AUDITS STANDARDIZED PROCESS REVIEW TEMPLATE

Latest Updated: 1/10/01 


Process/Identification Number: 

Audits Module #2

Process Vision Statement/Capability:  
Improve and modernize all required audits of a member’s electronic record while significantly reducing the frequency of audits that require the Marine's physical presence.  This also accomplishes a triennial audit that a Marine can complete, without the aid of an administrator to record a dependency certification, no less than once every three years.  This will be done by changing five all-encompassing dimensions of our current system: the role of the individual Marine, the role of the commander/first sergeant, the role of the functional area’s organizational user and certifier, and the “front-end” processes and technologies through which we input and retrieve information from the Marine Corps Total Force System.  This audit module will have the ability to retrieve information and display the information as a report, roster, letter, charts and ADHOC ability for statistics or comparison as needed.  Several levels of accesses will be used to provide privileged information to the user.  This Module will support the 5 Echelon of TFA administration processes.

5 Echelons of TFA

    a.  1st Echelon Individual Marine Self Service.  Enable Marines, through the use of a terminal, to conduct routine transactions and receive pay and administrative information. Processes will be configured to give individual Marines maximum visibility and access to their pay and administrative information, while balancing the need to control fraud, waste and abuse. 

    b.  2nd Echelon Small Unit Leader Access/Input.  Commanders and first sergeants will continue to be responsible for the accurate and timely reporting of manpower, pay and administrative information on their Marines.  TFA will assist them by providing access and more efficient and convenient means for processing routine pay and administrative transactions, and by giving them the tools that will improve their situational awareness and decision-making capabilities.  Commanders will retain a small cell of personnel administrators who will provide the link to regional administrative centers in either a garrison or deployed environment.

    c.  3d Echelon Unit Commander Bn/Sqdn or higher.  Functional areas (S/G-1 administration and legal, S/G-2 intelligence, S/G-3 training and education, S/G-4, supply and logistics and medical personnel) users will have the capability to retrieve and enter information directly into the MCTFS after a certifying process.  Data input is streamlined, using “point of action/point of reporting” processes to dramatically reduce redundant, non-value-added handling of information. 

       d.  4th Echelon Total Force Administration Center.  Have the capability to update/edit information.  Will maintain capability to identify personnel requiring completion of dependency certification.
    e.  5th Echelon HQMC-level Transaction Reporting.  We will develop a web site for the higher level headquarters to have visibility on all information residing within the system and the ability to query information and display in a roster/report fashion.

Concerns:  

a.  Automated certification/termination of entitlements must be tied to this module as well as to the Pay and Entitlements Module.  

b.  This package should be implemented earlier in the fielding process due to the overall impact and the ability to have Marine leaders involved in TFA. 

c.  NMCI is a concern for access and availability of terminals.

d.  Module must be reconstructed.

Governing Directives/Regulations: 

MCO P1000.6G

MCO P1001R.1J

MCO P1070.12J (IRAM, par 5000.5D)

MCO P1080.33D


MCO P1080.40_ (PRIM, par 9300.4)

MCO P1100.73B

MCO P1200.7U

MCO 1326.5C

MCO 1610.7E

MCO P5000.14C

MARADMIN 67/99

MARADMIN 441/99

MARADMIN 535/99

BAH Legislation (FY 99)

DODFMR, par 260304D

DODFMR IC 14-99
Forms required during process:  

SGLI 8296

SGLV 8285 - SGLI FORM

DD 214

DD 215

DD 368

DD FORM 4

AA FORM

DD FORM 1966

NAVMC 11078

DD FORM 2MC

DD FORM 1173

DD FORM 1173-1

DD FORM 2529

DD FORM 1172

DD FORM 2384-1

DD FORM 149

Social Security Administration Form SS-5

NAVMC 10526

DD FORM 93

NAVPERS 5510/3

DD Form 1561

IRS Form W-4

IRS Form W-5

DD Form 2058 and 2058-1

NAVMC 10922

NAVMC 11051

DD Form 1407

DD Form 2494

DD Form 2057

DD Form 2384

DD Form 2366

VA Form 21-8951

DD Form 802

DD Form 1966

NAVMC 763

DD Form 4

DD Form 214

DD Form 398

SF Form 86

DD Form 1879

OPNAV Form 5511/14

Individual Deployment Record (IDR)

Annual Retirement Credit Report (ARCR)

Career Retirement Credit Report (CRCR)

OPNAV Form 5211/9

NAVMC 11000

NAVMC 10274

OPNAV 1326/2

DD FORM 553

DD FORM 616

VA FORM 21-8951

DD FORM 2494

DD FORM 2494-1

NAVMC 10468

DD FORM 4 

NAVMC 10460
NAVMC 10461

NAVMC 10498

NAVMC 10462

NAVMC 10463

NAVMC 10952

NAVMC 10791

NAVMC 11174

DD FORM 368

FD 258 FINGERPRINT CARD

DD FORM 398-2

DD FORM 372

NAVMC 538

NAVMC 10418-1

DD FORM 369

DD FORM 93

NAVMC 10835A-E

Recap Narrative of Current “As Is” Process/Sub-processes: 
Service records must be given a periodic, detailed audit with established, documented internal controls to ensure information is reported accurately and in a timely manner, and that comprehensive join audits are performed when required. The MCO P1080.40 (MCTFSPRIM), and MCO P7220.31 (MCTFSAPSM) contain audit responsibilities of the commander. The use of a checklist for auditing field records is encouraged and recommended. Great care is taken to ensure that any checklist used is kept current. Checklists are updated at the local unit level to ensure administrative personnel are aware of the most recent changes or revisions to Marine Corps publications.  Pay-related problems as identified and corrective action initiated immediately.  Items identified during the audit which require correction are updated as expeditiously as possible, particularly when the individual is required to sign the entry or form.  Strict attention is given to updating Records of Emergency Data (RED's), Servicemen's Group Life Insurance (SGLI) election forms, DD Forms 1172, Dependency Applications, DD Form 2494, etc. and, if required, accomplishing Defense Enrollment Eligibility Reporting System (DEERS) enrollment of dependents acquired en route. Ensure those items on the BIR/BTR which comprise elements of the composite score for promotions are accurate and up-to-date.

“To be” Process/Sub-processes and Modules Affected:  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 - Marine will sign on at any computer terminal, and link to the Audit Process.

Shape 2.  Enter User ID & Password/Common Access Card - Marine will enter their unique User ID and Password/Common Access Card to access the Audit Process.

Shape 3.  User Clicks On On-Line Audit Process - User will click on On-Line Audit Process and select appropriate link.  The Marine’s entire Official Electronic Military File (OEMF) will be audited, to include applicable pay data (Related Sub-processes: Annual Audits CP/Reserve, Audit of Complete Pay/Travel Orders, Audit Procedures, Join/Tri-annual Audits, Records Accountability Research & Inventory, Career Retirement Credit Report, Annual Retirement Credit Report)

Shape 4.  User Tabs Through Audit Screens - User will tab through a series of predetermined audit screens and verify/validate information.  Reserve specific screens and travel/pay related data will only be viewed by as applicable.  

Shape 5.  Information Correct - User determines whether or not the information is correct.

Shape 6.  Input Correct Information - If information is fount to be incorrect during the audit process the user will input the correct information.

Shape 7.  Higher Authority Certification Required - If higher authority certification is or is not required the user logs off.

Shape 8.  Member notified and forwarded to higher authority - If higher authority is required, member will be notified that the information was forwarded and logs off.

Shape 9.  If all information is correct the user will log off.

Shape 10.  Higher Headquarters Reviews Data - The data input by the user will be reviewed.

Shape 11.  Data Accepted – The data is certified by higher headquarters echelon in the MCTFS.  (Related Sub-processes: see Shape 7)

Shape 12.  User Notified That Additional Action Is Required - If the data was not accepted, the user will be notified as to what additional information is required to complete the process.  In this instance, the Marine may be required to provide supporting documentation via electronic or traditional avenues.  As stated in the detailed Business Rules, any data that cannot be certified in the designated time frame will require the Marine to restart the audit process in Shape 1.

Shape 13.  End - This is the activity that ends the process.

Shape 14.  Audit Complete & Triennial Audit Flag Updated - Once information has been corrected and certified the appropriate flags will be updated. (Related Sub-processes: Adhoc, Birthday Letter, Diary Feedback Reporting Process, Diary Management Report Operational Data Store, Process Analysis, Reports, Rosters, Statistics, Unit Diary Resolution)

Shape 15.  Process Ends - This is the activity that ends the process.

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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