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BUSINESS RULES (BR)

Business rules are statements that define or constrain some aspect of the business.  The business rules may control or influence an activity or assert a business structure.  They are singular in concept and distinct enough to stand-alone.  They are business oriented not technology or system focused.

What is a Business Rule

· Business Rules are the means to accomplish each automated step in the flow chart process

· Business Rules are linked to attributes, entities, and associations

· Business Rules govern what data is needed in a module

· Business Rules define relationships between data

· Business Rules will be linked to each shape that they govern within a flowchart

· Business Rules will linked administrative sub-processes flowchart activities (vice the Module flowchart)

Examples of Business Rules:

1.  Total Force Administration (TFA) Personal Request Module is accessed.

2.  Leave program/database selected.

3.  Leave Form Selected. 

4.  Requester's Social Security Number (SSN) is entered.  

5.  Form populates, from MCTFS, the following:

    a.  SSN.

    b.  Name (Last Name, First Name, MI).

    c.  Rank (CWO5, Sgt, etc).

    d.  MOS (PMOS).

    e.  Organization Name.

    f.  Organization Address.

    g.  Organization Phone Number.

    h.  Leave Used.  

    i.  Leave Balance.

    j.  Expiration of Active Service (EAS).

6.  Requester or Supervisor enters the following:

    a.  Departure Date/Time.

    b.  Return Date/Time.

    c.  Leave Address.

    d.  Leave Phone Number.

    e.  Selects Type of Leave.

    f.  All information must be complete before member/user can forward.  

    g.  Chain of command for approval.  This will include supervisory personnel who will need to sign.  It might include the SgtMaj.  The last person is the approving authority.  

7.  Requester or Supervisor sends via chain of command. 

8.  Request received and Supervisor recommends approval/disapproval and forwards to next person in chain of command.  This continues until it arrives at approving authority.

9.  Approving authority receives request.  The approving authority will make a decision to approve or disapprove the request.  Once leave is approved, only the Approving authority, supervisor chain or administrative personnel may make changes or grant leave extensions.  Any change will automatically be sent to the approving authority.

10. If Approving authority disapproves, it automatically creates a return receipt to the Requester and all personnel in the supervisory chain of command. 

11.  Request archived for current year, plus 2 years. 

12.  If Approving authority approves, it creates a return receipt to the requester and all personnel in the supervisory chain.  There is a requirement to print out a set of leave papers for all Marines going on leave. 

13.  Marine makes a decision either to go on leave and not go on leave.  

14.  Marines does not depart on leave.  Anyone can access the database and indicate Marine did not check out on leave.  This will create an advisory message to the supervisory chain of command.

15.  Request is archived for current year plus 2 years

16.  Marine departs on leave.  Anyone can access the database and enter the time/date Marine went on leave. 

The following scenarios can occur:

17.  (FLOWCHART “A”).  The Marine returns from leave on time, or from Flowchart “B”, Number 28.  

18.  Anyone can enter the return time/date into the database.  

19.  Leave information forwarded for posting to MCTFS.  

20.  Info Received by MCTFS and posted.

21.  Return receipt forwarded back to unit/individual.

22.  This record will be archived for current yeat, plus 2 years from final time/date.

23.  (FLOWCHART “B”).  Marine does not return from leave upon expiration of leave time/date.



24.  A message is forwarded to Marine’s supervisor stating leave has expired, member has not returned.  This message will be generated at time leave is scheduled to expire plus 2 hours.

25.  The command determine status.  They will try to call the leave phone number and next of kin phone number to try to locate the Marine.  

26.  Member Returns or dies.

27.  Determine is UA is excused.  This is a commander’s call whether the Marine had a ligament reason / justification. 

28.  If UA is excused, it will be inputted into the database and follow the same process as if he had returned.  See flowchart “A”, Number 17.  

29.  If member is determined to be UA, leave will expire at time and date indicated on leave request.  Close out leave period and follow the same process as if he had returned.  See flowchart “A”, Number 17.

30.  If the member does not return, the unit will continue trying to contact the Marine at the leave address phone number and next of kin phone number.

31.  Close out the leave period by reporting the approved from and to dates.  Start the legal process to report him UA.  Note UA should be report 1 minute after scheduled leave period ended.  Close out leave period and follow the same process as if he had returned.  See flowchart “A”, Number 17.

32.  A person who does not return or is late returning will need to have legal action done.  In order to do this, a link must be provided to the LEGAL module #13 of 18 to be built.  In the interim, coordination must be established with the servicing RUC for appropriate UD entries.

33.  Provide a link to a future module  (LEGAL MODULE -- 13 of 18 to be built).

34.  The member requests an extension. 

35.  Command makes decision to approve or disapprove.

36.  If the request is disapproved, the member will return at the designated time.  

37.  Leave extension is entered into MCTFS.  Only supervisory personnel, approving authority or administrative personnel can input this information.

38.  Follow the return from leave on time.  See flowchart “A”, Number 17.  

39.  The member goes to the hospital or sick in quarters status while on leave.  

40.  Member informs the command of hospitalization if possible to include time/date entered, and time/date released.

41.  Member either returns before leave expires or after leave expires.

42.  When leave is interrupted by hospitalization, terminate the Marine's leave as of 2359 hours on the date prior to the first day of hospitalization. Report leave taken subsequent to the Marine's hospitalization status as a separate period, ensuring that the commencement time of the subsequent leave period is 1 minute past the ending time of the Marine's hospitalization status. For example, a Marine schedules leave from 1600 20000814 through 0600 20000830.  During the leave period, the Marine is hospitalized from 1400 20000820 through 1000 20000822. The initial leave period would be reported as 1600 20000814 through 2359 20000819, and the period of leave taken subsequent to hospitalization would be reported as 1001 20000822 through 0600 20000830.  If member does not return before leave expires, you terminate leave 1 minute before he enters the hospital or placed in a sick in quarter status.

43.  In order to do this, a link must be provided to the Medical/Dental module #15 of 18 to be built.  In the interim, coordination must be established with the servicing RUC for appropriate UD entries.

Unit reports to hospital information to unit doing unit diary reporting.

44.  If member returns before leave expires, he brings paperwork from hospital showing the hospital, location, phone number, time/date admitted and time/date discharged.  If Marine is placed in sick in quarters status they will bring a letter from the doctor.

45.  Manually enter sick information on leave papers.  

46.  Follow the return from leave on time flow chart.  See flowchart “A”, Number 17.

47.  The member goes to the IHCA/IHFA while on leave.  

48.  Member informs the command of IHCA/IHFA if possible.

49.  Member either returns before leave expires or after leave expires.

50.  If member does not return before leave expires, you terminate leave per flowchart “A”, Number 17.  A link must be provided to the LEGAL module #11 of 18 to be built.  In the interim, coordination must be established with the servicing RUC for appropriate UD entries.

51.  Unit reports to IHCA/IHFA information to unit having control of unit diary.

52.  If member returns before leave expires, he brings information on IHCA/IHFA.  DO NOT report IHCA/IHFA during auth leave/liberty.  This information is used for legal proceeding only, in this case.

53.  The member dies while on leave.

54.  Family member or someone informs the command of death.

55.  Member either dies before leave expires or after leave expires.

56.  If member dies before leave expires, you terminate leave effective 2359 the day prior to the day of death.  A link must be provided to the CASUALTY module #13 of 18 to be built.  In the interim, coordination must be established with the servicing RUC for appropriate UD entries.

57.  Unit reports leave information to unit having control of unit diary.  If member dies after leave expires, proceed to flowchart “B” # 23.

58.    A link must be provided to the CASUALTY module #13 of 18 to be built.  In the interim, coordination must be established with the servicing RUC for appropriate UD entries.

Flowchart Standard Operating Procedures (SOP)

Standards

At each Business Practice Reengineering (BPR) use the following process model symbols standards to enter the activities into Optima:
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An activity depicts a step within the process that has a defined input, process, and output.  All activity definitions (unless otherwise stated) address the following:

· Who performs the activity.  This defines the role an individual plays while performing the activity.  

· What the activity accomplishes.  This is the actual process that requires some type of energy to perform.  

· The outcome of the activity

· Why the system or user performs the activity

Each activity definition (except decision shapes) includes an example for the purpose of clarifying and amplifying the definition.

Symbols

[image: image3.wmf]Start/Stop

    Terminal block.  Used to indicate the beginning and end of a process.  Enter START for beginning and STOP for end.  For Modules, enter the module name at the starting terminator and Return at the ending terminator.  Definitions and examples are not required for these activities.

[image: image4.wmf]    Connector block.  Used to link a flow chart to another point in the same flow chart either on or off the same page. Should be labeled with a letter A-Z. 
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Block

  Decision block.  Used to test for a condition.  The label inside will be a question answered with Yes, No, True, or False and then branching off to the appropriate answer.  
[image: image6.wmf]Input/Output

   Input/Output block.  Used for all input/output operations.
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Block

  Process block.  This indicates any type of action or step in the flow chart process.  There are activities that will be supported by TFAS in some automated fashion.  Any activity within the process that requires the use of the system (including activities that only require the viewing of information in TFAS).
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Process

  Dual Process block.  This indicates multiple types of actions or steps in the flow chart process.
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    Link to other processes which start another flow chart.
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    Indicates some form of data storage (either client server or mainframe).

[image: image11.wmf]Document

   Document (Forms, checklists, etc) A document activity depicts forms and or documents that a system or user creates at that point in the process (e.g. completion of DD214 or production of a muster report).  

Decision Activities 

· Connectors

Connectors depict “go-to” points in the process.  


· Off-Page Connector

The off-page connector depicts where processes connect when the process flow crosses pages in printed copies.
· Sequential flow between activities

· Sequential flow between sub-activities

· Indicator that connected activities can occur in any sequence

Examples of Flow Charting:

[image: image12.wmf]1

Module is

Accessed

2

Database

Program

Selected

3

Leave Form

Selected

4

Requestors

SSN Entered

6

DATA

Entered

7

Request FWD

through

Chain of

Command

8

Next in Chain

of CMD

receives,

endorses and

forwards

9

Approv-

ing auth

approves

Leave

12

Chain of

CMD

Acknowledg

es/Approves

10

Chain of

CMD/Requestor

receives

acknowledge/

return

receipt

11

Request is

Archived

for 2 years

14

Member did

not go on

leave

13

Marine

Departs

on

Leave?

15

Request is

Archived

for current

year plus 2

years

16

Depart

time/date

entered

into

database

Anyone may

access the

database and

check the

Marine out on

leave

5

Form

Populates

info from

MCTFS

No

Yes

No

Yes


[image: image13.wmf]17

Marine

Returns

from leave

on time or

from "28"

or "31"

18

Return

Time/Date

Entered

into

Database

19

Leave Info

is

forwarded

for posting

to MCTFS

20

Info

Received by

MCTFS and

posted 

21

Return

receipt

forwarded

back to

unit/indiv

idual

22

Archive

for 2

years

23

Marine does

not return

after leave

expires

24

System

generates a msg

to

supervisors/ap

proving

authority at

time of return

plus 2 hours

25

Determine

Status.

26

Member

Returns

30

Member

does not

Return

31

Close out

leave

period

32

Start Legal

Process

29

Close Out

leave

Period

28

Charge

mbr Leave

for entire

period

27

UA

Excused?

Flow

chart

"A"

@ "17"

Flow

chart

"B"

@ "23"

33

Link to

Legal

Module

No

Yes


[image: image14.wmf]34

Marine

Requests

an

extension

35

Command

Approves?

36

Mbr returns

at orig

time/date

37

Lv

Extension

 input

38

Proceed to

Flow chart "A",

#17

No

Yes


[image: image15.wmf]39

Marine is

hospitalized

while on

leave

40

Command

Notified

41

MBR

returns

before

leave

expires

42

Terminate leave

43

Enter time/date

in database

44

MBR brings info

from hospital

45

Enter sick info

onto leave paper

database

46

Proceed to Flow

chart "A", #17 with

business rules

time/dates

No

Yes


[image: image16.wmf]47

Marine is

IHCA/IHFA

while on

leave

48

Command

Notified

49

MBR

returns

before

leave

expires?

50

Report

entire leave

per flow

chart "A",

Number 17

52

Do not report

IHCA/IHFA.

51

CONT  ON LEGAL

Module...

Report IHCA/IHFA

Eff 0001 day after

last day of

chargeable leave

No

Yes


[image: image17.wmf]53

Marine dies

while on

leave

54

Command

Notified

55

MBR dies

before

leave

expires?

57

Report

entire leave

per flow

chart "A",

Number 17

56

Report Leave.

58

CONT  ON

CASUALTY

Module...

Report DEATH

related DROP

entries the day

after last day of

chargeable leave

No

Yes




























































1 of 2


_1042627958.bin

