PERSONNEL ADMINISTRATION ASSESSMENT CHECKLIST: 8 Aug 04
	DATE INSPECTED
	

	UNIT INSPECTED
	

	RUC
	

	I&I/SITE COMMANDER
	

	INSPECTORS
	

	RESERVE CO/OIC
	

	I&I/SITE ADMIN OFFICER
	


PURPOSE OF INSPECTION:  This MORDT checklist focuses primarily on current and emerging requirements for Reserve unit 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.  

	1. MOBILIZATION DIRECTIVES: Does the unit have access to these publications during mobilization?  Should have Pubs on disc.

Assessor Notes: directives in hard copy are subject to CGI inspection.  The best option for this event is to have the latest directives in CD from CMC.  


	YES
	NO

	MCO P1001R.1J        MCRAMM
	○
	○

	MCO P1000.6_          ACTSMAN                               
	○
	○

	MCO P1050.3_          Leave and Liberty Regs
	○
	○

	MCO P1070.12_        IRAM
	○
	○

	MCO P1080.20_        MCTFSCODESMAN
	○
	○

	MCO P1080.40_        MCTFSPRIM
	○
	○

	MCO P1400.31_        MARCORPROMMAN, Vol 1
	○
	○

	MCO P1400.32_        MARCORPROMMAN, Vol 2
	○
	○

	MCO P1610.7_          Performance Eval System
	○
	○

	MCO P1741.8_          Government Life Ins Manual
	○
	○

	MCO 1742.1_             Absentee Voting
	○
	○

	MCO P1751.3_          BAQ Manual
	○
	○

	MCO 1754.6_             Marine Corps Family Team Building
	○
	○


	MOBILIZATION DIRECTIVES (CON’T)

	MCO P1900.16_                MARCORSEPMAN
	○
	○

	MCO P3040.4_                  MARCORCASPROCMAN
	○
	○

	MCO P3000.18_              MARCOR PLANNING MANUAL
	○
	○

	AFI 36-3026 (1)                ID Card Manual
	○
	○

	MCO P5800.16                  Legal Admin Manual
	○
	○

	MCO 1740.13 _                 Family Care Plans      
	○
	○

	SECNAVINST 1650.1_      Navy Marine Corps Awards Manual
	○
	○

	SECNAVINST 5216. _       Navy Correspondence Manual
	○
	○

	MCM                                  Manual for courts-martial
	○
	○

	JAGINST 5800.7_             JAG Manual
	○
	○

	MANMED                          Manual of the Medical Department
	○
	○

	DODFMR, Vol 7, Part A   Department of Defense Financial 

 Management Regulations.
	○
	○

	HHQ MOB GUIDANCE

 (1) http://www.mfr.usmc.mil/
 (2)  http://hq.mfr.usmc.mil/g1/Ops_Plans/Ops_Plans.htm (pending)
 (3) MFR Orders: http://hq.mfr.usmc.mil/g1/Adjutant/adjutant.htm
	○
	○

	  DFAS-KC 7220.31-R          MCTFSAPSM
	○
	○

	Functional Area Score Cards & Remarks:  27 required items.  Must have all.    

a. Total Items:                               1

b. Total YES:                            ____

c.  YES Percent (b/a)               ____ %

Key Personnel _________________________________________________________

Recommendations _____________________________________________________

______________________________________________________________________

______________________________________________________________________


2.  

	EMERGENCY RECALL PROCEDURES.  This assesses the ability of the Commander to contact 100 % of their SMCR Marines within 24 hours.  See MFR Mob Plan @  http://hq.mfr.usmc.mil/G5/Documents/M&FA Plan/AnnexE-App6-TabA.doc

	a.  Does the unit have a published emergency recall directive?
	YES
	NO

	b.  Is the recall procedure exercised quarterly?
	YES
	NO

	c.  Does the recall directive require telephonic contact as the primary means of personnel notification?
	YES
	NO

	d.  Does the recall directive direct alternate means of personnel contact when telephonic contact is not possible (e.g., mail, TV, radio, or utilization of local law enforcement agency)?
	YES
	NO

	e.  Does the SMCR Commander retain reports for the last two quarters (six months) and are they available for inspection?

Report should include:

   (1) Date of each Emergency Recall Test

   (2) Names of individuals not contacted,

   (3) Reason for non-contact. 
	YES
	NO

	Functional Area Score Cards & Remarks:  

a. Total Items:                               5

b. Total YES:                            ____

c.  YES Percent (b/a)               ____ %

Key Personnel _________________________________________________________

Recommendations _____________________________________________________

______________________________________________________________________

______________________________________________________________________


	3. MOBILIZATION TURNOVER BINDER. The following will be maintained in an indexed desktop folder (vice digital file) and available for inspection: 

	a. Current MORDT Checklist
	YES
	NO

	b. A list of personnel mobilization reports required with samples and instructions for each (Personnel Shortfall, PERSTAT,SORTS, Non-Deployables).
	YES
	NO

	c. The floor diagram of unit's mobilization processing stations, detailed checklist for each and execution plan to prevent backlog.
	YES
	NO

	d. Embarkation Plan (with list of items) for the admin shop.  

(Packing List, Vehicle, Conex, and Insert Load Plans) 
	YES
	NO

	e. Local Public Affairs Media POCs w/ sample Press Releases.

See: http://hq.mfr.usmc.mil/PAO/index.htm
	YES
	NO

	f. The unit's working Table of Organization showing

(1) Current personnel assignments

(2) Personnel excesses

(3) Personnel short-falls

(4) MOS mismatches

(5) Site-lined Personnel (accountable Marines drilling off- site)  

(6) Female assigned personnel (Female Marines in restricted units should have appropriate T/O and Line Number assigned with "counseling" (no page 11 requirement) See COMMARFORRES msg 081632Z Dec 02 and 062003Z Dec 02
	YES
	NO

	g. Working Medical Roster showing SAMS / Alpha Roster reconciliation process and listing members in exempt or non-mob status (NOE, NPQ, ) 

Assessors Note.

1. Compare NOE's to MCMEDS. 

2. Compare UMS to SAMS (must have less than 90 percent disparity).   
	YES
	NO

	h. Unit Diary awareness.  Does the unit diary clerk retain a unit diary TTC checklist (from MFR) for mobilization in their Desktop and / or turnover binders in order to report correct UD entries associated with mobilization? See MCRSC website.
	YES
	NO

	i. Security Clearance Roster.  Does the command maintain a current Security Roster? and does it list the level of clearance and eligibility or interim eligibility dates?  
	YES
	NO

	Assessors Note.

1. Unit administrators must retain a current Security Roster for use in Mobilization Processing Stations.  The accuracy of the Security Roster is the responsibility of the unit Security Manager and Commanding Officer.      

2. Assessors will:

a. Compare the Security Roster with the unit alpha roster.

b. All officers will have (at minimum) a current Secret Clearance.

c. Currency is determined by the date of eligibility, interim eligibility or the date of request for periodic reinvestigation.

d. Enlisted Marines requiring access to classified information must also be listed on the Security roster with the eligibility date and level of clearance approved.

3. Security Roster discrepancies will be presented to the unit Commanding Officer and Security Manager.


	Functional Area Score Cards & Remarks:

a. Total Items:                               9
b. Total YES:                            ____

c.  YES Percent (b/a)               ____ %

Key Personnel _________________________________________________________

Recommendations _____________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________




	4. MOBILIZATION PROCESSING (TO INCLUDE INTEGRATED PERSONNEL)

	a. Page 11 mandatory entries.  Is the unit record book audit clerk aware of mandatory entries associated with mobilization?   
	YES
	NO

	b. Processing Station Set-up.      

	1. Were station personnel prepared to process with the arrival of the first Reservist?
	YES
	NO

	2. Were stations organized logically for optimal processing flow?
	YES
	NO

	3. Were desktop procedures, documents, forms and instructions on hand for each processing station?
	YES
	NO

	4. Was there sufficient equipment in support Mob stations? (tables, chairs, typewriter stands, computers, printers, etc...)?
	YES
	NO

	5. Were station personnel familiar with their responsibilities in the processing cycle?
	YES
	NO

	6. Was a Mob Station "checklist" provided that supports the unit mob process?  
	YES
	NO

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

Assessor Notes.

a. Identify 30 record books: 80% SMCR and 20% Integrated Active.

b. Pre-screen record books and list administrative errors/ discrepancies (BIR, RED, SGLI, FSGLI, Dep App, Family Care Plans).

 c. Run Record Book through Admin Mob stations

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

e. Mob stations must find and correct more than 80% of identified errors. 

f. Additional errors identified and corrected are not considered.     


	YES
	NO

	
	a. ________ # prescreen errors.

b. ________  # errors identified and corrected 

c.  _______%   (b/a)

	8. Can Unit produce verification of pre-enrollment of Reserve family members into DEERS / RAPIDS 

https://www.dmdc.osd.mil/appj/address/index.jsp
Assessor note. 

a. Request unit produce 1172's on family members identified in pre-screening.

b. If 1172's are not available then track thru mob stations.

c. Note % of those without 1172's identified in Mob process? 

d.Use website to view current info and update address if needed.    
	YES
	NO

	
	a. ____ Family members identified



	9. Can the Unit create ID /Medical Warning Tags as required? 
	YES
	NO

	10. Do the Mob Stations screen and update the BIR mobilization statement correctly?

See MCTFSPRIM para 120104.2.a.2 pp 12-7. 
	YES
	NO

	11. Do the Mob Stations find and complete Direct Deposit Applications? See MCO P1001R.1J (MCRAMM) para 3004.8. 

Assessor notes.  How many pre-screened,  not on DD, were captured and resolved in the Mob station process? Compare pre- and post- screen findings.
	YES
	NO

	
	____ Marines not on DD.

____ missed in Mob Stations (80%)

	12. Do the Mob Stations audit and update the RED ?

See MCTFSPRIM para 50201 pp 5-10/11
	YES
	NO

	13. Do the Mob Stations audit and update the SGLI forms and   demonstrate understanding of "reduced coverage."?

See MCO P1741.8D para 1005
	YES
	NO

	14. Do the Mob Stations audit and update the FSGLI forms and   demonstrate understanding of "reduced coverage."  ?

See form SCVI 8286a Jan 02.
	YES
	NO

	15.  Do the Mob Stations audit and update Dependency Application Forms?  See NAVMC 10922.
	YES
	NO

	16. Do the Mob Stations process Dual Service and Single Parent documents?

a. Reconcile “Special Powers of Attorney” forms in SRB/OQR with guardian information on RED.
Assessor Note: Can the unit provide a tracking/ accountability system for POA and SRB/OQR reconciliation? 

b. Review Family Care Plans. See MCO 1740.13A
	YES
	NO

	17.  Does the Medical and Dental station screen for:

	a. Current HIV test.
	YES
	NO

	b. Current Physical.
	YES
	NO

	c. Current PPD.
	YES
	NO

	d. Gas Mask inserts.
	YES
	NO

	18.  Does the Corpsman demonstrate the ability to complete Standard Form 600 and the medical endorsement on mobilization orders certifying that recalled and mustered personnel are physically qualified for follow-on activation and mobilization? 
	YES
	NO

	19.  Account for TNPQ Marines and provide mob recommendations to the Commander for each.  (Note:  Has CO sent a letter via mail or hand delivered to TNPQ Marine to notify them of their eligibility for drill? See MCO P1001R.1J  para 3105.
	YES
	NO

	
	a. _______ TNPQ Marines

b. _______  Feasible Mob / Treatment Plan

c. _______  (b/a)

	Functional Area Score Cards & Remarks:

a. Total Items:                           23

b. Total YES:                            ____

c.  YES Percent (b/a)               ____ %

Key Personnel _________________________________________________________

Recommendations _____________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________



	5. Unit Personnel Mobilization Data.  The Unit Roster must be 90 percent correct in reporting of a. MOB MCC; b. T/O; c. MOS/BMOS matches. Marines with a basic primary MOS must have a defined and inspectable training plan for MOS qualification.

	Review unit's accuracy of MCTFS Mob data. Must be 90% (or better) accurate?

	a. Is the Marine's T/O data correct in MCTFS?

Assessor notes.  Compare the Marine's T/O with the Mob Roster. 
	YES
	NO

	
	_______  # Records

_______  # Errors

_______ % Accurate (Records -  Errors / Records)

	b. Is the Marine's Line Number data correct in MCTFS? 

Assessor notes. Compare the Marine's T/O LNNO with the Mob Roster. 
	YES
	NO

	
	_______  # Records

_______  # Errors

_______ % Accurate (Records -  Errors / Records)

	c. Are the unit's Marines Mob MCC correct (see T/O) and entered in MCTFS correctly?

Assessor notes. Compare the Marine's MMCC number with the Mob Roster list.
	YES
	NO

	
	_______  # Records

_______  # Errors

_______ % Accurate (Records -  Errors / Records)

	d.  Mob Roster.  Can the unit produce and review a roster with the following fields: Lname, Fname, MI, Rank, PMOS, ResCompCode, T/O,T/O Lnnr, BMOS, Billet Description, Unit MCC,RUC, Rec Stat, Strength Cat, HIV, Physical, DuLim Codes?.  See inspector mob roster.
	YES
	NO

	e.  Record Status Codes. Administrators must demonstrate awareness of these codes and know to only activate if =  0.)

How many Marines in the unit are not in Reserve / Active Record Status 0?  ______ %
	YES
	NO

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

Assessor notes.  Strength Category Codes restricting activation:

8= NOE (Review MCMEDs documentation)

9= NPQ (Review packages to BUMED ForO 1900R.1_)

C= IHCA over 30 days (require police report)

E = Awaiting final results of PEB

H= 84 day (Split Increment) Reservists

M= On leave awaiting Admin Discharge

X= Being processed for Admin Separation (Unsat Participant) (Review MCEAS)

Z= Intern
	YES
	NO

	
	_____  # SC 8 (NOE)

_____  # SC 9 (NPQ)

_____  # SC C 

_____  # SC E

_____  # SC H (See Above)

_____  # SC M

_____  # SC X  (See Muster Calc.)

_____  # SC Z 

	g.  Medical / Admin communication and coordination.  Does the Unit have control processes in place that shows regular and effective communication and coordination between the medical and admin sections to correct and update MCTSF data in the following medical categories:

-- NOE.  

-- TNPQ

-- HIV test dates.

-- Current Physical Dates. 
Assessor Notes. See MCO P1001R.1J (MCRAMM).  Questions should be posed to Corpsman in presence of Admin Chief---the focus is the relationship between these two key positions. 
	YES
	NO

	
	

	h.  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?   

Assessor notes.  DULIMCODES that restrict mobilization:

B= Insufficient active Service.

C= Under Physical Remedial Program.

D= Medically Non-Deployable.

E= Administratively Non-deployable.

N= Pregnant .  

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

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.   
	YES
	NO

	
	○

○

○

○

○

○

○

○
	○

○

○

○

○

○

○

○

	Functional Area Score Cards & Remarks:

 a. Total Items:                              8

b. Total YES:                            ____

c.  YES Percent (b/a)               ____ %

Key Personnel _________________________________________________________

Recommendations _____________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________




	SUMMARY OF FINDINGS IN FUNCTIONAL AREAS ABOVE


	No Assist if greater than 80%.

Assist of less than 80%.
	ITEMS
	YES
	% YES
	NO

ASSIST
	ASSIST

	1. MOBILIZATION DIRECTIVES
	1
	
	
	
	

	2. EMERGENCY RECALL PROCEDURES
	5
	
	
	
	

	3. MOBILIZATION TURNOVER BINDER
	9
	
	
	
	

	4. MOBILIZATION PROCESSING
	23
	
	
	
	

	5. PERSONNEL MOBILIZATION DATA
	8
	
	
	
	

	TOTAL (80% or greater) 
	46
	
	
	
	

	GMA Result (Circle One) 


PASS

                                            NO ASSIST            ASSIST               

Key Personnel _________________________________________________________

Recommendations: 

Remarks:    ____________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________

______________________________________________________________________
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