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Foreword
Just like most standard operating procedures (SOPs) or frequently asked questions (FAQs) in the Marine Corps, this set is written in blood….  Okay, so that may not necessarily be the case here, but this was written by several judge advocates whose lives were much harder and their transitions into the reserves rocky because they didn’t understand a few basic rules of the reserve community.  This set of FAQs is designed to help the reader learn from those mistakes.  While we are all Marines, the reserve component, from an administrative perspective, is a completely different world than on the active duty side.  As you read these FAQs, please be mindful of the following:

1. You will not have a lance corporal available to hold your hand in the S-1 shop.  Instead, your administrative support will be provided by a Reserve Legal Support (RLS) Operational Sponsor, RLS Deputy Operational Sponsor, and an Administration Chief, who all work in Judge Advocate Division (JAD) at Headquarters Marine Corps. 

2. You will spend more time with orders and administrative activities than when you were on active duty.  Since a significant percentage of your time in the reserve will be spent away from home, when compared to your experience on the active duty side, you will have more travel orders and other administrative tasks that have to be initiated and facilitated by you, in coordination with the RLS Operational Sponsor, RLS Deputy Operational Sponsor, and Administration Chief.  
3. Your fellow Marines understand your sacrifice and commitment to continue your service in the Marine Corps.  It is important not to disregard the fact that all of us in the reserve are trying to balance our civilian jobs and families with support to the Marine Corps.  Therefore, unless it is a time of war or there is some sort of mandatory activity (which is rare), your superiors are completely understanding and will work with you to provide support.  
4. No one should care more about your career than you do.  Yeah, yeah, you also heard this on the active duty side, but it is more so the case on the reserve side.  Just like you, your Branch Head (reserve boss) is managing his/her civilian job, family, and his/her own reserve career.  While your Branch Head will help you transition to the reserve community, lead you, and mentor you, it is important that you understand what it means to have a successful career in the reserves and stick to that formula (which this set of FAQs will help you to understand).
5. You still get to be a Marine!  While the reserve has its own special brand of headaches, don’t forget that being in the reserves allows you to continue to serve in the Marine Corps.  Take the time to learn the system, and it will get easier over time.

As long as you heed the above and understand the answers to the FAQs in this document, you are well on your way to a fulfilling and successful career in the RLS.  This set of FAQs was written by newly minted reserve judge advocates for successive generations of RLS Marines, and this document is legalese free (almost).
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The Mission of the Marine Corps Reserve or 
“What did I get myself into?”
1. “I’m now a reservist, what does that mean?”  
First and foremost, you haven’t left the Marine Corps; you are just in a different component of the same organization.  You are still a part of Judge Advocate Division (JAD), but instead of being an active duty Marine, you are now a reserve Marine.   
2. What are the types of reservists? 
There are three types of reservists with several subsections.  They are as follows:

a. Ready Reserve – These are the units and members of the Marine Corps Reserve subject to recall for active duty in time of war or national emergency.  This is the type of reservist that you normally think of when you think reserves. 

i. Selected Reserves – SelRes is composed of three units.
1. SMCR Units – Selected Marine Corps Reserve units make up the 4th Marine Division, 4th Marine Aircraft Wing, 4th Marine Logistics Group, and a few other dogs and cats. 
2. IMA – Individual Mobilization Augmentees.  IMA Marines are attached to active duty units to provide a source of trained and qualified individuals to fill a time-sensitive portion of the active component, normally during a wartime situation.  All Reserve Legal Support (RLS) Marines are IMA Marines.
3. AR – Active Reservists.  These are full-time positions that support the organization, training, instruction, retention, and administration of the Marine Corps Reserve. 
ii. Individual Ready Reserve – consists of all reservists in the ready reserve not affiliated with the SelRes.
b. Standby Reserve – These reservists can only be activated in extreme circumstances such as time of war or national emergency.    

c. Retired Reserve – You want to be here someday.

d. Inactive Status List – The clock continues to run (bad years rack up) but you cannot earn points nor can you be ordered to duty.  You end up in ISL due to inactivity.  You can only come out of the ISL if you are accepted into a drilling billet AND this is approved by HQMC.  The good Gunner Ketay calls this “One foot on a banana and the other in the grave when it comes to your career!”
3. Is there civilian or active duty administrative support for the RLS?  
Yes, please see “Who is here to support me?” below. 
4. “What is expected of me?” The obligations of a reservist.
As a member of the RLS, you are expected to have a minimum of 50 points per year (to be explained in detail below).  In addition, you are expected to maintain a level of physical fitness (Physical Fitness Test and Combat Fitness Test) to be able to deploy if called upon, and to keep your professional skills as current as possible.  Additionally, you are required to update your contact information, retain a military ID, and maintain all uniforms.   Reserve judge advocates must also remain “In Good Standing” with their respective State Bars.
5. “Do I have to maintain height and weight standards?” 
In a word, yes.  In another word, yes.  Reservists must weigh in one time per calendar year; if height and weight standards are not met, an adverse fitness report is given.
6. “Do I have to maintain the Marine Corps grooming standards (or, in other words, do I have to have a regulation hair cut when I am not drilling?)?” 

The quick answer is “no,” but please be mindful that you are still a Marine.  While you do not have to wear a “high reg” at all times, your civilian co-workers and neighbors are aware of your obligations as a Marine.  If there happens to be a long period of time between drills, please keep your appearance professional.  While you are on drills or active duty, you need to be within the Marine Corps grooming standards.  
How the System Works or 
“Everything Marines wished they knew coming into the reserves.”

1. What are “points?”  Why are points so important?  
Points are the key to receiving credit for your time while serving the Marine Corps.  Depending on the type of duty, you may receive 1 point for 1 day of duty or 1 point for every 4 hours of training.  Points are important for the following reasons:

a. It is how your pay is compiled.  You are paid on a per point basis, which, of course, depends on your rank and time in service.

b. It is how a “sat” year is determined.  You need 50 points in a year to have a satisfactory year in the reserve (to be explained below).

c. It is the total compilation of all of your service, both active and reserves, to determine how much you will be paid during retirement.  You probably didn’t realize this, but you received “one point” towards retirement every day you were on active duty.

2. How many points do I need for a “sat” year? 
50 points, plain and simple, and you can certainly have more.  However, if at your anniversary date, you have 49 points, you are completely out of luck.  You will have an unsat year.  It is an all or nothing determination.  And, from the good Gunner Ketay -- “For the youngsters, four bad years and you are toast.  A Major has 24 years to get 20 good or sat years.”  As previously mentioned, 50 points gets you a “sat” year.
3. What is an anniversary date, and how is it determined?  
While on active duty, your anniversary date was the date you swore to protect and defend the Constitution of the United States, and this was your first official act as a Marine.  Note that your anniversary date can change if you enter the reserve.  Your new anniversary date may shift to the time you transition into a drilling unit.  From that date, you have a year to get 50 points.  It is critical that you confirm your anniversary date on Marine Online (MOL) and pace yourself throughout the year.  Why is a “sat” year so important?  A “sat” year is important for two reasons: 1) you will receive retirement credit for the year and 2) successive, unbroken numbers of sat years is an indication to a promotion board of your continuous commitment to the Marine Corps.
4. Why is having an “unsat” year not so good?  
Generally, an unsatisfactory year is considered detrimental for promotion.  The only exception is in the transition from active duty to the reserve.  Most Boards are generally understanding if it takes a year or two to get into a drilling status after leaving the active component.
5. How many drills do I get annually and when do they expire?  Or, in other words, when are drills allocated?

At the start of every fiscal year, meaning October 1st, drills are allocated, and each drilling reservists receives 48 drills.  Drills and points are synonyms, of sorts, in reserve speak.  Generally, every fiscal year, the Marine Corps has budgeted for you to have 48 drills.  It is important to note that your anniversary date is not the same as the fiscal year.  If you are not cognizant of what you’re doing, you could burn up your allotted drills or AT over two separate fiscal years but have it all count in one anniversary year—thus leaving you fewer allotted drills for the next anniversary year (or none at all in the worst case scenario).  

Here is an illustration of how your anniversary year, calendar year, and fiscal year are related.  In this example you can see the current anniversary actually spans two fiscal years and, in this case, you could complete an AT in one fiscal year then turn around and complete an AT in the next fiscal year, and both AT periods would be reflected in the "SAME" anniversary year.  Nothing in the regulations prohibit this except for the requirement to complete an AT period in your anniversary year.  You have still met the requirement for one AT in the fiscal year and anniversary year. 
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6. Are there different kinds of drills out there?  
There are many ways to receive drill points while in the RLS.  While the list is long, here are the types of duty that you need to be aware of:

a.    Membership – Congratulations!  For simply being in the reserves, the Marine Corps gives you 15 points to use towards the yearly 50 point requirement.  You do not receive pay for these 15 points, but it gets you 30% of the way towards a sat year and these 15 points DO count toward your retirement pay in the end.  These 15 points are pro-rated throughout the year.  For example, after 6 months, you will generally have 7 or 8 membership points.
b.    Inactive Duty Training (IDT) – This is the most common type of drills you will use in the RLS.  The “48 drills” articulated above are IDT drills, and you receive one drill period per every four hours of service.  If you do IDT at home (say, legal research or will preparation), you will need to annotate your service on a Muster Sheet (see Appendix A)  and orders are not required.  However, if the IDT requires travel, then you must request orders (this process is explained below) and then fill out a Muster Sheet upon completion.  

c.    Annual Training (AT) – A period of active duty training used to train SMCR/IMA personnel.  AT is different than the “48 drills” articulated above and is considered the “two weeks per year” part of the reserve commitment.   AT is actual time spent on active duty.
d.    Correspondence Studies – This includes taking on-line MCIs or non-resident PME.  While you do not get paid for such duty, you do receive points.  Taking non-resident PME is an outstanding way to rack up the points you need for the year if you cannot find enough IDT.   You may receive payment for non-resident PME, such as Command and Staff, provided it is a weekend seminar and you submit your orders request well in advance.  Typically, you can be issued all necessary orders for PME such as Command and Staff seminars, provided you know the dates of the seminars in advance.
e.    Active Duty – Yes, you can go back on active duty for a limited period through several avenues: Active Duty Operational Support (ADOS) and Active Duty for Training (AT) are the most common. 

7. How is credit for drills computed?  
Credit for drills is determined by the type of duty performed by the reservist.  The following table is a guide of the different types of duty, and the drill credit award:
	Type of Duty
	Min Time Required 
	Authority Required
	Pay?
	Inactive Duty Points
	Active Duty Points
	Max Nbr of Points

	ADOS, EAD or ADT
	1 day
	Orders
	Yes
	  
	1
	365 or 366 per yr

	Associate Duty
	4 hours
	Orders
	No
	1
	 
	2/day

	Appropriate Duty
	4 hours
	Orders
	No
	1
	 
	2/day

	Seminars and Conf
	4 hours
	Orders
	No
	1
	 
	1/day

	Physical Exam
	4 hours
	As directed
	No
	1
	 
	2/yr

	Correspondence Studies
	3 hours
	Dir MCI/Other Service
	No
	1
	 
	n/a

	Membership
	1 year
	 Reserve membership
	No
	15
	 
	15/yr

	IDT Period (traditional drills and AT)
	4 hours 
	Muster Sheet
	Yes
	1
	 
	2/day


8. “When my timeline gets short, what else can I do for points?”  

If circumstances arise where you are getting close to your anniversary date and you are in desperate need to get to 50 points, talk to your Branch Head.  He or she should be able to help you chart out a course to get to a “sat” year.  However, you should never reach this point late in your anniversary year if you have been carefully monitoring your points.  
9. Do I still have to do PME to get promoted? 
In a word, yes.  Completion of the appropriate level of PME is necessary to be considered “fully qualified” for promotion to Major and Lieutenant Colonel.
10. What are yearly “things” that I should keep in mind?  What are other administrative requirements that occur on a yearly or periodic basis?
There are several requirements that essentially stay the same from the active to reserve component.  With the exception of fitrep due dates, most of these requirements must be completed in the same timeframe that was required on active duty.  The following is a list of requirements each reserve Marine is responsible for completing every year:
a.    PFT – Physical Fitness Test.  Similar to the active duty, you must take a PFT within the first six months of the calendar year (January to June).  Failure to do so can result in an adverse fitrep and love handles.
b.    CFT – Combat Fitness Test.  Similar to the active duty, you must take a CFT during the last six months of the calendar year (July to December).  Failure to do so can result in an adverse fitrep.  
i. The best advice is to not procrastinate—get it done and out of the way early;

ii. Keep in mind, if you miss two semi-annual physical events for medical reasons you are setting yourself up for a medical board.  One missed event for medical reasons is easily forgiven, but not two in the same year.  
c.    Fitreps – Just like on active duty, you need to ensure that you receive a yearly fitrep from your reporting senior.  Keep in mind that your annual fitrep due date changes in the reserve component (e.g. an active duty captain’s annual fitrep is due by 30 May but a reserve captain’s fitrep is due by 30 Sept).  Each rank has a specific anniversary date for annual fitreps.  And don’t forget about the other reporting occasions that may be relevant to you if you activate for any period of time, or change rank, reporting senior, or billet, etc.    
d.    PHA – Periodic Health Assessment.  On a yearly basis, you must update your PHA which is (primarily) a review of your health background, and an opportunity to update your fitness for duty.  Just as when you were in the active component, you have until the last day of your birth month to complete your PHA.  You are required to complete the PHA at a military medical facility.  Your best bet is to find the nearest Naval Medical Facility and complete the PHA there.  Even thought you can complete a PHA at an Air Force or Army facility, you’re just going to have more admin hoops to jump through in getting it reported.    PHAs must be current in order to receive orders for any reserve duty.
e.    HIV Screen – Good for 2 years for CONUS duty under 30 days; good for 1 year when OCONUS or CONUS duty in excess of 30 days.  HIV must be current in order to receive orders. 
f.    Height/weight – Marine Corps height/weight standards must be maintained throughout the year; a mandatory height/weight check occurs once each calendar year.

One major change in the annual requirements from the active component is the rifle range and pistol range.  For obvious logistical and administrative reasons, you are not required to shoot the rifle or pistol every year.  
11. What documents should I keep that are particular to the reserves?  

When it comes to competing for and RLS billets, there are two documents, the RQS and the ProSum, that are reviewed to determine which applicant is best qualified for the positions.  It is important to keep these documents handy and updated.
a.    RQS – Reserve Qualifications Summary.  This is the document that contains your contact information, educational background, and Marine Corps career (both active duty and the reserves) in a two page “snapshot.”
b.    ProSum – Professional Summary.  This document is similar to the RQS except that it provides more detail as to your background and experience.  It is similar to a résumé. 
c.    Photos – You must also provide a photo when applying for RLS billets, and the photo must have been taken within one year of the date of the billet announcement for which you are applying.     
12. Are there any really good benefits that I should take advantage of?

a.    GI benefits – Congress has enacted new regulations which have made sweeping changes to GI benefits.  The benefits are significant and you could rate them even if you did not sign up for the GI Bill at TBS.  Additionally, depending on how much time you have served, you may transfer these benefits to a dependant.  Here is a link that provides more detail: http://www.military.com/education/content/gi-bill/20-top-faqs-for-the-new-gi-bill.html 
b.    Tri-care – Yes, tri-care is available to reservists, and may be a better deal than what you pay currently for health insurance.  Here is a link that provides more detail: 
        http://www.tricare.mil/RESERVE
c.    Access to the PX and Commissary – Reservists have unlimited privileges to the PX and Commissary.  
13. Where can I go online to verify/edit a lot of my personal information?

The Official Website of the Marine Corps.  From this website, you can access Marine Online (MOL).  MOL is an online database that houses all of your administrative information, including Record of Emergency Data and pertinent information concerning your reserve activity.  It is important to self-audit MOL on a yearly basis in order to catch mistakes and determine if you are on track for a “sat” year.  The official website of the Marine Corps is as follows: http://www.marines.mil/
Support in the Reserve Legal Community or
“Who is here to help me?”

1. Who is here to support me?  
In addition to your new Branch Head, there are personnel within JAD whose specific mission is to support the reserve legal community.  While billets and areas of responsibility change, the following are the three full-time persons assigned to provide support to the reserve legal community: 
a. Administrative Support- As mentioned previously, your administrative support will be provided by an RLS Operational Sponsor, RLS Deputy Operational Sponsor, and an Administration Chief, who all work in JAD at Headquarters Marine Corps.  They will provide support with orders, training entries, and drill recording.  They will also ensure that your activity in the reserves is properly accounted for and that you receive pay (or points) for your time.  
b.   Branch Head – Your Branch Head is there to assist you as needed as you progress 

       through the reserves.  Feel free to reach out to him/her.
c.   AOR Head – For RLS Marines in the JRS Branch, you will have an AOR Head in        

      addition to a Branch Head.  The AOR Head is your immediate supervisor and should 
      be relied upon as your “first line of response” for questions you have.

2. How do I request orders?  
You request orders through the RLS Administrative Section.  When you do so, you must first ensure that your Branch Head has approved your orders request.   
3. How do I fill out a request for orders?  
When you submit a request for orders, you will need to provide two documents: 1) an Orders Request form and 2) a Ravenel Travel Request (if travel by a method other than POV is required).  The RLS Operational Sponsor will close the loop to ensure that your Branch Head has approved the orders request, and the RLS Operational Sponsor may also discuss your orders request with the JA-3.

4. How do I get paid for my drill time and reimbursed for travel?  
Getting paid for your drills and being reimbursed for travel are two separate activities.  These are the documents that you need to submit after you have completed drills. 
a. Getting Paid and Credit for Drills – You will need to submit your muster sheet to your Branch Head.  Your Branch Head will then forward your muster sheet and supporting documents to the RLS Administrative Section.  RLS Marines, in one of the six RLS Branches, DO NOT forward their muster sheets directly to the RLS Administrative Section.    
i. Muster Sheet (see Appendix A)
ii. Copy of your Orders (if an off-site drill)
b. Reimbursement for Travel – You will need to fill out or provide the following  documents  (since these documents change from time to time, please make sure that you have the latest versions):
i. DD Form 1351-2 – Travel Voucher.  You will have to fill this out yourself, and it quite tricky, but the RLS Administrative Section will assist you if you have any questions.  
ii. A copy of the itinerary provided by Ravenel Travel (if applicable).   (See Appendix B).

iii. Receipts of all expenses.  This includes flight ticket stubs, taxi, lodging, etc.  Do not throw away your receipts, unless you are going to pay for your expenses through your per diem (like food, for example). 

5. How do I ultimately receive credit for my drills?  
Once you have submitted the requisite paperwork (as described above), your Branch Head will endorse your request and forward your muster sheet to the RLS Administrative Section and that section will process your drills.  You will know that this has occurred when you receive payment for the drills submitted. 

You can always go on MOL after your drills have been processed to review your Annual Retirement Credit Record, which is located under the “Personal Information” page.

6. How do I change my record of emergency data if situations in my civilian/family life change (like a change in address, birth of a child, etc.)? 
Many non-pay related items can be updated on MOL.  If you have questions, you should contact the RLS Administrative Section.   
FY11 – 48 Drills – 12 AT








FY11 – 48 Drills – 12 AT








CY11





CY12





Anniversary Year


20110501 – 20120501








