RECORD MAINTENANCE STANDARDIZED PROCESS REVIEW TEMPLATE

1/10/01

Process/Identification Number: 

Record Maintenance, Documents and Forms Module #19 

Process Vision Statement/Capability:   

Automate all administrative forms processes to self populate by keying in the members social security number (SSN).  Populate last, first, middle name, rank/pay grade, service, unit information, RUC/MCC component code and SSN.  Ensure data is captured by whatever means including all other modules.  The file itself must be self-contained, both the form and the information keyed into the form in one file.  This automation will give the administrative units the capability to print the file to a local or network printer, print to a portable document file (PDF), e-mail and archive the file on a local NT server or web data store server.  Utilize PKI to authenticate the documents and recording within a central repository for historical purposes.  The “To-Be“ Record Book is envisioned as an electronic account of information stored by the Marine Corps Total Force System (MCTFS) coupled with a legal file requiring PKI signatures.  It is recommended that the current Basic Individual Record (BIR) and Basic Training Record (BTR) be combined with all applicable information in MCTFS and be displayed as an Individual Electronic Record (IER).  Each block of the IER for example, will be written in plain language without the use of codes and will contain an explanation of what the information represents.  PKI signatures are required on the following forms/Documents:  All legal documents (see legal module) Enlistment/Reenlistment Contract (DD-4), Appointment Acceptance and Record (NAVMC 763), Record of Emergency Data, and the Servicemen’s Group Life Insurance Form.

5 Echelons of TFA
    a.  1st Echelon Individual Marine Self Service.  Allow the individual Marines to input information on electronic forms, conduct review, verification, and change designated routine non-pay data and certify that data is correct with their digital signature (PKI).  Processes will be configured to give individual Marines maximum visibility and access to their pay and administrative information, while balancing the need to control fraud, waste and abuse. 

    b.  2nd Echelon Small Unit Leader Access/Input.  Commanders and first sergeants will continue to be responsible for the accurate and timely reporting of manpower, pay and administrative information on their Marines.  TFA will assist them by providing access and more efficient and convenient means for processing routine pay and administrative transactions, and by giving them the tools that will improve their situational awareness and decision-making capabilities.  

    c.  3d Echelon Unit Commander Bn/Sqdn or Higher.  Develop a Web enabled capability for all functional S – Levels and G – Levels of administration and legal, intelligence, training and education, supply and logistics and medical personnel users, to enter information and retrieve data from the relational data base.  Data input will be streamlined, using point of action/point of reporting processes that dramatically reduce, redundant, non-value-added handling of information. Commanders will retain a small cell of personnel administrators who will provide the link to regional administrative centers in either a garrison or deployed environment.

    d.  4th Echelon Total Force Administration Center. Have the capability to update/edit information.  

    e.  5th Echelon HQMC-level Transaction Reporting.  Develop a web enabled capability for higher level headquarters to have visibility on all information residing within the system and the ability to query information and display in a roster/report fashion.

Concerns:  

a.  As the modules are implemented historical documents will need to be scanned in order to capture all data concerning personnel documentation.

b.  The following captures concerns in dealing with “forms” of this process:  SL-8-09993A, paragraph 4, lists the DD forms that are to be controlled. These forms, when stocked by the supply issue point, will be inventoried on a monthly basis IAW MCO P4400.150. These same forms, when maintained by the administrative office, also require accountability, however, the frequency of the inventory varies from monthly and semiannually to on a situational basis (i.e., upon relief of the issuing officer or agent). In addition to the directives mentioned above, MCO P1900.16D, paragraphs 1101.2c and 1204; MCO P5110.4, paragraph 6002.1; MCO P5512.11A, paragraphs 3002 and 4013; and MCO 10110.47; and MCO P1070.12 apply. One or more logbooks may be used, depending upon the frequency of use of controlled forms. At a minimum, use columns headings in preparing accountability log books for controlled forms. The full length of the log (2 pages) may be required to accommodate insertion of the required column headings.

c.  Recommended that this be one of the last modules implemented – if all other modules are automated, then this should be scaled down.

d.  Public Law may require a hard copy with signature and those forms must be identified during future BPRs.

Governing Directives/Regulations: 

SECNAVINST 5210.8

SECNAVINST P5212.5_

MCO 5210.11 

Marine Corps Manual

Title 5, PL 754, 81st Congress – Federal Records Act of 1950

Federal Information Resources Management Regulations (FIRMR)

MCO 5213.7

SECNAVINST 5213.10

MCO P4400.84

SL-8-09993A

MCO P5600.31

MCO 5214.2

Paperwork Reduction Act 1980

SECNAVINST 5214.2

MCO P1070.12

Forms required during process: 

Forms are listed on all Modules and apply to this Module including forms listed in MCO P1070.12.

Recap Narrative of Current “As Is” Process/Sub-processes: 

Current regulations exist in reference to the preparing, maintaining, accounting for, and ensuring security of service records. All service records will be controlled and accounted for at all times by the provisions of MCO P1070.12. Each unit develops internal procedures by which the duty officer may gain immediate access to field service records in case of emergency. As such, a locally prepared service record control form may be used to account for each record held. All service records are considered to be confidential in nature and are required to be returned to the personnel office at the close of each workday or the control form annotated to show their location, i.e., career planner, battalion sergeant major, etc. Due to the record's confidentiality, information is not to given from it except to persons properly and directly concerned. For Reserve units only, an audit of "on hand" records in conjunction with the monthly audit of the Unit Verification Roster.  Records management is a paper process where information is updated by manual typewriter and submitted to the approving officer for certification.

“To Be” Process/Subprocesses and Modules effected: See Total Force Administration Processes Matrix.
Flow Chart of the Revised “To Be” Process/Sub-processes: 
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Flow Chart Explanation:

Shape 1.  Start - This activity begins the process.

Shape 2.  Enter User ID & Password/CAC - This is the activity where the user will enter their User ID/CAC and log into the system.

Shape 3.  Select sub-process and input request - This is the activity where the user will select the Records Maintenance Process.

Shape 4.  Higher Authority Required - This is the activity that decides if the request can be processed or forwarded to a higher authority.

Shape 5.  Process Request - This is the activity that process the request and updates the system where applicable and notifies the user that action has been completed.

Shape 6.  Process Ends - This is the activity that ends the process after all actions and notifications have been completed.

Shape 7.  Small Unit Leaders Log into system - This is the activity where the Small Unit Leader can log into the system.

Shape 8.  Select sub-process and input request - This is the activity where the Records Maintenance Process will be selected. 

Shape 9.  Higher Authority Required - This is the activity that will take action on requests submitted by subordinates and forward to Higher Authority where applicable.

Shape 10.  Request Approved - This is the activity that approves/disapproves requests from subordinates.

Shape 11.  Process Request - This is the activity that processes the request and updates the system where applicable and notifies all echelons of approval and that action has been completed.

Shape 12. Notify Requestor of additional info needed - This is that activity that notifies all echelons that the request has been disapproved and the reason for disapproval or requests additional information in order to process the request.

Shape 13.  Process Ends - This is the activity that ends the process after all processing and notification has been completed.

Shape 14.  Command Element into system - This is the activity where the Command Element can log into the system.

Shape 15.  Select sub-process and input request - This is the activity where the Records Maintenance Process will be selected. 

Shape 16.  Higher Authority Required - This is the activity that will take action on requests submitted by subordinates and forward to Higher Authority where applicable.

Shape 17.  Request Approved - This is the activity that approves/disapproves requests from subordinates.

Shape 18.  Process Request - This is the activity that processes the request and updates the system where applicable and notifies all echelons of approval and that action has been completed.

Shape 19. Notify Requestor of additional info needed - This is that activity that notifies all echelons that the request has been disapproved and the reason for disapproval or requests additional information in order to process the request.

Shape 20.  Process Ends - This is the activity that ends the process after all processing and notification has been completed. 

Shape 21.  TFAC Log into system - This is the activity where the TFAC can log into the system.

Shape 22.  Select sub-process and input request - This is the activity where the Records Maintenance Process will be selected. 

Shape 23.  Higher Authority Required - This is the activity that will take action on requests submitted by subordinates and forward to Higher Authority where applicable.

Shape 24.  Request Approved - This is the activity that approves/disapproves requests from subordinates.

Shape 25.  Process Request - This is the activity that processes the request and updates the system where applicable and notifies all echelons of approval and that action has been completed.

Shape 26. Notify Requestor of additional info needed - This is that activity that notifies all echelons that the request has been disapproved and the reason for disapproval or requests additional information in order to process the request.

Shape 27.  Process Ends - This is the activity that ends the process after all processing and notification has been completed. 

Shape 28.  Service Level Log into system - This is the activity where the Service Level User can log into the system.

Shape 29.  Request Approved - This is the activity that approves/disapproves requests from subordinates.

Shape 30.  Process Request and notify requestor of approval -  This is the activity that processes the request and updates the system where applicable and notifies all echelons of approval and that action has been completed.

Shape 31.  Notify Requestor of additional info needed - This is the activity that notifies all echelons that the request has been disapproved and the reason for disapproval or requests additional information in order to process the request.

Shape 32.  Process Ends - This is the activity that ends the process after all processing and notification has been completed.

-----------------------------------------------------------------------

Revised Business Rules: 

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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