Appendix 11

Electronic Personnel Action Request (E-PAR) Process 


1.
Concept Statement.  The purpose of the Electronic Personnel Action Request (EPAR) process is to create an automated method for which an individual may request information or initiate a request for administrative action and receive responses through the chain of command or from Echelon 4/5 entities.  

2.
Business Process Rules – Core Functions.  

a.
Creating and Initiating an EPAR.

(1) Any Echelon 1 user may create/initiate an EPAR.



(2)
Any Echelon 2 or higher user may create/initiate an EPAR on behalf of another user who is within their unit scope.



(3)
EPAR Data Fields.  




(a)
Upon creation of the EPAR, the following data fields of the subject Marine (Marine who is the subject of the EPAR) will be auto-populated on the EPAR.  These fields will not editable.

· Full Name (Last Name, First Name, MI) of subject Marine 

· Rank (CWO5, Sgt, etc) of subject Marine

· MOS (PMOS) of subject Marine

· Work Phone Number of subject Marine. (Valid 10-digit phone number:  XXX-XXX-XXXX)

· (MOL) Email Address of subject Marine

· Organization Name (Plain English Description of Work Section, Platoon, Company, Battalion/Squadron {RUC})

· Organization Address (Street, City, State, Zip)

· Originator Full Name (Last Name, First Name, MI) 

· Originator Rank (CWO5, Sgt, etc)

· Originator Work Phone Number of subject Marine. (Valid 10-digit phone number:  XXX-XXX-XXXX)

· Originator (MOL) Email Address
· Date & Time that EPAR was “sent” from the originator to another user

(b)
The following data fields on the EPAR will be completed by the originator.

· Subject.  A drop down list where the user may select from the list or input their own text value that describes the subject of the EPAR.  See the list of values below.

· Message.  Free Form Text and is a required field.  This data field must allow for more than 256 characters


b. Submitting an EPAR.



(1)
The originator of the EPAR will be able to “send” the EPAR data to any Echelon 2 or higher user in their chain of command.  



(2)
All features described in Appendix 2 – Workflow regarding the passing of a task between users in the originator’s chain of command will be implemented.  



(3)
Users in the chain of command will be allowed to make their own comments on the subject matter of the EPAR.  The system will track the following data items regarding the actions of each user in the chain of command that comments on/takes action on the EPAR.

· Full Name (Last Name, First Name, MI) of user taking current action.  A required field; auto-populated from data source.

· Rank (CWO5, Sgt, etc).  A required field; auto-populated from data source.

· Action.  Drop Down list Active Reviewers (Recommended, Not Recommended, NA); Approvers (Approved, Not Approved, NA).

· Comments.  Free Form Text and is a required field.  This data field must allow for more than 256 characters.

· Date & Time Received.  Auto-populated from client machine at date/time the sender “sent” the EPAR to this user who is now taking action.  Date Format:  DD MMM YYYY.  Time Format:  XX:XX (Military 24-hour clock).
· Date & Time Sent.  Auto-populated from client machine at date/time this user who is taking action - either completes/closes the task or sends it to another user for further action.  Date Format:  DD MMM YYYY.  Time Format:  XX:XX (Military 24-hour clock).


(4)
 Each user in the chain of command that receives the EPAR from another user will be able to read the originator’s data and all data inputted by all subsequent users in the chain of command.  The user that currently has the EPAR may not edit/alter the data from other users.  The current user may only enter comments pertaining to their action.   



(5)
 The subject data field will contain a list of values described below.  By having a standardized list, grouping/sorting of EPARs by subject will be possible.  This will allow users who process EPARs at an administrative unit the capability to quickly ID the subject area.     

· Leave

· Promotions

· Family Members/Dependents

· Military Schools

· Off Duty Education

· Training

· Housing 

· BAH & BAS

· Pay Problem

· Medical

· Dental

· Awards

· TAD

· PCS

· TMO

· Separations

· Retirement

· Legal

· Other (all other free form text subjects inputted by users)


c.
Completing/Closing an EPAR.



(1)
 Because the very nature of EPAR is very generic and is not tied to any specific process, there is no preset determination of the level of command for terminating an EPAR. However, it is desired that the roles of Active Reviewers and Approvers be implemented.  



(2)
Active Reviewers may not terminate/close an EPAR.  Active Reviewers may only return the EPAR to the sender or originator for rework or send the EPAR up the chain of command to another Active Reviewer or Approver. 



(3)
Once a user with Approval permissions for the EPAR process receives the EPAR, they may return it to the sender or originator for rework, send it to another user in the chain of command, send the EPAR to the administrative unit that services their unit, or take final action on the EPAR and “close” the EPAR.



(4)
If an Approver takes final action on the EPAR and “closes” the EPAR, then the routing chain ends and the chain of command within the unit scope and the subject Marine is inform of the action taken by the approver (the text content of the comments inputted by the approver).



(5)
Users with Approval permissions will be provided with a mechanism by which they can “send” the EPAR data to the administrative unit that services their RUC.  The Approver will not need to decide which specific user at the admin unit will receive the EPAR.  The approver will simply actuate a mechanism that will automatically “route” the EPAR to the correct admin unit.  Administrative units (Echelon 4) will be provided an interface by which they can manage received EPARs from the RUCs in their jurisdiction and assign permissions to their administrators that can access their EPAR work area and process received EPARs.  See Appendix 13 – Echelon 4/5 Management Functions.  



(6)
If an EPAR is sent to an admin unit for action, that user may send it back to the sender for rework, take action and close the EPAR or send it to another Echelon 4 user who has EPAR permissions for action. 



(7) All actions taken by users will be visible to the subject Marine and the chain of command involved.  If an Echelon 4 user closes the EPAR, the final action notice is sent to the subject Marine and chain of command as described in Appendix 2 – Workflow.



(8)
Active Reviewers in the chain of command will not be provided with the mechanism to route EPARs to their admin unit.  Active Reviewers may only route the EPAR within their unit chain of command in order to give the leaders in that chain of command a chance to resolve the issue before involving Echelon 4 (administrators).



(9)
Time-To-Live.  After an EPAR has been closed, the data regarding the task will remain in the task history for 90 days.  After the 90 days, the data for the EPAR will be automatically deleted form the system. 


d.
Saving the EPAR.  There shall be the capability to save the current view of EPAR data (compilation of all data from all users who have made comments, etc.) as a Microsoft Word Document.  This will allow the user to download the entire “string of comments/events” associated with an EPAR and archive/print it.  The developer will consult the MISSA as to the exact data content and formatting of this Word Document.

3.
Policy Changes.  None

4.
References.  None.

5.
Default Permissions for EPAR Process.  As discussed in Appendix 2 – Workflow, there are a number of default permissions templates for the tasks contained in this SCR.  The following is the default permissions template for the roles listed in Appendix 2. 

	Role
	Unit Scope
	Grant
	Approve
	Active Reviewer
	Passive Reviewer
	View

	RUC Unit Commander
	RUC
	X
	X
	
	
	X

	RUC Unit Executive Office (XO)
	RUC
	X
	X
	
	
	X

	RUC Unit Sgt Maj
	RUC
	X
	X
	
	
	X

	Company Level Commander 
	Co
	X
	X
	
	
	X

	Platoon Level Commander
	Plt
	X
	
	X
	
	X

	Work Section Level Leader
	Work Section
	
	
	X
	
	X

	Officer of the Day
	RUC
	
	
	
	
	


6.
MCTFS Transactions Data.  None.

7.
Concerns.  This process standardizes the workflow for processing, approving, and tracking the status of requests.  As such, policy and reference guides must be established at the local unit and local CONADs.  

8.
Justification.  The EPAR process will web-enable the current manual “PAR” process. The implementation of Approval and Active Reviewer permission will ensure that requests initiated by a junior Marine are seen by several leaders and not being held up by an intermediate small unit leader since only “Approvers” can “close” an EPAR. 
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