PERSONAL REQUESTS STANDARDIZED PROCESS REVIEW

Last updated 01/11/01

Process/Identification Number:

Personal Requests Module #7

Process Vision Statement/Capability:
Automate and integrate all personal requests originating from the individual.  Member initiated actions will be submitted electronically, and include but are not limited to requests for leave, name change, waiver of indebtedness, special duty assignment, lateral move, selection into a special program, or other requests that may require approval by higher authority.  The automated process will guide the user with tutorial prompts, internal edits, and screening for approval/disapproval at the appropriate echelon.  Requested actions not meeting system prerequisites will be returned to the appropriate echelon for review and resubmission.  The process will automatically initiate and track results required for administrative actions through completion.

5 Echelons of TFAS

a.  1st Echelon Individual Marine Self Service.   Access system and select option for desired personal action.  Submit request through guided, built-in requirements with pre-determined approval chain.  Receive electronic notification of final approval or when requested action is denied at any echelon.  Individual will have capability to view status of requested personal action.

b.  2nd Echelon Small Unit Leader Access/Input.  View information entered by 1st echelon and provide approval/disapproval recommendation to 3rd echelon.

c.  3rd Echelon Unit Commander Bn/Sqdn or Higher.  View, receive, modify, approve or disapprove, as appropriate, and process personal requests submitted by 1st and 2nd echelons.  Initiate, staff, and complete related actions.  
d.  4th Echelon Total Force Administration Center.  View, receive, modify, approve or disapprove, as appropriate, and process personal requests submitted by previous echelons.  Initiate, staff, and complete related actions.  

e.  5th Echelon HQMC-Level Transaction Reporting.  View, receive, manipulate, and

process personal requests submitted by previous echelons.  Enter approval/disapproval decision.

Concerns:  
a. Family Member should have limited access to this module.

b.  Module may have most significant impact to the Fleet from the transition from manual to self-service requests.

c.  Is there a need for echelons 2, 3 and 4 to request on behalf of the member/family member.

Governing Directives/Regulations:
MCO P1070.12J

MCO P1080.33D

MCO P1080.40A

MCO P1300.8R

MCO P1326.6D

MCO P1020.34F

MCO P10120.28F

MCO P1040.31G

MCO 7220.12M

MCO 1300.8R

MCO 5512.4N

NAVMEDCOMINST 1300.1C

MCO 5000.12D

OPNAVINST 5510.1H

MCO P3000.1E (NOTAL)

BUMEDINST 6230.1H

MCO 5521.3G

SECNAVINST 5510.35

MCO 1610.11C

MCO P5000.14C

MCO 5120.4E

BOND AND ALLOTMENT MANUAL

MCO P1001R.1J

MCO P5000.21

MCO P1000.6G

MCO P1050.3H

MCO P1200.7U

MCO P1741.8D

MCO 1220.5J

MCO 1560.28B

MCO 1560R.30B

MCO P1754.5

MCO 1900R.17

MCO 5216.19

MCO 1700.23E

Marine Corps Manual

MCO P5354.1C

MCO P1754.5

DFAS/MCTFSAPSM

MCO P5512.11B

MCO 1740.13A

DoDInst 1342.19

MCO P7220.31

MCO P1100.72B

MCO P11OO.73B

MCO P5800.16A

MCO P11000R.20

MCO 1040R.10J

MCO 1040.42

MCO P1100.71A

MCO 1520R.12

MCO 1560.19D

SECNAVINST 5724.3

Forms required during process:
SGLV-8286, APR 1996

DD Form 2058 and 2058-1

W-4

DD Form 2384

DD Form 2366

VA Form 21-8951

NAVMC 3

NAVMC 10274

BCNR FORM

WAIVER OF INDEBTEDNESS FORM

NAVMC 11296

SF 1199 

FLEET HOME TOWN NEWS RELEASE

INS FORM N-600

Recap Narrative of Current “As Is” Process/Sub-processes:
Current processes are labor intensive and require administrative support personnel to have face to face interaction with individual Marines and Unit Commanders.  Administrative support for individual Marines and unit commanders involves the preparation of personal requests (AA forms, Warrant Officer Applications, etc.) and other administrative matters to include unit commander's recommendations, the preparation of promotion certificates, identification cards, applications for identification cards, leave papers, special liberty passes and authorizations, meal cards, and any other administrative matters deemed appropriate.

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

Flowchart of the Revised “To Be” Process/Sub-processes:    
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Flowchart 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 from a list of sub-processes and forward that request to higher authority where applicable.

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 Ends - This is the activity that ends the process after all approving and processing has been completed.

Shape 6.  Higher Authority Required - This is the activity that decides if the request can be processed or forwarded to a higher authority.

Shape 7.  Request Approved - This is the process that approves/disapproves the request.

Shape 8.  Notify Requestor Of Disapproval Or Additional Information Needed -  This is the activity that notifies the requestor of disapproval and reason for disapproval or requests additional information to continue processing the request.

Shape 9.  Process Request And Notify Requestor Of Approval - This is the activity that processes the request and notifies the requestor that their request has been approved.

Shape 10.  Process Ends - This is the activity that ends the process.

Shape 11.  Higher Authority Required - This is the activity that decides if the request can be processed or forwarded to a higher authority.

Shape 12.  Request Approved - This is the process that approves/disapproves the request.

Shape 13.  Notify Requestor Of Disapproval Or Additional Information Needed - This is the activity that notifies the requestor of disapproval and reason for disapproval or requests additional information to continue processing the request.

Shape 14.  Process Request And Notify Requestor Of Approval - This is the activity that processes the request and notifies the requestor that their request has been approved.

Shape 15.  Process Ends - This is the activity that ends the process.

Shape 16.  Higher Authority Required - This is the activity that decides if the request can be processed or forwarded to a higher authority.

Shape 17.  Request Approved - This is the process that approves/disapproves the request.

Shape 18.  Notify requestor of disapproval or additional information needed - This is the activity that notifies the requestor of disapproval and reason for disapproval or requests additional information to continue processing the request.

Shape 19.  Process request and notify requestor of approval - This is the activity that processes the request and notifies the requestor that their request has been approved.

Shape 20.  Process Ends - This is the activity that ends the process.

Shape 21.  Request Approved - This is the activity that approves/disapproves the request.

Shape 22.  Notify Requestor of Disapproval or Additional Information Needed - This is the activity that notifies the requestor of disapproval and reason for disapproval or requests additional information to continue processing the request.

Shape 23.  Process Request And Notify Requestor Of Approval - This is the activity that processes the request and notifies the requestor that their request has been approved.

Shape 24.  Process Ends - This is the activity that ends the process.

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:

Final Action:

Bulletin Board for Comments and Recommendations:
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