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SUBJECT:  STEPS AND PROCEDURES TO CREATING A SINGLE MARINE PROGRAM WITHIN 
          MARINE FORCES RESERVE

1.  PURPOSE.  To provide units within Marine Forces Reserve a guide to create and establish a Single Marine Program and an executive counsel at their respective site.  

2.  BACKGROUND.  The SMP is a program geared towards the improvement of the quality of life a single Marine maintains during his time in the Marine Corps.  In order to stay true to the main focus of the SMP the decision to start this program must be up to the single and/or geo-bachelor Marines and Sailors at the unit.  This program is the main voice and force for our single Marines and Sailors giving them the opportunity to be heard.

3.  STEPS TO STARTING A SMP.  
			
a. In order to start a SMP there must be enough single or geo-bachelor Marines and Sailors at the unit to fill these billets:  President, Vice President, Recorder, Coordinator, and a Treasurer (optional).

b. If all the mandatory billets can be filled not to include the Treasurer, the next step is to nominate individuals to each billet.  Once nominations have concluded a vote amongst peers must be conducted in order to determine who will fill what billet.  Whomever the Recorder is must make sure to document the day the vote took place so that this voting process can be conducted on a annual basis on or around the orginal voting date.

c. Once every executive council member billet has been filled every individual must complete and fill out the appropriate appointment letter which can be found on the MarForRes Semper Fit website.  Make sure your letter has been signed by your Commanding Officer and submit your appointment letter To: Mr. Rick Martinez (rick.martinez1@usmc.mil) and CC: Mr. Davis Murphy (davis.murphy@usmc.mil) for tracking and electronic recordkeeping purposes.

d. The command will also need to determine who will fill the Senior Enlisted Advisor (SEA) role, which is primarily filled by either the Command Sergeant Major or First Sergeant.  The SgtMaj or 1stSgt must also complete and forward their respective appointment letter using the same instructions given to the executive council members.

e. In order to be considered an active SMP council meetings must be administered at least once a month. After 6 months of no meetings the unit’s SMP becomes inactive and loses eligibility for funding which can go towards volunteer events, recreational trips, transportation support and equipment used to improve morale and quality of life.

f. Eligibility for funds from the MARFORRES Semper Fit department requires active SMPs to submit monthly meeting minutes and quarterly reports.  This documentation is to verify that adequate and proper planning has been provided for all three pillars and that funds are not being manipulated by the command or individuals.  In turn, MARFORRES Semper Fit submits the quarterly reports to HQMC, as required by MCO 1700.36A.
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