PROMOTION MODULE 

Proficiency and Conduct Marks 08.07


Vision:  To streamline the Proficiency and Conduct (Pro/Cons) Marking process for all Marines corporals and below through automation of this process.  This will eliminate requirements for manual routing and tracking of printed rosters/lists via the chain of command. Members on promotions restriction or in a TAD Excess Status will be identified (‘flagged’). Data will be electronically entered, certified, and archived with notification return to all echelons as appropriate. Users will have the option to save and return to their data at anytime until final submission.  At anytime the approving authority may assign and certify pro/con Marks without regard or the absence of small unit leader recommendations. 

Business Process Rules:

1.  Core – Members are notified by Broadcast message via MOL for Annual and Semi-Annual Periods.

This message should be broadcasted, to all Sergeants and above, 45 days prior to the annual marking period for Reserves (31 December) or semi-annual marking periods for Active Duty (31 January and 31 July). 

2. Core – Upon notification, or as required, the small unit leader will log into the designated application and select the Proficiency and Conduct option to route and award marks.

3. Core – Small unit leaders request proficiency and conduct data by entering an individual’s SSN, Platoon Code, Company Code, or other selection criteria (as required). 

4. Core – Pro/Con Mark request generates from the data source. 

   a.  The following for each individual of Platoon, Company selected: 

SSN.

Name (Last Name, First Name, MI).

Rank (Cpl, Pvt, etc).

MOS (PMOS).

Organization Name.

Organization Address.

Organization Phone Number.

Duty Status/Record Status

Expiration of Active Service (EAS).

Expiration of Current Contract (ECC).

   b.  The following information will be accessed from the database and cached for use in this process at a later time:

Unit Training Record

Composite Score Worksheet Data

Education Record

Legal Remarks Record (Confinement, Punitive actions)

Record of Service

Weight Control/Military Appearance Record

Awards Record

5.  Core – Input Proficiency and Conduct marks and Occasion.  The small unit leader will be able to complete multiple functions in this phase of the process.  Drop-down information boxes and smart edits, where applicable, will be used to ensure appropriate marks are assigned and justified.  This function gives the small unit leader the option to: 

a.  Guidlines.  Capability to review the standard guidelines for awarding proficiency and conduct marks via drop-down menus (See Appendix A of this document for specific guidelines). 

b.  Input Capability.  When the small unit leader selects “award marks,” a menu appears and allows the small unit leader to select an occasion, assign an effective date, and recommend marks from 0.0 to 5.0. The small unit leader will have the option to apply this criteria to one or several members. The small unit leader also has the option to provide comments for each record, as applicable.  If the small unit leader enters marks that are inconsistent with normal guidelines (such as 5.0 on a Marine that just received NJP), he is referred back to the guidelines for review and additional instructions. Marking occasions are provided in Appendix A to this document.  

c.  Additional Personal Data.  If the small unit leader selects “view record” then the below list of options are provided. 
Unit Training Record

Composite Score Worksheet Data

Education Record

Legal Remarks Record (Confinement, Punitive actions)

Record of Service

Weight Control/Military Appearance Record

Awards Record

  d. Save & Review Capability.  The small unit leader will be able to save any work completed and then return at a later time to review, append, change, or delete information.  This capability will exist until the small unit leader forwards this information to the next senior member in the routing chain, or sends the information to a recycle bin.  

  e.  Save and Route.  This function allows the small unit leader to finalize their recommendations and route them to the next senior member in the routing chain.  

6. Recommended marks are received by the next in the chain of command for review, add comments, concur, approve, or submit additional recommended marks.   These recommended marks are forwarded to Step 7.

7. Is this the final recommendation authority? If yes move to Step 9. If no, move Step 8. 

8. Recommend marks are forward to next in chain of command and returns to Step 6,7, and 8.

9. If yes, the application forwards the recommended marks to the approving authority.

10. Is this the final recommendation authority? If yes move to Step 13. If no, move Step 11. 

11. Recommend marks are forward to next in chain of command and returns to Step 11, 12, and 10.

12. Recommended marks are received by the next in the chain of command for review, add comments, concur, approve, or submit additional recommended marks.   

13. Are marks approved as recommended?  If yes, move to Step 14. If no, move to Step 15.

14.  Approving authority submits and certifies Marks and proceeds to Step 16. 

15.  Approving authority amends, edits, modifies and submits approved Marks for Finalization via Step 14.

16.  MCTFS Processes transactions, Archives Data and Notification is returned to the chain of command in this process and member. 
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Appendix A Information:  

The guidelines from the Individual Records Administration Manual are as follows:

Conduct Markings   

a. In addition to observance of the letter of law and regulations,

conduct includes conformance to accepted usage and custom, and positive

contributions to unit and Corps. General bearing, attitude, interest,

reliability, courtesy, cooperation, obedience, adaptability, influence on others, moral fitness, physical fitness as effected by clean and temperate habits, and participation in unit activities not related directly to unit mission, are all factors of conduct and should be considered in evaluating the Marine. The mark assigned, after consideration of these qualities and, if necessary, consmall unit leadertation with the officer or senior noncommissioned officer who supervises the Marine’s performance of duty, should represent a fair objective evaluation of the Marine’s conduct for the marking period. Assignment to the weight control program is another factor which should be considered when assigning conduct marks.

b. In addition to the standards listed in the table below, the

following general guidance applies to the assignment of conduct marks to Marines upon successful completion of recruit training:

(1) Generally, a recruit will receive a conduct mark in the 4.0-

4.4 range. As an example, an average recruit would receive a conduct mark of 4.2. A recruit receiving nonjudicial punishment (NJP) will normally be assigned a conduct mark below 4.0.

(2) Recruits who receive a meritorious promotion, or are of

meritorious promotion caliber for their efforts in recruit training, will receive a conduct mark in the 4.5-4.8 range.

(3) A recruit who is selected as a platoon or series honor

graduate will receive a conduct mark in the 4.9-5.0 range.

c. Use the following general guidance and standards in assigning

conduct marks; however, full discretion is left to commanders in assigning marks outside these standards for good and sufficient reasons. Base assignment of marks subsequent to the assignment of reduction marks for a punitive reduction upon the Marine’s conduct in the current grade. Do not consider the NJP that awarded the reduction during this marking period. Document the assignment of a conduct mark below 4.0 for any reason other than court-martial or NJP (where no reduction was awarded) by a page 11entry.

|MARK| CORRESPONDING ADJECTIVE | STANDARDS OF CONDUCT |

|0.0 | Unacceptable 

 |Habitual offender. |

| to |



 |Conviction by general, special, or more |

|1.9 |



 |than one summary court-martial. |

|                              |Give a mark of "0" upon declaration of desertion. |

|  




 |Ordered to confinement pursuant to |

|  




 |sentence of court-martial. |

|  




 |Two or more punitive reductions in grade |

|2.0 |Unsatisfactory 

 |No special court-martial. |

| to | 



 |Not more than one summary court-martial. |

|2.9 | 



 |Not more than two nonjudicial punishments. |

| | 




 |Punitive reduction in grade. |

|0.0 |Below Average 

 |No court martial. |

| to | 



 |Not more than one nonjudicial punishment. |

|1.9 | 



 |No favorable impression of the qualities |

|  




 |listed in paragraph 4007.6a.aration of |

|  




 |Failure to make satisfactory progress while |

|  




 |assigned to the weight control or military |

|  




 |appearance program. |

|  




 |Conduct such as not to impair appreciably |

| | 




|one’s usefulness or the efficiency of the |

| | 




|command, but conduct not sufficient to |

| | 




|merit an honorable discharge. |

|4.0 |Average 


|No offences. |

| to | 



|No unfavorable impression as to attitude, |

|4.4 | 



|interests, cooperation, obedience, |

| | 




|after-effects of intemperance, courtesy |

| | 




|and consideration, and observance of |

| | 




|regulations. |

|4.5 |Excellent 


|No offenses. |

| to | 



|Positive favorable impressions of the |

|4.8 | 



|qualities listed in paragraph 4007.6a |

| | 




|Demonstrates reliability, good influence, |

| | 




|sobriety, obedience, and industry. |

|4.9 |Outstanding 

|No offences. |

| to | 



|Exhibits to an outstanding degree the |

|5.0 | 



|qualities listed in paragraph 4007.6a. |

| | 




|Observes spirit as well as letter of orders |

| | 




|and regulations. Demonstrates positive |

| | 




|effect on others by example and persuasion. |

Duty Proficiency Marks

a. In assigning duty proficiency marks, use a scale of zero to five.

The mark should indicate how well a Marine performed the primary duty

during the marking period. In addition to technical skills and

specialized knowledge, relating to duty proficiency marks, the "whole

Marine concept" must be considered. Such attributes as mission

accomplishment, leadership, intellect and wisdom, individual character,

physical fitness, personal appearance, and completion of professional

military education, Marine Corps Institute courses, and off duty education should also be evaluated and incorporated into the duty proficiency mark. Due allowance should be made when a Marine is filling a billet inconsistent with the Marine’s grade. The commander should consmall unit leadert with the officer or senior noncommissioned officer who supervises the Marine’s performance of duty prior to assigning duty proficiency marks.

b. In addition to the standards listed in the table below, the

following guidance applies to assignment of duty proficiency marks to

Marines upon successful completion of recruit training based on a level of performance achieved in the areas of marksmanship, water survival, close order drill, physical fitness, academic tests, and inspections.

(1) The majority of duty proficiency marks will be in the 4.0-4.4

range. As an example, an average recruit would receive a duty proficiency mark of 4.2.

(2) Recruits who receive a meritorious promotion, or are of

meritorious promotion caliber for efforts in recruit training, will

receive a duty proficiency mark in the 4.5-4.8 range.

(3) A recruit who is selected as a platoon or series honor

graduate will receive a duty proficiency mark in the 4.9-5.0 range.

c. Use the following guidance and standards in assigning duty

proficiency marks; however, full discretion is left to commanders in

assigning marks outside these standards for good and sufficient reasons.  Document a duty proficiency mark below 3.0 by a brief page 11 entry.

|MARK| CORRESPONDING ADJECTIVE | STANDARDS OF CONDUCT |

|0.0 |Unacceptable 

 |Does unacceptable work in most duties, |

| to | 



 |generally undependable; needs considerable |

|1.9 | 



 |assistance and close supervision on even |

| | 




 |the simplest assignment. |

|2.0 |Unsatisfactory 

 |Does acceptable work in some of the duties |

| to | 



 |but cannot be depended upon. Needs |

|2.9 | 



 |assistance and close supervision on all but |

| | 




 |the simplest assignments. |

|3.0 |Below Average 

 |Handles routine matters acceptably but |

| to | 



 |needs close supervision when performing |

|3.9 | 



 |duties not of a routine nature. |

|4.0 |Average 


 |Can be depended upon to discharge regular |

| to | 



 |duties thoroughly and competently but |

|4.4 | 



 |usually needs assistance in dealing with . |

| | 




 |problems not of a routine nature. |

|4.5 |Excellent 


 |Does excellent work in all regular duties, |

| to | 



 |but needs assistance in dealing with |

|4.8 | 



 |extremely difficult or unusual assignments. |

| | 




 |Two or more punitive reductions in grade |

|4.9 |Outstanding 

 |Does superior work in all duties. Even |

| to | 



 |extremely difficult or unusual assignments |

|5.0 | 



 |can be given with full confidence that they |

| | 




 |will be handled in a thoroughly competent |

| | 




 |manner. |

MARKING OCCASIONS REGULAR RESERVE

Transfer TR 
TR

Assignment to Active Duty (Reserve)

Assignment to Involuntary Active Duty (Reserve)

Release from Active Duty

Release from EAD, AR, etc. (Reserve)

Completion of Initial Skill Training

Completion of recruit training

Temporary Disability Retired List (TDRL) DL DL

Discharge DC DC

Promotion to Corporal or Sergeant PR PR

Reduction RD RD

Declared Deserter (first day of UA period) DD --

Last Day Prior to Declaring Deserter PD –

To TAD TD --

TAD Complete TC --

Change of Primary Duty CD CD

Service School Completion SC SC

Semiannual SA --

Annual -- AN

Completion of Annual Training -- AT

Recommended (See MCO Pl400.32.) RE RE

ADSW (Active Duty Special Work) – RT
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