ASSIGNMENTS IN/OUT STANDARDIZED PROCESS REVIEW TEMPLATE

Last updated 01/11/01

Process/Identification Number:
Assignments In/Out Process Module #12 

Process Vision Statement/Capability:  
To cross evaluate T/O, S/G, A/S, and onboard strength in a matrix style report visible to each echelon, from the smallest unit to higher headquarters.  Make assignments by T/O and T/O line number, not by MCC.  This module needs drill down and sort again capability.  Projected personnel gains, losses, or shifts executed through the Orders Module should result in automated notification to affected units and alert supporting agencies (Housing, MCCS, Medical/Dental, DODDS, Disbursing, TMO).  Utilization of the CAC at the various check-in/out stages should 1) provide unit assignment, initiate or terminate location entitlements and allowances (based on data residing on the integrated, shared data store), 2) initiate the TO UA/DESERTION processes if a member fails to report and higher headquarters has not made notation into the system that delay in reporting has been authorized, 3) initiate the check-in/out process with supporting agencies, regardless of day/hour, and 4) allow for various data entry points and levels of certification/ approval, including supporting agencies.  In addition, all individual qualifications for a Marine must be visible for audit, and have the ability to request update, at this time.   

5 Echelons of TFA
a. 1st Echelon Individual Marine Self Service.  The module must provide 

Marines the capability to view final duty assignment, housing availability/assignment with capability to accept or decline quarters assignment, or request personal interview.  The Marine should be able to view pre-scheduled TMO appointment check-in times with Medical/Dental, Disbursing, and MCCS as well as unique local agencies involved in the check-in process.  Have the ability to request appointment with RAPIDS to update or modify family information or ID (CAC) Cards.  

b. 2nd Echelon Small Unit Leader Access/Input.  Provide ability 

to view 1st echelon’s check-in/out schedule and progress, with capability to submit requests for schedule changes to the check-in/out process, based on unit’s operational mission.

c. 3rd Echelon Unit Commander Bn/Sqdn or Higher.  Provide 

capability to view, verify, sort, and extract information entered by 1st and 2nd echelons.  Also, capability must exist to submit requests for schedule changes to the check-in/out process based on unit’s operational mission requirements.

d. 4th Echelon Total Force Administration Center. View, sort, 

and extract check-in/out status information.  

e. 5th Echelon HQMC-Level Transaction Reporting.  View and 

verify information entered by 1st, 2nd, and 3rd echelons.  View, sort, and extract information, including medical and dental items.

Supporting Agencies:

Marines Command

Marines MSC
MCCS

Medical/Dental

RAPIDS

TMO

Disbursing

Comptroller

Housing/Billeting

Red Cross

Navy Relief

AFEES

Military Police (Car registration)

Library

Armory

Education Center

Concerns:  
a.  This module should address Assignments and Check-In/Out matters 

only, as the Orders Module already talks to PCS/TAD issues. 

b. The Army has a developed system that does this it should be examined. (ARMY-INTEGIC)

c. Cross evaluation of MOL: Presently you can compare units strength T/O and Line#.

Also, CMC (RA) has similar features.

   d.  WAYNE FIND THE “AS IS”.   (
Governing Directives/Regulations: 

MCO P1001R.1J

MCO 1001R.57

MCO P1O7O.12J

MCO P1080.40A

MCO 4600.40

MCO P3121.1

MCO 5311.1C

MCO P1000.6G

MCO 1001.52H 

MCO P1300.8R

MCO P1050.3H

MCO P1080.33D

MCO P11OO.73B

SECNAVINST 5724.3

MCO P1900.16F

Forms required during process:  

MIPS GENERATED CHECK-IN/OUT SHEET

FLEET HOMETOWN NEW RELEASE

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

Current process is a computer generated check-in/out sheet from UDMIPS or a home grown sheet created by the individual unit.  This creates problems as this is a non standardized form.  It can required personnel to check in/out of area’s which have no bearing on the individual Marine.  This effects the timeliness of the entire process.
“To Be” Process/Sub-processes 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 - 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 Check in/Check out Process - 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 4.  Check in - This is the activity where the Member decides if it is a check in or check out process. 

Shape 5. Member Receives Check out Schedule- This is the activity that assigns the member a check out schedule and notifies Higher Authority of that schedule.

Shape 6.  Member Receives Assignment and Check in Schedule - This is the activity that gives the Member their assignment and assigns a check in schedule.

Shape 7.  Modify Schedule - This is the process where the Member can modify their check in/check out schedule if there is conflicting information.

Shape 8.  Complete Check in/out -  This is the activity where the Member physically checks in/out.

Shape 9.  Notify Support Agencies - This is the activity that notifies the support agencies of the Members check in/out schedule after any modification.

Shape 10.  Process ends - This is the activity that ends the process.

Shape 11.  Assignment and Check in Schedule Received - This is the activity that notifies higher authority that the Member has been assigned and notifies them of the members check in/out schedule.

Shape 12.  Modify Assignment or Schedule - This is the activity where Higher Authority can request a different assignment or modify the check in/out schedule.

Shape 13.  Approval Authority - This is the activity that forwards the request to a Higher Authority as applicable.

Shape 14.  Approved - This is the activity that approves or disapproves the request.

Shape 15.  All Echelons notified and member completes process - This is the activity that notifies all echelons of the outcome of the request and request additional information if necessary.

Shape 16.  Assignment and Check in Schedule Received - This is the activity that notifies higher authority that the Member has been assigned and notifies them of the members check in/out schedule.

Shape 17.  Modify Assignment or Schedule - This is the activity where Higher Authority can request a different assignment or modify the check in/out schedule.

Shape 18.  Approval Authority - This is the activity that forwards the request to a Higher Authority as applicable.

Shape 19.  Approved - This is the activity that approves or disapproves the request.

Shape 20.  All Echelons notified and member completes process - This is the activity that notifies all echelons of the outcome of the request and request additional information if necessary.

Shape 21.  Assignment and Check in Schedule Received - This is the activity that notifies higher authority that the Member has been assigned and notifies them of the members check in/out schedule.

Shape 22.  Assignment Received - This is the activity that notifies the Service Headquarters that the assignment has been made.

Shape 23.  Approved - This is the activity where the Service Headquarters will approve or disapprove the requested assignment change.

Shape 24.  All Echelons notified and member completes process - This is the activity that notifies all echelons of the outcome of the request and request additional information if necessary.

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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