PERSONNEL MANAGEMENT, DRILL ACCOUNTING AND DEPLOYMENTS REVIEW TEMPLATE

Last updated 01/10/01

Process/Identification Number:  

Personnel Management, Drill Accounting and Deployments Module #6 

Process Vision Statement/Capabilities:


Ability to track U.S. military service members, DoD civilian, contractor, non-government U.S. personnel, service family members, and allied military and civilian personnel.  Automated manpower resources process will track service members participating in a personnel tempo event.  A personnel tempo event is experienced when a service member, in the performance of official duties, is not afforded the opportunity to return to his/her residence or regular billeting area at the permanent duty station (PDS) during periods of normal liberty.  Personnel tempo describes the rate at which units of the armed forces are involved in all military activities including c
ontingency operations, National Emergency, War, Counter Drug, Law Enforcement Operation, US Domestic Civil, Humanitarian, Peace Keeping, Surveillance, 
Exercise (includes being TAD to exercise), Joint/Combined, Service, NATO, Unit Training (away from PDS), Combined Training Center, Training Area, Mission Support TDY (includes anything supporting overall mission of the organization, may not be a deployment in the classical sense of the word), 
Individual Training/School TDY, Home Station Training, Duty in Garrison, Hospitalization, Discipline/confinement, ITD (Reserve drill away from HTC), Muster Duty (IRR), Funeral Honors Duty (Reserve away from HTC).  Module must maintain interoperability (live relationship) with the Assignments Module, with all echelons having the ability to see results of decisions made in either module. 

Ability to account for, track, and initiate associated actions (pay, unsat participation, admin reduction, MGIB suspension/termination, SGLI termination) related to the drill accounting process.    

a.  1st Echelon Individual Marine Self Service.  Marine will have capability to access, view, and forecast information concerning own personnel management information. 

b.  2nd Echelon Small Unit Leader Access/Input.  Small unit leaders will have the capability to access, review, and forecast personnel management information for a service member under their charge, with additional capability to report limited information pertaining to mustering, manifests, and duty rosters.  Submit recommendations for limited administration processes, i.e. proficiency and conduct marks.

c.  3rd Echelon Unit Commander Bn/Sqdn or Higher.   Will have capability to access, review, and forecast personnel management information for service members under their charge, with additional capability to report and certify information including but not limited to mustering, manifests, and duty rosters.  Will have capability to take/direct corrective action and approve/disapprove/finalize recommendations as appropriate for level of authority.

d.  4th Echelon Total Force Administration Center.  Will have capability to access, review and forecast information concerning personnel management.  Initiate/Process administrative actions based on information provided by previous echelons and higher authority.  Have capability to take/direct corrective action.  Receive and process relevant information from supporting agencies (listed below).

Supporting agencies (not inclusive)
-  Disbursing
-  Housing
-  TMO
-  Career Planner
-  Legal Support
-  MCCS
· Medical/dental 

· MCCS
· Chaplin
· Key volunteer

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 service members to units prior to issuing PCS/PCA orders.  Enter final decision information relevant to specific cases.

Concerns:  

-  Establish separate flow chart for Reserve Drill Accounting, get flow chart from CWO Butcher

-  In theater tracking CAC, DIHMRS.  (This a high priority with DIHMRS.)

Governing Directives/Regulations:
	DoDFMR Vol 7A 

	DFAS P7220.31-R

	DODInst 1215.19

	Marine Corps Mobilization Management Plan (MPLAN).

	MCO 1130.52E

	MCO 12630.1

	MCO 1300.31A

	MCO 1300.64

	MCO 1326.5C

	MCO 1510.41B

	MCO 1510.94 W/CH 1

	MCO 1533.4A

	MCO 1553.7

	MCO 1560.21D

	MCO 1610.11C

	MCO 1754.4A

	MCO 1770.2

	MCO 3000.2G

	MCO 3500.28B

	MCO 5000.12D

	MCO 5000.14C

	MCO 5320.12C

	MCO 5512.4N

	MCO 5700.4D

	MCO 5720.71

	MCO 6320.2D

	MCO 7220.50

	MCO P1000.6G

	MCO P1001R.1J

	MCO P1050.3H

	MCO P1070.12J

	MCO P1080.20

	MCO P1080.33D

	MCO P1080.40A

	MCO P1100.75B WITH ERRATUM

	MCO P1200.7U

	MCO P1200.7U

	MCO P1300.8R

	MCO P1400.31B

	MCO P1610.7E

	MCO P1700.24A

	MCO P1760.8B

	MCO P3000.15A

	MCO P4050.38B

	MCO P5211.2B

	MCO P7000.14K


Forms required during process: 

DD FORM 368

DD FORM 4


DD FORM 1966

DD FORM 214

DD FORM 215

NAVMC 2771

NAVMC 11350

NAVMC 11078

NAVMC 799

NAVMC 10476

DD FORM 2MC

DD FORM 2

DD FORM 1173

DD FORM 1173-1

DD FORM 2529

DD FORM 1172

DD FORM 1173

DD FORM 2384-1

DD FORM 368

DD FORM 4

DD FORM 1966

NAVMC 11350

NAVMC 11078

NAVMC 799

NAVMC 10476

NAVMC 798

NAVMC 2627

NAVMC 941

DD FORM 1746

DD FORM 1747

NAVMC 11060

DD FORM 1131

NAVMC 3

DD FORM 1610

DD FORM 1614

DD FORM 1351-2

DD FORM 1351-2C

DD FORM 884

DD FORM 1746

DD FORM 1747

NAVMC 10366

NAVMC 11118

NAVMC 11062

NAVMC 10922

DD FORM 368

NAVMC 2771

NAVMC 11350

NAVMC 11078

NAVMC 329

NAVMC 11115

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

a.  Personnel Management:  Requires that all personnel information required reporting is done under the organizational reporting unit code (RUC). An established managerial program will ensure compliance with the requirements of MCO P1080.40 (MCTFSPRIM). A concerted effort is directed toward achieving timely and accurate reporting of personnel information. Any inaccurate or tardy submissions of reportable information into the MCTFS are not tolerated. Units must prepare and submit unit diaries for each day a reportable event occurs (normally each workday). Units certify their unit diaries to be transmitted with the schedule set by the Manpower Information Systems Support Office (MISSO), but not later than 1 day after the day of preparation.

The primary source for reporting personnel information is the unit’s morning report. The morning report provided the required information about Marines that supports the operational readiness of the unit. The receiving, auditing, and consolidating of the individual sections’ morning reports are performed each day. Morning reports are delivered to the personnel office normally no later than 0800 each workday. Copies of the subordinate units'/sections’ morning reports are attached to the file copy of the organization's morning report for backup. This action is normally completed by 1000 each workday. Morning report files and subordinate unit input are forwarded to the DCP for retention.

The accountability of personnel status is maintained in a current state and includes, but is not limited to, the following:

(1) Total strength
(2) Number of personnel on leave
(3) Number of personnel TAD/Deployed
(4) Number of personnel UA/Deserter/IHCA
(5) Number of personnel in the hospital
(6) Number of personnel confined
(7) Number of personnel assigned to the Fleet Assistance Program
(8) Number of personnel attached
(9) Number of personnel chargeable
(10) Number of personnel non chargeable

b. Drill accounting:  Commanders are responsible for Inactive Duty Training (IDT) 

accounting.  When feasible, all unit personnel will assemble for muster as a single 

group in one location.  The basic documents for IDT attendance accounting are the Unit 

Muster Sheet (UMS) and the Unit Diary (UD).  The UMS is a single source document 

substantiating IDT attendance for all paid and unpaid IDT.  A single muster sheet is used 

for each muster.  A minimum of six musters per a four-IDT period weekend are conducted.  

Prior to IDT, the UMS is prepared with unit name, RUC, and date of IDT, name, grade, and 

SSN of all Reservists listed alphabetically.  The UMS is completed with black ink, making 

it very labor intensive.  The following symbols are entered in the blocks of the UMS:  

“X” – present for muster; “A” for absent or late; and “NS” for not scheduled with a 

reason why.  Names of personnel no longer in the unit are lined out with a reason 

recorded in the comments column.  Upon completion of all musters each UMS is certified by 

the CO/OIC of the unit.  This entire process is completed manually.  If a Reserve 

member is not excused from drill, contact is made to find out why the 

member was absent.  A letter of unsatisfactory performance is generated 

manually.  

“To Be” Process/Subprocesses and Modules Effected:  See Total Force Administrative Processes Matrix.

Flow Chart of the Revised “To Be” Process/Subprocesses:
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Flow Chart Explanation:

Shape 1.  Start – This is the activity that starts the process.

Shape 2.  Identify Personnel – This is the activity that identifies personnel for deployment, mobilization, etc.

Shape 3.  Can Member Go – This is the activity that screens member for basic eligibility requirements and makes the determination if member is eligible for the event.

Shape 4.  Approval Authority – This is the activity that approves/disapproves the event.

Shape 5.  Event – This is the activity that is performed by identified personnel.

Shape 6.  Reassign – This is the activity that determines whether the member is reassigned.

Shape 7.  Rear Party – This is the activity the member will remain at if not reassigned.

Shape 8.  Event Complete – This is the activity that completes the event and reports to the reporting authority.

Shape 9.  Approval Authority – This is the activity that approves/disapproves the event.

Shape 10.  Notification Received – This is the activity that Receives the event completion notification.

Shape 11.  Event Certified – This is the activity that certifies and reports the event.

Shape 12.  Process Ends – This is that activity that completes the process after all information has been verified and reported.

Shape 13.  Approval Authority – This is the activity that approves/disapproves the event.

Shape 14.  Notification to 2nd and 3rd Echelon – This is the activity that notified the 2nd and 3rd Echelon if the event has been disapproved.

Shape 15.  Process Ends – This is the activity that completes the process after all information has been verified and reported.

Shape 16.  Assign To New Unit – This is the activity that reassigns the member if unable to participate in the event.

Revised Business Rules:

Policy Changed 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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