ORDERS STANDARDIZED PROCESS REVIEW TEMPLATE

Last updated 01/10/01

Process/Identification Number:  
Orders Module #3
Process Vision Statement/Capability:  
Automate and track the entire order writing process (PCS, PCA, TAD, PTAD, ADSW, AT, IADT, IIADT) from initial request of orders through final settlement. This will include the capability to track non-obligated funds (orders not yet approved/authenticated).  Tracking will provide information such as where the orders are within the process, how long each function has taken to complete, amount of funds obligated (pre-settlement obligation), and who completed each function.  Identify specific requirements at TAD location pertaining to treaty orders, lodging, and messing. Cause interface w/SABRS and any other supporting system (ATOS, DPRASS, IATS).  Automate reporting of travel related entitlements (BAS, BAH, FSA, etc.) and Personnel Tempo data. Module will significantly reduce manpower requirements for placing qualified Marines into duty assignments.  Automated reconciliation process for funds will provide all levels of management with an accurate and timely view of financial accountability.  Historical records will be maintained by approval authority. 

5 Echelons of TFA

a.  1st Echelon Individual Marine Self Service.  Marine must be able to access and receive system driven notifications of impending process, respond to prompts and modify responses provided. 

b.  2nd Echelon Small Unit Leader Access/Input.  Small unit leaders must have the capability to review information submitted by the individual, have limited input into process, such as recommendations for proficiency and conduct marks, and provide comments/concerns pertinent to actions initiated for the 3rd Echelon.
c.  3rd Echelon Unit Commander Bn/Sqdn or Higher.  Commander must be able to view information entered by individual.  Initiate, route and complete all actions associated with the administrative process.  Receive recommendations from small unit leadership.  Have capability to take/direct corrective action and approve/disapprove/finalize recommendations, based on level of authority

d.  4th Echelon Total Force Administration Center.  Must have ability to view/verify information entered by individual.  Initiate/Process admin actions based on information provided by Marine, Commander, or designated personnel.  Have capability to take/direct corrective action.  Receive and process relevant information from supporting agencies (listed below).

e.  5th Echelon HQMC-level Transaction Reporting.  
 View, extract, manipulate information existent in system and produce rosters, files, etc., for quality assurance  Have capability to take/direct corrective action.  Assignment module must feed information to assign Marines to units prior to issuing PCS/PCA orders.  Enter final decision information relevant to specific cases.

Supporting agencies (not inclusive)
- Disbursing

- Housing
- TMO

- Career Planner

- Legal Support

- MCCS

- Medical/dental 

· Comptroller/Fiscal

Concern:

a. The DOD is working on the Defense Travel System (DTS) that needs interface with this module when it comes on line.

b. Issues with Classified Orders when dealing with ‘access’ and ‘need to know’.
c. ROWS, OTEIP, RELM/TFRS and DITRS (Permanent duty travel)is a parallel initiative.

Governing Directives/Regulations:

MCO P1000.6G

MCO 1000.8

MCO P3000.13B, SORTS

MCO P5320.5E, PRCM

MCO 1001R.57

MCO 1001.55A

MCO 1510.39

MCO 1001R.56

MCO P1553.3, USMC UNIT TRNG MGT

MCO P1040.31G

MCO P1000.6F, ACTS MAN

MCO 1130.53L

MCO 1130.57F

MCO 1130.60E

MCO 7220.24M

MCO P3000.15A, MPR UDP SOP

JFTR, Vol. 1

MCO P1080.35H, PRIM

MCO 1000.10

MCO P1001R.1J

MCO 1001.52H 

MCO 1001R.54E

MCO P1100.72B, MPPM ENLPROC

MCO P1001R.1H, MCRAMM

MCO 1133R.26E

MCO 7220R.38B

MCO 1560R.30B

MCO P1900.16E, MARCORSEPMAN 

MCO P1100.75B (NOTAL) 

MCO 1500R.36G 

MCO P7301.104  

MCO P1080.40A, MCTFSPRIM 

MCO P1070.12J, IRAM 

MCO 1770.2A

MCO 6320.2D

MCO 1001.55A

10 U.S.C. 115, 672 (d) (NOTAL)

SECNAVINST 1001.33A (NOTAL)

MCO 1001.52E

MCO 1001.45F

MCO 1510.39

MCO P1080R.38C

MCO 1001R.56A

10 U.S.C. (NOTAL)

DOD Dir 1215.6 (NOTAL)

SECNAVINST 1001.33A (NOTAL)

MCO 1001.55A

MCO P7301.104

MCO 1001.45

MCO 1510.39

MCO P1001R.1H

MCO P1050.3H

MCO 1050.16A

MCO P1050.3G

MILPERSMAN Article 3420280 (NOTAL)

UCMJ

SECNAVINST 1050.lA (NOTAL)

MCO P1900.l6E

DFAS-KC 7220.3l-R (NOTAL)

DoD Financial Management Regulation, Volume 7, Part A (NOTAL)

MCM, 1995 Edition

MCO P5512.11A

MCO P10120.28F

MCO P1070.12H

MCO 1610.7

MCO P1080.40

JFTR (NOTAL)

MCO P3040.4

MCO P1100.72B

MCO P11OO.73B

JFTR

MCO 1130.62B

MCO 1150.1A

MCO P1300.8R

MCO 1301.22B

MCO 1301.25B

MCO P3500.14F

OPNAVINST 3710.7R

MCO 1320.9G

MCO 1326.2F W/CH 1

NAVFLIRS

MCO P3500.14B

MCO 3750.1

MCO 1326.5C

MCO P1000.6F

MCO P1080.40A

MCO P1900.16E

MCO P1080.20M

MCO P1640.4C

MCO P3000.15A

MCO P4600.7 

MCO 4600.40

MCO 4650.30K

MCO P4650.37C

MCO 5512.4N

MCO P5800.16A

MCO P7301.104

MCO 7301.65N

MCO P5600.31E

MCO 5600.458

Forms required during process:

NAVMC 11350 (Request For Reserve Active Duty Orders)

NAVMC 941 (Transmittal of SR/PAY Documents)

NAVMC 11116

NAVMC Form 11118 (Reporting/Detaching, Quarters, and Mess Endorsement)

NAVMC 11060

NAVMC 10274

Standard Form 1164 

DD FORM 1351-2

NAVMC 10468, Request for Orders form

NAVMC 1115 

DD Form 884 (Application for Transportation for Dependents)

DD Form 788 (Private Vehicle Shipping Document)

DD Form 1482-4

DD Form 1610 (TDY Orders)

DD Form 368 (Conditional Release)

Recap Narrative of Current “As Is” Process/Subprocesses: 

     a.  Current Order Writing process includes preparing, endorsing, and distributing of Permanent Change of Station, Permanent Change of Assignment, Temporary Additional Duty orders, Active Duty Special Works orders, Annual Training orders, Separation Orders and command issued Special Orders. The Automated Order Writing Process (AOWP) is the primary method for the issue of PCS orders. Permanent change of station orders issued through MCTFS is accomplished by AOWP. The personnel office coordinates the order writing functions. Particular attention is given to the acknowledgement of AOWP PCS orders per MCO 1326.5; the timely and accurate completion of all screening checklists (i.e., for drill instructor (DI), Marine security guard (MSG), independent and recruiting duty); and, the prompt detachment of personnel in the execution of transfer or reassignment orders. In the interest of time/work reduction, the AOWP PCS Orders issued through MCTFS are stamped "Original Orders" and forwarded to the individual in receipt of orders.  The information contained in the AOWP PCS Orders is not retyped.

     b.  The PCSO/TAD/ADSW/AT process directs the transfer and/or temporary movement of personnel and authorizes the entitlement to specific pay and benefits incurred by the member and family members.  Actions which must be accomplished by the member, command, and higher headquarters prior to, during, and after the execution of orders are specified. However, some permanent loss orders are not automated, therefore, projected gains and losses are often unknown.  The manual reproduction of orders is labor intensive, untimely, and not available to external sources electronically.  Temporary Orders for less than 30 days are tracked manually.  No requirement exists to report temporary absences for periods of less than 30 days.   Changes in assignment, either temporary or permanent are received in the form of an order transmitted via standard message traffic.  Message traffic from headquarters is submitted through central methods such as; the Military Personnel Office (MILPER) which is located on each USMC installation, Diary Feedback reports within Marine Corps Total Force System database (MCTFS), or from the reporting Division.  Each individual unit may utilize anyone of these different types of Message traffic.  Depending on the type of Orders a Marine receives dictates the forms that must be completed.  Orders picked up in message traffic at the MILPER are disseminated to the Orders Section in the Administrative Office.  Once the Orders clerk has the Orders, a Memorandum of Endorsement is generated to forward with the orders.  The Orders clerk prints the Memorandum of Endorsement and gives it to the Orders chief to sign.  The Orders chief goes into their Orders Tracking Database or Orders Tracking logbook and enters the Message number to indicate that the Orders have been received.  

     c.  The Orders clerk takes the Memorandum of Endorsement and Orders to the Marine’s Unit.  The Unit will in turn notify the Marine of their Orders.  The Marine has a set time period, dictated by the Orders Section, to respond to the Orders.  The Marine has a choice of responding in person or calling the Orders Section.  If the Marine does not respond, the Orders clerk creates an e-mail or telephone call to the Unit. 

     d.  Once contact has been made with the Marine, the Orders clerk will then ask them to schedule time to come in and begin the Orders process.  The process varies at each Administration Office, however the class for groups or one-on-one interview approach is the most common for facilitating the Marine in their check out procedures.  Regardless of the process the outcome is the same.  The Orders clerk explains the Marine’s entitlements and what decisions they must make in order to get to their next duty assignment on time. 

     e.  The Marine must bring in all signed and completed forms needed to the Orders Section.  The Orders clerk will create the Detaching Endorsement letter for the Marine, which must be verified by the Orders chief.  The Orders clerk will also give the Orders chief the Marine’s Record Book (RB) for verification purposes.  If there are errors, the Orders chief will return the Detaching Endorsement letter to the Orders clerk to correct.  After the Orders chief has verified the Detaching Endorsement letter to be correct, it is given to the Personnel Officer who will review and sign the Detaching Endorsement letter.  If the Personnel Officer finds any errors, the document is given back to the Orders chief to have corrected.  Once the Personnel Officer signs off on the Detaching Endorsement letter, it is given to the Orders chief for action.  The Orders clerk will take the original copy of the Detaching Endorsement letter and create two copies, one will be stamped Certified True Copy.  The Certified True Copy of the Detaching Endorsement letter will be given to the Marine to have Pay Advances completed at Disbursing.  The second copy of the Detaching Endorsement letter is given to the Transportation Management Office (TMO) for action.  The original Detaching Endorsement letter must stay with the Orders in the Orders Section until the day the Orders specify the Marine is detaching from that location.

      f.  Three days prior to the Marine’s departure date they may come to the Orders Section to retrieve their Checkout sheet.  The Marine must physically check out of their duty station before receiving their Orders, to include checking out of the Medical, Dental, and Administration Office.  When the Marine returns with the completed Checkout sheet, the Orders clerk knows that the Marine has taken care of their obligations on the installation.  The Orders clerk will give the Marine the signed original Detaching Endorsement letter and Orders and will fill out the Navy-Marine Corps (NAVMC) 118(3) in the Marines RB, to give a record of the Marine’s new assignment.  The Marine is able to leave at this point.  

     g.  The Orders clerk will take the file copy of the Detaching Endorsement letter and give it to the Unit Diary (UD) clerk for entrance into MCTFS.  After the UD clerk finishes creating a UD entry, the Detaching Endorsement letter is returned to the Orders Section where it will stay in the retention files for two years.

Flow Chart of the Revised “To Be” Process/sub-processes:
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Flow Chart Explanation:


1. Start - This is the activity that starts the process.

2. Enter User ID and Password/Common Access Card - User logs on at any capable computer terminal.

3.  User Clicks on Orders Process - This activity takes user to the orders menu.

4.  User requests orders - This is the activity where the user can request orders or receive orders directed from Higher Headquarters.

5.  User Requests Orders - This us the activity where the user can request orders, i.e. Temporary Additional Duty, Permanent Change of Station, Permissive Temporary Additional Duty, etc..

6.  User Tabs Through Request Screen - This is the activity where the user will tab through a predetermined screening process in order to establish eligibility for orders.

7.  User Forwards to next Echelon - This is the activity where the user will forward the request to the next level in their chain of command for approval.

8.  User Receives Orders - This is the activity where the user will receive notification of orders issued by higher authority.

9.  User Tabs Through Receipt Process - This is the activity where the user will tab through a predetermined receipt and screening checklist process to ensure eligibility for orders.

10.  User Forwards to next Echelon - This is the where the user will forward the completed checklist to the next level in their chain of command.

11.  Orders request or receipt Received - This is the activity where the Small Unit Leader will receive the Orders Request or Receipt.

12.  Small Unit Leader reviews and validates info - This is the activity where the Small Unit Leader will review and validate information submitted by the user.

13.  Small Unit Leader provides recommendations - This is the activity where the Small Unit Leader will provide recommendations to higher authority in regards to approval/disapproval, Pro/Con Marks etc..

14.  Small Unit Leader forwards to next echelon - This is the activity where the Small Unit Leader will forward the request or the completed checklist to the next level in their chain of command.

15.  Orders request or receipt received - This is the activity where the Commander will receive the Orders Request or Receipt.

16.  Command reviews and validates info - This is the activity where the command will review and validate info as to the eligibility requirements for orders.

17.  Command has authority to approve request - This is the activity where the command will approve disapprove the request base on the level of authority.

18.  Command Approves Request - This is the activity where the command based on authority approves or disapproves the request.

19.  Command forwards to 4th Echelon - This is the activity after approval where the Command forwards the approved request to the 4th Echelon for processing.

20.  Command Returns request to 1st and 2nd Echelon - This is the activity after disapproval where the Commands returns the request to the 1st and 2nd Echelon with reason for disapproval or request additional information.

21.  Process Ends - This is the activity where the process ends after the Command has disapproved the request.

22.  This is the activity where the Command provides recommendation for approval/disapproval to Higher Headquarters.

23.  Command forwards to 5th Echelon - This is the activity where the command forwards the request to Higher Headquarters for approval/disapproval.

24.  Orders request receipt approval received - This is the activity where the approved orders request and the completed orders receipt checklist is received for processing.

25.  Orders initiated and processed - This is the activity where the orders are processed based on information received from the Marine, the Command or designated personnel and supporting agencies.

26.  Supporting Agencies Notified - This is the activity where supporting activities will be notified in regards to orders being issued.  (i.e. Disbursing, Housing, TMO, Career Planner, Legal Support, MCCS, Medical/Dental etc.)

27.  1st - 3rd Echelons Notified - This is the activity where the 1st - 3rd Echelons will be notified as orders are completed.

28.  Process ends - This is the activity where the process will end after the orders have been issued and the Marine has complied with his orders.

29.  Orders Request Received - This is the activity where Higher Headquarters will receive the request for orders.

30.  Orders Request Approved - This is the activity where orders request will be approved/disapproved based on eligibility for orders and recommendations from subordinate commands.

31.  1st - 3rd Echelon Notified - This is the activity where the 1st and 3rd Echelons are notified if the request for orders is disapproved and reason for disapproval or request additional information.

32.  Process ends - This is the activity where the process ends if the request for orders has been disapproved.

33.  1st - 4th Echelon Notified - This is the activity where the 1st and 3rd Echelons are notified if the request for orders has been approved and the 4th echelon is notified for orders processing.

Policy Changes Required/Policy Owner: 

MCTFS Changes Required: 

Required Changes to Training Standards: 

Potential Automation/Technologies to Support Process Revision: 

Concept for Test Bed Evaluation/Validation: 

Results of Test Bed Evaluation/Validation: 

Final Action: 

Bulletin Board for Comments and Recommendations: 
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