Admin Checklist Updated: 1 Jan 2011

PERSONNEL ADMINISTRATION CHECKLIST
	DATE ASSESSED:  
	yyyymmdd

	UNIT ASSESSED:
	Unit Assesed

	CITY,STATE:
	City, State

	RUC:
	RUC

	CO/OIC:
	Rank Last, First MI

	I&I/SITE COMMANDER:
	Rank Last, First MI

	I&I/SITE ADMIN OFFICER / CHIEF:
	Rank Last, First MI

	CHECKLIST POC: (name & phone number):
	Rank Last, First MI xxx-xxx-xxxx

	ASSESSOR:
	Rank Last, First MI


PURPOSE OF ASSESSMENT:  This FRAAP checklist focuses primarily on current and emerging requirements for Reserve units and individual integration with a Gaining Force Command (GFC).  This checklist is instructive and directive in nature.  While it is primarily designed to assist the COMMARFORRES in assessing individual and unit capability to integrate with the GFC, it also serves to assist Reserve commanders in gaining a functional awareness of Reserve mobilization essentials and provides an excellent internal diagnostic and staff development tool.  Where appropriate, checklist items are reinforced by reference to standing Marine Corps and Force directives.  However, all checklist items bear the full weight and authority of the COMMARFORRES - compliance is not elective.  Checklist POC is the MFR Admin Assist Unit (AAU) 504-678-6197

	1. MOBILIZATION DIRECTIVES.  Does the unit have access to these publications during mobilization?  Should have Pubs on disc.
Assessor Notes: Directives maintained in hard copy form are subject to CGI inspection.  The best option for this event is to have the latest directives in CD from CMC and/or downloaded from .mil domains.  

* = Current directive only available in online form.
	YES
	NO

	MCO P1001R.1K
	MARINE CORPS RESERVE ADMINISTRATIVE MANAGEMENT MANUAL
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	MCO 1050.3J
	REGULATIONS FOR LEAVE, LIBERTY, AND ADMINISTRATIVE ABSENCE 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	MCO P1070.12K w/ch1
	MARINE CORPS INDIVIDUAL RECORDS ADMINISTRATION MANUAL
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	MCO P1400.32D w/ch1
	MARINE CORPS PROMOTIONS MANUAL, VOLUME 2, ENLISTED PROMOTIONS
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	MCO P1610.7F w/ch1
	PERFORMANCE EVALUATION SYSTEM
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	MCO 1740.13A
	FAMILY CARE PLANS
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	MCO P1741.8D w/erratum
	GOVERNMENT LIFE INSURANCE MANUAL
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	MCO 6320.2E
	ADMINISTRATION AND PROCESSING OF 

INJURED / ILL / HOSPITALIZED MARINES
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	MCO P1751.3F
	DEPENDENCY DETERMINATION AND BASIC ALLOWANCE FOR HOUSING (BAH) MANUAL
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	MCO P1900.16F w/ch1-2
	MARINE CORPS SEPARATION AND RETIREMENT MANUAL
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	MCO P3040.4E                
	MARINE CORPS CASUALTY PROCEDURES MANUAL
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	MCO 3000.18A
	MARINE CORPS FORCE DEPLOYMENT PLANNING AND EXECUTION PROCESS POLICY ORDER
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	MCO P5512.11D
(JOINT PUBLICATION)             
	IDENTIFICATION CARDS FOR MEMBERS OF THE UNIFORMED SERVICES, THEIR ELIGIBLE FAMILY MEMBERS, AND OTHER ELIGIBLE PERSONNEL
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	MCO P5800.16A 
w/ch1-5                 
	MARINE CORPS MANUAL FOR LEGAL ADMINISTRATION
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	SECNAVINST 1650.1H   
	NAVY AND MARINE CORPS AWARDS MANUAL
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	SECNAVINST M-5216.5       
	DEPARTMENT OF THE NAVY CORRESPONDENCE MANUAL
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	MCM, 2008 EDITION                               
	MANUAL FOR COURTS-MARTIAL
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	1. MOBILIZATION DIRECTIVES.  (Cont.)
	YES
	NO

	JAGINST 5800.7E w/ch 1-2             
	MANUAL OF THE JUDGE ADVOCATE GENERAL
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	DODFMR 7000.14-R, 

Vol. 7A   
	DEPARTMENT OF DEFENSE FINANCIAL MANAGEMENT REGULATIONS, VOLUME 7A: MILITARY PAY POLICY AND PROCEDURES - ACTIVE DUTY AND RESERVE PAY
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	In addition to the above required directives, the unit administrators must demonstrate the ability to access and have a working knowledge of the following links to online publications and guidance.  

	DFAS-KC 7220.31-R          
	MARINE CORPS TOTAL FORCE SYSTEM  AUTOMATED PAY SYSTEMS MANUAL
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	MCTFS PRIUM


	MARINE CORPS TOTAL FORCE SYSTEM PERSONNEL REPORTING INSTRUCTIONS USER MANUAL
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	CODES MANUAL
	ONLINE CODES MANUAL 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	HIGHER HEADQUARTERS MOB/DEMOB GUIDANCE
	MOB/DEMOB LOI:(1) MFR ADMIN LOI FOR MOB/DEMOB
HHQ Guidance:     (2) HHQ Guidance on Mobilization
Force Orders:        (3) http://www.mfr.usmc.mil/HQ/G1/Adjutant/ForceOrders
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Functional Area Score: 

All 20 Directives are required.  Additionally, the unit must show the ability and working knowledge of 1) the On-Line MCTFS PRIUM and ONLINE CODES MANUAL and 2) all HHQ MOB/DEMOB Guidance.

     of 23 directives are either on hand (20) or accessible online (3)

Percentage of questions correct: 0.0 FORMTEXT 

0%
   (100%=1 item; >100%=0 items)
a. Total Items: 1
b. Total YES:      
% YES:  0.0 FORMTEXT 

0%
  (line b / line a)     

	2. ADMINISTRATION MOBILIZATION TURNOVER BINDER. The following will be maintained in an indexed desktop folder (vice digital file) and available for inspection: 
	YES
	NO

	a. Unit Diary awareness.  Does admin retain a mobilization/activation message with unit diary entries to be reported in their desktop and / or turnover binders in order to report correct UD entries associated with mobilization? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	b. Does the unit have a published order or policy letter establishing the local commuting distance?

    (1)  Commander must have a published reasonable commuting distance order or policy letter.

    (2)  Have Marines residing outside the local commuting distance been identified.
Ref:  JFTR para U3500B, MCO 1001R.1K par 102.1C
Assessor notes: 

1.  “Does not necessarily mean 50 miles.”

2.  Example Force Policy Ltr 08-06
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Functional Area Score: 

a. Total Items: 2
b. Total YES:     
% YES:  0.0 FORMTEXT 

0%
  (line b / line a)

	3. UNIT PERSONNEL MOBILIZATION DATA. A Unit Roster must be 90% correct in reporting of a. MOB MCC; and b. PMOS/BMOS matches.  Marines with a basic PMOS must have a defined and inspectable training plan for MOS qualification.  Review unit's accuracy of MCTFS Mobilization data. 

Must be 90% (or better) accurate?
	YES
	NO

	a. Are the Mobilization Monitor Command Codes (MOBMCC) (see unit T/O&E) correctly assigned and entered in MCTFS on all the Marines of the site/unit? 

1.  Number of Records:       
2.  Number of Errors:       
3.  Percentage Accurate:  !Zero Divide FORMTEXT 

     
 ((line 1 - line 2) / line 1)
Ref:  MCTFSPRIUM,  par 110401
Assessor notes:  Compare the Marine's MOBMCC number with the Mob Roster list.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3. UNIT PERSONNEL MOBILIZATION DATA.  (Cont.)
	YES
	NO

	b. Are the Billet MOS’s (BMOS) correctly assigned and entered in MCTFS on all the Marines of the site/unit?
1.  Number of Records:       
2.  Number of Errors:      
3.  Percentage Accurate: !Zero Divide FORMTEXT 

     
 ((line 1 - line 2) / line 1)
Ref:  MCTFSPRIUM,  par 50909
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	c. Are the Primary MOS’s (PMOS) correctly assigned and entered in MCTFS on all the Marines of the site/unit?
1.  Number of Records:         
2.  Number of Errors:       
3.  Percentage Accurate:  !Zero Divide FORMTEXT 

     
 ((line 1 - line 2) / line 1)
Ref:  MCTFSPRIUM,  par 50902, MCO 1001R.1K par 4305.1

Assessor notes:  Ensure Marines PMOS is commensurate within the BMOS.  If not, ensure the Marine has the “basic” PMOS for the BMOS assigned. 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	d. Medical/Administration Communication and Coordination.  Does the unit have control processes in place that show regular and effective communication and coordination between the admin and medical sections to correct and update MCTFS data in the following medical categories:

Ref:

-- SECNAVINST 1770.3D

-- NOE (LOD).  MCO 1770.2A (Currently being revised to MCO 1770.2B so 1770.2A is not accessible online)

-- TNPQ, MCO P1001R.1J, par 3105, 6, 7 and MARADMIN 584/00

-- HIV test dates SECNAVINST 5300.30D  

-- Current Physical Dates. NAVMED P-117 

-- PHA, MCO 1001R.1K par 4200
Assessor notes: The focus is the relationship between these two key positions.  Use variance information to help determine adequate control process.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	e. Early Identification for Tri-Care Benefits (EID).  Does Unit possess knowledge of EID, what EID is for, when Marines are eligible, and how to report the benefit?

Notification of intent to activate provides members with special TriCare benefits as provided by the National Defense Authorization Act (NDAA) of 2010.  Members and their authorized dependents are entitled to TriCare (Standard – automatically & Prime – if they enroll) benefits for a period of UP TO 90-days prior to being activated/mobilized (effective 180-days prior to activation or date of notification, whichever is later.)  Members become eligible for EID Benefits via Unit Diary entry.  Unit must demonstrate an understanding of the EID Unit Diary entry.  How to submit the entry, action dates required and how to correct the entry if necessary.

Ref:  MARADMIN 213/05 (Update on Expanded Health Care Benefits for Reserve Marines), MCTFSPRIUM para 110600

Assessor notes:

MCTRSPRIUM para 110600

*TTC 897 000 Requires an early notice date.

*The early notice date for EID is the release date of the CMC notification of intent to activate message or 90-days from the date of activation.

*This entry cannot be future dated.

*Entry requires user to input the “CRISIS CODE”.

*Delete as erroneous or delete/add may be reported.

*May be reported as either individual or group entry.

*In the event a Marine is determined to “NOT” be activated (Medical, DD&E, UA, Etc.) then a EID termination entry TTC 897 001 early notice termination date must be submitted.

*In the event a unit’s activation date is slid to the right (later) than initially reported, then the unit must run a “TERMINATION” of EID effective the date that the Marine is notified of a change in report date.  The EID entry is reported again when the new activation date is 90-days out.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Functional Area Score: 

a. Total Items: 5
b. Total YES:      
% YES:  0.0 FORMTEXT 

0%
  (line b / line a)


	4. MOBILIZATION PROCESSING. (Will include those ACDU/AR integrated personnel in processing)  
	YES
	NO

	a. Can the unit identify Marines who are mobilization capable?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	b. Record Status Codes. Administrators must demonstrate adequate knowledge of these codes and know to only activate if  =  0

How many Marines in the unit are not in Reserve/Active Record Status 0?        %
Ref:  ONLINE CODES MANUAL  and MCTFSPRIUM, par 60609
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	c. Strength Category Codes. Can Unit demonstrate internal awareness and control procedures / processes--- can only activate if strength cat = 0 or F) 

Notes.  Strength Category Codes restricting activation:

     # SC 8 – LOD (Review MCMEDs documentation)

     # SC 9 – NPQ (Review packages to BUMED ForO 1900R.1_)

     # SC C – IHCA over 30 days (require police report)

     # SC E – Awaiting final results of PEB

     # SC H – 84 day (Split Increment) Reservists

     # SC M – On leave awaiting Admin Discharge

     # SC X – Other (Includes SMCR being processed for Admin Separation 

             (Unsat Participants Review MCEAS))

     # SC Z – Intern
MCEAS Website:  http://mceas.mfr.usmc.mil/forms/frmservlet
Ref:  MCTFSPRIUM, par 60610
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	d. Duty Limitation Codes.  Can Unit demonstrate internal awareness and control procedures/processes for Duty Limitation Codes that may restrict mobilization, combat, sea and foreign duty?   

Notes.  DULIMCODES that restrict mobilization:

A=Conscientious Objector

B= Insufficient Active Service.

C= Under Physical Remedial Program.

D= Medically Non-Deployable.

E= Administratively Non-deployable.

F= Key Federal Employee

H= Limited Duty-Unfit for Mobilization

M= Sole Survivor 

N= Pregnant  

P= Not 18 years of age (17 yrs or less) 

Q= Not Physical Qualified (NPQ)

R= Hazardous duty restricted.

S= Retained in LIMDU status.

T= Former Peace Corps member not eligible for service in areas served as Peace Corps member.

Ref:  MCO P1080.20 (ONLINE CODES MANUAL)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	e. Did the Audit Clerks have a tracking system established and knowledge of the requirement to process Dual Service and Single Parent documents?

(1) Were unit personnel aware of the requirements for the completion of “Special Powers of Attorney” (SPOA) elections and guardian information is contained on the RED?

(2) Were unit personnel aware of the requirements for all Single parents and Dual Service parents have Family Care Plans. 

Ref:  MCTFSPRIUM, par 40704.1 &  MCO 1740.13A/Page10 enclosure 3

Assessor notes: Can the unit provide a tracking/accountability system for SPOA and RED reconciliation? SPOA’s are not kept in SRB/OQR.  They are only good for one year when ran on diary.  DFR report will notify a unit when that year is up.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	f. Did the Audit Clerks correctly audit and update the RED?

Ref:   MCTFSPRIM par 50201 (Record of Emergency Data)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	g. Did the Audit Clerks correctly audit and update the SGLI forms?

Ref:   MCO P1741.8D par 1005

Assessor notes:

1.  Did station personnel demonstrate understanding of the election of “no coverage or "reduced coverage"?

2.  Is spouse letter provided?  (MARADMIN 411/05)
	 FORMCHECKBOX 

	 FORMCHECKBOX 



	4. MOBILIZATION PROCESSING. (Cont.)  
	YES
	NO

	h. Did the Audit Clerks, if required, correctly audit and update the FSGLI forms?

Ref:  MCTFSPRIUM, par 80502 / MARADMIN 442/01

Assessor notes:  Did station personnel demonstrate understanding of the election of “no coverage or "reduced coverage"? (Were unit personnel aware of Dual Service Spouse requirements?)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	i. Is the unit record book audit clerk aware of mandatory Page 11 entries associated with mobilization? 
Ref:  MFR MOB/DEMOB LOI, paragraphs 3003.2(c), 3004.2(d), 5004.3, & 8013 (MARADMIN 335/04)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	j. Service Record Book Screening Results through the unit's mobilization stations.  

1.  Total number of service records screened:       
2.  Number of service records screened which contain errors:       
3.  % of service records with errors identified:  !Zero Divide FORMTEXT 

     
   (pre-mob stations)

4.  Number of service records with errors after Mob Processing:        
5.  % of service records without errors after screening !Zero Divide FORMTEXT 

     
  ((line 1 - line 4) / line 1) (<80%=1 item;>80%=0 items)
Assessor notes.

a. Identify service record books: 20% total (80% SMCR and 20% Integrated Active)

b. Run Record Book through Admin Mob stations

c. Post-screen record books to determine the unit's ability to identify and correct administrative errors

d. Audit Clerks must find and correct more than 80% of identified errors

e. Additional errors identified and corrected are not considered
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	k. Were the Audit Clerks familiar with their responsibilities in the processing cycle and were desktop procedures as well as checklists used to ensure all responsibilities were accomplished? 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	l. Were the unit’s Reserve Administrators trained, integrated and utilized for the mobilization processing?
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Functional Area Score: 

a. Total Items: 12
b. Total YES:      
% YES:  0.0 FORMTEXT 

0%
  (line b / line a)


	SUMMARY OF FINDINGS IN FUNCTIONAL AREAS ABOVE

	FUNCTIONAL AREA
	ITEMS
	YES
	% YES
	DEP. CAPABLE
	DEP. CAPABLE w/ ASSIST

	1. MOBILIZATION DIRECTIVES.
	1 FORMTEXT 

1

	0 FORMTEXT 

0

	0.0 FORMTEXT 

0%

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	2. ADMINISTRATION MOBILIZATION TURNOVER BINDER.
	2 FORMTEXT 

2

	0 FORMTEXT 

0

	0.0 FORMTEXT 

0%

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	3. UNIT PERSONNEL MOBILIZATION DATA.
	5 FORMTEXT 

5

	0 FORMTEXT 

0

	0.0 FORMTEXT 

0%

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	4. MOBILIZATION PROCESSING.
	12 FORMTEXT 

12

	0 FORMTEXT 

0

	0.0 FORMTEXT 

0%

	 FORMCHECKBOX 

	 FORMCHECKBOX 


	TOTAL (>90% Dep. Cap. <90% Dep. Cap. w/Assistance)
	20 FORMTEXT 

20

	0 FORMTEXT 

0

	0.0 FORMTEXT 

0%

	 FORMCHECKBOX 

	 FORMCHECKBOX 



	Strengths:
	  None

	Weaknesses:
	  None

	 FORMCHECKBOX 
Deployment Capable

 FORMCHECKBOX 
 Deployment Capable w/Assistance


	Overall Comments

	None

	Assistance Provided

	None

	Additional Training Available:

-MARFORRES Mobilization Symposium

-MCAAT Workshop

-MISSA 16/17 Workshop

-Intermediate Personnel Administration Course (IPAC)

-Advanced Personnel Administration Course (APAC)
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1

