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PERSONNEL ACTION REQUEST (PAR)





STUDENT OUTLINE





EDUCATIONAL OBJECTIVES:  Identify the following:





	a.	The purpose of a PAR. 





	b.	The advantages for using a PAR.





	c.	A method for tracking PARs.





OUTLINE





1.	PAR .  The purpose of a PAR is to initiate and track admin requests for Marines. The PAR is a locally produced form and each command normally will have its own format based on the unit's standard operating procedures (SOP.)  The PAR should be simple enough to be contained on one page, yet detailed enough to cover all routine admin requests.  The following are the advantages of using a PAR:





	a.	Forces Marines to utilize the chain of command.





	b.	Informs the First Sergeant and those in the chain of command of the administrative status of their unit and enables them to track any pending admin action.





	c.	Enables the Admin Chief to track all pending admin requests through to completion.





	NOTE:	Appendix A contains an example of a PAR.  The format may vary by unit SOP.





2.	TRACKING PARS.  Often, in some units admin requests can become so numerous that it is difficult to accurately keep track of everything and some needed action may get overlooked.  To help organize and track admin requests, a PAR log book can be used.  The log book may be used by the admin office according to unit SOP or by a First Sergeant for tracking PARs for his unit only.  





	a.	PAR Log book.  The format for recording PARs may also vary by unit, but a PAR log book should contain the following columns:





		(1)	Name of Marine the PAR is for.





		(2)	Number of the PAR. (Units may number PARs according to each company by letter)





		(3)	Brief statement of action requested.





		(4)	Date PAR was received w/initial block.





		(5)	Date action was completed.





		(6)	Date PAR was picked up w/initial block.





	b.	Regardless of who maintains the PAR log book, it is strongly recommended that the initial blocks be used for receipt and pick up of PARs.  This helps to squelch bickering if a PAR should become lost and more time can be dedicated to solving a Marine's administrative needs.





		NOTE:	This is only one method for tracking PARs.  It is a simple, proven system that works, but it is by no means intended to be the only system that can be used.  Only your imagination as a First Sergeant will limit you in devising techniques to assist you in your duties.
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