SEPARATIONS STANDARDIZED PROCESS REVIEW TEMPLATE

Last updated 01/11/01

Process/Identification Number: 

Separations Module #1 

Process Vision Statement/Capability: 

The system will be paperless to the maximum extent practicable, utilize electronic data (forms) that will auto-populate and have auto computation capability (i.e., service dates, length of service).  It must have built-in business rules, provide scalability with robust stand-alone capability, and maintain the ability of supporting processing needs of the 5 TFA echelons.  The system will provide relevant information as notification to the member and supporting agencies, and it must include all of the following sub-processes: Entry-Level and administrative separations, officer resignations, transfer to, from, and between components, status and services.  

5 Echelons of TFA

a.  1st Echelon Individual Marine Self Service.  Marine must be able to access and 

receive system driven notifications, respond to prompts, and modify responses provided. 

Be able to access and initiate certain actions (retirement, separation questionnaire, request for seps physical)

b.  2nd Echelon Small Unit Leader Access/Input. Unit leaders must have the 

capability to review information submitted by the individual, have limited input into process, such as recommendations for proficiency and conduct marks and reenlistment, and provide comments/concerns pertinent to actions initiated by 3rd Echelon.

c.  3rd Echelon Unit Commander Bn/Sqdn or Higher.  The commander must be able to 

view information entered by individual, initiate, staff, and complete all actions associated with adverse administrative proceedings, receive recommendations from small unit leadership, have capability to take and direct corrective action, and approve/disapprove/finalize recommendations based on level of authority.

d.  4th Echelon Total Force Administration Center.  Must have ability to view/verify 

information entered by individual Marine, initiate/process administrative actions based on information provided by Marine and Commander, have capability to take and direct corrective action, receive and process relevant information from supporting agencies listed below:

Supporting Agencies (not inclusive):

- Disbursing

- Housing

- TMO

- Career Planner

- Legal Support Section

- MCCS

- Medical/Dental

- DEERS/RAPIDS site

e.  5th Echelon HQMC-level Transaction Reporting. View, extract, manipulate 

information existent in system and produce rosters, files, etc. Enter final decision information relevant to specific cases (separation pay, Physical Evaluation Board, active duty separations, etc.).  Have capability to take and direct corrective action.

Concerns: 

- This system must be able to identify an SMCR member on ADSW in excess of 30 days in order to determine the transfer entry required in order to facilitate the member returning to his SMCR unit upon the completion of the ADSW period.

- For overseas commands tracking should include the echelon change of administrative action from the overseas command to Separations Battalion or the alternate separations site.  

- Process should include a shape in the flow chart for the involuntary administrative separations to this process, get Flow chart for MCRSC CWO Butcher.  

- Review Policies or Public Law as it pertains to DD214/215.

-DIHMRS cradle to grave vision to include broken service, other services, etc. Presently, the VA per Title 37 has required access. 

- Board processes initiated at the 3rd, and 5th Echelons.

Governing Directives/Regulations: 

MCO P1900.16F

MCO P1000.6G

MCO 1000.10

MCO P1001R.1J

MCO 1001.39K

MCO P1040R.35A

MCO P1070.12H

MCO P1610.7C

MCO 1001.52H  

SECNAVINST 1200.1

SECNAVINST 1900.7G

MCO 1001.45F

MCO 1900.16E

MCO P1553.4

MCO 6100.10B

MANMED

MCO P1040R.35B

DoD Dir 1205.18

MCO 1040R.10J

MCO 1326.6B

MCO P1300.8R

SECNAVINST 1920.6A

MCO 1130.63C

DoD Dir 1332.29

DoD Dir 7000.14R

MCO P1080.40

MCO 5311.1B

MCO 1001R.54E

MCO P1100.72B, MPPM ENLPROC

MCO P1001R.1H, MCRAMM

MCO 1133R.26E

MCO 7220R.38B

MCO 1560R.30B

MCO P1900.16E, MARCORSEPMAN 

MCO P1100.75B (NOTAL) 

MCO 1500R.36G 

MCO P7301.104  

MCO P1080.40A, MCTFSPRIM 

MCO P1070.12J, IRAM 

MCO 1770.2A

MCO 6320.2D

MCO P1050.3H

MCO 1050.16A

MCO P1050.3G

MILPERSMAN Article 3420280 (NOTAL)

JAG Manual/UCMJ

SECNAVINST 1050.lA (NOTAL)

MCO P1900.l6E

DFAS-KC 7220.3l-R (NOTAL) (APSM)

DoD Financial Management Regulation, Volume 7, Part A (NOTAL)

MCM, 2000 Edition

MCO P5512.11A

MCO P10120.28F

MCO p1070.12H

MCO 1610.7

MCO P1080.40

JFTR (NOTAL)

MCO P3040.4

MCO P1O7O.12J

MCO P1080.40A

MCO 1306.16E

MCO 1610.15B

MCO 1640.3F 

MCO P1741.11B

MCO P1754.5 

DoDDir 1332.35

DoDInst 1332.36

DoDInst 1332.37

MCO P5512.11A

JFTR

MCO 1560.28B

MCO P1O8O.35H

MCO P1900.16D

MCO PlO7O.12H

MCO P1040.31G

MCO P1760.8B

MCO 1900R.17

Public Law 484, 102nd Cong, 2d Sess (106 STAT 2712)

MCO P1040R.35A

MCO P1080R.38C

MCO P1900.1

MCO P5512.11A 

MCO P4050.38B

MCO P4600.39

MCO P5800.16A

MCO 6100.10B

MCO 6310.1B 

* SecNavInst Mobilization Potential Screening Board 

Forms required during process:  

DD FORM 368

DD FORM 214

DD FORM 215

NAVMC 11060

NAVMC 11200  (RESERVE ONLY)

NAVMC 11116

DD Form 1351-2

NAVMC 941

DD FORM 149                                                  
Recap Narrative of Current “As Is” Process/Sub-processes: 

Redundant and labor intensive with little or no automation in the process. Duplication of effort is prevalent throughout the process. Numerous errors are prone due to numerous inaccuracies within the system.  The current “As Is” process requires manual intervention and processing.  An End of Active Service (EAS) roster from the 3270 Manpower database is retrieved and worked manually to identify members nearing their end of contracts.  The 3270 Manpower database accesses Marine Corps Total Force System (MCTFS) for the information needed for the EAS roster.  Two copies of the EAS roster are required; one for the Career Planner and one for the Marine’s Unit.  With a copy of the EAS roster, the Career Planner sets up an interview with the Marine to review their options.  If the Marine has the option to stay in the USMC, and decides to, the Career Planner files the paperwork for re-enlistment.  This ends the Separation Sections role in the process.  If the Marine decides not to re-enlist in the USMC, the Career Planner directs the Marine to the Separation Section to commence Separation procedures the Marine in a Transition Assistance Program (TAP) class.  The Separation clerk gives the Marine two copies of the TAP verification sheet.  The TAP verification sheets are signed by the instructor, verifying the Marine attended the TAP class.  Once the Marine has both copies signed, one copy stays with the TAP instructor for record and the second copy is returned to the Separation Section.  If the Marine requests a Terminal Leave Request (TLR) form for accumulated vacation days the Marine would like to take, the Separation gives the TLR form to the Marine to fill out.  The Separation clerk retrieves the Marine’s record book to continue the Separation process.  The Separation clerk fills out specific forms as part of the Separation process.  After the Separation clerk fills out a draft of the Separation forms they deliver the forms to the Separation chief for review.  If there are any errors on the Separation forms, the Separation chief returns the forms to the Separation clerk for correction.  Once all errors have been corrected, the Separation clerk begins the final Separation forms process.  Utilizing Navy-Marine Corps form (NAVMC) 11060, the Separation clerk types the information into the form and prints it out.  The Department of Defense Form (DD) 214 is far more labor intensive.  This process includes the Separation clerk logging out the form from the safe in the Separation Section.  Only the Separation clerks and Non-Commissioned Officers (NCO) and above within the Administrative Office have access to the safe.  The reason for such high security on the DD214 is the monetary repercussions.  After logging out of the DD214, the Separation clerk begins typing the information onto the DD214 on a typewriter.  If there are any errors, the Separation clerk corrects the errors by using a DD215 form.  In the case of more than four errors, the whole DD214 is voided and a new DD214 is created.  After these forms are finished the Separation clerk calls the Marine back to the Separation Section to review and sign the Separation forms, if correct.  If errors exist, the Separation clerk makes corrections and calls the Marine back to sign the corrected form.  The Separation clerk then returns the Separation forms to the Separation Chief for final review before delivering to the Personnel Officer for signature.  Once the Personnel Officer signs the forms, they are forwarded to supporting agencies as appropriate and/or retained in the Separation Section until the EAS date.  At EAS, separation entries are reported on the unit diary.  The EAS date is also when the original Separation forms are either mailed to the Marine or made available for the Marine to retrieve them from the Separation Section.  Current process relies on the prompt and accurate reporting of all MCTFS data at the discretion of the unit commander, placed under the cognizance of the adjutant or the personnel officer. The separation function may be absorbed or divided between the service records section (discharges and separations) and the organizational career planner (reenlistments and extensions of enlistment). Daily operations encompass, but are not limited to the manual preparation and manual routing (to include outside agencies) of the following forms:

a. Separation documents; i.e., DD Form 214, discharge certificate (as appropriate), etc.

b. DD Form 2MC (Res) for Marines who have obligated service remaining and are transferred to or reenlisted in the Marine Corps Reserve upon separation from active duty.

c. NAVMC 11060, Separation/Enlistment Voucher, per the APSM.

d. DD Form 4 upon reenlistment, per the IRAM.

e. NAVMC 321a, Agreement to Extend Enlistment, per MCO P1040.31.

f. NAVMC 8064, Certificate of Reenlistment, as required.

g. NAVMC 118(11), Administrative Remarks entries, if applicable.

“To Be” Process/Subprocesses and Modules effected:  See Total Force Administrative Processes Matrix.

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

Shape 1.  Start - Requestor will sign on at any computer terminal, and link to the Separation Process.

Shape 2.  Identify Separation Type - Requestor will select the appropriate Separation Type:

    Administrative Discharge

    Conscientious Objector

    Discharges (Medical)

    Discharges & Erroneous Discharges

    Discharges (EAS/Court Martial)

    ECC Discharges

    FMCR/Retirement

    Interservice Transfer (Discharge Only)

    Officer Discharge

    Officer Resignation

    Request for transfer to the Retired Reserve

    Request for Resignation

    Resignation

    Transfer to Retired Reserve

    Transfer to SMCR

    Transfer to IRR

Shape 3.  Is Separation Voluntary – If the type of separation is voluntary, proceed to shape 4.  If separation is involuntary, proceed to shape 13.

Shape 4.  Determine Separation Eligibility (Informal) - System verifies basic eligibility of the Marine inquiring against pre-determined edits and lets the Marine know what options are available.  If waivers to the criteria will be considered, the system will inform the Marine of such applicability.

Shape 5.  Notify Requestor of Eligibility Outcome - If basic eligibility requirements are not met, notify requestor what information is required. (i.e. if a Marine Staff Sergeant is within 16 months of eligible retirement, the system will reflect he or she is  not eligible to request transfer to the FMCR for another 2 months).  Waivers can be input at this time.

Shape 6.  Initiate Formal Transition Action - If basic eligibility requirements are met, to include waivers, the Marine may submit a formal transition action request.

Shape 7.  Unit Commander submits Involuntary Admin Separation to Higher.

Shape 8.  Determine Continued Separation Eligibility Outcome – Higher headquarters will verify that basic eligibility requirements for the individual Marine’s request have not changed/review waiver eligibility.

Shape 9.  Determine Submission Eligibility Outcome – Higher headquarters makes the determination on whether or not the request will be approved, forwarded for approval, or returned to the Marine for further action.

Shape 10.  Submit Separation Action - After eligibility and submission requirements have been met and verified, forward to Separation Authority.

Shape 11.  Coordinate Separation Action - Once Separation Action has been initiated (forwarded to the Separation Authority), coordinate the separation action.  (includes notification of  supporting agencies, as required.)

Shape 12.  Is Separation Action Approved - This is where the Separation Authority reviews the entire case and makes a determination as to separate and type of separation.

Shape 13.  Withdraw/Cancel/Appeal - Link to Withdrawal/Cancel/Appeal Process.

Shape 14.  Requestor Notified of additional info required by a new change or as a result of a congressional mandate, such as stop-loss.  

Shape 15.  End

Shape 16.  Notify Supporting Agencies - Once the separation is approved this is where the supporting agencies will be notified, i.e. Disbursing, Housing, TMO, Medical/Dental etc.

Shape 17.  Indicate Elections - After the separation has been approved this is where the requestor make elections based on type of separation approved.  Elections will include but are not limited to counseling, pay entitlements, personal benefits, travel and transportation allowances, etc.

Shape 18.  Finalize Separation - Organize, verify and authenticate information necessary to finalize the transition action in preparation for execution.  Verification of the continued separation eligibility to execute the separation action will be accomplished.  This activity includes producing and authenticating documents, as required, and updating the Member's information to correct erroneous information and to reflect the completion of required tasks.  This activity includes reviewing waiver requirements, indicating the desire to request waivers, transmitting notification of waiver requirements, and transmitting notification of ineligibility to continue the separation action.  This activity provides the capability to "stop" a separation action when required tasks have not been completed.  This activity also includes tracking the separation action, modifying coordination/notification addressee list, counseling, providing information and managing appointments as necessary.

Shape 19.  Execute Separation Action - This is the activity of updating the member's information on the transition effective date to reflect member's new status.  Verification of the continued transition eligibility to execute the transition action will be accomplished.  This update confirms the status change of the Member, to include previously-recorded elections, obligations, entitlements, etc.  The system automatically updates the Member's status (i.e., retired, discharged, transferred) on the effective date of the transition, unless an authorized user intervenes.

Shape 20.  Conclude Separation Action - This is the activity of performing required tasks necessary to complete the transition action, to include compiling and reviewing transition and/or Member information summaries, producing, authenticating, and providing documents, documenting discrepancies, providing counseling, and providing handouts and information, as required.  Additionally, this update provides the necessary information to allow the tracking of individual concludes transition actions, the monitoring of concluded actions individually or in the aggregate, and managing appointments as necessary.

Shape 21.  Did Member Separate - A determination of whether the member has completed the separation action.

Shape 22.  Undo Separation Action - This is the activity of changing a Member's status from post-transition status to pre-separation status, and making notification of a Member's failure to transition to appropriate authorities.  This activity includes cancellation/information (e.g., orders, officer appointment, DD Form 214), canceling appointments and providing counseling and information, as required. 

Shape 23.  End

Shape 24.  Close Out Member Information - This is the activity of verifying that all separation activities have been completed.

Shape 25.  End           

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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