01 July 2015
RLS Administrative Procedures and New Organizational Mailbox: JAD_IMA@usmc.mil
When submitting items to the Mailbox, use the “Subject:” Line appropriately to increase efficiency and organization. 

Muster Sheet: Maj Lee, Capt Rue, Capt Gregg
Orders request: Col Green
Travel Claim: Capt Lore
Training: LtCol Brie, Maj Too
[bookmark: _GoBack]
All EPARs will be submitted by the individual Marine in MOL. Some documents need signatures from Sgt Ibarra first, before submitting to IPAC at MFR. Below is current process of how your administrative items should be submitted. 

 1.  Drill Muster Sheets: Email them directly to your Branch Head or representative and they will submit to the Organizational Mailbox JAD_IMA@usmc.mil.   All drills get input into DM by the Admin Section.

2.  Orders and Travel Requests:  Need to be approved by your Branch Head or representative and then submitted to the Organizational Mailbox JAD_IMA@usmc.mil  for input into MROWS and approval. 
* Website has the RFO (Request for Orders form) and the New Travel Request (MANDATORY) for anyone traveling via Airline this is the only form MFR will accept. 

3.  Travel Claims (DD form 1351-2):  Submitted to Organizational Mailbox JAD_IMA@usmc.mil  so all documents can be reviewed (i.e. Travel claim form, signed orders Reporting/Detaching endorsement all receipts and flight itinerary if you traveled via airline). Once everything is correct, they will sign/date it and send it back to you for submission via EPARs. (Select “Submit” after you attach claim)
 
**MFR link on how to properly put together your travel claim.  http://www.marforres.marines.mil/GeneralSpecialStaff/G1/Deployment_Section/TravelClaim.aspx

4. SF1164's (Lodging Reimbursement for Drill):  You must verify your drills for the period of duty you’re claiming reimbursement for has posted to the system by checking MOL.  Once the drills are posted and points shown, you can create your EPAR in MOL attach form and click “submit”. 

5. NAVMC 799 (Appropriate Duty Points):  Submitted to Organizational Mailbox JAD_IMA@usmc.mil  for review of accuracy and sign/date it as the reviewer and sent back to you for EPAR via MOL.

6. Medical and Dental screening:  Make sure you obtain a copy of the forms once complete from medical or dental "PRIOR" to leaving and submit the signed form in EPAR via MOL directly to MFR to update your records.  All forms must be signed by the medical provider and dated when you submit them or MFR will not run it. 
 
7. Training:  All training must be submitted to Organizational Mailbox JAD_IMA@usmc.mil.  We input your training via the Training Management System (TMS) this includes MCMAP belts, Rifle Range, Pistol Range, Swim Qual, CFT/ PFT, annual Ht/Wt, Annual Lecture Briefs. It all must be submitted on the official forms signed off by the Marine responsible for the training.  
* Please use current forms located here:
http://www.hqmc.marines.mil/sja/Branches/ReserveLegalSupport(RLS).aspx
