	A summary of the offense(s).





		(4)	Punishment Imposed (to include suspension, if any).





		(5)	Who conducted the office hours to include billet, grade, and the date conducted.





		(6)	RUC of unit and UD number and date which reported the punishment.





		(7)	Whether an appeal was made and action on the appeal, if any.  If the member indicates that he will not appeal, the entry on Page 12 is completed indicating "Not Appealed".





			(a)	If reduction is imposed as punishment and not suspended, include the effective date of reduction.





			(b)	Authenticating official's signature.





		(8)	Oral reprimands may be non punitive (not intended as NJP) or punitive (intended as NJP). If the commanding officer imposes only an oral reprimand, prepare a normal NJP. If, however, the commanding officer intended the oral reprimand to be only a non punitive oral reprimand, even if issued during a NJP hearing, then no NJP entry is made at all.





	c.	Vacation of a suspended portion of NJP.  Record as a standard entry on page 12 the vacation of a suspended reduction/sentence, previously imposed by NJP.





	d.	Unauthorized Absence (UA).  Entries reporting Marines to and from UA must be recorded on the page 12.





	e.	Desertion.





		(1)	When a mark of desertion is required by current directives, record it in a narrative style to show date of entry of the mark, type of UA, hour and date UA commenced, RUC of the unit entering the mark, number and date of the unit diary showing that the Marine is dropped from the rolls, and any information which would show intent or lack of intent to desert.





	EXAMPLE:  "960131.  UA (AWOL) fr this org since 0801, 960101.  Declared deserter this date as of 0801, 960101 and dropped fr the rolls of this org on RUC 54031 UD 00029 dtd 960131.   DD 553 published this date."





		(2)	For removal of marks of desertion, only remove marks of desertion under the guidelines set forth in paragraph 5012, MCO P5800.8C.  Remove a mark of desertion by recording a counterentry as follows:





	EXAMPLE:  " (Date) .  The mark of desertion under  (date)   for the absence commencing      (date)   is hereby removed as erroneous,  Authority:  (Record the circumstances and authority for the removal of the mark of desertion).  DD Form 616 published  (date)  ."





		(3)	Do not remove the mark of desertion in cases where Marines in a deserter status are apprehended and/or convicted by civil authorities.  Exceptions to this policy are in MCO P5800.8, LEGADMINMAN.  The dispersing officer maintaining the Marine's pay account must also be informed (by a copy of the signed DD Form 616) of the removal of the mark of desertion before the Marine can be paid any monies due prior to the Marine's entry into desertion status.





	f.	Marine Corps Good Conduct Medal (GCM).  The "Good Conduct Medal Period" section is designed for recording the beginning dates of GCM periods.  





		(1)	When the actual commencement date of a GCM period is know; e.g., date of first or recruit enlistment in the Marine Corps, date of first recruit enlistment in the Marine Corps Reserve for immediate assignment to active duty, FTS reservists, etc., record the date into this section.  


	


	(2)	When the actual date of commencement is not know due to broken active service, the commander may, after all other efforts to reconstruct a commencement date have been exhausted, request a constructive date of commencement from the CMC (MHM).  See MCO 1650.19





	NOTE:  Prior to  27 Apr 90, Marines were allowed one NJP during a GCM period before the GCM commencement date changed.  Under the old policy, the Marine's GCM date changed with the second NJP and upon each subsequent NJP during the GCM period.  On 27 Apr 90, the current policy was instituted.





	g.	Selected Marine Corps Reserve Medal (SMCRM) and Armed Forces Reserve Medal (AFRM).  The "Selected Marine Corps Reserve Medal" section is designed for recording the commencement dates for the SMCRM and AFRM periods for the Reserve enlisted Marines.  Revisions of NAVMC 118(12) later than 10-65 contain a specific place for this entry.  In SRBs which contain NAVMC 118(12), revision 12-61 or 10-65, use and label the space adjacent to the embossed plate impression "Selected Marine Corps Reserve Period Commences" and "Armed Forces Reserve Period Commences" for this purpose.  





12.	RECORD OF CONVICTION BY COURT-MARTIAL (NAVMC 118(13)) AND SUPPLEMENTARY RECORD OF CONVICTION BY COURT-MARTIAL (NAVMC 118(13A)).  The Record of Conviction by court-martial (Page 13) will be prepared for each summary, special, and general court-martial. Preparation and disposition are:





	a.	Prepared in original and duplicate original (both copes must be signed).





	b.	Authorized abbreviations may be used.


							


	c.	Both copies will be retained in the service record until after all action has been completed, at which time, the duplicate original will be forwarded to the CMC (MMSB.)





	d.	If action by proper authority sets aside the findings on all charges and specifications, remove both copies from the service record and destroy.





	f.	When all or part of the sentence is approved by the convening authority, complete the form and forward the signed duplicate original to the CMC (JAB) for review and filing.





13.	RECORD OF EMERGENCY DATA (RED)                                                          





	a.	Purpose of the RED. The RED is designed to provide a current official record on each Marine. It consists of the following:





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





		(2)	Beneficiary(ies) designed to receive death gratuity in the event the Marine is not survived by a lawful spouse or child.





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





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





		(5)	Names of insurance companies to be notified in the event of a Marine's death. The CMC (MPH10) will notify any companies listed.





		(6)	The primary next of kin's telephone number, relationship and directions to residence, if needed.





	b. RED Formats.





		(1)	There are three formats currently being used by the Marine Corps. They are:





			(a)	Computer Generated Form. This is the most common of the three formats used by the Marine Corps. This form is used for active duty Marines and Reserve personnel on extended active duty. The PRIM, paragraph 10204 contains the instructions for auditing, correcting, and completing the RED.





			(b)	NAVMC 10526. The NAVMC 10526 is a green card which will be used for Ready Reservists, for Marines after transfer to the FMCR and not retained on active duty, and for Marines on the retired list.





			(c)	DD Form 93. The DD Form 93 is prepared by the recruiting service and serves as an interim RED on Marines enlisted or appointed in the Marine Corps or Marine Corps Reserve pending assignment to active duty or joining a SMCR unit.





		(2)	Most of you will be working with the computer generated RED. Therefore, that is what we will be spending most of our time discussing.





	c.	When a RED is Generated.  There are four occasions when a computer generated RED will be printed:





		(1)	When a Marine's record does not contain a RED.





		(2)	Prior to mandatory audit if the RED in the OQR/SRB has been penchanged.





		(3)	Prior to transfer or detachment for TAD for 30 days.





		(4)	When pen changes on more than one date are made to the RED.





	d.	Occasions for Auditing the RED.  There are five occasions when the RED has to be audited:





		(1)	During the joining process.





		(2)	Annually, during the month that corresponds with the last digit of the Marine's social security number.





		(3)	Within 30 days before deployment and within 30 days after return from deployment.





		(4)	Prior to transfer or detachment for TAD in excess of 30 days if the RED has been pen changed.





		(5)	When the Marine requests changes to the RED.





	NOTE:	Remember, you can audit and change a RED at anytime, but you must audit the RED on these five occasions.


	e.	Standard Rules





		(1)	All names will be first name, middle initial, and last name. If a child's last name is the same as the Marine's, you don't have to report the last name. There is a 35 alphanumeric character restriction in these areas. If an individual has more than 35 characters in his name, the extra letters will be omitted on the computer RED. When you receive the RED, you will tell the individual this and have him print the additional letters on the RED.





		(2)	All addresses will consist of street address, city, state, and ZIP code. DON'T FORGET THE ZIP CODE.





			(a)	If the current address was previously reported for an individual listed on the RED, it is not necessary to report it again.





			(b)	If the children reside with their mother listed as the spouse, it is not necessary to report the children's address again.





			(c)	If the Marine's mother resides with the Marine's father, it is not necessary to report her address.





	f.	Content of the Computer Generated RED





		(1)	Spouse's Name/Address. Enter the Marine's current spouse's first name, middle initial, last name, and address, including city, state, and ZIP code. DO NOT USE MAIDEN NAME. If the Marine's spouse is deceased, the letter "D" will follow the name. If the Marine is single, divorced, or widowed, state it as such.





		(2)	Children's Name/Date of Birth/Address. Enter the oldest child's first name, middle initial, DOB (in parentheses and in DOD date format), and the address. Any additional children will be listed in order by their ages. The address will only appear if the child has a different address from the mother. If no children, enter "None".





		(3)	Children's Guardian. Telephone Number and Addresses. This information is required if the Marine has a child/children and is a single parent with custody of the child/children or the Marine's spouse is a member of the U.S. Armed Forces. The guardian will be the same as listed on the Marine's Special Power of Attorney which should be filed on the document side of the SRB/OQR. Establishment of child care plans is addressed in MCO 1740.13. To complete appropriate items enter guardian's first name, middle initial, last name followed by relationship of guardian to the child, area code and telephone number, street address, city, state, and zip code.





		(4)	Father and Mother's Name/Address/City. State and ZIP Code. Enter the father and mother's first name, middle initial, last name, street address, city, state, and zip code. The address need not be repeated for the mother if she lives with the father. If either one is deceased, the letter "D" will appear after that name. If the parent is not the natural parent, indicate after the name what relationship that individual is to the Marine, i.e., (SF) for step father.


		(5)	Death Gratuity Beneficiary(ies). Title 10, U.S. Code 1477 provides that the death gratuity payment must be made to the lawful spouse or children. They CANNOT be designated in this block. Enter the first name, middle initial, last name, address, city, state, and ZIP code of the person(s) designated to receive death gratuity IN THE EVENT THERE IS NO SURVIVING SPOUSE OR CHILDREN. Name only father and/or mother (including persons who have stood in Loco Parentis for one year or more), brother(s) and/or sister(s), including half blood. If person(s) named is/are under 21 years of age, indicate after the relationship "Under 21". You must indicate after the name what relation they are to the Marine.





	EXAMPLES: Father, Mother, LP-LOCO Parentis. If there are no other eligible survivors, enter "NONE NO ELIGIBLE RECIPIENT". If more than one person is named, enter the percentage each person is to receive.





	EXAMPLES: 50 PCT; 33 PCT.





		(6)	Pay Arrears Beneficiary(ies). Any person, not limited to relatives, may be named in this block. They will receive all unpaid pay and allowances, any money for unused leave, and any other money due from the Department of the Navy that is due to the Marine at the time of his/her death. If the person(s) named is/are under 21 years of age, indicate after the relationship that they are under 21.





		(7)	Do Not Notify Due to Ill Health Name/Address. Enter the name, relationship, street address, city, state, and ZIP code of any person who should not be notified in case of emergency due to ill health. If none, enter "NONE".





		(8)	Insurance Companies). Enter the name of commercial insurance companies, including the policy number, the Marine has on his own life. The CMC (MPH10) will notify the insurance company(ies) if the Marine dies. Addresses are not required.





		(9)	Primary Next of Kin Telephone Number. Enter the area code, telephone number, and abbreviated relationship of the PRIMARY NEXT OF KIN's telephone number. If the PRIMARY NEXT OF KIN does not have a telephone number but another phone number is used, then the abbreviation "OT" will appear.





		(10)  Primary Next of Kin Directions. Enter the directions to the PRIMARY NEXT OF KIN if the address is shown as a P.O. Box, Rural Route or an address which is considered difficult to locate. This will be entered on five lines or less, with a maximum of 35 alphanumeric characters for each line. You must use directions which are direct and clear.





		(11)  Certification





			(a)	Member Certification. The Marine will sign their first name, middle initial, and last name in black or blue/black ink.





			(b)	Witness Certification. The person assigned the responsibility by the commander for interviewing Marines. The witness must be a Cpl/GS4 or above. The witness will sign his first name, middle initial, last name, grade, and date certified. The signature must be signed in black or blue/black ink.





		(12)  Reported on Unit Diary Number





			(a)	All corrections, changes must be reported on the unit diary promptly to ensure proper updating of the JUMPSMS. in a timely manner.





			(b)	If any corrections / changes are made, the Diary Clerk will record the unit diary number on this line after the entries have been made.





			(c)	If there are no corrections changes, leave this line blank.





		(13)	 Procedures for Corrections





			(a)	The ONLY person authorized to make changes to the RED is the individual Marine.





			(b)	The Marine will make the changes by:





				1	Using a straight edge, draw a single line through the incorrect information with black or blue/black ink.





				2 	Print the correct information near the same time.





				3	Sign first name, middle initial, and last name and date each item that is corrected.





		(14)  Filing Instructions. After the individual Marine has made the corrections changes and they have been reported into JUMPS / MMS, file the RED in place of the old RED. Only the most current RED will be filed in the OQR/SRB.





14. SERVICEMAN'S GROUP LIFE INSURANCE (SGLI)  SGLI is term life insurance that is available to all servicemembers at extremely low cost.   





	a.	Cost.  The SGLI Program costs $.90 per $10,000 insurance or $16.00 for full coverage per month.  Full coverage is provided for all Marines who are:





		(1)	Full time active duty or active duty for training.





		(2)	Reserves who are scheduled to perform 12 or more drills a year.





		(3)	NROTC Midshipmen and candidates in the Platoon Leaders Class who are performing active duty for a period not less than 31 days.





	b.	Coverage.  Coverage is provided automatically in full amount of $200,000 at time of enlistment.  After enlistment, members may elect reduced amounts in increments of $10,000 or elect not to be covered at all.





		(1)	Coverage is forfeited when found guilty of:





			(a)	Mutiny.





			(b)	Treason





			(c)	Spying.





			(d)	Desertion.





			(e)	Conscientious Objector.





			(f)	Refusing to wear the uniform.





			(g)	When death is inflicted as a lawful punishment for crimes or for military or Naval offenses, except when inflicted by an enemy of the United States.





		(2)	Coverage is extended without charge upon the following conditions:





			(a)	Release from active duty or separation from the SMCR, for a period of 120 days





			(b)	Discharge or disenrollment from a unit or status (reserve), for a period of 120 days.





			(c)	Discharge by reason of disability for a period of up to one year.  





		(3)	Automatic termination of coverage will occur at the end of the 31st continuous day during a period of:





			(a)	Unauthorized absence.





			(b)	Confinement under a sentence of a civil court.





			(c)	Confinement under a court-martial sentence involving total forfeiture of pay and allowances.





	c.	Designation of beneficiary(ies).  A Marine may designate as their SGLI beneficiary any person, firm, corporation, or legal entity (including the Marine's own estate), individually or as trustee.  A Marine may not make a "By Law" election.   





		(1)	When a Marine is not survived by the designated beneficiaries or Contingent beneficiaries (if elected) SGLI will be paid under title 38 U.S.C. in the following order:





			(a)	Surviving spouse.





			(b)	Surviving children (and the descendants of deceased children) of the Marine in equal shares.





			(c)	Surviving parent(s).





			(d)	Duly appointed executor or administrator of the Marine's estate.





			(e)	Other surviving next-of-kin.





		(2)	If the Marine designates a beneficiary by name, there are two types a Principal and a Contingent.  If the Marine designates a Principal, he should also designate a Contingent.





			(a)	In the event the beneficiaries die before or at the same time as the Marine, the provisions of Title 38 U.S.C. will come into effect.





			(b)	If the Marine desires the SGLI be divided between two or more Principals or Contingents, he must indicate the fractions of shares to be paid to each.





	d.	Methods of Settlement.  





		(1)	36 equal monthly installments.





		(2)	Lump Sum.





	e.	SGLI election review occasions. The SGLI Election Form (VA Form 298286) shall be reviewed on the following occasions:





		(1)	Upon joining the Marine to a unit.





		(2)	Upon completion of a new RED.





		(3)	During annual administrative audit of service records.





		(4)	At the request of the Marine.





		(5)	Upon transfer.


		(6)	Upon reenlistment.





	f.	Self election counseling.  When a Marine is survived by a dependent (spouse or children) or parents and designates some other person or representative will counsel the individual. The unit commander or representative will explain to the Marine that SGLI was specifically designated to provide security for the dependents or parents. The Marine should be encouraged to designate such as beneficiaries. After, counseling, if the Marine continues to desire an unusual designation, a statement should be prepared for the Marine's signature reading, " I have been counseled about designation of an unusual beneficiary." This statement is placed in the Marine's personnel file along with the SGLI election form as a matter of record.   Other occasions include, but are not limited to:  





		(1)	Automatic provisions concerning commencement and termination of SGLI coverage.





		(2)	Automatic method of premium collections.





		(3)	Automatic provisions concerning beneficiaries.





		(4)	Automatic methods of settlement provided by law.





		(5)	Automatic provisions of the program which can terminate a Marine's SGLI coverage.





		(6)	Provisions of the SGLI Program pertaining to forfeiture of SGLI.





		(7)	Method by which a Marine may elect a reduced amount of SGLI coverage.





		(8)	Method by which a Marine may designate beneficiaries and the methods of settlement.





		(9)	Special matters relating to the automatic termination of continuation of beneficiary designation.
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INSTRUCTIONS FOR COMPLETING THE PAGE 13








1.	Detailed Instructions:





	a.	Block 1. The complete organization unit address of the Marine to include ZIP code.





	b.	Block 2. Place an "X" in the block reflecting the type of court-martial by which the Marine was tried. For date of trial, reflect the date the sentence was adjudged.





	c.	Block 3. State each charge and describe each specification in sufficient detail to show date and place of commission and nature and seriousness of the offense.





	d.	Block 4. State the findings of each charge and each specification under each charge.





	e.	Block 4A. Place an "X" in the appropriate block to reflect whether or not the accused was represented by counsel or that counsel was waived.





	f.	Block 5. Briefly state the sentence as extracted from the court-martial order.





	g.	Block 6. Briefly summarize the action taken by and date of the CA's action.





	h.	Block 7. When a court-martial sentence, as approved by the CA, includes forfeiture or detention of pay, fine, or reduction in grade, enter the date and number of the unit diary by which the disbursing officer is notified.





	i.	Block 10. The title of the commanding officer or authenticating official authorized to sign "By direction" of the commanding officer will be inserted in this block along with the complete identity of the organization.





	j.	Blocks 11 to 15. Under MCM 1984, these blocks are left blank.





	k.	Insert the Marine's name on the bottom of the page as is standard (Last name, first name, middle initial and SSN).





	l.	Numbering of Pages. The number "1" will be inserted in the block provided at the bottom of the page alongside the "13". Convictions by later courts-martial will be numbered consecutively, i.e., the second conviction will be indicated by placing the number "2" in the block and so on.
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	m.	Reverse Side (FOR SCMS). Compliance with U.S. Versus Booker and U.S. Versus McLemore may be accomplished by a signed entry on the reverse side of the Page 13 prior to commencement of the trial (a blank Page 13). The requirements for this compliance statement are the same as were discussed on the Page 12. The sample statement is as follows:





	EXAMPLE:	(Date) . I certify I have been given the opportunity to consult with a lawyer, provided by the Government at no cost to me, in regard to a pending SCM for violation of Article ( s )             of the UCMJ. I understand that I have the right to refuse that SCM; I (do) (do not) choose to exercise that right. I further understand that acceptance of trial by SCM does not preclude my command from taking other adverse administrative action against me. I (will) (will not) be represented by a civilian/military lawyer    (Signature of the accused)   .





2.	Late action.  Whenever a later action is taken on a SCM and SPCM sentence by the convening authority, (which did not include an approved BCD) prepare an original and duplicate original Page 13.





	a.	Complete Blocks 1 and 2 by inserting the Marine's organization at the time of the original trial (same as the initial Page 13). Insert in block 2 the type of court-martial and the date of the trial (same as the initial Page 13).





	b.	Block 6. If the CA has taken a later action, immediately after the word "ACTION": in Block 6, insert the word "Supplemental", the date, and briefly state the later action.





	c.	Blocks 7, 8, 9, and 10. Completed the same as on the initial Page 13.





	d.	Numbering. Number the page the same as the initial Page 13 to which the case relates and immediately to the right of the block, insert "a". Example: If the original Page 13 conviction record was numbered "13 1", then the later page will be "13 l".





3.	The Supplementary record of Conviction by court-martial.  The Supplementary record of Conviction by court-martial (Page 13a) will be prepared in all cases involving conviction by general court-martial and in those cases involving conviction by SPCM where an approved BCD (whether or not suspended) is included as part of the sentence.





	a.	Specific instructions:





		(1)	Prepared in original and duplicate original.


 


		(2)	Use authorized abbreviations.





		(3)	Initially, both copies will be filed in the service record.





		(4)	Each portion of the page should be completed as soon as possible after receipt of a Navy Marine Corps Court of Military Review decision.
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		(5)	When review of higher authority results in setting aside the findings on all charges and specifications, the original and duplicate original of the Page 13a, together with the original of the record of conviction by court-martial, will be removed from the service record and destroyed.





		(6)	Upon completion of all items, forward the signed duplicate original to the CMC (JAB). If the signed duplicate is not a carbon copy of the original, it should be marked "Duplicate copy".





	b.	Detailed Instructions:





		(1)	Block 3. Briefly summarize action taken by the board of review (Navy Marine Corps Court of Military Review). Record in the space provided the date the board of review action will be published in a CMO. In those cases not reviewed by the board of review, insert the word "None".





		(2)	Block 4. Insert the date the accused receipted for the board of review decision.





		(3)	Block 5. Briefly summarize action taken by the Secretary of the Navy or the Judge Advocate General. Insert in the space provided the date such action was taken. If no action is taken by the SecNav or JAG, insert the word "None".





		(4)	Block 6. Enter the date the certificate of attempted service executed in cases where the accused was absent from the place of duty and delivery of the Board of Review decision and the action of the JAG is impossible.





		(5)	Block 8. Enter the final date by which accused may petition the Court of Military Appeals for grant of review (60 days).





		(6)	Blocks ll and 16. Enter the title and organization of the authenticating official authorized to sign.





		(7)	Block 13. Briefly summarize action taken by the Court of Military Appeals. Insert in space provided the date of the reenlistment decision.





		(8)	Numbering of Pages. The number inserted in the block opposite the number 13a will be the same number as that given the Page 13 to which the supplementary record refers.





		(9)	 If after approval by proper authority, a change in the sentence is made by the same or other proper authority and therefore, the Page 13 or 13a previously executed does not reflect the true status of the case, an additional Page 13 or 13a, as appropriate, will be prepared.





			(a)	Contents. This additional page will contain in the appropriate blocks or spaces the following information:
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				1	Type of Court.





				2	Date of Trial.





				3	Date of New Action.





				4	Authority Taking New Action.





				5	Summary of New Action.





				6	Authenticating Signature with Title and Organization of convicted Marine's commanding officer or an officer designated. Complete identifying information of the convicted Marine and designation as an additional page by recording at the bottom of the page under the figure 13 or 13a, "Additional.".


				


			(b)	If a page 13 or 13a has not been previously accomplished concerning the conviction and/or actions concerned, all actions should be briefly summarized in the initial Preparation of the appropriate page.
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