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Chapter 1 MARI NE CORPS TOTAL FORCE SYSTEM POLI CY AND OVERVI EW
REFERENCES:
1. DoD Directive 5200.28-R
2. MCO P1070. 12, Individual Records Adm nistration Manual (1RAM.
3. MCO P1080. 20, Marine Corps Total Force System Codes Manual, (MCTFSCODESMAN) .

4. MCO P1080. 33, Manpower Informati on Systens Support O fice Procedures Manual (M SSO
Manual ) .

5. MCO 5521.3, Personnel Security Investigation Security C earance and Access.

6. DFAS-KC 7220.31-R, Marine Corps Total Force System Automated Pay Systens Manual (MCTFS
APSM . Website (https://dfas4dod.dfas. ml/centers/dfaskc/Iibrary/userguid/722031r/}

7. Unit Diary/Marine Integrated Personnel System (UD/M PS) Manual .
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SECTION 1: MARI NE CORPS TOTAL FORCE SYSTEM MCTFS)
10100. | NTRODUCTI ON TO MCTFS

The MCTFS is the single, integrated, personnel and pay system supporting both Active and
Reserve conponents of the Marine Corps, and personnel managenent for all retired Mrines.

The MCTFS is jointly sponsored/ owned by the Marine Corps and the Defense Finance and
Accounting Service (DFAS). The MCTFS nmintains nore than 500,000 Active, Reserve and Retiree
records that are available to be processed for pay purposes, personnel managenent or for the
producti on of necessary nanagenent reports. The MCTFS uses a single database, a single set
of edits and a single set of processes to achieve a high degree of integration to support the
Total Force System (TFS).

1. Mssion. The nission of the MCTFS is to provide integrated personnel and pay
functionality for all active and reserve Marines within a single system and personnel
nanagenent for retirees, by using a single, |ogical database which incorporates the records
of all active, reserve and retired Marines. Additionally, the MCTFS will provide linmted
functionality for training and security nanagenent natters that pertain to personnel and pay
managenent .

2. Discussion. The system provides for recording, processing, and maintaining of mlitary
personnel and pay data on a continuing basis within the Marine Corps. It provides
information for pay, personnel administration, and manpower managenent. It uses an
integrated, single |ogical data base to process transactions, at one central location at the
Def ense Enterprise Conputing Center (DECC) in St. Louis. This supports all operating forces
and supporting establishnent organizations, which total over 800 reporting units (RUs). Use
of this information facilitates:
a. Planning and execution of manpower personnel functions, including:

(1) Personnel Managenent/Accountability/ Security.

(2) Mlitary pay.

(3) Training.

(4) Distribution.

(5) Assignnent/Mbilization.

(6) Pronotion.

(7) dassification.

(8) Separation.

(9) Preparation of budgets.

(10) Devel oprent of inproved manpower nanagenent techni ques.

(11) Recruiting.

b. Recording historical data of the U S. Marine Corps.

3. Reporting Purposes. The data collection of the MCTFS is based on the principle of
singul ar reporting. Wenever practicable, an event is reported when and where it occurs to
ensure accuracy and tineliness of reporting. An itemof information is entered into the
systemonly once; thereafter, only changes, deletions, or corrections to this information are
reported. MCTFS uses a centralized strategy and nanagement style with decentralized
execution at the lowest reporting level. The information nmaintained within the MCTFS i s used
for the functions described above. Additionally, the purposes for which information is

nmai ntai ned within the MCTFS are adequately described per the requirenents of the Privacy Act
of 1974 and manpower Life Cycle Managenent (LCM docunentation naintai ned by the Commandant
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of the Marine Corps (Code MO . Data naintained in MCTFS on Marines is categorized as the
Oficial Electronic Mlitary File (OEMF) for that individual. As such, the CEMF is
subordinate in precedence to the Oficial MIlitary Personnel File (OVWF) naintained by the
Conmandant of the Marine Corps (Code MVSB). The data contained in the OEMF nust be carefully
saf eguarded under the provisions of the Privacy Act of 1974. Commanders who fail to do so
may be hel d personally accountabl e.

4. Reporting Feedback. Pronpt and conpl ete feedback is essential in the MCTFS. Reporting
Units (RU) are provided access to several files holding cyclic data retrievable by the unit
as desired. This feedback results in the reentry of corrected data, if required. Usage of
the information contained in the data files depicted in the MCTFS I nput/CQutput Mdel (Figure
1-1) is encouraged by all levels of comand and managenent. Feedback to these |evels of
command and managenent via reports and to the RUs via on-line files is critical to the
quality control of information within the MCTFS.

5. MCTFS Dat abase. The MCTFS central database is maintai ned by DFAS, Kansas City Center
(DFAS-KCC) (though it is physically resident at the DECC-St. Louis) and contains all data

el ements resident in the MCTFS. |Information concerning the overall security paraneters of
the MCTFS is contained in the MCTFS Decision Paper IV as well as within other chapters of
this manual. Records containing specified data elenents for all nmilitary personnel (Active

and Reserve components, to include retirees) conprise the Central Mster File (CW). The
central database contains all data elements resident in the MCTFS. The Validation and
Extract File 1200 (VEF1200A and VEF1200B), the Headquarters Master File (HW), and the
Headquarters/ Al bany Extract databases contain only those data el ements required for
managenment at those locations. The information within those data elements is identical to
that on the CM~. The HWF is updated weekly and the VEF1200 and Headquarters/ Al bany Extract
are normal |y updated cyclically fromthe CVF for shared use.

6. Definitions. Definitions are provided in Figure 1-1 to further assist in understanding
the input and output of the MCTFS. On-line terminals or stand-al one conputers are used to
input data at various administrative managenment |evels. Managenent reports, and ot her out put
are extracted at three primary levels: The RU, internediate comands (Division, Wng, Base,
or MEF for exanple), and CMC

7. Reporting Codes. There are reporting codes within the MCTFSPRI M which are provided as a
nmanagenent tool for ease to the user. The MCTFSCODESMAN is the official authority for codes
that will be reported in the MCTFS. Codes listed within the MCTFSPRIMthat are not listed in
t he MCTFSCODESMAN wi Il be included in future changes to the MCTFSCODESMAN, or are avail able

t hrough the supporting M SSO

10101. MCTFS MANAGEMENT RESPONSI Bl LI TI ES

HQVC Depart nent s/ Di vi si ons and many various conmands share the responsibility for providing

| eader shi p and nmanagenent oversight for specific functional areas or specific popul ation
groups within the MCTFS. This is required to ensure accurate and tinmely information is being
reported on every Marine in order to provide quality support and service to both the Marine
and the appropriate commands to allow for adequate decision-nmaking. The MCTFS enpl oys

vari ous data processing equi pnent to receive input information. Mddern data

col I ecti on/ processi ng nmet hods and equi pnrent are used to provide comanders with tinmely and
accurate information to ensure effective nmanpower managenent at all |evels of command. Every
| evel of command nust be aware of the capabilities and functions of the MCTFS in order to
best use the information that the system nakes avail abl e.

1. Commanding Oficers of all units, active and reserve, and HQMC departnent/divi si on heads
are responsi bl e and accountable at the Reporting Unit (RU) |evel or Command Reporting Unit
(CRUC) level for reporting events, as they occur, into the MCTFS on their Mrines and other
attached personnel to ensure accurate and timely information is avail abl e for decision-making
pur poses.

2. Commandi ng General s are responsi ble and accountabl e for providing support to nmjor
subordi nat e commands/ el enments and for ensuring personnel and pay information within the MCTFS
is being reported in a tinmely and accurate manner. Exanples of areas of internal information
that require particular attention are Legal, Training, Of-Duty Education, Career Pl anning,
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Pronoti on Recommendati ons, Personnel Tenpo Events, Leave Tracking, and Separations.

Mor eover, Commandi ng General s shoul d conduct appropriate training and i nspections to ensure
adequate MCTFS internal controls exist. Manpower |Information System Support O fices (M SSO
and Marine Corps Administrative Assistance Teams (MCAAT) have been established and staffed to
provi de assistance in these matters. Sanple inspection guidelines are contained on web site,
wwv. | ej eune. usnc. m |/ ntaat|

3. The Deputy Conmandant for Manpower and Reserve Affairs (CMC (M&RA)), under the direction
of the CMC serves as the Manpower Functional Mnager (FM and (Systens Command) Program
Manager (PM and is directly and legally responsible for MCTFS policy devel opnment.
Correspondence pertaining to policy devel opnent and gui dance for the MCTFS shoul d be
addressed to the CMC (M&RA).

4. The Director, Manpower Managenent Information Systens Division (CMC (M)) is responsible
for and serves as the Program Manager (PM for functional nanagement of the nmanpower portion
of MCTFS to include providing systemsupport, effecting MCTFS procedural policy and
overseeing the reporting of data concerning Quality Assurance issues. Correspondence
pertaining to the nmanagenent of the manpower portion of MCTFS shoul d be addressed to the CMC
(M). The MSSO s and MCAAT's are under the operational control of M Division and assi st
the Director, M by providing |local FMrepresentati on and oversi ght.

5. The Director, DFAS-KCC, is responsible for and serves as the Functional Manager (FM for
the military pay portion of the MCTFS. Correspondence pertaining to the financial managenment
of the MCTFS shoul d be addressed to DFAS- KCC.

6. The Director, Command, Control, Communications and Conputer (C41) Division (CMC (CQ))
provi des technical oversight and managerial support of the MCTFS and is responsible for data
processi ng operations in support of MCTFS. Correspondence pertaining to data processing
operations of the MCTFS should be addressed to the CMC (CC). The C41, as Chief Information
Oficer (CO, wll provide guidance on the best use of information technology (IT)
strategies suited for the Marine Corps.

7. Certain HQVC Departnments and Divisions manage critical functional areas to ensure
adequate internal controls exist in the MCTFS at the corporate level in order to provide the
support required to our Marines and the Commandant. Specific areas of functional oversight
i ncl ude:

a. The Commandi ng General, Marine Corps Recruiting Command (MCRC) nmnages of ficer and
enlisted Non-Prior Service (NPS) accession reporting and Prior Service (PS)(broken and
continued service) active conmponent recruiting, in close coordination with MPP-20 and MPP-30
(Enlisted/Oficer Plans), into the appropriate MCTFS feeder systens. The CG MCRC is also
responsi bl e to:

(1) Ensure initial entry data is entered tinmely and accurately.
(2) Ensure reporting issues are coordinated closely with M Division.

(3) Ensure an adequate system of internal controls/audits exist to facilitate
accurate and tinely reporting of all newy accessed personnel.

b. The Director, Personal and Fam |y Readi ness (MR) Division is responsible for:
Casual ty, Family Menber, Personal Affairs, Drug/Al cohol/Health Affairs, Education and other
Quality of Life issues that affect MCTFS reporting procedures.

(1) Reviewing, on a periodic basis, at |least quarterly, casualty data in MCTFS.

(2) Review ng/reconciling records of those Marines in an M A, DUSTWN, or other
speci al i zed status for accuracy.

c. The Director, Personnel Managenent (MV) Division manages the active conponent officer
and enlisted assignment functions and Mlitary Cccupational Specialty (MOXS) assignment.
Additionally, the follow ng branches provide specific nanagenment as it relates to the MCTFS:
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(1) MVEA nanages the entire active duty Marine enlisted popul ati on and coordi nates
t he assignnment of those Marines in the enlisted training pipeline.

(2) MVOA nanages the entire active duty Marine officer population and coordi nates the
assi gnnent of those Marines in the officer training pipeline.

(3) MWR nanages the pronotion efforts and provides functional oversight for both the
active and reserve conponents.

(4) MvBB nmanages the O ficial Mlitary Personnel Files (OWF) and the Performance
Eval uati on System for all Marines.

(5) MVBR nmanages the entire retired Marine popul ati on and the separated Marine
popul ati on (for manpower purposes) 24 nonths after separation.

(6) MWA nanages and coordi nates the Awards program for the Marine Corps.

d. The Manpower Policy (MP) Division nanages policy that affects the MCTFS from a
nanpower perspective. MP coordinates policy matters with the Prograns and Resources (P&R)
Departnment and DFAS-KCC for military pay.

e. The Director, Reserve Affairs (RA) Division in close coordination with the CG
MARFORRES nmanages all matters pertaining to the Reserve establishment. Specific areas
i ncl ude:

(1) Managenent of the "Active Reserve" (AR) officer and enlisted popul ation, the
Sel ected Marine Corps Reserve (SMCR) popul ation and coordi nati on of assignnent issues.

(2) Coordination of policy issues and Reserve end strength natters.

(3) Managenent of the IRR population (to include MU nenbers), the Standby Reserve
(Active Status List (ASL) and Inactive Status List (ISL)), and the | MA popul ati on.

f. NAMALA. The Navy and Marine Corps Appellate Leave Activity, under a service |evel
agreenent with the Navy, is responsible for managi ng the record statuses of those Marines on
involuntary appellate | eave, and for providing assistance to those comands that require
such. The NAMALA will coordinate with M Division on a nonthly basis in nonitoring those on
involuntary appell ate | eave.

g. MCCDC. The CG MCCDC, is responsible to coordinate all MOS standards, training, or
structure changes affecting MCTFS with the DCS M&RA with sufficient lead tine to ensure
timely and accurate reporting.

h. MARCORSYSCOM The CG MARCORSYSCOM is required to provide equi pnent hardware to
reporting units for necessary infrastructure support.

i. The Director, AR Division, is required to provide support for the HQUC staff. As
such, the Director, ARw Il ensure that those adm nistrative functions that pertain to
personnel , manpower and pay issues are coordinated with the DC/S M&RA prior to inplenentation
to avoi d inconsistent policies/procedures.

8. Figure 1-2 portrays the functional and technical nanagenent of MCTFS.

10102. MCTFS ARCHI TECTURE/ SYSTEM SUPPORT

The MCTFS is the npbst critical Autonated Informati on System (AI'S) in the nanpower functional
arena as it supports all functional areas at both the field and corporate level. As such, it
is a key elenment of the MAGTF C41 architecture and infrastructure. MCTFS includes the
follow ng systens definitions/applications for applicable systens support:

1. MCTFS Core Application Sub-Systenms. These systens are core application systens that are

an integral part of the MCTFS. They neet the M ssion Need Statenment requirenent for
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providing "current” information on all personnel for decision-nmaki ng purposes.

a. Unit Diary/Marine Integrated Personnel System (UDMPS). The UDM PS input/output
system supports active and reserve operating (tactical) forces. This systemdoes not require
constant on-line connectivity, rather, work can be done off-line and nerely upl oaded when
necessary. This is the primary input/output application systemw thin the MCTFS and can be
used fromany | ocation worldw de using Marine Corps and DoD command and control support. It
requires support fromregional MSSOs. This is a class 1A application system

b. On-Line Diary System (COLDS). The OLDS input/output system supports Headquarters,
U.S. Marine Corps, other higher headquarters and the supporting establishnment, (e.g., Non-FM-
conmands). The OLDS requires on-line connectivity to the mai nframe processing site.

2. MCTFS Associ ated Systenms. Certain information reported, collected, processed, and

mai nt ai ned for MCTFS is comon to, or obtained from other automated information systens.
The MCTFS is an integrated system sharing comon i nput and using a conmon naster
personnel / pay record. These systens rely upon MCTFS in one fashion or another to receive or
send critical data for a variety of decision nmaking purposes. These associated systens are
critical to the overall nanagenment of Marine Corps matters on a day to day basis.

a. Defense Retiree and Annuitant System (DRAS). The MCTFS has a specialized interface
built within to provide retiree pay information on all retirees to the DFAS-Cd evel and. The
DRAS returns information to the MCTFS regardi ng personnel information on retirees.

b. By Nane Assignment (BNA). The MCTFS provides extracts to this systemto assist in
t he managenent of entry |evel assignment support to service schools.

c. Headquarters Accession Managenent System (HAMS). All prior service Marines wthout a
MCTFS record, Naval Acadeny graduates and nenbers of the USMC Band have a computer record
generated through HAMS by HQMC. Conputer records missing fromthe MCTFS are al so accessed
via the HAMS.

d. Automated Recruit Managenent System (ARMS). All prospective officers and non-prior
service enlistees have an initial computer record generated through ARVS with term nals
capabl e of input and retrieval located at all recruiting stations, OCS and TBS. This system
contai ns the ARMS-RS npdul e, which starts storing the officer’'s information at the recruiting
station. Al non-prior service, prior service, and other service enlistees have an initial
conputer record generated through Marine Corps Recruiting Infornation Support System
Recruiting Station (MCRISS-RS) with term nals capable of input, interfacing and retrieval
located at all recruiting stations. This system contains nodul es that start storing the
enlistee’s information at the recruiting station.

e. Total Force Retention System (TFRS). The MCTFS has an interface with TFRS that
provi des information concerning requests for retention, extension of enlistnment, |ateral
noves, and approval action for both Regular and Reserve Mari nes.

f. Automated Order Witing Process (AOAWP). This system provides information for PCS
orders, via an interface with the UD, for Active Duty nmenbers in units throughout the Marine
Cor ps.

g. Marine Corps Automated Instruction Managenent System (MCAIMS). The MCTFS provides a
limted anobunt of pay and personnel data, via an interface fromUD MPS, for training
nanagenent at formal schools.

h. Automated Fitness Report System (AFRS). Data is drawn fromthe MCTFS to assist in
mai ntai ni ng records of fitness reports for Oficers, SNCOs and Sergeants for assignnent,
pronotion and managenent purposes.

i. Defense Enrollnment Eligibility Reporting System (DEERS). The MCTFS provides
information to the DEERS for identification card input reporting and fam |y nmenber data for
identification of benefits and privileges.

j. Departnent of the Navy Central Adjudication Facility (DONCAF). The MCTFS provides
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and receives security information and supports security clearance "action" information for
the entire Marine Corps via an interface w th DONCAF.

k. Monitor Assignment Support System (MASS). Information fromthe MCTFS is provided to
support officer and enlisted assi gnment managenent efforts.

I. Marine Corps Pronotion System (MCPS). Information fromthe MCTFS is extracted to
provi de data for nmanagenment oversight of pronotions for all Marines.

m  Marine Corps Mbilization Planning System (MCMPS). Data is drawn fromthe MCTFS to
support managenent efforts for all aspects of nobilization planning.

n. MAGTF Depl oynent Support System Il (MDSSII). The MCTFS provides basic personnel
information to the MDSSII, via an interface fromUD MPS, to support basic manifesting/
enbark efforts.

0. Defense Manpower Data Center (DVDC). A weekly and/or nmonthly file of information
fromthe Autonmated Extract of Active Duty MIlitary Personnel Records (see DODl paragraph
1336.5) and the Reserve Conmponent Conmon Personnel Data System (RCCPDS) provided to the DVDC
via an extract fromthe MCTFS. This information is used by the DVMDC to pass critical data to
t he Department of Veterans Affairs (DVA), the Internal Revenue Service (IRS) and ot her
federal agenci es.

p. Joint Personnel Asset Visibility (JPAV) Program Information fromUDMPS is
extracted and exported to JPAV to provide visibility to the Commander In Chief or Joint Task
Force Commander of USMC personnel within a given AOR

g. Mobilization Comuand (MOBCOV) Managenent System  The MOBCOM Managenent System uses
extracts of data fromthe MCTFS to provide support in the managenment oversight functionality
for nenbers of the Inactive Ready Reserve (IRR).

r. Marine Corps Manpower Qperational Data Store (MCMODS). An operational data store
that stores current manpower data obtai ned from MCTFS, the TMR, and other sources. MOMODS is
used for decision support, nmanagenent reporting, and the devel opnent of client-server or web-
based applications. Updates to MCMODS data nmust be nade in the source system Once the
source systemis updated such changes will be reflected in MCMODS during the next schedul ed
refresh cycle.

s. Total Forces Data Warehouse (TFDW. TFDW naintains historical data obtained by
capturing a monthly ‘snapshot’ of the MCTFS dat abase and certain transactions reported into
MCTFS during the nonth.

t. Systens not |isted above are not authorized to draw or store data fromthe MCTFS. A
witten justification request fromthe sponsor nust be sent to the CMC (M) listing the
purpose per the Privacy Act of 1974.

10103. ACCESSI ON OF COVPUTER RECORDS | NTO MCTFS

1. Personnel entering the Reserve conponent fromthe Regul ar conponent, whose records were
dropped at the end of the required Active Duty (AD) service, are maintained in MCTFS in the
new Reserve stat us.

2. Reserve Recruit Accessions. Records for NPS recruits, who report directly to the recruit

depots, will be accessed into MCTFS upon assignment to | ADT. Records for NPS recruits, who
performIDT with their SMCR unit (Training Pay Category P) before reporting to recruit
training, will be joined using the instructions in Chapter 3 for ECCO (accession) data and

Chapter 6 for initial joins (joining records to the MCTFS file for the first tine).

3. |Imediate Reenlistnment. The UD statenent reporting an i nmedi ate reenlistnent will update
MCTFS.

4. Broken reenlistnent or records mssing fromthe MCTFS File. Wen a PS Marine reenlists,
and has no MCTFS record, or it is determ ned that the record is mssing from MCTFS, the RU
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will report an initial join entry after submitting a request for accession nessage as
directed in Chapter 3.

5. Reservists Assigned to AD (31 Days or Longer). (Exclude nobilization, reserve units
involuntarily recalled under Presidential call-up authority, and reservists ordered to
recruit training.) The parent Reserve unit must report the appropriate transfer to active
duty entry per Chapter 6. The AD RUwith the MCC to which the reservist reports nust report
an initial join entry per Chapter 6. Determ nation of which reservists should be transferred
to active duty under different conditions is as follows:

a. Areservist assigned to a period of AD for 31 days or longer will be transferred to
active duty.

b. A reservist assigned to AD for a period of 30 days or less will not be transferred to
active duty.

c. Avreservist assigned to AD for a period of 30 days or |less and then extended for a
period or periods of 30 days or less for each extension will not be transferred to active
duty. See Chapter 6 for further guidance.

d. Areservist assigned to AD for 30 days or |ess and receiving an extension of nore
than 30 days will be transferred to active duty with the ED being the first day of the
extension. See Chapter 6 for further guidance.

6. Reservists Wio Do Not Report for AD. Wen a reservist does not report for AD as ordered,
the CG MARFORRES will determine if the Marine is in an unauthorized absence status by reason
of failure to report. |If the CG MARFORRES excuses the failure to report, the orders will be
nodi fied or cancelled. When failure to report is not excused by the CG MARFORRES and the
Marine is declared a deserter, refer to Chapter 7 Section 3 for instructions.

7. Reservist's Orders are Mdified or Cancell ed. Wen a reservist's orders are cancelled or
the report date is nodified, and a transfer to active duty has previously been submtted, the
active duty site commander/I-1/supervisor of the activity fromwhich the reservist departs
will refer to Chapter 6 for instructions.

10104. MCTFS PROCESSI NG

1. Reporting Personnel Data. The UDis the basic input nediumof the MCTFS and is used to
report personnel gains and | osses, establish information and change, delete, or correct
previously reported information based on day-to-day occurrences. |In addition, MCTFS pay
uni que data elenents are reported by Marine Corps Disbursing Oficers (DO and the DFAS

Fi nance O ficer (FO.

2. Reporting Data in MCTFS

a. MCTFS Processing Cycles. MCTFS processing, or conputer record update cycles, are
normally run five times every week (Sunday through Thursday) but may be run seven days a week
for major contingencies, if required. The OLDS wel come nmenu screen contains information
regardi ng cycle nunbers and cut-off and processing dates. Al unprocessed UD's certified
prior to the cycle cut-off date are electronically transnitted to a collection or batch file
at the DFAS- KCC.

b. MCTFS Processing. Transactions on collected UD's are edited to ensure they neet
specified logical conditions, which will allow themto be processed agai nst the Central
Master File (CWMF), which contains all individual conputer records. Transactions that pass
these edits then update the CMF. Sone transactions may fail to update the CMF, or nmay create
conditions of which the RU nust be advised. |Information on these transactions is returned to
the units via their Diary Feedback Report (DFR) (Figure 1-7). Transactions that do not
create error conditions update conputer records. The RU can assune that transactions not
referenced on the rejected transactions were successfully processed. Information on the
status of UDs is also returned to the unit after each processing cycle and is contained on
the Diary Statistics Report (DSR) (see flowchart on Figure 1-8). Numerous transactions are
passed to the advisory file. Units nust check both the advisory and error files.
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Informati on on transacti ons processed during each cycle is contained on the MCTFS via MCTFS
Retrieval .

c. Updated MCTFS Records. Records that have been updated during MCTFS cycles may be
vi ewed using MCTFS. (See chapter 2, section 3.) The Leave and Earnings Statenment (LES),
Basi ¢ I ndividual Record/Basic Training Record (BI R/ BTR), Record of Energency Data (RED),
Record of Service (ROS) and unit quality control reports also reflect the current condition
of the CWF as of the processing date. Information reported to update or change the conputer
records will be submitted by using one of three other types of statenents. The nethod of
processi ng depends on the type of statement subnmitted, and the type of transaction being
reported. Types of statements are described in Chapter 2. A brief description is included
herein to help explain how data is processed in the MCTFS.

(1) Normal Statenent. Used to report information that has not been previously
reported. For certain transactions (identified as GROUP D in chapter 2), nornal statenents
are used to report correct information to replace erroneous infornmation previously entered
into the conputer record.

(2) Deletion Statenment. Used to delete erroneous information that was previously
entered into the conputer record. A deletion statenent is limted to certain select types of
transactions (identified as GROUP A, B, Cor E in chapter 2).

(3) History Statenent. Information reported on the UD for historical purposes does
not update the conputer records. This type of information is reported with historical
statenents, which are passed through the system and appear on the Transaction Research File
(TRF). See Chapter 2 for additional information on historical statenents.

3. Steps to On-line Processing. Figure 1-7 provides a chart that shows the on-line flow of
information.

a. Step 1. Basic format edits are perforned during UD input, and the UD clerk can make
changes until the UDis certified. The certifier can decertify a UDif |later changes are
necessary, up until the UDis transnmitted by the input site to the DFAS-KCC.

b. Step 2. The DFAS-KCC renmpves all certified UDs fromthe UD preparation file, flags
them as processed, and transnmts them for processing.

c. Step 3. On-line UD's are processed only at the DFAS-KCC

(1) Those entries that process properly are posted to the CMF. Those entries that
fail are assigned an advi sory nunber and are then added to Part Il of the DFR Information
on Marines in the RU input by other units, such as HQVC, conputer-generated nessages, TAD FAP
units, or forner units will be included in the parent RUs DFR  Fromthis report, the RU
must take action on those rejected entries and advisory nmessages identified therein.

(2) Each transaction is edited to ensure that the type of transaction is conpatible
with the type of statenent reported.

(a) If a delete/add is reported, the delete and the add nust be of the sane type
of transaction and rmust be listed in GROUP A, GROUP B, or GROUP C for date/tine changes only.

(b) If a delete as erroneous is reported, the transaction nust be listed in
GROUP C.

(c) Al delete/add and del ete as erroneous statenents not neeting these
requirements are rejected.

(3) Wien a "delete as erroneous"” is processed, the information will be deleted only
if the information to be deleted is present in the conputer record.

(4) When a "delete/add" is processed, if the information to be deleted is contained

in the conputer record and if the add statement is valid, the delete/add is accepted. The
information to be deleted will be renoved fromthe central naster conputer record and the add
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statenent will be entered into the conputer record. |If either the delete or the add is
rejected, both will be rejected.

4. File Purification(PUREX). 1In addition to the processing of information received from

RU s, all conputer records are examned on a recurring basis with the use of utility prograns
processed at the DFAS-KCC. This exami nation of records will check certain itens to see if
gener at ed changes should be made or if the unit should be alerted to submt changes. For
exanmpl e, the Rotation Tour Date (RTD) is examined during this process. |f the RTD has
expired, there will be an entry on the DFR advising the RUto take appropriate action. For
further informati on see Chapter 12, Section 4 (Bl R BTR AUDI T PRCCESS) .

10105. CONTENT OF | NDI VI DUAL COVPUTER RECORD

1. The MCTFS record for each individual Marine is maintained by the DFAS-KCC. The manpower
information portion of the record includes all the data el enents maintai ned on the record.
The MCTFS record al so includes the pay data on each individual Marine. Over 1800 possible
data elenments are held on each Marine's MCTFS record.

2. Conmanders should be fam liar with the contents of the MCTFS conputer record and be aware
of the UD reporting requirenents necessary to maintain these records accurately and in a
timely manner. Additionally, the comuander should determ ne what information is avail able
fromthe MCTFS in the formof reports (both on-line and UD)MPS reports).

10106. DEFI NI TI ON OF MANPOAER | NFORVATI ON SYSTEM (M S) TERMS

1. Reporting Unit (RU). An administrative activity, which is required to maintain a MS

t hrough UD submi ssion, and reports verification for all personnel assigned to that activity.
A unit MSis normally perforned battalion, squadron, separate conpany, Marine Security Force
Units, Marine detachnent, and |-1 staff |evels.

2. Subunit (SUB RU. A Sub RU is capable of self-adninistration, including MS reporting,
fornmed as an elenent of a parent RU.  Subunits are forned specifically to provide personnel
adm nistration reporting capability for an el ement of personnel physically separated fromthe
parent unit.

3. Monitored Command Code (MCC). A three-byte al pha/ nuneric code assigned for
identification and control purposes to a command, unit, activity, or an individual billet to
whi ch assi gnment of personnel is controlled by the CMC (MV).

4. Commrand Reporting Unit Code (CRUC). The CRUC is the unit, generally the RUC of the
seni or conmand with an MCC that has the authority to i ssue PCSO

5. Reporting Unit Code (RUC). A five-byte nuneric code assigned to identify a unit,
activity, or SUB RU. RUC s are also assigned to identify echel ons of commands that nmay not
subnmit UD's; e.g., division, reginent, aircraft wing, and aircraft group.

6. Administrative Reporting Unit (Admin RUC). A five- byte nuneric code assigned to
identify a unit. (See paragraph 10108). Only reporting units which report with UDJ MPS can
utilize the ADM N RUC configuration. Commands that are serviced by a consolidated

adm nistrative center using these new RUCs will still maintain visibility over their unit's
personnel data through the reconciliation process of UD M PS.

Note: Menbers will never be assigned to administrative RUCs (45000-46999).

7. Internediate Cormand. An internediate command is any echel on other than HQVC that
exerci ses adm ni strative supervision over other RUs. Exanples are reginments, divisions,
groups, W ngs, bases, stations, and other activities where several RUs exist within a
conmand. Intermedi ate comrands operate within the overall system as agencies of control and
supervi si on.

8. Manpower Information System(MS). The MS enconpasses the tasks and functions required
to maintain and utilize accurate records in the MCTFS databases. These tasks and functions
i ncl ude:
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a. Reporting information changes on the UD.

b. Reconciling the DFR, and if required, reconciling the Conmanders Unit Di ary DataBase
(cupDB) .

c. Verifying records through the audit of:
(1) Bl R/ BTR RED/ LES.
(2) DWR
(3) Unit requested rosters and reports ((UDMPS) (SMARTS) | MPROVMPTU CDSE) .
(4) RED.
(5) ROCs.
(6) Inconsistent Conditions Report (ICR) (nonthly in Part 111 of the DFR).

9. Unit Manpower Information Reporting is reporting events, as they occur, is the
responsibility of the COOC of the RU

10. Centralized Control of Manpower |nformation Reporting involves centralizing the

mechani cs of UD preparation and DFR s for the subordinate RU s at a higher echelon. A
separate UD is prepared for each subordinate unit that has an assigned RUC. The CO of the
hi gher echel on command is responsible for exercising adequate controls over the system The
responsibility for reporting events as they occur renmains with the CO of the RU

11. Consolidated Manpower |nformation Reporting is the consolidation of the systemreporting
for all subordinate units of the command/organi zation. The CO of the command/ organi zation
authorized to consolidate reporting is responsible for reporting events as they occur.

Consol i dat ed Manpower | nformation Reporting nmust be authorized by the CMC (M).

12. Conmand DPI. A data processing installation having conputer capability to provide
payrol |l -related services to RUs. The COVD DPI's performdi sbursing functions necessary to
execute mlitary payrolls frominformation extracted fromthe MCTFS master records. This
process is not commonly practiced anynore.

10107. ASSI STANCE FROM PERSONNEL REPORTI NG JURI SDI CTI ON COMVANDS

1. Most personnel information required by RU s and internediate commands can be obtai ned by
proper use of personnel rosters, and other reports requested fromthe jurisdictional M SSO
via the OLDS, or UD/MPS standard reports. Refer to section 2 of this chapter for further

i nformation.

2. Commands di scovering the need for data itens not included in the MCTFS, which are of a
continuing nature and are not peculiar to the particular unit or conmand shall submt
recommendati ons for consideration to the CMC (M) via their regional M SSO

10108. ASSI GNMENT CF RUC S, ADM NI STRATI VE RUC AND MCC S

1. ADMNRUC. One ADMN RUC is used to prepare and subnmit UD s for the entire
conmand/ or gani zati on. Subordi nate units of the organization do not submt UDs. See Figure
1-4 for an exanple of how to request assignnent of an Admin RUC. Once approved, the

ADM NRUC/ SUB RU ‘ UPSFLAG will be turned on within TABLE 01. See Figure 1-5 for requesting
addition or nodification of a RUC to an Adnmi n RUC.

2. RUCs. A RUC is assigned upon activation of a unit or SUB RU that requires and is capable
of MCTFS reporting, and in certain instances when a unit is redesignated. Requests for
assignnent of RUC s in other circunstances will be subnmtted to the CMC (M) via the chain of
conmmand. The request for assignment must include all the information listed in Figure 1-6.
Assigned RUCs and MCCs are listed in MCO P1080.20 and are al so maintained in the MCTFS
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conputer tables. Printouts of these tables are on file at each M SSQO

3. MCGCs. Assignnent of MCCs shall be made by DC/'S M&RA. Requests for assignnent of MCCs,
shall be submitted to TFS Division, CG MCCDC Quantico, VA, who will obtain the
recommendati ons of necessary staff agencies prior to final approval.

10109. ACTI VATI ON/ DEACTI VATI ON OF SUB UNI TS

1. Activation. Wen a group of personnel is assigned to duty in a location away fromthe
parent RU, or is otherw se purposely separated fromthe parent RU for a period in excess of
30 days, a SUB RU nmay be activated for the purpose of personnel administration. Wen nore
than one SUB RU of a parent RU is activated, the SUB RUs will be numbered in sequence as
activated, such as SUB RU 1 or SUB RU 2. The request to activate a SUB RU nust be submtted
to the CMC (M) via the chain of command. The request for assignnent nust include all
information listed in Figure 1-6. A request for activation of a SUB RU that will not be
capabl e of self-adm nistration shall contain specific justification for formation of a unit

| acki ng such capability. A so included will be the identity of the unit to be charged with
personnel admi ni stration/personnel reporting responsibility for the SUB RU

a. The SUB RUtitles will include the identity of the parent RU.

b. A UDentry will be prepared by the parent unit for the date of activation of a SUB RU
and will include a H STORI CAL Record of Events entry to report the activation per Chapter 6
Section 7 of this manual. Any personnel assignnments to the SUB RUw Il be reported on the

next UD, using individual, volune transactions, and/or group entries as applicable.

c. The initial UD subnmitted by the SUB RU wi |l be prepared for the date of activation.
The entry will include a Record of Events entry to report the activation of the SUB RU.
Per sonnel assigned to the SUB RU will be joined as prescribed in Chapter 6 Section 2.

d. Once activated, a SUB RU functions as a separate RU and for UD purposes is
i ndependent of the parent RU and organi zation with which it is serving. Personnel may be
joined fromunits or comands other than the parent unit wi thout first being joined by the
parent RU unit and then reassigned to the SUB RU.

e. The SUB RUs will NOT be activated under the followi ng conditions:
(1) For periods of 30 days or |ess.

(2) Wien the duty to be performed could be acconplished nore practically by assigning
personnel to TAD.

(3) Wien the parent unit would have to prepare UD s for the SUB RU unl ess
specifically authorized by the CMC (M).

2. Oficers in charge of the SUB RU s are charged with the same personnel reporting
responsi bilities as commanders of the RU s.

3. Deactivation of a SUB RU nust be authorized by the CMC (M).

a. A Record of Events entry to report deactivation will be subnmitted by the SUB RU on
the UD prepared for the date of deactivation. See Chapter 6 Section 7.

b. The parent RUw || prepare a UD H STORI CAL Record of Events entry to report the
deactivation of a SUB RU. EXAMPLE: HI ST: RUC SUBUNIT (nunber and title) DEACTD ON (date).

4. Zero Strength. On the date a RU s personnel strength is reduced to zero, but the unit is
not deactivated, a Record of Events entry will be subnmitted to report this information.
Refer to Chapter 6 Section 8.

a. Wen a SUB RU at zero strength resunmes UD subnission, the first UD subnitted nust
contain a Record of Event entry to resume personnel reporting. Refer to Chapter 6 Section 8.
If the SUB RU is not capable of self-admnistration, to include personnel reporting,
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personnel reporting will not be resuned w thout approval of the CMC (M).

b. Wen it becones necessary to resunme UD subnission for the purpose of reporting
correction entries ONLY, or to deactivate a SUB RU, the next senior unit in the RUs chain of
command will prepare a UD.

10110. AUTHORITY FOR CHANG NG CONTROL OF M S REPORTI NG

1. COs may authorize centralized Control of MS Reporting without prior approval fromthe
CMC. Some organizations or commands may find it advantageous to centrally control reporting
to achi eve greater efficiency and i nprove perfornmance and better usage of avail able
personnel , equipnent, and facilities. Organizations that centrally control reporting wll
generally find it expedient to authorize subordinate units with assigned RUC s that are

depl oyed/ det ached fromthe parent organi zation to subnmit UD s directly to the Master File.

2. Consolidated Reporting may be authorized only by the CMC. Requests for authority to

conduct consolidated reporting will be subnitted to the CMC (M) with appropriate justifica-
tion. The request should indicate whether subordinate units are to be deactivated or reduced
to zero strength. Upon approval, the CMC (M) will provide instructions regarding the

deactivation/reduction to zero strength of subordinate units. Organizations that consolidate
reporting functions in the MCTFS may have subordinate units that are to be depl oyed/ det ached

fromthe parent activity for which unit personnel reporting is desired. |f the subordinate
unit was previously deactivated, authority for activation nust be requested fromthe CMC
(M). If the subordinate unit is at zero strength with an assigned RUC, it will be reported

fromzero strength and normal reporting resuned.
10111. RU COMVANDER S SPECI FI C RESPONSI BI LI TI ES
The reporting unit commander is responsible for:

1. The accurate, tinmely, and conplete reporting of personnel manpower and pay information on
every Marine within the unit, as well as all unit activities/events/occurrences that require
reporting.

2. The accurate preparation and tinely subm ssion of the UD. The UDis required to be
subnmitted as soon as possible after a reportable event has occurred.

3. The reporting of data as required by all Software Rel ease Notices, Personnel
Admi ni strative Advisories (PAA s), M SSO Broadcast Screens, and any other special notice.

4, The verification and reconciliation of the DFR to ascertain that all UD entries have been
processed, and the data reported is accurately reflected within the MCTFS.

5. Reporting of appropriate UD entries to ensure the CWF properly reflects the nmenbers of
the unit. All personnel accountability matters are vital to have an accurate OEMF for each
Mar i ne.

6. Verification of the individual Marine's systemdata and audit of the
LES/ RED/ SGLI / ROS/ PES/ Bl R/ BTR and reporting of required UD entries.

7. Verification of the Inconsistent Conditions Report (ICR) and other periodic MCTFS
accuracy surveys and reporting of required UD entries.

8. Establishnent of a join, return from TAD in excess of 30 days, pre-deploynent, and
triennial audit internal control process to identify and correct erroneous or m ssing
informati on. Commanders are encouraged to use exception rosters via UDJMPS, | MPROMIU, ML,
and ODSE, or any other automated reports to purify information in the MCTFS. The regional
M SSO wi I | assist commands with establishing the necessary reports. The MCAAT checkli st
shoul d be used for the establishnent of audit controls.

9. The use and safeguarding of the RUs MELSIG and training on the use of ELSIGs by those

personnel who are assigned them The ELSI G authentication process is a critical internal
control and basic safeguard of personnel and pay data in today's world of information
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warfare. Unit Commanders mnust recogni ze that the ELSIGis a vital part of identifying who
has access to view, review, report, change, verify and certify data in the UDJ MPS and MCTFS.
See Chapter 2.

10. If the RU commander is at a Command Reporting Unit Code (CRUC), the unit will have the
additional responsibility of reporting and accounting for PCSO Reports, and all associated
reporting with this function.

11. Unit conmanders are required to establish and maintain MOS and functional training
prograns for their adnministrators and all personnel who are granted access to MCTFS. M ni mum
training elenents will include training concerning:

a. Security and safeguarding information in the MCTFS.

b. Accuracy and tinmeliness of reporting information.

c. Responsibility of reporting Pay and Personnel information.

d. MOS Individual Training Standards per MCO P1200.7. (ITS for CccFld 01).
10112. REPORTI NG RESPONSI Bl LI TI ES FOR RESERVE AND RETI REE RECORDS

1. The AD site conmander's for aviation SMCR units and the I-1's for ground SMCR units are
responsi ble for the actions listed in paragraph 10111 for nenbers of their respective SMCR
units.

2. The CG MOBCOMis responsible for the actions listed in paragraph 10111 for menbers of
the IRR, Standby Reserve, | MAs and MIUs.

3. The CMC (MMBR) is responsible for the actions listed in paragraph 10111 for nenbers of
the FMCR and for Retirees.

10113. | NFORVATI ON SECURI TY/ WARFARE

1. Many personnel may potentially attenpt to use the data from MCTFS i n unaut hori zed
nmanners, to attenpt to destroy the integrity of the data, to infect the systemwth a virus,
or to cause |oss of service or other irreparable damage. To conbat this, a variety of
security profiles and audit nethods are utilized to allow the system security adninistrators
to track who enters the system and a variety of other information. Security profiles are
used to shield the systemfromthe types of attacks nentioned above. To do so, the DFAS-KCC
provi des overall systemsecurity within the Kansas City domain in close coordination with the
Director, DECC St. Louis and the CG MCCDC, to ensure that informati on warfare concerns are
net .

a. SystemEntry. Those individuals authorized to enter or change data within MCTFS are
required to use a two-person system of checks and bal ances requiring an El ectronic Signature
(ELSI G authentication code (which is automatically generated by the systemafter initial
issue). Those who "view only" are still required to have an ELSI G but rmay not make changes
to the data. Per the FIP and GAO Policy Manual for Electronic Reporting Systens, MCTFS is
classified as a highly sensitive, unclassified system COs and HQMC reporting agenci es may
not waiver fromthis security process. During nornmal MCAAT reviews, this will be a fornal
eval uation of the unit’s systemsecurity nmeasures. The Director, DFAS-KCC has pronul gated a
MCTFS System Security Manual that is applicable to all commands and HQVC agenci es.

b. SystemlIntegrity. Various agencies check the data integrity on a daily, weekly,
nmont hly and periodic basis to ensure the data entered and extracted is correct, not
corrupted, and not rel eased to unauthorized personnel. Additionally, MCTFS itself has a w de
vari ety of nanagement reports that are either automatically generated, or generated upon
request to ensure systemintegrity.

c. Security Precaution Measures. Al comanders, FOs, DOs and all CMC RU s are
required to report any suspected violations to their supporting M SSO and/or Term nal Area
Security Oficer (TASO . Unauthorized access and rel ease are puni shabl e under nunerous
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provisions of the Privacy Act of 1974 and DoD Directive 5200.28-R Significant security
violations nust be reported within 24 hours to either the CMC (M) or to the Director, DFAS-
KCC, as per MCO 5521.3, Personnel Security Investigation Security O earance and Access.
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Cyclic Process

Source Documents UD/MIPS

OLDS

M

MCTFS RETRIEVAL
VIS

TRF
MCTFS
Retrieval

~N

FEEDBACK REPORTS

CMF
VIS

UNIT/QUALITY
CONTROL REPORTS

MISSO
MAIL
REPORTS

ﬁl-----l

LOCAL PRINT
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FI GURE 1-1.--MCTFS | NPUT/ OUTPUT MODEL.
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MCTFS MANAGEMENT STRUCTURE

MANPOWER FUNCTIONAL
MANAGEMENT STRUCTURE
FINANCIAL FUNCTIONAL
MANAGEMENT STRUCTURE
CMC (M&RA)
CMC (RFL)
CcMC(MI)
DIRECTOR DEFENSE FINANCIAL
AND ACCOUNTING SERVICE
MISSO'S
FINANCE
OFFICES
REPORTING UNITS

MCTFS
TECHNICAL MANAGEMENT
STRUCTURE

CMC (CC)

DIRECTOR, TSO

FI GURE 1-2. —MCTFS MANAGEMENT STRUCTURE.
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UNIT DIARY PROCESS
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REJECT
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CERTIFYING
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ADMIN CHIEF
REVIEWS
DIARY

REJECT
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DIARY
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FI GURE 1-3. —ON-LI NE UD SYSTEM PROCESSI NG,

ON-LINE DIARY
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FROM ( COMVAND REQUESTI NG ADM N RUC)
TO CMC WASHI NGTON DC/ /M / /
I NFO ( APPROPRI ATE JURI'S, M SSO)
DFAS KANSAS CI TY MO/ TSQ /
(CHAIN OF COMVAND)
UNCLAS //N01080//
SUBJ/ REQUEST FOR ADM N REPORTI NG UNI T CODE (ADM N RUC)
REF/ A/ DOC/ CMC M O YMD:
AVPN REF A | S MCO P1080. 40, MCTFSPRI M /
RVKS/ 1. PER THE REFERENCE, REQUEST ASSI GNVENT OF AN ADM N
REPORTI NG UNI T CODE (ARUC) FOR THE FOLLOW NG UNI T:
UNIT TI TLE AND NAME OF CONAD:
PARENT MCC: (FOR THE SUPPORTED UNI TS)
JURI'S CODE:
2. THE ADM N RUC WLL SUPPORT THE FOLLOA NG ASSI GNVENT UNI T CODES.

A PRESENT RUC, TITLE, PRI MARY MCC, ALL ADDI TI ONAL MCC' S AND DESI RED REPORTI NG
STATUS ( SELF- REPORTI NG OR CONAD REPORTI NG) .

B.

C
D

w

REQUESTED DATE OF CONSOLI DATI ON: (ALLOW A M NI MUM OF TWO WEEKS FROM THE DATE OF REQUEST)
4. JUSTI FI CATI ON:

5. PO NT OF CONTACT FOR TH'S UNIT I'S: (RANK, NAME, and PHONE NUMBER) .

FI GURE 1-4.--REQUEST FOR ADM N RUC
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REQUEST FOR ADDI TI ON MODI FI CATI ON OF RUCS TO ADM N RUC

FROM ( COMMAND REQUESTI NG ADM N RUC)
TO CMC WASHI NGTON DC/ /M / /
INFO O C APPROPRI ATE JURI'S, M SSO
DFAS KANSAS CI TY MY/ TSQ//
(CHAIN OF COVMVAND)
UNCLAS //N01080//
SUBJ/ REQUEST FOR ADDI TI ON (OR MODI FI CATION) OF RUC'S TO ADM N RUC
REF/ A/ DOC/ CMC M OF YMD:
AVPN REF A | S MCO P1080. 40, MCTFSPRI M /

RWKS/ 1. PER THE REFERENCE, REQUEST ADDI TI ON (OR MODI FI CATI ON) TO ASGN UNI T CODES SUPPORTED
BY THE FOLLOW NG ADM N RUC.

XXXXX

UNI T TI TLE AND NAME OF CONAD:
PARENT MCC:

JURI' S CCDE:

2. THE FOLLOW NG ADDI TI ONS (OR MODI FI CATIONS) TO THE ASGN UNI T CODES SUPPORTED BY THE ABOVE
ADM N RUC ARE REQUESTED.

A, ADD: PRESENT RUC, TITLE, PRI MARY MCC, ALL ADDI TI ONAL MCC' S AND REPORTI NG STATUS ( SELF
REPORTI NG OR CONAD REPORTI NG) ,

B. MODI FY THE REPORTI NG STATUS OF: PRESENT RUC, TITLE, PRI MARY
MCC, ALL ADDI TI ONAL MCC' S TO BECOVE SELF- REPORTI NG (OR CONAD REPCRTI NG) .

C.
D.

3. REQUESTED DATE OF ADDI TI ONS (OR MODI FI CATI ON): (ALLON A M NI MUM OF TWD WEEKS FROM THE
DATE OF REQUEST)

4. JUSTI FI CATI ON:

5. PO NT OF CONTACT FOR THIS UNIT IS: (RANK, NAME, and PHONE)

FI GURE 1-5. -- REQUEST FOR ADDI TI OV MODI FI CATI ON OF RUCS TO ADM N RUC
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FROM ( COMMAND REQUESTI NG RUC)
TO  OMC WASHI NGTON DC/ /M O /
INFO CG CO OF THE PERSONNEL REPORTI NG JURI SDI CTI ON WHERE COMVAND | S LOCATED
| DT DFAS- KANSAS CI TY CENTER KANSAS Cl TY MY/
(CHAIN OF COMVAND)
UNCLAS // NOL080/ /
SUBJ: REQUEST FOR REPORTING UNI T CODE ( RUC)
A.  MCO P1080. 40, MCTFSPRI M
1. PER THE REFERENCE, REQUEST ASSI GNVENT OF A RUC FOR THE FOLLOW NG UNI T:
A UNIT TITLE

B. COWPLETE UNI'T MAI LI NG ADDRESS

C. LOCATI ON CODE ( STATE/ COUNTY)
D. LOCATI ON CODE (Cl TY/ COUNTY)
E. COVWAND DPl CODE

F. DSSN

G TYPE CURRENT DUTY CODE
H JURIS CODE

I.  PEN

J. RCN

K. JUSTI FI CATI ON

2. PO NT OF CONTACT FOR THHS UNIT I S:

FI GURE 1-6. -- REQUEST FOR RUC ASSI GNMVENT.
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TABLE 1-1 PRI MARY (P) AND SUPPORTI NG (S) ROLES FOR DATA MANAGEMENT

Agency | Accessions | Promotions | AD Oficer Res Active Reserve Retirees | Audits
and Oficer End End and
Enli sted and Strength | Strength I nt er nal
Popul ation | Enlisted Control s
Assi gnment Popul ati on
Assi gnnment
RUC P (E5 AND S S S P
BELOW
CRUC P (E5 AND S S S P
BELOW
MCRC P S S P
MFR P S P S P
M DV S S S S S S S P
MM DI V P P S S P P
MP DIV P S P
RA DIV P S P S P
DFAS S P
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SECTI ON 2: SYSTEM MANAGEMENT AND OPERATI ONS

10200. PERSONNEL REPORTI NG JURI SDI CTI ON COVIVANDS
1. The local representative of CMC functional nanager is the M SSCs and RU s.
2. The CMC (M) is designated as functional nmanager for the MS including the manpower
portion of the MCTFS. CMC s field representative in each JURISis the MSSO The MSSO is
responsi bl e for:

a. The tinely and correct consolidation and subm ssion of the MCTFS i nfornation.

b. Enforcenent of standards for UD submission as set forth in paragraph 20103.

c. Directing corrective action in case of failure on the part of RUs to conply with MS
requirements.

d. Conpliance with all directives and correspondence relating to the MCTFS.

e. Providing appropriate technical assistance to RU s experiencing difficulty or upon
request.

f. Passing information and instructions received fromthe CMC (M) as relative to MCTFS.
g. Control and assignment of MELSIGs within the respective JUR S.

h. Control of access to locally held Class | MS data files.
3. The assignment of RU s to specific personnel reporting JURI S conmmands is based on:
a. Apportioning the workload at the M SSCs.

b. Mintaining command integrity.

c. Proximty of the RUto the M SSO

d. Method of UD reporting.

e. Special reporting needs of a particular group of RUs; for exanple, |I-1 staffs.

4. Reporting Units are assigned to personnel reporting JURIS as follows:

SOUTHEASTERN JURI SDI CTION (JURI'S 02) Activities in Jurisdiction
M SSO 02

1. Al units (with the exception of
Manpower | nformation Systens Reserve units, 1& Staffs and 4'" MAW
Support Office 02 Active Duty Staffs) located in the
Mari ne Corps Base foll owi ng states:

Canp Lej eune, NC 28542-5001
AL, FL, GA, M5, NC, SC, TN, AK, CT, DE,
KY, MA, MD, ME, NH, NJ, NY, OH PA R,
VA, VT, and W.

2.  MARCORSCTYFOR, Cuba, Europe,
Sout hwest Asi a

WESTERN JURI SDI CTI ON (JURI' S 03) Activities in Jurisdiction
M SSO 03

1. Al units (with the exception of
Manpower | nformati on Systens Reserve units, |& Staffs and 4" MAW
Support O fice 03 Active Duty Staffs) located in the
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Mari ne Corps Base foll owi ng states:
Canp Pendl et on, CA 92055-0001
AZ, CA, ID M, N, OR U, WA and W

PACI FI C JURI SDI CTION (JURI'S 06) Activities in Jurisdiction
M SSO 06

1. Al units (with the exception of
O ficer in Charge Reserve units, 1& Staff) located in
Manpower | nformation Systens Hawai i .

Support Office 06

Bui | di ng 4009

Mari ne Corps Base Hawai i
Kaneohe Bay, H 96863-5010

NORTHEASTERN JURI SDI CTI ON (JURI'S 09) Activities in Jurisdiction
M SSO 09

1. Al units (with the exception of
Headquarters, Marine Corps Reserve units, |& Staffs and 4" MAW
Manpower and Reserve Affairs Department Active Duty Staffs) located in the
3280 Russell Road foll owi ng:

Quantico, VA 22134-5103
District of Colunbia.

2. Al units not otherw se identified.

M DVWEST AND RESERVE JURI SDI CTION (JURI'S Activities in Jurisdiction
16 (Active)/17 (Reserves))
M SSO 16/ 17 1. (Active) Al & Staffs.
Al 4" MAW Active Duty Staffs.
Manpower | nfornmation Systens Support Al
O fice 16 or 17 S
Mari ne Corps Support Activity
Kansas City, MO 64197-0001 AR, CO 1A IL, IN KS LA M, M, M,
ND, NE, N\M OK, SD, TX, and W.

|
I units located in the follow ng
tates:

2. (Reserve) Al Reserve units.

FAR EAST JURI SDI CTION (JURI'S 27)) Activities in Jurisdiction
M SSO 27
1. Al units based in Ckinawa.
Manpower | nformation Systens Support 2. Al units based in Japan.
Ofice 27 3. Al units deployed to Southeast Asia.
MCB, Canp S. D. Butler 4. MARCORSCTYFOR, Diego Garci a.
Unit 35002 5. Al UDP units |located in Southeast
FPO AP 96373-5002 Asi a.

5. Correspondence regardi ng di screpancies or omissions in the assignment of units within
each jurisdiction conmmand should be addressed to the CMC (M).

10201. ESTABLI SHVENT OF A MCTFS PROCESSI NG CONTROL SYSTEM
In order to support the tinmeliness and accuracy concepts of UD reporting and processing, the
CG providing the jurisdictional MSSO will establish a MCTFS processing control systemthat

adheres to the foll owi ng standards:

1. MCTFS Docunent Control Station. A MCTFS docunent control station will be maintained at
the M SSO The functions of this station are to:

a. Monitor the input of UDs to ensure adherence to the tineliness standards through the

1-25



MCTFSPRI UM 29SEPO4

use of the OLDS nonitor reports. The MSSO will issue a delinquency notice to the senior
conmand in each instance when a RU commander does not conply with the tinmeliness standards in
Chapter 2.

b. Upload UD s via Host on Denmand or servicing M SSO

c. Effect pronmpt distribution of MCTFS out put docunents to RUs. Al docunments nust be
distributed to the RUwithin 24 hours after they are printed/received. Adhering to the
delivery classification standards prescribed in paragraph 20110 may satisfy this requirenent.

2. I nput Scheduli ng.

a. A schedule will be established for the conversion of UD s or other MCTFS input, which
require conversion to nmagnetic formfor processing at the Defense Mega-Center (DMC), St
Louis. This schedul e should coincide with UD delivery deadlines.

b. The MSSO will deternmine the tinme when batch processing of UDs will occur so that
all MCTFS information is received and acknow edged by DMC, St Louis, in tine for the Central
Master File (CWF) cycle.

3. In order to support the tinmely paynent of personnel under MCTFS and the infornation
requi rements of nmanpower nmnagers, it is essential that MCTFS as a Marine Corps-Wde C ass |
Aut omat ed System have priority over all other local applications to include scheduling
during prinme tinme, if necessary, to neet the daily cycle requirenents.

4. MCTFS Defense Data Network (DDN)/Defense Informati on System Network (DI SN) Transm ssi on.
Dat a nmessages from MCTFS cycl es have priority precedence and will be processed by

comruni cation centers in the sane nmanner as priority nessage traffic. MCTFS traffic will not
be preenpted by nessage traffic with the same precedence. During periods of M N M ZE, MCTFS
data traffic that deals exclusively with personnel gains and | osses will continue to be
transmitted via the DDN.. The DISN is used to connect users with the central conputer in
DMC, St Louis.

10202. M SSA RESPONSI BI LI TI ES

The Director, M SSA, KCMO will ensure that the following information is maintained in a
formal |og, and avail able to MCTFS managers upon request:

1. Cycle nunmber (consecutive by cal endar year).
2. Date and tinme of input to the MCTFS cycle.

3. Date and tinme of output fromthe MCTFS cycle.
4. Nunmber of transactions in each cycle.

5. Renarks, to include details when there is a failure to conplete a MCTFS cycl e.
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SECTI ON 3: REPORTI NG UNI T MANAGEMENT | NFORNVATI ON
10300. REPORTI NG UNI T MANAGEMENT
1. GCeneral information.

a. Sorme of the information included in this section is duplicated el sewhere in
this manual ; however, the intent of this section is to consolidate necessary
management information. Contained within are instructions on howto use the
management tools provided by the MCTFS. In addition, guidelines are provided to
enabl e the commander to evaluate the effectiveness of internal MCTFS procedures.

b. Although this section is an integral part of this manual and nmust be maintained, it
is recommended that copies be made and retai ned by the commander for instant reference when
required.

c. In addition to the information contained within this section, each paragraph is
cross-referenced where appropriate to provide easy access to nore detailed information as
required.

d. This Manual, MCTFSCODESMAN and MCTFSAPSM are the three references required to prepare
the UD and manage MCTFS. The MCTFSCODESMAN is the official authority for codes that will be
reported in the MCTFS. These three manuals contain all pertinent information concerning
MCTFS. These nmnual s nmust be nmintai ned and nost inportantly nust be used. A common error
is torely upon nenory or refer to old documents. MCTFS is dynam c and extensive changes are
i mpl enented approxi mately every 6 nonths (Cct/ Apr).

e. Detailed instructions concerning conditions of entitlenment to pay and/or all owances
are contained in the DoDFMR, Vol 7A, MCTFS APSM and JFTR Refer to the DoDFMR, Vol 7A to
determine when it is necessary to report changes that affect pay and/or allowances. Any
instructions contained in this Manual are not intended to replace those contained in the
references. The instructions contained in this Manual will enable the unit to prepare the
appropriate UD entries, such as entitlement starts and stops, once it has been determ ned
that the pay status of the Marine has been affected. The specific reference to determnine the
entitlement's policy will be included as required (e.g., DoDFMR, Vol 7A, Chap IIlIl; and/or
JFTR, Vol. 1, Chap 9 and 12 and the MCTFS APSM. It is inperative that all PAAN s, SAAN s,
TAN's, SAO s, PAA's and M SSO advi sories are read and nai ntained at the reporting unit |evel.

2. Internal Controls. COs and DOs/FOs nust establish witten internal control procedures
t hat describe the methods used to ensure accurate and conpl ete reporting of pay-rel ated
information. These witten procedures should be tailored to fit the needs of each

adm ni strative or financial office, and can take the formof any, all, or a conbination of
the following: Standard Operating Procedures (SOP), individual desk top procedures,
unit/organi zati onal directive(s), "tickler files," etc. Regardless of the form of the
witten internal controls, they nust, at a mininum include: audit procedures, billet
responsibilities, docunment flow within the office, and rel ationships with other

organi zations; for exanple, DFAS-KCC, joint reception center, or housing office. Qther areas
that require particular attention to ensure internal conmand information is relayed to the
appropriate reporting unit are Legal, Training, Of-Duty Education, Career Planning,
Pronoti on Reconmendati ons, Personnel Tenpo Events, Leave Tracking, and Separations. Once
docunented, the internal controls nust be conplied with and updated as needed.

3. Electronic Signatures (ELSIGs). A Master Electronic Signature (MELSIG is assigned to
each Admi nistrative RU or individual RU. Using the MELSIG the conmmander creates the
conmander's ELSIG  The commander uses the conmander's personal ELSIG to assign/create
personal ELSIGs for the Electronic Signature Control Oficer (ECO and/or UD certifiers,
reviewers, and preparers in the unit. Once the CO has assigned the ECO the ECO has the sane
capability as the COto assign certifier, preparer or reviewer ELSIG s. CO s shoul d request
the MELSIG fromtheir servicing MSSOin witing within seven days of the change of conmand.
Refer to Chapter 2.
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4. Unit Diary (UD). The docunent nobst commonly used to enter information into the systemis
the UD. The follow ng points apply when the UD is being prepared:

a. UD entries nmust be checked against the entries in this Manual and TTC sequence
listings. (To be of assistance TTC SEQ nunbers have been added to each paragraph but should
still be verified against TTC sequence |istings.)

b. Wen entries require a code, confirmw th MCO P1080.20 if not listed within the
appl i cabl e paragraph in this Manual. Do not rely upon nmenory or old UD s.

c. The source docunent (for exanple, |eave papers or school conpletion certificates)
will be conpared with the UD to ensure the correct transacti on has been reported. The source
docunents will be nmaintained in the RUs correspondence files unless otherw se stated by
applicable directives. MCO P1070.12 contains nore detail on source docunents filed in the
Servi ce Record.

d. Upon joining, every Marine's nane, initials, and SSN must be checked to ensure
correctness. It is advisable for conmmanders to use the LES or nenber’s contract to verify
this information.

e. AUDis subrmitted to the CMF for each day that a reportable item occurs (non-workdays
excepted). RU s are not restricted to only one UD per day. A continuous flow of tinely
information is inperative. Refer to Chapter 2, Section 1.

f. Wen the UDis presented to the COECO Certifying Oficer for certification all
source docunments will be attached.

g. The unit will establish a 30/31-day "tickler" file to nonitor transactions that are
to be reported at a future date. For exanple, |eave authorization, subsistence entitlenents,
FSA, TAD periods, or separations.

h. The points |isted above are by no neans a conplete checklist. They are areas where
m st akes conmonly occur and as such nust be closely nonitored. Figure 1-4 is a flowchart of
UD processi ng.

5. Diary Feedback Report |ndex as Feedback Report (DFR). The DFR is explained at length in
Chapter 12. (also see Figure 1-7).

6. Record Audits (refer to Chapter 12).

a. The commander is responsible for naintaining an accurate MCTFS conputer record on all
Marines in the unit. The audit tools provided by the MCTFS include the BIR, BTR, LES, RED,
ICR, DVR, UD)MPS, Disbhursing Reports, | MPROMPTU and MCTFS Accuracy Survey.

b. The unit commander will establish a control systemto ensure each of the reports is
audited as prescribed in Chapter 9. Each RUw Il establish the systemthat best suits its
needs and strictly adhere to it.

c. In addition to the audit tools provided by the MCTFS, the unit should audit COLDS or
UD)MPS rosters and/or reports created as required to ensure conplete, accurate records.

7. Diary Managenent Report (DVMR). The DMR provides COs with information to assist in

eval uati on of personnel reporting performance. It includes a tineliness rating and rejection
rating listed by the type of transaction. The conmander should review this report to ensure
the RUs internal control procedures are providing accurate and tinely input to MCTFS. For
further information refer to Chapter 12.

8. Diary Retrieval System (DRS). The DRS contains all transactions that processed (either
successfully or unsuccessfully) in the CW update cycle. The DRS is nade up of three files,
the Transaction Research File (TRF), Master Error Control File (MECF), and the Advisory File.
Transactions will appear on the DRS for approximately 90 to 180 days. For further
information refer to Chapter 12.
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10301. | NTERMEDI ATE LEVEL COMVANDER S RESPONSI Bl LI TI ES

The following responsibilities apply to internediate commanders who have an assi gned MCC, for
exanmpl e, Division, Wng, FSSG Air Station, or Base.

1. Monitor the accession of electronic records for Marines reentering the Marine Corps after
a broken reenlistnent and assigned for initial duty to that internedi ate conmmand. Ensure
these Marines, in fact, report for duty.

2. Ensure the pronpt resolution of all overdue transient Marines by means of the conmand
DFR.

3. Ensure duplicate reporting requirenents are not placed on subordinate units. |If
requested information is available within the MCTFS, notify the requester to obtain the
requested information fromthe MCTFS.

4. Provide functional area, for exanple, communications, aircraft maintenance, or notor
transport nmanagers with MCTFS information as required to preclude nanual personnel systens
and duplicate reporting.

5. Ensure that subordinate intermedi ate comrmands are managi ng diary reporting from MCTFS
reports.

6. Develop, acquire, and ensure distribution of nanagenent reports that are comon to
subor di nat e commands.

7. If the unit is a CRUC, then it has the additional responsibility of reporting statenments
in connection with the PCSO

8. Make recommendations for MCTFS nodifications and address MCTFS-rel ated concerns to the
CMC (M)

9. Make representatives avail able for MCTFS Conference participation and to the MCTFS
functional nanagers as points of contact regarding MCTFS natters.

10. Assist RUs; with MCTFS reporting and nonitor unit adherence to the requirenments set
forth in this Manual.
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Dl ARY FEEDBACK REPORT PROCESS

DIARY FEEDBACK REPORT (DFR)
PULLED FROM MAINFRAME IN
TEXT OR BINARY FORMAT

UNIT DIARY
PROCESS

REPORTING
UNIT'S
FILES

CERTIFYING OFFICER
SIGNS PAPER DFR

ARCHIVE
ELECTRONICALLY

CLERK(S) <«

WORKS ALL
TRANSACTIONS

REQUIRES
uD
SUBMISSION

CLERK(S)
ANNOTATES ALL
TRANSACTIONS

REJECT

ACCEPT

CERTIFYING REJECT

OFFICER
REVIEWS
DFR

CERTIFYING OFFICER
CERTIFIES ELECTRONIC
DFR

FI GURE 1-7.--Dl ARY FEEDBACK REPORT (DFR) PROCESS
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MCTFEFRIM

DIARY ESTATISTICS REPORT [(DSR)

LSS T TR DN L
ERLEHEASTHE bl RS ES]

W -

SRS T T G AT L

PR BT O ADERAETE A
[==_, 134

FI GURE 1-8.--Dl ARY STATI STI CS REPORT (DSR) FLOACHART.
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