RETENTION STANDARDIZED PROCESS REVIEW TEMPLATE

Last Update: 1/10/01

Process/Identification Number: 

Retention Module #20

Process Vision Statement/Capability:  

Have the capability to provide to enlisted personnel a view of available career choices, their prerequisites, number of available positions and closeout dates.  Provide officers with the ability to submit requests for augmentation onto active duty status.  Have the capability to identify an individual’s retention eligibility and associated required items, and route, notify, and track retention cases from originator, through Career Planner (enlisted personnel only), to Higher Headquarters, via the chain of command.  Record an interview, through prompts, electronically obtain the recommendation, and submit via the chain of command.  Provide HQMC responses and identify associated required action.  Have the capability to effect MCTFS reporting resulting from Higher Headquarters decisions.  Capability should allow for viewing at all levels of the command throughout the process, from recommendation to final approval.  Notify / forward pertinent data to supporting agencies for completion of required action.

5 Echelons of TFA
a. 1st Echelon Individual Marine Self Service.  Have the ability to view available career choices, their prerequisites, number of available positions and closeout dates.  Provide officers with the ability to submit requests for augmentation onto active duty status.  View/receive notification of pending interviews.  Have the ability to view request’s progress, recommendations and approval or denial, and final decision’s associated actions.  

b. 2nd Echelon Small Unit Leader Access/Input.  Have capability to view 1st Echelon’s input, submit recommendations, and case’s progress.  Have the ability to view/extract data pertaining to future retention requirements/milestones (i.e.: interviews due) related to unit’s members.  

c. 3rd Echelon Unit Commander Bn/Squadron or Higher.  Have the capability to view, verify and certify information entered by 1st and 2nd Echelons.  Have the authority and capability to grant extensions of service, when appropriate. Have the ability to view/extract data pertaining to future retention requirements/milestones (i.e.: interviews due) related to unit’s members, or produce statistical retention data.  

d. 4th Echelon Total Force Administration Center. View, sort, and extract retention information.  

e. 5th Echelon HQMC-Level Transaction Reporting.  Have the capability to enter or maintain available career choices, their prerequisites, number of available positions and closeout dates.  View and verify information entered by 1st, 2nd, and 3rd Echelons.  View, sort, approve / disapprove requests, and extract retention related information.

Supporting Agencies:

RAPIDS

Disbursing

Medical

Dental

Comments and Concerns:  
a. Prior Service Recruiting.

b. Visibility of boat spaces available.

c. Separations pay entitlement in disapproval cases.

Governing Directives/Regulations:

DODFMR VOL 7

JFTR

MCO P1000.6G

MCO P1001r.1J

MCO 1001.39K

MCO 1040.10J

MCO 1040.43

MCO P1040.31H

MCO P1070.12J

MCO P1080.40_

MCO 1130.58D

MCO 1130.80

MCO P1300.8R

MCO 1326.6D

MCO P1400.32B

MCO 1610.15B
Forms required during process: 

DD FORM 214

NAVMC 941

DD FORM 1746

DD FORM 1747

DD FORM 1966

DD FORM 368

DD FORM 4

NAVMC 11350

DD FORM 2

DD FORM 2MC

DD FORM 1173

DD FORM 1173-1

NAVMC 10476

DD FORM 398-2

NAVMC 538

NAVMC 3

DD FORM 214

Discharge Certificate

Certificate of Reenlistment

NAVMC 763

NAVMC 123a

NAVMC 10213

NAVMC 11115

NAVMC 604

NAVMC 604B

NAVMC 11107

NAVMC 10274  
Recap Narrative of Current “As Is” Process/Sub-processes: As in the Separation Process, an End of Active Service Roster (EAS) roster is retrieved from the 3270 Manpower database.  The 3270 Manpower database accesses Marine Corps Total Force System (MCTFS) for the information needed for the EAS roster.  The EAS roster lists all Marines with Enlistment Contracts that are due to expire.  A copy of the EAS roster, is sent to the Career Planner who will set up an interview with Marines to review their options.  Marines will review their options and if they decide to remain in the Marine Corps, the Career Planner will file the paperwork for re-enlistment.  The reenlistment request is submitted via TFRS, endorsed by the immediate Commander and forwarded via the chain of command to HQMC for approval.  Upon receipt of the HQMC response, the Commanding Officer completes the required action based on HQMC’s response to member’s request.  If the Marine decides not to re-enlist in the USMC, the Career Planner directs the Marine to the Separation Section to commence Separation procedures.  

“To Be” Process/Sub-processes and Modules affected: See Total Force Administrative Matrix

Flow Chart of the Revised “To Be” Process/Sub-processes:
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Flow Chart Explanation: 

Shape 1.  This process starts when an Officer or enlisted Marine want to view career and retention options.

Shape 2.  Marine Log-in – A Marine accesses the on-line retention system via their CAC/ID and pin.

Shape 3.  Special Career Assistance Menu – Upon log-in, the Marine will have a variety of options to view and query, such as available career choices, their prerequisites, and number of available positions and closeout dates.

Shape 4.  Retrieve Career Information – Marines will have an opportunity to retrieve their personal information to see if they qualify for any of the programs in Shape 3, to include their own reenlistment opportunities.

Shape 5. Submit Request – A Marine (officer or enlisted) decides to either submit a request for retention, lat-move, or other designated career retention programs.

Shape 6.  Log-out – If a Marine does not desire to submit any form of communication, he or she can continue to review information and then log out of the system.

Shape 7.  End – For Marines not submitting any electronic packages, the process ends.

Shape 8.  Review Request – Authorized 2d Echelon personnel will be able to review any information concerning career retention opportunities, to include any packages submitted their by 1st Echelon Marines. 

Shape 9.  Provide Input – Authorized 2d Echelon personnel will be able to endorse packages submitted via electronic media via manually typed recommendations/denials and PKI signatures.

Shape 10.  Request Approved – This block is the decision point on whether or not a package is approved as submitted (meets prerequisites and commander’s positive recommendation).   

Shape 11.  Accomplish Additional Admin Actions – This shape symbolizes the finalizing of any follow-up admin actions for approved packages, such as interviews, attachments, waivers, letters of recommendation, etc.

Shape 12.  Forward to Higher Authority – If the package needs to be forwarded to any higher authority, the approved package is forwarded here.

Shape 13.  End – If the package does not need to be forwarded, all action was completed in block 11 and the process ends here.

Shape 14.  Notify Member and Appropriate Level Echelon - If the package is not approved, needs further clarification or additional information, it is returned to the member and/or appropriate echelon for appropriate action.

Shape 15.  End – Process Ends

Shape 16.  Review/Sort/Retrieve Information – The 4th echelon will have the ability to review, sort, and/or retrieve any applicable information on Marine’s in their reporting capability.  

Shape 17.  Review Request – Upon electronic retrieval, the headquarters element will be able to view all of the data submitted in a particular request, to include electronic attachments.

Shape 18.  Provide Input - Interim authorities will be able to provide input to the package, such as changes in allocations, release from PMOS, etc.

Shape 19.  Approve Request – The final decision making authority either approves or disapproves the package at this point.  

Shape 20.  Accomplish Additional Admin Tasks – Any required admin tasks (such as IMOS Reporting) will be accomplished here.

Shape 21.  End – The process ends here.

Shape 22.  Return to Appropriate Echelon – If request is disapproved or needs further clarification/additional information, the package is returned to the appropriate echelon for appropriate action.

Shape 23.  End – The process ends here.

Shape 24.  Occupational Sponsor Input – This shape illustrates that occupational sponsors will continually update the Special Career Assistance Menu with information pertinent to career retention.

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

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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