PROMOTIONS STANDARDIZED PROCESS REVIEW TEMPLATE

Last updated 01/10/01

Process/Identification Number:  

Promotions Module #8

Process Vision Statement/Capability:

To markedly improve and modernize the promotion process significantly reducing the frequency of entries required to promote Marines.  Marines who are ineligible for promotion due to one of the promotion restrictions in the Marine Corps ENLPROMAN will have their records automatically flagged as non-eligible for promotion when the triggering event is reported.  All other personnel otherwise qualified for promotion will automatically be promoted in MCTFS upon achieving the required time in grade, time in service and requisite composite score.  An advance notification (i.e., select grade) will be provided to the reporting unit to facilitate preparation of promotion warrants.  The promotion warrant for enlisted personnel will be an electronic color file populated with the member’s information and the CMC PKI digital signature on one side, and on the other side of the warrant the commander’s PKI digital signature will be placed prior to printing to a color printer.The promotion warrant for officers will be an electronic color file populated with the member’s information and proper approving official, and on the other side of the warrant the commanders PKI digital signature will be placed prior to printing to a color printer.  The promotion message will be required to have a PKI digital signature approving the member’s promotion the message.  Members who are ineligible for promotion will acknowledge their restricted status by signature on the appropriate document (i.e., page 11, 12, 13, weight control assignment acknowledgement, etc., also electronic/digital, PKI).  The entire junior enlisted remedial process will be completely automated.  The system will automatically detect the submission of late training data or changes to other items that affect the composite score, and will automatically re-compute the member's composite score for the appropriate promotion quarter.  The re-computed composite score will be compared to the cutting scores for subsequent promotion months.  If the member meets or exceeds the required cutting score, the system will automatically generate the appropriate select grade and promotion entries.  Submission for remedial requests for Staff NCOs and officers will use a template that can be auto-populated by the individual and supporting documentation can be scanned or mailed by separate correspondence.  The response to the request for remedial promotion will also come based as an electronic file to the individual.  If approved, an electronic promotion warrant will be routed in the same fashion as explained above.

5 Echelons of TFA

    a.  1st Echelon Individual Marine Self Service.  Marines will be enabled, through the use of a terminal, to receive promotion board information, missing training/administrative information, cutting scores, composite scores, selection results, and submit remedial promotion requests, etc. 

    b.  2nd Echelon Small Unit Leader Access/Input.  Commanders and first sergeants will continue to be responsible for recommendations, accurate and timely reporting of manpower, training, and administrative information on their Marines.  TFA will assist by providing access and efficient, convenient means for processing routine pay and administrative transactions, and by providing the tools that will improve their situational awareness and decision-making capabilities.  

c. 3d Echelon Unit Commander Bn/Sqdn or Higher.  Functional area 

S/G-Level administration, legal and commanders will continue to be responsible for printing the warrants and promoting their Marines, as well as accurate and timely reporting of manpower, training, and administrative information.  TFA will assist by providing access and efficient, convenient means for processing routine pay and administrative transactions, and by providing the tools that will improve their situational awareness and decision-making capabilities.  

    d.  4th Echelon Total Force Administration Center.   Capability will exist to print and mail warrants to unit commanders for ink signature during contingency/operations other than war when the 3rd echelon cannot print warrants.   

e. 5th Echelon HQMC-level Transaction Reporting.  Capability will exist 

for routing and digitally signing all warrants prior to posting for action by echelons 3 & 4.   Headquarters will have visibility on all information residing within the system and the ability to query information and display in a roster/report fashion.

Concerns: 

    a.  Should civilian promotions be listed in the matrix.

b. Medical screening should be done for active and reserve officers.

    c.  The entire vision should address all promotions (officer and enlisted) to include all calculations based upon information obtained from eligibility to promotion.

Governing Directives/Regulations:

MCO P1O7O.12J

MCO P1080.33D

MCO P1080.40A

MCO P1300.8R

MCO P1326.6D

MCO P1020.34F

MCO P10120.28F

MCO P1040.31G

MCO 7220.12M

MCO 1300.8R

MCO 5512.4N

NAVMEDCOMINST 1300.1C

MCO 5000.12D

OPNAVINST 5510.1H

MCO P3000.1E (NOTAL)

BUMEDINST 6230.1H

MCO 5521.3G

SECNAVINST 5510.35

MCO 1610.11C

MCO P5000.14C

MCO 5120.4E

BOND AND ALLOTMENT MANUAL

MCO P1001R.1J

MCO P5000.21

MCO P1000.6G

MCO P1050.3H

MCO P1200.7U

MCO P1741.8D

MCO 1220.5J

MCO 1560.28B

MCO 1560R.30B

MCO P1754.5

MCO 1900R.17

MCO 5216.19

MCO 1700.23E

Marine Corps Manual

MCO P5354.1C

MCO P1754.5

DFAS/MCTFSAPSM

MCO P5512.11B

MCO 1740.13A

DoDInst 1342.19

MCO P7220.31

MCO P1100.72B

MCO P5512.11B

MCO P11OO.73B

MCO P5800.16A

MCO P11000R.20

MCO 1040R.10J

MCO 1040.42

MCO P1100.71A

MCO 1520R.12

MCO 1560.19D

SECNAVINST 5724.3

Forms Required During Process:

SGLV-8286, APR 1996

DD Form 2058 and 2058-1

W-4

DD Form 2384

DD Form 2366

VA Form 21-8951

NAVMC 3

NAVMC 10274

BCNR FORM

WAIVER OF INDEBTEDNESS FORM

NAVMC 11296

Recap Narrative of Current “As Is” Process/Sub-processes:

A monthly promotion process is maintained for Marines eligible for promotion, provided certain criteria are attained.  With promotions averaging 11,900 per month, to include enlisted and officers, a timeline is in place to ensure completion of the promotion criteria and timely promotion of eligible Marines.

A month before a promotion can take place the Promotions Clerk pulls the Promotion Eligibility Report (for junior enlisted, Cpls and below) from MCTFS.  This report lists every Marine (Cpls and below) in the unit that MCTFS indicates as eligible for promotion.  The Promotion Clerk takes the printed Promotion Eligibility Report, which is separated into individual units as required, and forwards to the appropriate unit.  The units are required to return the Promotion Eligibility Report with appropriate recommendations in sufficient time to allow reporting of the Marine’s promotion status into MCTFS.  The date for completion of MCTFS reporting/processing is no later than the 15th of every month.  If the Promotions Clerk does not receive the information in sufficient time to meet this deadline, the unit is called to track down the paper Recommendation (Rec/Non-Rec) Form.  

The Promotions Clerk must then record any noted “Not-recommended for Promotion” entry into the service record of each Marine not recommended.  The Marine who was not recommended and the Commanding Officer must certify this entry. In addition a transaction must be reported by diary entry.  The last week of each month a Select Grade Report from the MCTFS is retrieved.  A Promotion Warrant for each Marine recommended is typed.  Marines who after the 15th of each month who were not reported by the 15th of the month or become not recommended for promotion and appear on the Selected For Promotion Roster are reported as “Will not Promote” on the unit diary on the 1st of the month.  These Marines are also required to sign a record book entry verifying that they have been informed that they are not recommended for promotion. As a result of not reporting the “Non-Recommended” entry by the 15th of the month many other eligible Marines are not otherwise promoted.  When all the promotion warrants are signed by the Commanding Officer, a diary entry is reported to affect all pay and allowances in the new grade.  Sub-process include: verify training and other composite score data elements, generate and route the promotion eligibility roster, enter MCTFS/service record entries for promotion non-recommendations, receipt of select grades, prepare warrants, receive promotion proficiency and conduct marks, complete MCTFS entries for promotions and proficiency/conduct marks, identify Marines eligible for remedial consideration, and complete the remedial process this includes all composite score data.

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

Flow Chart of the Revised “To Be” Process/Sub-processes:
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Flow Chart Explanation:

Shape 1.  Start – This shape indicates the start of the monthly junior enlisted, Staff Non-commissioned Officer (SNCO), and officer promotion process within the Marine Corps.  This start does not necessarily mean that all of these processes start on the same calendar date.

Shape 2.  Were eligible Marines Selected for Promotion? – Select grades will be generated at the Headquarters Marine Corps (echelon 5) level as practical after the monthly promotion selection has been made.  This includes selection by cutting score, seniority number for SNCO’s and lineal numbers for officers.  These selections can either be system generated or result from a PKI certification from the Commandant of the Marine Corps/Secretary of the Navy.  System edits will automatically disqualify any Marines in a non-eligible promotion status, such under a sentence by courts-martial, NJP, weight control, etc.  (If a Marine, due to rank, can be promoted with a waiver in any of the previously mentioned categories, the commander will be notified of such criteria).  If Marine was not selected for promotion proceed to shape 3.

Shape 3.  Review Member’s promotion data elements – A comprehensive review of the member’s promotion data elements should be initiated to determine if member was actually eligible for promotion.  

Shape 4.  Was Marine eligible for promotion?  - If Marine is determined to have been eligible for promotion but was not-selected due to missing documentation, proceed to shape 6.  If member was not eligible for promotion, proceed to shape 5.

Shape 5. End.

Shape 6.  Submit remedial promotion request – Member or echelons 2 or 3 may submit a remedial consideration for promotion to echelon 5.

Shape 7.  Command Notification of Selected Grade Status - Commanders/ Administrative support personnel will be immediately notified via electronic media of a Marine’s selected status.

Shape 8. Command Receipt of Promotion Selection List – Commanders/ Administrative Support personnel will be able to view all of the monthly promotion selections for a specific reporting unit code/monitored command code.  Commanders will be able to certify promotions from this mode, while administrative support personnel will only be able to view this information in a read only setting.

Shape 9. Recommended for Promotion – Commanders will certify, using PKI, the promotion or non-promotion status of each Marine on the selection list.  The Commander can also view those Marines under his/her command that may be eligible for promotion with a waiver.

Shape 10.  Warrant Electronically Certified and Printed - Once the Commander favorably certifies a Marine’s promotion status via PKI, a promotion warrant will be generated from the web-based system, either by the Commander or administrative support personnel.   The warrant will be laser quality and befitting of the rights and responsibilities bestowed on the promotee.

Shape 11.  All Promotions Auto Reported - Once the Commander certifies a Marine for promotion, this promotion will automatically be effected on the date of action at the echelon 5 level. 

Shape 12.  End – Process ends for Marine’s in a favorable promotion status.  

Shape 13.  Notification of Non-promotion Status.  For Marines that are non-recommended for promotion, the notification/certification process begins.  

For junior enlisted promotions, certification by the individual Marine and Commander will be finalized on site via PKI.  Identification of the specific reason why the promotion has not been effected will be communicated, as well as corrective action, assistance available, and the right to make a rebuttal.  

For officers and SNCO’s, an electronic request for removal or abeyance of the stated promotion will be started and forwarded via the chain of command. (Immediate notification of the pending package will be made to headquarters when the Commander certifies the Marine is not recommended).  

Shape 14.  Member Disputes Promotion Status – Marines will have the opportunity to concur with the identified deficiencies or dispute the reason(s) why they weren’t promoted.

Shape 15.  Start Appeals Process – For any Marine not concurring with the Commander’s non-recommendation, an appeals process begins.  This includes a certified rebuttal statement, via PKI, for junior enlisted Marines, as well as grievances filed on behalf of officers and SNCO’s.  

Shape 16.  End - For Marine’s appealing their non-promotion, the process ends.  Notification of the outcome of the appeal will be made via the notification of appeals sub-process.

Shape 17.  End – For Marines that do not desire to dispute their non-recommendation for promotion, the process ends.

Revised Business Rules for Administration Processes:

Policy Changes Required/Policy Owner:

MCTFS Changes Required:

Required Changes to Training Standards:

Potential Automation/Technologies to Support Process Revision:

Concept for Test Bed Evaluation/Validation:

Results of Test Bed Evaluation/Validation:

Final Action:

Bulletin Board for Comments And Recommendations:
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