LEGAL STANDARDIZED PROCESS REVIEW TEMPLATE

Last updated 01/11/01

Process/Identification Number: 
Legal Module #11 

Process Vision Statement/Capability:  

Streamline the legal administrative process for processing and recording nonjudicial punishment/courts martial.  This initiative will eliminate the duplication of information contained in the service record, unit correspondence files, and MCTFS.  Incorporate the required data elements of the UPB and page 12 into one document and will modify the disposition instructions of the completed UPB.  Automate the revised form and incorporate auto populate features.  Devise an automated, self-populating, web based template/documents for JAG Investigations, Preliminary Inquiries, 10 day UA Letters, Prisoner Release Orders, Confinement Orders, DD553, DD616, Reduction Letters, Chaser Cards, Unsatisfactory Participation for Drills Notification, Non Punitive Letters of Caution, Letters of Censure, Claims against Government, Adoptions, Wills, Power of Attorney, Relief for cause letters, Charge Sheets, Results of Trial, CMO, Article 32 Investigation, Counseling Entries.  Record and store information relative to Unauthorized Absence, Desertion, In Hands Civil Authorities, In Hand Military Authorities, In Hand Foreign Authorities, Time Lost, Sick Misconduct.  Must be capable of storing and retrieving data used in compiling reports.  Utilize PKI to authenticate the recording of legal documents by utilizing a central repository for historical purposes.  If a member in a UA status attempts to gain access to the any of the systems the local authority and desertion branch at CMC of member computer location will be notified.

5 Echelons of TFA

    a.  1st Echelon Individual Marine Self Service.  Enable Marines, through the use of a terminal, to conduct legal required transactions using PKI signature when needed and information concerning any pending or completed legal action.  Access will be limited to requesting Legal Assistance – Wills, Powers of Attorney; and ability to access and complete only those transactions which require action and were initiated by echelons 2 through 5.

    b.  2nd Echelon Small Unit Leader Access/Input.  Commanders and first sergeants will continue to be responsible for the accurate and timely reporting of any legal matter concerning there Marines.  TFA will assist them by providing access and more efficient and convenient means for processing routine legal and administrative action concerning their Marines.  Give them the tools that will improve their situational awareness and decision-making capabilities.  

    c.  3d Echelon Unit Commander Bn/Sqdn or Higher.  The capability will provide  Commanders and functional S/G-1 administration and legal, to retrieve and enter information directly into the relational database after a certifying process.  Streamline data input, using “point of action/point of reporting” processes that dramatically reduce, redundant, non-value-added handling of information. 

    d.  4th Echelon Total Force Administration Center.  The capability will provide access and visibility of all legal actions taken on a Marine that will track the process location and status.  

    e.  5th Echelon HQMC-level Transaction Reporting.  Provide the visibility on all information residing within the processes and the ability to query information and display in a roster/report fashion.  Initiate legal actions.  Receive notification of final disposition of legal action initiated by echelons 2 and 3, approve/disapprove such pending actions. 

Concerns:

a.  This module must be tied to the pay and personnel, separations, and assignments/in-out modules.

Governing Directives/Regulations:
MCO P1050.3H

MCO 1050.16A

MCO P1O7O.12J

MCM

JAG MANUAL

UCMJ

MCO P1080.40A

MCO 1640.3F

MCO P1640.4C

MCO P5000.14C

MCO P5800.16A

MCO 5810.7C

DODFMR VOL 7

JFTR

Forms required during process:

DD FORM 2330

DD FORM 2331

NAVMC 118 (12)

NAVMC 118 (13)

NAVMC 118 (13A)

DD Form 367

DD FORM 553

DD FORM 616

NAVMC 10154 (Personal Effects Inventory Form)

NAVMC 6

NAVMC 11061

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

Unit personnel manually prepare legal documents in paper or electronic form for submission to the approving authority.  Certificates are manually prepared and either hand delivered or mailed to the unit or individual recipient.  The current process/sub-processes vary depending upon the type of approving authority.
“To Be” Process/Sub-processes and Modules effected: See Total Force Administrative Processes Matrix.
Flow Chart of the Revised “To Be” Process/Sub-process:
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Flow Chart Explanation:
Shape 1.  Start - This activity begins the process.

Shape 2.  Member logs into system - This is the activity where the user will enter their User ID/CAC and log into the system.

Shape 3.  Member Selects Legal Assistance Request Ttype - This is the activity where the user will select the Legal Process.

Shape 4.  Member inputs request - This is the activity where the user will select from a list of sub-processes and forward that request to higher authority where applicable.

Shape 5.  Higher Authority Required - This is the activity that decides if the request can be processed or forwarded to a higher authority.

Shape 6.  Process Request - This is the activity that processes the request and updates the system where applicable and notifies the user that action has been completed.

Shape 7.  Process Ends - This is the activity that ends the process after all approving and processing has been completed.

Shape 8.  Small Unit Leaders Log into system - This is the activity where the Small Unit Leader can log into the system.

Shape 9.  Select Legal Process - This is the activity where the Legal Process will be selected. 

Shape 10.  Input Request - This is the activity were the user will select from a list of sub-processes and forward that request to higher authority where applicable. 

Shape 11.  Approval Authority - This is the activity that will take action on requests submitted by subordinates and forward to Higher Authority where applicable.

Shape 12.  Approved - This is the activity that approves/disapproves requests from subordinates.

Shape 13.  Process Request - This is the activity that processes the request and updates the system where applicable and notifies all echelons that action has been completed.

Shape 14.  Return with reason for disapproval or request additional information - This is that activity that notifies all echelons that the request has been disapproved and the reason for disapproval or requests additional information in order to process the request.

Shape 15.  Process Ends - This is the activity that ends the process after all approving and processing has been completed.

Shape 16.  Command Element Logs into System - This is the activity where the Command Element User can log into the system.

Shape 17.  Select Legal Process - This is the activity where the Legal Process will be selected. 

Shape 18.  Input Request - This is the activity were the user will select from a list of sub-processes and forward that request to higher authority where applicable. 

Shape 19.  Approving Authority - This is the activity that will take action on requests submitted by subordinates or forward to Higher Authority where applicable.

Shape 20.  Approved - This is the activity that approves/disapproves requests from subordinates.

Shape 21.  Process Request - This is the activity that processes the request and updates the system where applicable and notifies all echelons that action has been completed.

Shape 22.  Return with reason for disapproval or request additional information - This is that activity that notifies all echelons that the request has been disapproved and the reason for disapproval or requests additional information in order to process the request.

Shape 23.  Process Ends - This is the activity that ends the process after all approving and processing has been completed.

Shape 24.  TFAC Log into system - This is the activity where the TFAC can log into the system.

Shape 25.  Select Legal Process - This is the activity where the Legal Process will be selected. 

Shape 26.  Input Request - This is the activity were the user will select from a list of sub-processes and forward that request to higher authority where applicable. 

Shape 27.  Approval Authority - This is the activity that will take action on requests submitted by subordinates and forward to Higher Authority where applicable.

Shape 28.  Approved - This is the activity that approves/disapproves requests from subordinates.

Shape 29.  Process Request - This is the activity that processes the request and updates the system where applicable and notifies all echelons that action has been completed.

Shape 30.  Return with reason for disapproval or request additional information - This is that activity that notifies all echelons that the request has been disapproved and the reason for disapproval or requests additional information in order to process the request.

Shape 31.  Process Ends - This is the activity that ends the process after all approving and processing has been completed.

Shape 32.  Service Level Logs into System - This is the activity where the Service Level User can log into the system.

Shape 33.  Select Legal Process - This is the activity where the Service Level User selects which Legal Process data to be viewed, sorted or printed.

Shape 34.  Input Request - This is the activity were the user inputs the criteria to be viewed, sorted or printed - ADHOC capability.  

Shape 35.  Approval Authority Action – This is where Service Level Users view legal transactions initiated by echelons 2 and 3 which are pending approval/decision.

Shape 36.  Approved - This is the activity that approves/disapproves requests from subordinates.

Shape 37.  Process Request - This is the activity that processes the request and updates the system where applicable and notifies all echelons that action has been completed.

Shape 38.  Return with reason for disapproval or request additional information - This is that activity that notifies all echelons that the request has been disapproved and the reason for disapproval or requests additional information in order to process the request.

Shape 39.  Process Ends - This is the activity that ends the process after all approving and processing has been completed.

Revised Business Rules:

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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