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INTRODUCTION TO THE MARINE CORPS PERSONNEL MANUAL 

0001 PURPOSE 

l. The purpose. of the Marine Corps 
Personnel Manual is to promulgate 
policies, procedures, guidance and 
technical instructions for personnel 
management and administration in the 
Marine Corps as prescribed by the 
Commandant. 

0002 STATUS 

l. This manual is binding upon all per
sonnel in matters concerning personnel 
management, prOcedures and adminis
tration of Marines, pursuant to author
ity contained in paragraph 1000, Marine 
Corps Manual. 

2. Any deviation from the instructions 
contained in this manual must be au
thorized in writing by the Commandant 
of the Marine Corps. 

0003 SCOPE 

l. The Marine Corps Personnel Man
ual contains instructions for imple
mentation of the broad regulatory poli
cies originated by the Commandant of 
the Marine Corps or derived from the 
sources indicated in the Marine Corps 
Manual. In addition, this manual supple
ments the Marine Corps Manual with 
procedural and technical instructions 
pertaining to the administration of the 
personnel records and accounting sys
tem. 

0004 RESPONSIBILITY 

1. The currency, accuracy and com
pleteness of publication and distribution 
of this manual and changes thereto is 
the responsibility ofthe Commandant of 
the Marine Corps. 

2. Upon receipt, the maintenance and 
upkeep of this manual becomes a com
mand responsibility. In the event pages 
or portions of this manual are missing, 
not legible, etc., they will be requisi
tioned from the Marine Corps Supply 
Activity, Philadelphia, Pennsylvania. 

vii 

0005 USE 

l. The Marine Corps Personnel Manual 
is designed to assist all personnel, but 
primarily commanders and adminis
trative personnel at all echelons, in the 
day-to-day administration of the per
sonnel system. 

2. This manual will be used in con
junction with the Marine Corps Manual 
to ensure compliance with the regula
tions and policies established by the 
Commandant of the Marine Corps. 

3. If additional copies oft he Personnel 
Manual are required for efficient per
sonnel administration, letters of re
quest containing detailed justification 
will be forwarded to the Commandant 
of the Marine Corps (Code ABP). 

0006 ORGANIZATION 

l. The contents of this manual are 
arranged on a functional basis, utilizing 
chapters as the major division, which 
are numbered in sequence and listed in 
the table of contents. 

2. Paragraph numbering is based upon 
a 4- or 5-digit number which may be 
broken down as follows: 

Example: 7234.1a(1)(a) 

Chapter 7~ __ _,1 I I 
Paragraph 234 . 
Subparagraph -----------------1 

3. Each part within a chapter is as
signed a block of 50 paragraph numbers 
except part F, chapter 12 and parts A 
and B, chapter 16, which are assigned 
blocks of 200. It is therefore possible to 
identify the various parts within each 
chapter by reference to the paragraph 
number and to provide for expansion of 
parts. For example, part A of chapter 11 
is assigned paragraph numbers 11000-
11049; part B of chapter 11 is assigned 
paragraph numbers 11050-11099. Those 
paragraph numbers not utilized within 
each part are omitted. 
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4. The pages are numbered in a sep
arate series for each chapter, preceded 
by the number for the chapter; i.e., the 
tenth page of chapter 11 is numbered 
11-10, 

0007 CHANGES 

1. Changes to the Marine Corps Per
sonnel Manual shall conform to es
tablished criteria and will be designed 
for insertion on a page for page basis. 
Style and format shall be as specified 
by the Commandant of the Marine 
Corps. 

2, A record of changes made will be 
maintained on the page provided for 
that purpose. 

0008 METHOD OF CITATION 

1. Reference to paragraphs of the Ma
rine Corps Personnel Manual will be 
shown in the following manner: 

a. Correspondence and Messages -

0,, 2 

Ref: (a) MARCORPERSMAN, par 
7234 

(b) MARCORPERSMAN, par 
7234.1 

(c) MARCORPERSMAN, par 
7234.la 

(d) MARCORPERSMAN, par 
7234.la(l) 

(e) MARCORPERSMAN, par 
7234.la(l)(a) 

b. Directives -

Ref: (a) MCO P5000.3, MAR-
C ORPERSMAN, par 
7234 

(b) MCO PS000.3, MAR-
COR PERSMAN, par 
7234.1 

(c) MCO P5000,3, MAR-
CORPERSMAN, par 
7234.la 

(d) MCO P5000,3, MAR-
COR PERSMAN, par 
7234,la(l) 

(e) MCO P5000,3, MAR-
CORPERSMAN, par 
7234.1 a( 1 )(a) 

t c. Personnel Records and Forms 
Only-

viii 

MCPM, par 7234 
MCPM, par 7234.1 
MCPM, par 7234.la 
MCPM, par 7234.la(l) 
MCPM, par 7234.la(l)(a) 
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CHAPTER 1 

MARINE CORPS PERSONNEL SYSTEM 

PART A: GENERAL 

1000 MARINE CORPS PERSONNEL 
SYSTEM 

l. The Marine Corps Personnel 
System embraces all functions relative 
to _personnel management .. 

2. The Marine Corps Personnel· 
System does not embrace matters re
lating to the administration of affairs, 
commonly known as general adminis
tration. 

1001 PERSONNEL MANAGEMENT 

1. Personnel management is the 
process of planning, organizing, di
recting, and supervising the procure
ment, development, utilization and 
administration of personnel. 

1002 PERSONNEL PROCEDURES 

1. Personnel procedures are the 
essential methods by which personnel 
management is effected. They include 
procurement (recruiting and induction), 
classification1 assignment and reas
signment, promotion, separation, per
sonnel record keeping, morale and 
welfare processes, and personnel 
administrative training. With the 
e~ception of procurement and separa
tion, they are continuous processes 
which operate throughout the career of 
the individual officer or enlisted per
son. The procedures are treated in 
detail in subsequent chapters of this 
manual. 

1003 COMMANDER'S PERSONNEL 
MANAGEMENT RESPONSI
BILITIES 

1. Personnel management is a function 
of all echelons of command. Com
manders must implement personnel 
procedures in accordance with direc-

tives promulgated by the Commandant 
of the Marine Corps that will: 

a. Place the right person on the 
right job through proper job analyses, 
efficient classification, and careful 
assignment. 

b. Stimulate the individual's desire 
to perform his duties efficiently through 
incentives, such as timely leaves, fair
ness in award of promotions and deco
rations, preferred assignments, effec
tive personal relations, and other 
morale and welfare services. 

c. Utilize the individual's intelli
gence, preferences, and aptitudes 
through advanced training in courses 
which he is most likely to complete. 

d. Provide the individual with 
opportunities for professional develop
ment through intelligently planned and 
progressive assignments and effective 
self-study education and training pro
grams. 

1004 PERSONNEL ADMINISTRA
TION 

1. Personnel administration is con
cerned with the mechanics of main
taining personnel records and the 
preparation of correspondence, forms, 
etc .. , pertaining to personnel matters. 

1005 CONTROL OF PERSONNEL 
RECORDS 

l. Officer and enlisted service records 
ar~. consi~ered to be.confide~ti_~l e?Ccept 
to persons properly and directly con
cerned. For this reason the release of 
information from such records will be. 
rigidly controlled. For guidance perti
nent to the control, production, access 
to, and release of information from 
personnel records, see paragraph 1070, 
Marine Corps Manual. 

1-3 



1006 MARCORPERSMAN 

1006 OPERATION OF THE MARINE 
CORPS PERSONNEL SYSTEM 

l. The operation of the Marine Corps 
Personnel System is a function of 
commarid. 

2. The Director of Personnel, Marine 
Corps, under the direction of the Com
mandant, is responsible for the pro
_curement and administration of officers 
and enlisted personnel of the Marine 
Corps; the distribution, appointment, 
promotion, retirement, discipline and 
discharge of commissioned officers, 
warrant officers and enlisted person
nel, and for ~heir welfare; adjudication 
of personal claims; casualty process
ing; maintenance of officer and enlisted 
personnel records; and for coordination 
of "requirements for data from the 

1-4 

Personnel Accounting System which are 
needed for personnel operations. 

3. In lower echelons the adjutants of 
commands and such assistants as may 
be assigned for specific duties as 
personnel officers, classification and 
assignment officers, etc., under the 
direction of responsible commanders, 
are charged with the supervision and 
operation of the Marine Corps Person
nel System, in accordance with an
nounced policies of the Commandant of 
the Marine Corps. In effecting the 
policies the following principles should 
be strived for: 

a. Simplification of administration. 

b. Accomplishment of speed, flexi
bility, and uniformity of administration. 

c. Efficient use of machine records. 



PART B: PERSONNEL SECTIONS 

1050 GENERAL 

1. The personnel section is that 
component of an organization which 
conducts personnel administration. 
Where a separate section to conduct 
matters relating to general administra
tion is not authorized, as in the case of 
smaller commands, the personnel sec
tion also conducts such matters. 

2.. The Commandant of the Marine 
Corps will determine those echelons at 
which personnel sections will be estab
lished. These echelons are known as 
adrninistrati ve c omrnands. 

3. The provisions of subparagraph 2., 
above, will not prohibit the temporary 
establishment of provisional personnel 
sections for the purpose of expediting 
the conduct of personnel administration 
in small nonadministrative commands 
when the requirement therefor is inci
dent to field operations. 

1051 BASIC PERSONNEL SECTION 

1. This is the section established at the 
lowest administrative echelon of a 
particular command. When the echelon 
is the company, or its equivalent, com
pany administration is said to be in 
effect; when the echelon is the battalion, 
or its equivalent, battalion administra
tion is said to be in effect. 

1052 PERSONNEL ADMINISTRA
TION IN HEADQUARTERS OF 
HIGHER ECHELONS 

1. To secure coordination of personnel 
administration the headquarters of the 
echelon immediately above the basic 
personnel section level will: 

a. Act as a coordinating agency for 
all personnel matters between elements 
of the command and the next higher 
administrative echelon. 

b. Supervise the work of personnel 
sections to ensure accuracy. uniform
ity, and promptness in the preparation 
and submission of records, reports, 
orders, and correspondence on person
nel matters. 

c. Maintain locator records and 
personnel statistics, as required. 

d. Designate consolidating echelons 
of reports if such is not already pre
scribed. 

1053 ADMINISTRATION CENTER 

1. Personnel sections may be grouped 
in one locality under the coordination 
and supervision of the highest adminis
trative echelon of a command; such a 
grouping will be known as an adminis
trative center. 

1054 PERSONNEL ADMINISTRA
TION IN ATTACHED ORGANI
ZATIONS 

L The conduct of personnel adminis
tration in attached organizations, to 
which personnel- sections are not or
ganic, will be in accordance with one of 
the following: 

a. The personnel section of the 
organization to which attached will 
assume responsibility for it, or 

b. The original parent organization. 
if distances are not too great, will 
retain responsibility for it, or 

c. The parentorganizationwillfur
nish administrative personnel from its 
personnel section to its detached ele
ments and the parent organization will 
retain responsibility. 

2.. Under the condition prescribed in 
subparagraph la, above, it will be 
assured that the identity of the attached 
organization and the relationofthe per
sonnel assigned thereto is not lost. 

1-5 
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PART C: GRADE STRUCTURE AND PRECEDENCE 

1100 DEFINITIONS 

1. RANK. Rank means order of pre
cedence among members of the Armed 
Forces (10 U.S.C. 101). 

Z. GRADE. Grade means a step or 
degree in a graduated scale of office 
or military rank, that is established 
and designated as a grade by law or 
regulation (10 U.S.C. 101). 

3. PRECEDENCE. Right to come be
fore others, based especially on grade, 
and also on date of appointment and 
office. 

4. COMMISSIONED OFFICERS. Offi
cers appointed to their military grade 
by a commission. All Marine Corps 
officers are commissioned with the 
exception of those serving in the grade 
of warrant officer, W -1. 

5. WARRANT OFFICERS. Officers 
serving in the grades of chief warrant 
officer, W --4, W -3, or W -2, and warrant 
officer, W-1. 

6. TEMPORARY OFFICER. Anofficer 
serving in the grade of second lieute
nant or above, whose permanent grade 
is warrant officer, W -1 through chief 
warrant officer, W -4 or enlisted grade. 
A chief warrant officer or warrant 
officer whose permanent grade is an 
enlisted grade is also considered to be 
a temporary officer. 

7. STAFF NONCOMMISSIONED OF
FICERS. Those enlisted personnel 
serving in the grade of staff sergeant 
or higher. 

8. NONCOMMISSIONED 0 F F ICE R S. 
Those enlisted personnel serving in 
the grade of corporal or higher. 

1101 OFFICER GRADE 
STRUCTURE 

• 1. Officer grades in order of seniority 
are: 

Grade 

General 
Lieutenant General 
Major General 
Brigadier General 
Colonel 
Lieutenant Colonel 
Major 
Captain 
First Lieutenant 
Second Lieutenant 
Chief Warrant Officer, W -4 
Chief Warrant Officer, W -3 
Chief Warrant Officer, W -2 
Warrant Officer, W-1 

1102 OFFICER PRECEDENCE 

0-10 
0-9 
0-8 
0-7 
0-6 
0-5 
0-4 
0-3 
0-Z 
0-l 
W-4 
W-3 
W-2 
W-1 

1. The date of rank of an officer is that 
stated in his commission or warrant, 
and when no commission or warrant 
for his current grade has been issued 
to him, the date established by the 
Secretary of the Navy will determine 
the date of rank. 

z. Usually, officers of the same grade 
take precedence with each other ac
cording to their respective dates of 
rank, but when such officers have the 
same dates of rank, or have lost. or 
gained numbers through due process 
of law, their precedence shall be indi
cated in the Combined Lineal List of 
Officers on Active Duty in the Marine 
Corps. 

3. Any designation of officers which 
causes them to be restricted in the 
performance of duty has no effect on 
their precedence as determined by their 
dates of rank in grade and position in 
the Combined Lineal List. 

1-7 
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1103 MARCORPERSMAN 

1103 ENLISTED GRADE 
STRUCTURE 

1. Grade Structure 

• a. Enlisted grades in order of 
seniority are: 

Grade 

Sergeant Major E-9 
Master Gunnery Sergeant 

First Sergeant E-8 
Master Sergeant 

Gunnery Sergeant E-7 

Staff Sergeant E-6 

Sergeant E-5 

Corporal E-4 

Lance Corporal E-3 

Private First Class E-2 

Private E-1 

b. In addition to the above, the 
Secretary of the Navy has authorized 
a special enlisted grade of Marine 
Aviation Cadet. 

1-8 
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1104 ENLISTED PRECEDENCE .1. Sergeants major, master gunnery 
sergeants, first sergeants and master 
sergeants take precedence among 
themselves according to the precedence 
number assigned by the Commandant 
of the Marine Corps on the Lineal List 
maintained at Headquarters Marine 
Corps, the lowestnumbertakingprece
dence. Sergeants major, regardless of 
date of rank, take precedence over 
all master gunnery sergeants. First 
sergeants, regardless of date of rank, 
take precedence over all master 
sergeants. 

• 2. Gunnery sergeants and staff ser
geants with the same date of rank, 
within their respective grades, take 
precedence among themselves accord
ing to the precedence number assigned 
by the Commandant of the Marine 
Corps, the lowestnumbertakingprece
dence. 

3. Other enlisted personnel ofthe same 
grade take precedence among them
selves according to the date of rank 
assigned or prescribed by the Com
mandant of the Marine Corps, the 
earliest date taking precedence. 



• PART D: CORRESPONDENCE 

1150 REGULATORY INSTRUCTIONS 

1. The basic regulations governing 
preparation and forwarding of Marine 
Corps correspondence are contained 
in the U. S. Navy Regulations and the 
Navy Correspondence Manual. The in
structions contained herein are supple
mentary thereto. 

1151 CIVILIAN CORRESPONDENCE 

1. When a comrnander.receives corre
spondence from a civilian source he 
shall make a prompt, courteous, and 
complete reply, subject to security 
regulations. Accuracy and correctness 
in such replies cannot be overem
phasized. 

2. When information requested is not 
readily available, the correspondence 
should be acknowledged stating that the 
information will be forwarded upon 
becoming available. In the event that 
doubt arises as to whether informa
tion should be furnished, the corre
spondence should be transmitted to 
higher authority for action. 

3. An exception may be made in regard 
to civilian correspondence obviously 
lacking sincerity and courtesy or en
deavoring to provoke controversy. Such 
may merely be acknowledged, filed 
without reply, or referred to higher 
authority as considered appropriate. 

1152 CONGRESSIONAL CORRE
SPONDENCE 

l. When replies are made to corre
spondence from members of the U. S. 
Congress or cabinet officers, copies 
of replies together with a copy of the 
basic correspondence will be forwarded 
to the Commandant of the Marine Corps 
(Code ABK). Letters of transmittal are 
not required. 

1153 OFFICIAL CORRESPOND
ENCE 

l. Official correspondence endorsed 
and forwarded without comment shall 
be construed to mean full concurrence 
with all matter contained in the basic 
correspondence and preceding en
dorsements. 

1-9 
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CHAPTER 2 

OF'F'ICER AND ENLISTED PROCUREMENT 
PART A: MILITARY PERSONNEL PROCUREMENT 

2000 GENERAL 

I. The scope and objective of, and 
responsibility for, the procurement of 
military personnel of the Marine Corps 
are contained in paragraph 1100, Ma
rine Corps Manual. 

2001 PROCUREMENT INSTRUC
TIONS 

1. External Procurement. Detailed in
structions for the procurement of offi
cers and enlisted personnel from 
sources external to the Marine Corps 
are contained in the Recruiting Service 
Manual and in other current directives. 
Additional instructions are contained 
in parts B, C and D of this chapter. 

2. Internal Procurement. Detailed in
structions for the internal procurement 

of officers and enlisted personnel, to 
include reenlistments and extensions, 
are contained in parts B, C, D and E, 
of this chapter, and in other cur,ent 
directives. The career advisory pro
gram, which is designed to aid in the 
retention of qualified Marines, is out
lined in paragraph 1133, Marine Corps 
Manual, and implementing instructions 
set forth in current directives. 

AGE LIMITATIONS 

I. Figures 2-1 and 2-2 prescribe the 
minimum and maximum ages for ap
pointment to commissioned and warrant 
grades and for enlistment and reenlist
ment in the Marine Corps and Marine 
Corps Reserve. Requests for waivers of 
the limitations specified in figures 2-1 
and 2-2 will be submitted to the Com
mandant ofthe Marine Corps (Code DP), 
citing this paragraph. 

2-3 
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2002 MARCORPERSMAN 

TABLE OF MINIMUM AND MAXIMUM AGES FOR APPOINTMENT TO COMMISSIONED AND WARRANT GRADES 
IN TilE MARINE CORPS AND MARINE CORPS RESERVE 

1. General requirements for appointment to commissioned and warrant grades in the U.s. Marine Corps and Marine 
Corps Reserve are contained in paragraph 1120, Marine Corps Manual. 

2. Unless otherwise approved by the Commandant of the Marine Corps. candidates for appointment to commissioned and 
warrant grades in the Marine Corps and Marine Corps Reserve must meet the age requirement specified in theta b 1 e 
below. Where no age is stated, no appointments are made for the program indicated. 

SOURCE FROM WHICH USMC USMCR 
PROCURED MIN MAX* MIN MAX* REMARKS 

Naval Reserve Officers Training 
Corps (NROTC) 20 2S 20 25 

Army Reserve Officers Training Must be commissioned prior to 28th 
Corps (AROTC) 20 27 birthday. 

:Platoon Leaders Class (Ground) 20 27 20 27 
Platoon Leaders Class (Aviation) 20 26 
Platoon Leaders Class (Law) 20 27 
Officers Candidate Course cocq 20 27 
Aviation Officer Candidate (AOC) 20 26 
Qvilian College Graduates 20 27 20 27 
Service Academy Graduates: USNA, 

USMA, USAF A 20 27 20 27 
Woman Officer Candidate Course (WOCq 21 29 21 29 
Former Officers of the Armed Forces On date of appointment or reappointment 

in the Marine Corps Reserve. must be 
less than the following ages: Maj-41: 
Capt-35; lstLt-31: 2dLt-27. 

Specialist Officer Reserve appoinnnent within following 
age limitations: Maj-29 to 55 yrs of 
age (if over 41 yrs of age, must be 
designated for limited assignment 
coverage); Capt-26 to 35: 1stLt-23 to 31; 
2dLt-20 to 27. 

Limited Duty Officer Program 43 
Warrant Officer Program Male appoinnnent in USMC must be of an 

age to permit 30 yrs total service by age 
62. Female appoinnnem in USMC must 
be of an age to permit 20 yrs total serv-
ice by age 55 .. Male appointment in 
USMCR must be less than 46 yrs of age 
on 1 Jul of FY in which appointed. 
Female appointment in USMCR must be 
less than 40 yrs of age on 1 Jan of FY 
in which appointed. 

Navy Enlisted Scientific Education 
Program (NESEP) 20 31 

Meritorious NCO program 20 30 20 30 
Enlisted and former enlisted men of 

USMC and USMCR with more than 
90 days active duty 20 30 Does not apply to flight training appli-

cants. 
Organized Marine Corps Reserve 20 29 Must be commissioned prior to 30th 

birthday. 
Marine Aviation Cadet 20 25 20 27! Under the provisions of 10 USC 6914, to 

be eligible for augmentation an officer 
must have successfully completed avia-
tion cadet training when he was under 
25 yrs of age. Must be at least 18 and 
under 25 yrs of age on the date applica-
tion is submitted. 

•Must be less than the maximum age indicated on 1 July of the year in which appointed unless otherwise indicated in 
remarks column. 

' Figure 2-1 
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CHAPTER 2--0FFICER AND ENLISTED PROCUREMENT 2002 

TABLE OF MINIMUM AND MAXIMUM AGES FOO ENLISTMENT AND REENLISTMENT 
IN THE MARINE CORPS AND MARINE CORPS RESERVE 

1. The age limits for enlistment and reenlistment in the Marine Corps and Marine Corps Reserve are as reflected in the 
following table. The Commandant of theMarineCorpsmay waive the maximum limitations specified herein when such waiver 
is considered in the best interest of the Marine Corps. 

TYPE ENLISTMENT/REENLISTMENT COMPONENT MIN 

Recruit - Male USMC 17 

Recruit - Male USMCR 17 

Recruit - Female USMC/USMCR 18 

All Others-Male USMC/USMCR 17 

All Others-Female USMC/USMCR 18 

t Figure 2-2 

MAX 

2S 

25 

28 

32 

32 

REMARKS 

Parents consent required under 18 
years of age. 

Parents consent required under 18 
years of age. 

Parents consent required under 21 
years of age. 

Maximum age must be less than 32 years 
after deducting all previous 
honorable active service in USA, USN, 
USMC, USAF and USCG, including ac-
tive duty in reserve components, thereof 
from the applicant's present age. For 
USMCR include all inactive duty (in-
eluding National Guard) in reserve corn-
ponents. Parents consent r~uired under 
18 years of age. 

Maximum age nJJSt be less than 32 years 
after deducting all previous honorable 
active service in USA, USN, USMC, USAF. 
and USCG, including active duty in re-
serve components thereof. from the aP-
pllcant•s present age. For USMCR include 
with the above all inactive duty in re-
serve components. Parents consent re-
quired under 21 years of age. 
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PART B: REGULAR OFFICER PROCUREMENT 

2050 U. S. NAVAL ACADEMY for preliminary examinations and 

I. Graduates of the Naval Academy. 
Graduates may be appointed to com
missioned grade in the Marine Corps. 
The Chief of Naval Personnel allots to 
the Regular Marine Corps each year a 
quota from the current graduating class 
of the Naval Academy. This quota is 
filled by the appointment, upon gradua
tion, of members of the class whose 
applications for commissions in the 
Marine Corps are. submitted to and 
approved by the Superintendent of the 
Naval Academy. Preference for ap
pointment in the Marine Corps is given 
to applicants who were formerly en
listed men of the Marine Corps or 
Marine Corps Reserve, and to those 
who are sons of career Marines. Final 
selection of applicants is made in 
accordance with such policy as is ap
proved by the Secretary of the Navy. 
No midshipman at the U. S. Naval 
Academy or cadet at the U. S. Military 
Academy or U. S. Air Force Academy 
who fails to graduate therefrom shall 
be eligible for appointment as a com
missioned officer in the Marine Corps 
until after graduation of the class of 
Which he was a member. 

2. Enlisted Marines to U. S. Naval 
Academy. Information concerning the 
preliminary examination to be admin
istered nominated enlisted men in the 
Marine Corps and Marine Corps Re
serve on active duty, and other aspects 
of the program are outlined in articles 
C-1203, D-2307, D-2308 BuPers Man
ual. Selection boards are established 
by commanders in accordance with 
article C-1203(6)(b), BuPers Manual 
which ensure that only eligible men 
who qualify in all respects are recom
mended. 

3. Members of selection boards have a 
strict obligation to eliminate every 
applicant, who, in the opinion of the 
board~ lacks career motivation as a 
Marine Corps officer. 

4. Eligible persons must have com
pleted recruit training at the time of 
application in order to be eligible for 
this program. Submission of requests 

transfer policy will be pro):Ilulgated by 
a Marine Corps directive. The names 
of nominated candidates will be pub
lished in a BuPer s notice. Candidates 
who are not found qualified for any 
reason will not be notified of their 
ineligibility. 

2051 NAVAL RESERVE OFFICERS 
TRAINING CORPS (REGULAR) 

.1. The Naval Reserve Officer Training 
Corps is a Navy administered program 
which is offered on the basis of a 
nation-wide competition. There is no 
established quota for enlisted personnel 
for entrance into NROTC. Selectionfor 
this program is on a competitive basis 
determined in part by an annual ex
amination. Selectees are appointed 
midshipmen in the U.S. Naval Reserve 
and receive a 4-year subsidized college 
education. Upon successful completion 
of the established course, accepted 
Marine Corps option students shall be 
appointed to commissioned grade in 
the Marine Corps. Those not physically 
qualified for such appointment, but 
qualified for appointment in the Marine 
Corps Reserve, shall be so appointed. 

2052 BASIC CLASS GRADUATES 

1. Outstanding graduates of Basic 
Class who have been recommended by 
the appropriate training command for 
such appointment may be appointed 
commissioned officers in the Marine 
Corps. Appointments to commissioned 
grade in the Marine Corps shall be 
made in such numbers as prescribed 
by the Commandant of the Marine 
Corps to meet the needs of the Marine 
Corps. 

2053 FORMER NAVAL AVIATION 
CADETS AND MARINE 
AVIATION CADETS 

1. Former Naval Aviation cadets and 
Marine Aviation cadets commissioned 
in the Marine Corps Reserve may be 
appointed in the Marine Corps when 
vacancies exist. Applications shall be 
considered only in response to aug
mentation programs as announced by 
the Commandant of the Marine Corps. 
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2054 

2054 

MARCORPERSMAN 

CIVILIAN COLLEGE 
GRADUATES 

1. A male citizen of the United States 
may be appointed to a commissioned 
grade in the Marine Corps upon sa tis
factory completion of a 4-year course 
at an accredited college or university 
as evidenced by the receipt of a bacca
laureate degree. 

2055 FORMER OFFICERS OF THE 
REGULAR MARINE CORPS 

1. A former officer of the Marine 
Corps who resigns in g~od standing 
from the naval service may be re
appointed to the grade of second lieu
tenant in the Marine Corps to rank 
junior to those officers on the active 
list of second lieutenants as it stands 
on the date of reappointment. He must 
establish his moral, mental, physical 
and professional qualifications to per
form the duties of that grade to the 
satisfaction of the Secretary of the 
Navy. To be eligible for appointment, 
an officer must not have reached his 
30th birthday at the time of appoint
ment. Waivers may be considered for 
those applicants who can complete a 
total of 30 years active service by the 
age of 62. 

2056 NAVY ENLISTED SCIENTIFIC 
EDUCATION PROGRAM 

1. This program is designed to pro
vide the Marine Corps with Regular 
officers with a scientific background 
and is open to all active duty Marines 
who meet the eligibility requirements. 
It provides an opportunity for out
standing enlisted men on active duty 
to achieve a career as a Marine Corps 
officer. The Marine who successfully 
completed the program will receive a 
baccalaureate degree in the area of 
science and mathematics and will be 
appointed a second lieutenant in the 
Marine Corps. 

2. Eligibility requirements for this 
program are as follows: 

a. Status- -Male or female person
nel of the Marine Corps or Marine 
Corps Reserve on active duty. 
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b. Grade--Any enlisted grade. 

c. Minimum prior service--Must 
have completed recruit training or its 
equivalent by 1 October of the year in 
which making application. 

d. Maximum age--Must be less 
than 26 years of age on 1 July of the 
year in which he will enter college. 

e. Education--Be a high school 
graduate or possess a high school 
level GED test score qualification. 

• f. Classification Testing--Possess 
a GC T score or a derivative score of 
125 or more determined by the sum of 
the Verbal, Arithmetic Reasoning and 
Pattern Analysis Test scores of the 
Aptitude Area Classification Test di
vided by three. Commanders may re
quest waiver of this requirement for 
an applicant who has demonstrated 
scholastic ability by civil or military 
school performance, has a GCT score 
of at least 110 or ·a derivative score 
of 110 determined by the sum of the 
Verbal, Arithmetic Reasoning and Pat
tern Analysis Test scores of the Apti
tude Area Classification Test divided 
by three and who possess officer po
tential. 

g. Obligated service--Must agree 
to enlist, reenlist, or extend as neces
sary to have 6 years obligated service 
in the Regular Marine Corps upon 
assignment to college. 

h. Ph y sic a 1 qualification- -Final 
determination of physical qualifications 
will be made by the Chief, Bureau of 
Medicine and Surgery. 

i. Marital status--May be either 
married or single. 

j. Citizenship- -Must 'be 'il. ditizen 
of the United States. · ;'!' ·" 

.-
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screening examination and other perti
nent information will be periodically 
promulgated by a Marine Corps di
rective. 

2057 LIMITED DUTY 

1. An applicant for appointment to 
commissioned grade in the Marine 
Corps for limited duty in the technical 
fields in which he is p r of i c i e n t 
must meet the following require
ments: 

t a. Be a temporary commissioned 
officer, chief warrant officer, warrant 
officer, or enlisted person serving in 
the grade of staff _ .. !'rgeant or above. 

b. Must have completed at least 
10 years of active naval service but 
less than 12 years active naval service 
on 1 July of the fiscal year in which 

, appointed, exclusive of active 
duty for training in a ReS e r v e 

, component. 

• c. Temporary officers selected for 
aPpointment to commissioned grade for 
limited duty and whose permanent grade 
is below staff sergeant, must request 
reversion to the enlisted grade of gun
nery sergeant and be appointed from 

. that grade. 

. 2. Applicants will remain eligible for 
consideration for appointment to second 
lieutenant, limited duty, notwithstand
ing preViOUs nonselection, as long- as 
otherwise eligible in accordance with 
foregoing provisions. 

3. Applicants who are selected and 
who are in a flight status, will upon 
acc~ptance of appoihtment in limited 
duty status, have their flight status 
revoked. Appointees may be placed 
in flight status in ace ordance with 
paragraph 4015. 

2058 TEMPORARY LlMITED DUTY 

1. A temporary unrestricted commis
sioned officer of the Marine Corps or a 
former temporary commissioned offi
cer of the Marine Corps now serving as 

a permanent warrant officer or an 
enlisted person of the Marine Corps· 
may be temporarily appointed to com
missioned grade in the Marine Corps 
for limited duty in the technical field 
in which he is proficient. 

2059 CHIEF WARRANT OFFICER 
AND WARRANT OFFICER 
(PERMANENT) 

1. To be eligible for initial appoint
ment in any warrant officer grade, 
an applicant must meet the following 
requirements: 

a. Be a citizen of the United States. 

b. Be physically qualified to per
form all duty in the field or at sea. 

c. Be selected for appointment to 
the grade of warrant officer by a board 
of officers convened by the Commandant 
of the Marine Corps. 

. d. Additional eligibility criteria 
will be outlined irt annual warrant of
ficer program directives of the 1040' 
series. 

2060 CHIEF WARRANT OFFICER 
AND WARRANT OFFICl!:R 
(TEMPORARY) .I. Enlisted persons in the grade of ser

geant or above of the Marine Corps and 
Marine Corps Reserve and commis
sioned officers of the Marine Corps 
Reserve may be temporarily appointed 
to warrant officer grades in the Ma
rine Corps or Marine Corps Reserve, 
as appropriate, pursuant to 10 USC 
5596 by the Secretary of the Navy. 
Initial appointments to warrant grades 
will be to the grade of warrant officer, 
W-1. 

2. To be eligible for initial temporary 
appointment to the grade of warrant 
officer in the Marine Corps an appli
cant must meet the following require
ments: 

a. Be a citizen of the United States. 
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2061 MARCORPERSMAN 

b. Be physically qualified to per
form all duty in the field or at sea. 

c. Be selected for appointment to 
the grade of warrant officer by a board 
of officers convened by the Commandant 
of the Marine Corps. 

2061 WOMEN OFFICERS 
1. The general provisions of the fol
lowing programs apply to women in 
accordance with current directives and 
in such numbers as may be ·prescribed 
by the Commandant of the Marine 
Corps. Women officers must be able 
to complete a total of 20 years service 
by the age of 50: 

a. Former officers of the Regular 
Marine Corps (par. 2055). 
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b. Navy Enlisted Scientific Educa
tion Program (par. 2056). 

c. Limited Duty Officer Programs 
(permanent and temporary) (pars. 2057 
and 2058). 

d. Chief Warrant Officer and War
rant Officer Programs (permanent and 
temporary) (pars. 2059 and 2060). 

2. Outstanding graduates of the Women 
Officer Training Class who have been 
recommended by the appropriate train
ing command for such appointment may 
be appointed commissioned officers in 
the Marine Corps. Appointments shall 
be made in such numbers as pre
scribed by the Commandant of the Ma
rine Corps to meet the needs of the 
Marine Corps. 



PART C: RESERVE OFFICER PROCUREMENT 

2100 APPOiNTMENT REQUIRE
MENTS 

1. The general requirements for ap
pointment to commissioned grade in 
the U. S. Marine Corps Reserve are 
contained in the Marine Corps Manual, 
paragraph llZO. 

2101 SOURCES OF PROCUREMENT 

1. Sources of Reserve officer procure
ment are active duty, inactive duty, 
and civilian applicants. 

2102 APPOINTMENT OF 
ENLISTED MEN AND 
FORMER ENLISTED MEN 
OF THE MARINE CORPS 
AND MARINE CORPS 
RESERVE 

1. An enlisted man or former enlisted 
man of the Marine Corps or Marine 
Corps Reserve may be appointed to 
commissioned grade in the Marine 
Corps Reserve for unrestricted duty 
provided he meets the following re
quirements: 

• a. If a member ofthe Marine Corps 
or Marine Corps Reserve, he must 
apply for appointment to commissioned 
grade. He must be recommended by his 
commander (or as appropriate, the 
Commanding General, Marine Air Re
serve Training Command; Director, 
Marine Corps District; or the Com
manding Officer, Marine Corps Re
serve Data Services Center) in the en
dorsement on the application, which 
shall state that he meets the general 
requirements for appointment to com
missioned grade as prescribed in the 
Marine Corps Manual, paragraph llZO. 

b. If not a member of the Marine 
Corps or Marine Corps Reserve, he 
must have previously served not less 
than 60 days on active duty, and have 
demonstrated that he possesses traits 
of leadership, initiative, maturity, 
loyalty, char act e r, and physical 
stamina required of a Marine officer, 

c. Possess such education qualifi
cations as may be prescribed by the 
Commandant of the Marine Corps; 
and 

d. Meet such mental test require
ments as may be established by the 
Commandant of the Marine Corps. 

2103 FORMER OFFICERS OF THE 
ARMED SERVICES OF THE 
UNITED STATES 

I. Former officers of the Marine 
Corps, Navy, Army, Air Force, Coast 
Guard, and Reserve components there
of, the National Guard of the United 
States and the Coast and Geodetic 
Survey, may be appointed to com
missioned grade in the U. S. Marine 
Corps Reserve dependent upon the 
needs of the service. In the event of 
appointment, original appointment will 
not be in a grade higher than that held 
in the component of the former service. 
Applicant must meet age requirements 
specified in figure Z-1. 

z. No officer shall be initially ap
pointed to commissioned grade in the 
Marine Corps Reserve in a grade 
above major unless selected therefor 
by a duly constituted s e 1 e c t ion 
board. 

2104 SPECIALIST OFFICERS 

I. An especially desirable candidate 
who possesses an exceptional skill 
which would be of value to the Marine 
Corps may be appointed, within quotas, 
as a specialist officer. Such appoint
ments for duty in a particular specialty 
will be in a grade not above major, 
and will be commensurate with the 
individual's age, experience, and qual
ifications. Appointment normally will 
be in accordance with the age require
ments set forth in figure Z-1 of this 
chapter. 
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2105 MARCORPERSMAN 

2, Prior to actually 
specialist officer, full 
will be given to: 

appointing a 
consideration 

a. Service needs. 

b, Experience of the applicant, 

c. Qualifications of the ap
plicant, 

d. Age of the applicant, within pre
scribed limits and to generally parallel 
existing Marine Corps minimum age
grade characteristics at time of ap
pointment. 

2105 NAVAL RESERVE OFFICER 
TRAINING CORPS (CON
TRACT) 

1. A limited number of civilian college 
students may contract with the Secre
tary of the Navy to participate in the 
NROTC program. These contract stu
dents maintain civilian status and are 
not entitled to the subsidy received 
by the NROTC midshipmen. Such stu
dents, upon successful completion of 
the academic and naval science re
quirements of-the established courses, 
may be commissioned in the Marine 
Corps Reserve. 

2106 SECOND LIEUTENANT 
(TEMPORARY) 

1. Chief warrant officers, warrant of
ficers, sergeants major, master 
gunnery sergeants, first sergeants, 
master sergeants, gunnery sergeants, 
and staff sergeants 6fthe Marine Corps 
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and Marine Corps Reserve may be 
eligible for original temporary ap
pointments in the grade of second 
lieutenant in such numbers as may be 
required to meet the needs of the Ma
rine Corps, Temporary appointments 
carry neither a commitment as to 
length of time they will be in effect 
nor to the possibility of transfer to 
permanent commissioned status in the 
Marine Corps or Marine Corps Re
serve at a later date for the following 
reasons: the needs of the Marine Corps; 
budgetary limitations; and/or cause. 

2, To be eligible for appointment to 
the grade of second lieutenant (tempo
rary) in the Marine Corps or Marine 
Corps Reserve, an applicant must meet 
the following requirements: 

a. Be a citizen of the United States, 

b, Be physically qualified, 

c, Be recommended by the com
mander in an endorsement upon the 
individuals application. 

d, Meet such mental test require
ments as may be established by the 
Commandant of the Marine Corps. 

e. Possess such educational quali
fications as may be prescribed by the 
Commandant of the Marine Corps. 

f. Be selected for appointment to 
the grade of second lieutenant (tempo
rary) by a board of officers convened 
by the Commandant of the Marine 
Corps, 
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2107 CHIEF WARRANT OFFICER, 
WARRANT OFFICER (PER
MANENT) AND CHIEF WAR
RANT OFFICER, WARRANT 
OFFICER (TEMPORARY) 

1. Eligible members of the Marine 
Corps Reserve may be appointed to 
the grade of chief warrant officer, 
warrant officer (permanent) or chief 
warrant officer, warrant officer {tem
porary) in the Marine Corps Reserve. 
The general provisions for eligibility 
are outlined in paragraphs 2059 and 
2060. 

2108 OFFICER CANDIDATE 
COURSE 

1. Enlisted men who have satisfac
torily completed a 4-year course at an 
accredited college or university, as 
evidenced by receipt of a baccalaureate 
degree, are eligible for assignment to 
the Officer Candidate Course. Upon 
completion of the prescribed training 
and upon recommendation by the train
ing command, graduates of the Officer 
Candidate Course are appointed to the 
grade of second lieutenant and as signed 
to duty under instruction at the Basic 
School, as ground officers. 

2109 AVIATION OFFICER CANDI
DATE PROGRAM 

1. Enlisted men who have satisfac
torily completed a 4-year course at an 
accredited college or university, as 
evidenced by receipt of a baccalaureate 
degree, are eligible for assignment to 
the Officer Candidate Course. Upon 
completion of the prescribed training 
and upon recommendation by the train
ing command, graduates of the Officer 
Candidate Course are appointed to the 
grade of second lieutenant. After being 
found physically and aeronautically 
adapted for flight training, they are 
assigned to duty undergoing flight train
ing. If found not physically qualified 
or aeronautically adapted for flight 
training, they are assigned to duty 
under instruction at the Basic School, 
as ground officers. 

2110 PLATOON LEADERS CLASS 
(GROUND AND AVIATION) 

1. Men who are full-time day fresh
men, sophomores, or juniors at a 4-
year degree granting college or 
university are eligible for enrollment 
in the Platoon Leaders Class (Ground 
and Aviation) programs. Members are 
required to undergo two summer train
ing periods of 6 weeks duration each~ 
prior to receipt of their baccalaureate 
degree. Upon completion of their degree 
requirements, providing they are physi
cally qualified and are recommended 
by their training command for com
missioning, they are commissioned 
second lieutenants in the U.S. Marine 
Corps Reserve. Members of the Platoon 
Leaders Class (Ground), after being 
commissioned are assigned to duty 
under instruction at the Basic School. 
Members of the Platoon Leaders Class 
(Aviation), subsequent to being com
missioned, who are physically and 
aeronautically adapted for duty in
volving flying, are as signed to flight 
training. If a member of the Platoon 
Leaders Class (Aviation) is not physi
cally or aeronautically adapted for 
duty involving flying, he is assigned 
to duty under instruction at the Basic 
School as a ground officer. 

2111 WOMEN OFFICERS TRAINING 
CLASS 

1. Graduates of the Women Officers 
Training Class may be appointed to 
commissioned grade in the U.S. Ma
rine Corps Reserve if they meet the 
following requirements: 

a. Have satisfactorily completed a 
4-year course at an accredited college 
or university, as evidenced by the re
ceipt of a baccalaureate degree. An 
enlisted member of the Marine Corps 
or Marine Corps Reserve must meet 
educational requirements established 
by the Commandant of the Marine 
Corps; 

b. Be unmarried and agree tore
main so until commissioned; and 
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c. Be recommended for appoint
ment by the appropriate training com
mand. 

2112 MARINE AVIATION CADET 
PROGRAM 

I. Enlisted men who have satisfac
torily completed at least two scholastic 
years in an accredited college or uni
versity, or possess such educational 
qualifications as may be prescribed 
by the Commandant of the Marine 
Corps, are eligible for enrollment in 
the Marine Aviation Cadet program. 
Persons applying for this program 
must be physically qualified and aero
nautically adapted for duty involving 
flying. They must be unmarried and 
agree to remain unmarried until com
pletion of flight training. Upon assign
ment to flight training, personnel are 
appointed to the special enlisted grade 
of Marine aviation cadet. Upon satis
factory completion of the prescribed 
course of instruction members are de
signated naval aviators and cornmis
sioned as second lieutenants in the 
U. S. Marine Corps Reserve. 

2113 MERITORIOUS NCO 
PROGRAM 

I. Male noncommissioned officers 
serving on active duty whose Marine 
Corps service has been meritorious in 
nature may be appointed to commis
sioned grade in the U. S. Marine CorpS 
Reserve. To be considered, they must 
meet the following requirements: 

a. Be recommended by their com
manders. 
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b. Have established their mental 
fitness for commissioning by the at
tainment of an educational level pre
scribed by the Commandant of the 
Marine Corps. 

c. Complete the prescribed course 
of training in the Officer Candidate 
Course. 

2114 WOMEN OFFICERS 

l. The general provisions of the fol
lowing programs apply to the procure
ment and appointment of women offi
cers to commissioned grade in the 
Marine Corps Reserve in accordance 
with current directives and in such 
numbers as may be prescribed by the 
Commandant of the Marine Corps: 

a. Appointment of enlisted men and 
former enliste.d men of the Marine 
Corps and Marine Corps Reserve (par. 
21 02). 

b. Former officers of the armed 
services of the United States (par. 
2103). 

c. Specialist Officers (par. 2104). 

d. Second Lieutenants (temporary) 
(par. 2106). 

e. Chief Warrant Officer, Warrant 
Officer (permanent and temporary) 
(par. 2107). 

f. Women Officers Training Class 
(par. 2111). 



PART D: ENLISTED RECRUITING 

2150 DEFINITIONS 

1. A recruit enlistment is the enlist
ment of an individual who, in accord
ance with current directives, is 
required to undergo recruit training. 

2. An initial enlistment is the first en
try of an individual into the Regular 
Marine Corps or the Marine Corps Re
serve. Whether or not an initial enlist
ment is also a recruit enlistment will be 
determined from current directives 
concerning the requirement to undergo 
recruit training. (See subpar. 2200.2a 
( 4) .) 

• 3. The effective date of enlistment is 
the commencement date of the contract. 
Normally this will be the same date as 
the date the oath of enlistment is admin
istered. However, i-f in the case of reen
listment, the oath is administered prior 
to or on the date of discharge, the effec
tive date will be subsequent to that date. 
(See chapter 15 and subpar. 2207 .3a(3) .) 

4. Recruiting Officer 

a. An officer assigned to duty as of
ficer in charge of a recruiting station is, 
by virtue of such assignment, a recruit
ing officer. 

b. The·-- commander of each post, 
station, detachment or organization is, 
by virtue' of such command, the recruit
ing officer for the command. 

c. Commanders may designate one 
or more officers of their commands as 
the recruiting officers for the command. 

d. Other officers may be specifi
cally designated as recruiting officers 
by the Com mandant of the Marine Corps. 

2151 GENERAL 
1. General authority to effect enlist
ments is contained in paragraph 1130, 
Marine Corps Manual. 

2. Regular recruit enlistments and in
ductions will be effected only through the 
recruiting service. Applicants for re
cruit enlistment in the Regular Marine 
Corps who apply at a post, station, de
tachment or organization will be re
ferred to a Marine Corps Recruiting 
Station for processing. (See subpar. 
2200 .2a(4) .) 

3, Recruit or initial enlistment in the 
Marine Corps Reserve of nonprior ac
tive duty applicants will be effected only 
through units of the Organized Marine 
Corps Reserve, Ground or Aviation, ex
cept for specific programs adminis
tered by the recruiting service. 

4. Enlistments and reenlistments in the 
Marine Corps Reserve of applicants 
with prior active Marine Corps service, 
who are discharged from the Marine 
Corps and who have fulfilled their mili
tary service obligation under the Uni
versal Military Training and Service 
Act (UMT&S) may be effected by the 
command at which discharged, provided 
the applicant is recommended for reen
listment by the commander who dis
charges him, and provided the Reserve 
enlistment is effected within l4 hours 
of discharge. 

5. Detailed instructions for effecting 
recruit and initial enlistments both 
Regular and Reserve are contained 
in the Recruiting Service Manual and 
other current directives. 

6. All enlistments in the Marine Corps 
will be for general service unless 
otherwise authorized by the Comman
dant of the Marine Corps. 

7. All enlistments shall be effected in 
the grade of private. Instructions con
cerning appointment and reappointment 
are contained in current directives. 

8. The place of enlistment is the place 
where the oath of enlistment is admin
istered. 

2152 ENLISTMENT RECORDS 

I. Instructions concerning the prepa
ration of enlistment records are con
tained in chapter 15 and in other current 
directives. 

2. Health records will be prepared in 
accordance with the Manual of the 
Medical Department, U.S. Navy. 

2153 ENLISTMENT OF SPECIAL
ISTS IN THE MARINE CORPS 
RESERVE 

L Men with or without prior service 
who do not meet the age or physical 
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requirements for general service, but 
who do possess special qualifications 
which could be profitably utilized by 
the Marine Corps in time of war or 
national emergen<;:y may be recom
mended by the recruiting officer to the 
Commandant of the Marine Corps for 
enlistment and assignment to Class 
III. The recruiting officer will state 
the nature of the candidate's disqualifi
cation for general duty (forwarding a 
Report of Medical Examination, Stand
ard Form 88, in duplicate, and a Report 
of Medical History, Standard Form 89, 
in cases of physical disqualification) 
and the specialty for which recom
mended. The candidate will be required 
to submit data covering the following 
points in sufficient detail to enable 
the Commandant of the Marine Corps 
to analyze his qualifications properly 
and to evaluate his actual or potential 
ability as a specialist: 

a. Degree 
specialty. 

of proficiency in 

b. General educational background. 

c. Highest grade reached in school. 

d. Major studies. 

e. Background in specialty. 

f. Specialty or technical schools 
attended. 

g. Experience in specialty. 

h. Relation of present employment 
to specialty. 

i. Relation of previous employ
ment to specialty. 

j. Prior military or naval service. 

k. Nature of duties performed. 

1. Highest grade attained. 

m. Proof of specialist qualifica
tions when practicable, in the form of 
certificates of proficiency, letters from 
employers attesting to his special 
knowledge and ability, or similar evi
dence. 
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2. The Commandant of the Marine 
Corps will consider the applicant's 
special qualifications in conjunction 
with his age and physical qualification, 
and notify the recruiting officer of 
approval or disapproval; if approved, 
the grade to which he may be appointed 
on enlistment. 

2154 PHYSICAL EXAMINATIONS 
l. No person will be enlisted, re
enlisted or voluntarily extended in the 
Marine Corps or Marine Corps Re
serve unless he has passed a physical 
examination as prescribed in paragraph 
6120, Marine Corps Manual, except as 
set forth below, 

2. Waivers 

a. For immediate reenlistment 

(l) When medical officers of the 
Armed Forces are not available, physi
cal examination for the purpose of 
immediate reenlistment in the same 
Regular or Reserve status may be 
waived by the Commandant of the Ma
rine Corps (Code DP) upon recom
mendation of the Chief, Bureau of 
Medicine and Surgery. 

(2) Where a waiver of physical 
examination is granted, a notation will 
be made on the Enlistment Contract and 
Record (NAVMC 118(2)-PD (Rev. 9-59)) 
in accordance with paragraph 15105. 

b. For Reserve enlistment. Per
sons last discharged from the Armed 
Forces within the preceding 12-month 
period are eligible for enlistment in 
the Marine COrps Reserve without 
physical examination provided other
wise qualified, except that no such 
person will be enlisted without physical 
examination whose medical record or 
physical appearance indicates he is not 
physically qualified for active duty, or 
whose discharge certificate indicates 
reason for discharge due to physical 
disability. 

c. For extension of enlistment 

(1) When medical officers of the 
Armed Forces are not available, 
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physical examination for extension of 
enlistment of persons on active duty 
may be waived by the Commandant 
of the Marine Corps (Code DP), upon 
recommendation of the Chief, Bureau 
of Medicine and Surgery. 

• (2) When the Commanding Of
ficer, Marine Corps Reserve Data Serv
ices Center, determines that a medical 
officer ofthe Armed Forces is not avail
able, he may waive physical examina
tion of Class III reservists upon exten
sion of enlistment. This provision does 
not apply to Volunteer reservists who 
have previously been disqualified for 

assignment to active duty. Such cases 
will require physical examination. 

(3) Notation of waiver of physi
cal examination for extension of enlist
ment will be recorded on the Extension 
of Enlistment (NAVMC 3Zla-PD) in 
accordance with paragraph 15069. 

d. Of disqualifying defects. Neither 
recruiting ofhcers nor examining 
physicians are authorized to waive dis
qualifying physical defects. Requests 
for waiver of such defects will be sub
mitted in accordance with paragraph 
15063. 
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PARTE: REENLISTMENT AND EXTENSIONS 

2200 GENERAL 

1. Reenlistments and extensions are 
defined in the Marine Corps Manual, 
paragraph 1133. 

2. Types of Reenlistment 

a. Regular 

( 1) Immediate: The reenlistment 
of an individual in the Regular Marine 
Corps within 24 hours from the time 
of separation from the Regular Marine 
Corps, exclusive of Sundays and holi
days. 

(2) Continuous: The reenlistment 
of an individual in the Regular Marine 
Corps who has been separated from 
the Regular Marine Corps for 90 days 
or less. 

(3) Broken: The reenlistment of 
an individual in the Regular Marine 
Corps who has been separated from 
the Regular Marine Corps for more 
than 90 days. 

(4) The enlistment in the Regu
lar Marine Corps of a reservist who 
has had no prior Regular Marine Corps 
service is an initial enlistment rather 
than a reenlistment •. Extended active 
duty as a reservist does not alter this. 

b. Reserve. Reenlistments within 
the Marine Corps Reserve may be 
immediate, continuous, or broken. (See 
subpars. 2.201.2.a and b, below.) 

2201 AUTHORITY TO EFFECT 
REENLISTMENTS AND 
EXTENSIONS 

l. Regular 

a. Immediate reenlistments and 
extensions may be effected at any post, 
station, detachment or organization 
provided the applicant is physically 
and~ otherwise qualified in accordance 
with existing instructions. 

b. All applicants for continuous 
and broken reenlistment will· be re
!erred to a Marine Corps Recruiting 
Station for processing. 

Z. Reserve 

a. Immediate reenlistment or ex
tension of enlistment in the Marine 
Corps Rese.rve of reservists serving 
on extended active duty, or enlistment 
of such reservists into the Regular 
Marine Corps may be effected at any 
post, station, detachment or organiza
tion. Reserves reenlisted in accordance 
with provisions contained herein will 
be reassigned to the Reserve c 1 ass 
in which serving at time of dis
charge. 

• b. Reenlistment in the Marine 
Corps Reserve of nonactive duty re
servists will be effected only by the 
Commanding General, Marine Air Re
serve Training Command; Directors, 
Marine Corps Districts; Commanding 
Officer, Marine Corps Reserve Data 
Services Center; Inspector-Instruc
tors; or by Reserve unit or detachment 
commander in accordance with current 
directives. 

2202 GENERAL SERVICE ENLIST
MENTS 

1. All reenlistments in the Marine 
Corps will be for general service. 

2203 GRADE UPON REENLIST
MENT 

1. All reenlistments shall be effected 
in the grade of private. 

2. Instructions concerning appointment 
or reappointment upon reenlistmerit are 
contained in current directives. 

2204 PERIODS OF REENLISTMENT 

1. Regular. Individuals may enlist or 
reenlist in the Marine Corps for a 
period of 2, 3, 4 or 6 years, at their 
option, in accordance with current 
directives. 

2. Reserve. Individuals may enlist or 
reenlist in the Marine Corps Reserve 
for a period of 3 or 4 years, at their 
option, unless a longer period is re
quired by current directives. 

2-1'1 
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REENLmTMENTSTANDARDS 
AND QUALIFICATIONS 

1. Standards for reenlistment are con
tained in the Marine Corps Manual, 
paragraph 1133, and in other current 
directives. 

z. Marital and Dependency Status, 
Regular and Reserve 

a. Women who have children under 
18 years of age or who are pregnant 
are unacceptable for reenlistment. If 
a woman has any legal or other re
sponsibility for custody, control, care 
or support of any child or children 
under 18 years of age including step
children, adopted or foster children, 
or has forfeited her rights to such 
children through divorce proceedings, 
she is not eligible for reenlistment. 
If a woman who has surrendered all 
rights to custody and control of her 
child or children through formal adop
tion desires to reenlist, her case will 
be referred to the Commandant of the 
Marine Corps (Code DP), for decision. 

b. Male applicants who are 
married or who have other dependents, 
and women applicants who are married 
or who have dependents other than 
children under 18 years of age, who 
have had prior active service in the 
Marine Corps (prior Marine Corps 
service, active or inactive, in the case 
of applicants for reenlist:rnent in the 
Marine Corps Reserve) may be ac
cepted for reenlistment provided they 
are in one of the following categories: 

( 1) Eligible for appointment or 
reappoi;ntment to the grade of corporal 
or higher in accordance with current 
instructions. 

(Z) Eligible for appointment or 
reappointment to the grade of lance 
corporal in accordance with current in
structions, and; 

(a) They are desirable appli
cants with good records and are rec
ommended for reenlistment by their 
com.mant::lers. 

2-18 
Gb. 7 

(b) Their marital status or 
existence of dependents has not caused 
any hardship or interfered with their 
overall value to the Marine Corps. 

(c) The reenlistment is an 
immediate reenlistment. 

( 3) Eligible for appointment or 
reappointment to the grade of private 
first class in accordance with current 
instructions, and: 

(a) They are desirable appli
cants, above average in perforr.nance 
of duty, and are recommended by their 
commanders for reenlistment. 

(b) Their marital status or 
existence of dependents has not caused 
any hardship or interfered with their 
overall value to the Marine Corps. 

(c) Their marital status or 
existence of dependents has been waived 
by the Commandant of the Marine 
Corps. Commanders will ensure that 
waiver requests are submitted to the 
Commandant of the Marine Corps (Code 
DP), in sufficient time prior to expira
tion of enlistment or release from 
active duty to allow for processing. 

(d) The reenlistment is an 
immediate reenlistment. 

(4) Applicants who are married 
or who have dependents who apply for 
continuous or broken reenlistment in 
the Regular Marine Corps will be 
referred to a Marine Corps Recruit
ing Station for processing. 

(5) Waiver of the above provi
sions may be granted by the Comman
dant of the Marine Corps when such 
action is considered to be in the best 
interests of the service. 

3. Character of Prior Service 

a. No person will be accepted for 
reenlistment who was last discharged 
for inaptitude, unsuitability, under con
ditions other than honorable, or whose 
discharge certificate or report of sep
aration contains the statement 11is not 
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physically qualified for reenlistment," 
without specific authority of the Com
mandant of the Marine Corps (Code 
DP). 

b. Personnel who were previously 
discharged or separated from active 
Marine Corps service after 30 April 
19 54 are not eligible for reenlistment 
without prior approval of the Comman
dant of the Marine Corps (Code DP) 
if their report of separation from the 
Armed Forces (DD Form 214) does not 
contain the remark "Recommended for 
Reenlistment." 

4. Security Restrictions 

a. No person will be accepted for 
reenlistment who refuses or fails to 
complete fully a loyalty certificate, 
or who makes entries thereon which 
disclose derogatory information, with
out specific authority from the Com
mandant of the Marine Corps (Code 
DP). 

b. No person will be accepted for 
reenlistment who was last discharged 
pursuant to the Military Personnel 
Security Program regardless of the 
character of discharge. 

5. Inductees 

a. Induction standards are pre
scribed by the Secretary of Defense. 

b. No inductee will be discharged 
from his inductee status to enlist in 
the Marine Corps who does not meet 
the requirements for reenlistment in 
the Marine Corps. 

6. Procedure for Requesting Service 
Beyond 20/30 Years Active Service 

a. Requests for service beyond 
20/30 years active service submitted 
pursuant to the Marine Corps Manual, 
paragraphs 1133.3d and 3e must be re
ceived at Headquarters Marine Corps 
not less than 3 months nor more than 
6 months prior to the expiration of the 

current enlistment or extension there
of. The designated period of submission 
may be disregarded in the event special 
assignment is contingent on such re
enlistment. In such cases, the reason 
for such action will be contained in the 
request. A definite recommendation 
will be included in the commanding 
officer's endorsement. 

b. For corporals and below, com
manding officers will forward copies 
of pages 3, 11, 12 and if applicable, 
13 of the individual's current serv
ice record book with the request. 

2206 VOLUNTARY EXTENSIONS 
OF ENLISTMENT 

1. Except as provided in the follow
ing paragraphs, any enlisted person, 
excluding Marine Corps Reservists, 
Status Code 11K 11 and "H11 , who is quali
fied for reenlistment and whose reten
tion in the service is desirable may 
voluntarily extend his enlistment. 

2. Length of Extension 

a. Voluntary extensions of enlist
ment will be for periods of 3 months, 
6 months, 9 months, 1 full year, 2 full 
years, 3 full years or 4 full years. 

b. Extensions for less than 1 full 
year shall be authorized only when in 
the best interests of the Marine Corps. 

3. Number of Extensions 

a. No more than two voluntary 
extensions of any duration will be per
mitted on any one enlistment. 

b. The total of both extensions will 
not exceed 4 years. 

c. An individual who has completed 
19, ZO, 23, Z6 or 29 years of active 
Federal Service may extend his enlist
ment for a third time for a period of 
1 year, provided the total of all exten
sions does not exceed 4 years. 
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d. Other restrictions on extensions 
beyond ZO or 30 years service are 
contained in the Marine Corps Manual, 
paragraph 1133. 

(1) Administrative procedures 
for requesting an extension of current 
enlistment for service beyond Z0/30 
years active service are the same as 
those prescribed for reenlistment for 
the same purpose. (See subpar. ZZOS.6.) 

4. Effective Date of Extensions 

,a. A voluntary extension must be 
executed prior to or on the date of 
expiration of enlistment; otherwise it 
is not valid. 

b. An agreement to extend enlist
ment becomes a legal document on 
the day it is subscribed and sworn 
to; this is known as the date of exe
cution which must be prior to the ef
fe chve date. The effective date is 
the date on which the extension com
mences. 

c. An extension of enlistment com
mences on the day after the date of 
expiration of enlistment or extent;~ion 
thereof. Time lost due to sickness 
misconduct must be made good before 
an extension becomes effective. 

5. Cancellation of Extension Agree
ment 

a. Commanders are authorized to 
cancel an agreement to extend enlist
ment pri'!r to its effective date under 
the following circumstances: 

(1) The individual's conduct or 
physical condition so warrants. 

(2) When closing out the indi
vidual's service record because of 
desertion. 

(3) When the individual requests 
cancellation for the purpose of reen-
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listing and, upon expiration of enlist
ment, executes an enlistment contract 
for any authorized period of enlistment, 
but not less than the term of the ex
tension agreement. 

(4) When an individual who ex
tends his enlistment for a special 
reason, as shown on his extension 
agreement, so requests, provided the 
following conditions exist: 

(a) The individual, through 
no fault of his own, has failed to re
ceive the benefits for which he ex
tended. 

(b) No official notification or 
guarantee of any kind has been re
ceived which would assure future re
ceipt of such benefits. 

b. A legal extension of enlistment 
will not be canceled: 

(I) After it has commenced. 

(Z) Because an individual, who 
has extended for the purpose of at
tending a service school, is dropped 
from the course due to lack of appli
cation or for misconduct. 

c. Cancellation of an extension 
agreement is not a bar to the execu
tion of another extension agree
ment, provided the individual is 
eligible. 

.6. The consent of parent(s) or legal 
guardian(s) of all men under 18 years 
of age and all women under 21 years of 
age at the time of extension of enlist
ment is required. The extension will not 
be subscribed and sworn to until an ex
tension of the original Consent, Dec
laration of Parent or Legal Guardian 
(DD 373) has been obtained. 

a. The extension of consent will be 
prepared by the activity effecting the 
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extension and will in general conform 
to the format indicated below: 

"I/We having previously consented to the enlist
ment of (insert grade, name and service number) f~r a 
period of { ) years which commenced on _(date of enlist
ment) do hereby further cons-ent to an extension of t?is 
enlistment for a period of_years/rnontbs for which 
he/she has made voluntary application. 

Signarure of Wimess 

(Signature of Parent or Guardian) 

(Signature of Parent or Guardian) 
(if applicable)" 

b, The above certificate will be sent 
to the parent(s) or guardian(s)who con
sented to the original enlistment as in
dicated on DD Form 37 3, Where such 
action is not possible for reasons of 
death, etc., the form may be executed 
by the surviving parent or present 
guardian, and the wording of the form 
modified to fit the circumstances. 

c, The form may be witnessed by a 
notary public or a member of the Re
cruiting Service, The form maybe for
warded directly to the parent(s) or 
guardian(s) with appropriate instruc
tions or via the appropriate Recruiting 
Station, 

d, The certificate will be completed 
in duplicate when executed by the 
parent(s) or guardian(s) and attached to 
the original and duplicate of the exten
sion of enlistment. 

2207 INVOLUNTARY EXTENSIONS 
AND RETENTIONS 

1. In addition to voluntary agreements 
to extend enlistment, the retention of 
a person or the extension of his en
listment beyond the normal date of 
expiration of his enlistment is au
thorized under certain circumstances. 
In such cases, the date of expiration 
of enlistment is postponed, either for 
a definite or indefinite period, 

Z. Whenever an individual is so re
tained or his enlistment so extended, 
the reason and authority therefor will 
be entered on page II of the service 
record book in accordance with para
graph 15115. 

3. Occasions for Involuntary Exten
sion, or Retention 

a. For duration of war or national 
emergency 

(I) The enlistments of all per
sons in the Regular Marine Corps may 
be involuntarily extended by the Secre
tary of the Navy in the event of war 
or national emergency proclaimed by 
the President, for such additional time 
as the Secretary may deem necessary 
in the public interest, but not later 
than 6 months after termination of the 
war or national emergency. 

(Z) Unless sooner determined by 
the Secretary of the Navy, all enlist
ments and periods of obligation in the 
Marine Corps Reserve in force at the 
beginning of a war or national emer
gency declared by the Congress or 
entered into during the existence of 
such war or national emergency, which 
otherwise would expire, shall continue 
in force until 6 months after termina
tion of the war or national emergency, 
whichever is later. 

(3) A person whose enlistment 
is extended under the provisions of sub
paragraphs (I) or (Z), above, may, 
while serving on such involuntary ex
tension, voluntarily reenlist. The 
effective date of such reenlistment 
will be the date the oath of enlistment 
is administered. 

b. For enlisted personnel under
going or awaiting tr1al 

(I) When action is initiated with 
a view to trial because of an offense 
committed by an individual prior to 
termination of his enlistment, or ex
tension thereof, even though the term 
of enlistment may have expired, he may 
be retained in the service for trial 
to be held after his period of service 
would otherwise have expired. 

(Z) An individual may not be 
held beyond the term of his enlistment 
for the purpose of being a witness at 
a court-martial. 

2-21 
Ch.ll 



2208 MARCORPERSMAN 

c. For enlisted personnel serving 
on a ship at sea 

(1) An individual serving on a 
ship at sea on the date of expiration of 
enlistment will be retained in the 
service until arrival at the next port. 

(2) An individual serving on 
board a ship outside the continental 
limits of the United States on the date 
of expiration of enlistment may be 
retained in the service until return of 
the ship to a continental port of the 
United States. Retention' for return to 
the United States may be effected upon 
request of the individual concerned, or 
may be effected by the senior officer 
present afloat, if, in his opinion, re
tention is essential to the public 
interests. 

(3) Instructions relating to 
separations within and outside the con
tinental United States are contained 
in paragraph 13300. 

d. Enlisted personnel undergoing 
medical treatment 

(1) An individual on active duty, 
hospitalized or in need of medical care 
as a result of disease or injury incurred 
in line of duty and not due to miscon
duct, will, with his consent be retained 
on active duty beyond the date of expira
tion of active service until he is able to 
meet the physical requirements for re
lease from active duty, discharge, or 
reenlistment, or until it is determiD.ed 
that recovery to such an extent is im
possible, whichever is earlier. Tacit 
consent may be assumed for retention 
in the service beyond the expiration of 
enlistment in cases of mental incompe
tency or physical incapacity. Further 
retention may be authorized in meri
torious cases upon proper recornrnen .. 
dation accompanied by supporting 
facts. 

{2) A persononactivedutywhose 
period of active service expires while 
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under treatment for disease or injury 
incurred not in line of duty, or which is 
the result of his own misconduct, may 
not be extended under the provisions of 
subparagraph (1), above. Such cases 
should be brought before a medical 
board for recommendation as to dis
position at a time which will permit 
action thereon to be taken prior to the 
normally scheduled date of expiration 
of enlistment. If it is determined by 
the board of medical survey that the 
person is not physically fit for service 
or reenlistment and the report of the 
medical board is approved by the ap
propriate authority, personnel will nor
mally be discharged for disability 
rather than expiration of enlist
ment. 

e. Personnel found physically dis
qualified for discharge at the time of 
expiration of enlistment will be re
tained in the service and their ace ounts 
will not be closed until disposition of 
the case has been maye by the medical 
officer. 

2208 

2209 

DELETED (Ch. 9) 

RECORDS 

1 ~ Instructions concerning the prepa
ration of reenlistment and extension 
records are contained in chapter 15, 
and in other current directives. 

2210 PLACE OF TRANSFER 

l. Personnel ree.nlisted in the Ma
rine Corps will be retained or trans
!erred in accordance with current 
directives. 

2211 MOBILIZATION 

l. Effective M-day, the provisions of 
paragraph 2206 and subparagraphs 
2207 .3b, c, d, and e are suspended 
and voluntary extensions of enlistment 
are not authorized. Voluntary exten
sions which were executed prior to M
day shall not be disturbed. M-day is de
fined in the current Marine Corps 
Mobilization Capabilities Plan. 



PART F: RECALL 

2250 GENERAL 
1. General provisions relative to re
call to active duty of Reserve and 
Retired personnel, officer and enlisted, 
are contained in paragraph 1141, Ma
rine Corps Manual. 

2. Instructions for effecting recall of 
personnel will be promulgated by the 
Commandant of the Marine Corps as 
required. 
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CHAPTER 3 

CLASSIFICATION OF' MILITARY PERSONNEL 

PART A: GENERAL 

3000 SCOPE AND OBJECTIVE 

1. This chapter contains the instruc
tions, procedures, and regulations for 
implementing the classificationsystem 
set forth in the Marine Corps Manual, 
subparagraph 1200.1. 

z. Except as specifically authorized in 
this chapter and by current directives, 
commanders are required to obtain 
approval of the Commandant of the Ma
rine Corps prior to assigning, chang
ing, or voiding a primary or additional 
MOS of any officer, 

3, As used in this chapter, the au
thority granted to "Commanders" is 
intended to apply to those officers 
whose command contains a basic per
sonnel section as defined in paragraph 
1051, unless a higher echelon in the 
military chain of command directs 
the suspension of classification au
thority at the basic personnel section 
level. 

4, Prior to exerc1s1ng the authority 
contained herein, commanders should 
consult the MCOP1200,7, MOS Manual 
for the purpose of reviewing the MOS 
description and qualification require
ments pertinent to the MOS involved. 

3001 CLASSIFICATION INSTRU
MENTS 

l, Reference Materials 

• a, The Military Occupational Spe
cialty Manual (MOS Manual) provides 
a uniform method for identifying jobs 
and qualifications of personnel. It out
lines the essential duties and tasks 
for each military occupational spe
cialty required. The MOS Manual will 
be used as the source of information 
for classifying the military qualifica
tions of personnel, 

• b, Marine Corps directives, per
taining to the classification system, 

z. Interview, A classification inter
view is a planned and controlled con
versation conducted by qualified per
sonnel for the purpose of obtaining 
information to be used in conjunction 
with classification test results for the 
proper classification of personnel. The 
conduct of interviews is discussed in 
part D, 

3, Testing. Classification tests and 
special tests prescribed by the Com
mandant of the Marine Corps will be 
utilized to obtain a more valid evalua
tion of an individual's abilities and 
aptitudes than can be obtained from an 
interview alone, Testing will be con
.ducted in accordance with the instruc
tions contained in part D, 

3002 DEFINITIONS 

I. Classification. Personnel classifi
cation is the process of obtaining, 
identifying, recording and continuously 
evaluating the military qualifications 
of personnel. Classification entails in
terviewing, reviewing records, testing, 
classifying military qualifications, and 
preparing and maintaining qualification 
records. 

z. MOS Structure. A complete explana
tion of the MOS structure, categories, 
and definitions of classification terms 
applicable thereto is contained in part 
I of the MOS Manual. 

3003 CLASSIFICATION OF 
MILITARY QUALIFICATIONS 

I. Classification of military qualifica
tions consists of assigning, changing, 
voiding and converting military occu
pational specialties in order to accu
rately identify each individual's current 
qualifications. 
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Z, All military skills will be carefully 
evaluated, and proficiency in the per
formance of the qualification require
ments of an MOS will be identified by 
the assignment of the appropriate MOS. 
Inasmuch as certain MOSs obviously 
involve higher level of qualification 
requirements; e,g., that of a radio 
technician as compared to a radio 
operator, an individual will be assigned 
that MOS which reflects the highest 
qualification level, 

3, MOSs are assigned as primary and 
additional. 

a, The primary MOS assigned to 
an individual should identify his most 
significant qualifications, 

b, Additional MOSs may be as
signed to identify other qualifications 
which are significant but different from 
those identified by the primary MOS. 
These MOSs may be within the same, 
or from different, occupational fields 
as that of the primary MOS. 

4, Some billets may require only a 
portion of the qualification require
ments of an MOS, therefore, the fact 
that an individual is satisfactorily per
forming duties of that billet does not 
necessarily qualify him for the MOS. 

5, In all cases, the assignment of 
MOSs will be made in accordance with 
the instructions contained in part B 
or part C, as applicable. 

3004 PERSONNEL TO BE 
CLASSIFIED 

l, Each officer and enlisted Marine 
will be classified and NAVMC ll8(8a)
PD, Military and Civilian Occupational 
Specialties, Education Courses, Tech
nical Training and Tests Completed, 
prepared, Each officer up to and in
cluding the grade of lieutenant colonel 
and each enlisted Marine shall be ad
ministered appropriate classification 
tests as listed in paragraph 3153 and 
NA VMC 118(8)-PD, Classification and 
Assignment Test Results, produced 
for all personnel so tested, 
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z. An individual without prior service 
who is inducted, enlisted, or appointed 
to officer grade in the Marine Corps 
or Marine Corps Reserve will be clas
sified as soon as practicable after 
entry, or at the first organization to 
which the individual reports for duty 
or training. 

3005 PERSONNEL TO BE 
RECLASSIFIED 

1. Personnel with prior service in 
the Marine Corps or Marine Corps 
Reserve who are inducted, enlisted, 
reenlisted, or appointed to officer grade 
in the Marine Corps or Marine Corps 
Reserve will be reclassified by the 
organization effecting the reenlistment 
or appointment provided records are 
available. Otherwise, reclassification 
will be effected at the first organiza
tion to which they report for duty or 
training, 

3006 CONVERSION OF MOSs 

1. Changes in MOSs with respect to job 
description, numerical code (MOS), or 
title may necessitate conversion of 
such MOSs to a current authorized 
MOS. Changes to the MOS Manual will 
be issued as required, and each change 
published will include a conversion 
table indicating the MOSs affected. 
Commanders will take appropriate ad
ministrative action on the effective 
date of the change, 

3007 RECORDING AND REPORTING 
CLASSIFICATION INFORMA
TION 

1, Instructions for the r e cording 
of classification information in the 
officer qualification records or the 
enlisted service record books are con
tained in paragraphs 15112 and 15161. 

Z, Instructions for the recording of 
classification information on the in
dividual record card and reporting 
such information on the unit diary are 
contained in chapter 16 of this manual. 
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3008 IDENTIFICATION 
I. All correspondence addressed to 
the Commandant of the Marine Corps 
concerning an individual's MOS or 
classification tests of any type will 
include: 

a. Grade. 

b. Individual's name and Jr., Sr., 
II, etc. 

c. Service number. 

d. Present MOS(s ). 

e. Component. 
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PART B: OFFICERS 

3050 GENERAL 

1. The milit? •y qualifications of all 
officers shall""be classified as pre
scribed in this part, the MOS Manual, 
and the Marine Corps Manual. For the 
purposes of this part, the term 11 officer 11 

includes commissioned and warrant 
officers. 

3051 ASSIGNING PRIMARY MOSs 

1. The primary MOS of an officer 
shall be the MOS appropriate to his 
category as described in the MOS 
Manual and which identifies his most 
significant qualifications in terms of 
the needs of the service and effective 
personnel management. Due considera
tion will also be given to such other 
factors as: 

a. Formal school training specifi
cally related to duties reflected in an 
MOS. 

b. The duties performed by the 
officer. 

c. The duty assignment policy for 
officer personnel. 

d. The MOS preference of the of
ficer. 

2. The initial assignment of a primary 
MOS will be made by the Commandant 
of the Marine Corps. 

3. The following special instructions 
are prescribed for the assignment and/ 
or voiding of MOSs and identification 
codes of the below listed officers: 

a. General Officer: Commanders 
will as sign the appropriate identifying 
and reporting code when an officer ac
cepts appointment to the grade of 
brigadier general. General officers 
are not as signed additional MOSs. 

b. Colonel: Commanders will, upon 
an officer's acceptance of appointment 
to the grade of colonel, assign the 
appropriate MOS or identifying and 

reporting code as primary and a maxi .. 
mum of two of the most significant 
MOSs held prior to appointment, as 
additional. 

c. Inactive Duty Officers: Com
manders will assign an appropriate 
basic MOS in lieu of the "Basic Of
ficer" identifying and reporting code 
to those inactive duty officers whose 
records indicate an entrance level ap
titude or potential in an occupational 
field. 

3052 CHANGING PRIMARY MOSs 

1. Gommanders will, except in the 
case of Class III officers on inactive 
duty, and when otherwise directed in 
specific cases, change the basic MOS 
of an officer to an MOS which is in the 
same occupational field and is author
ized for assignment as primary for 
the category of the officer concerned, 
provided: 

a. The officer has completed a 
course of instruction which specif
ically qualified him to perform the 
duties of the MOS, or 

b. The officer has demonstrated 
proficiency in the duties of the MOS 
and is considered fully qualified to 
perform in a billet of the MOS at his 
current grade. 

2. In the event an officer is not con
sidered qualified foranMOS other than 
the basic MOS after performance of 
duties in an occupational field for a 
period of 6 months while on active 
duty, the commander will report the 
circumstances to the Commandant of 
the Marine Corps (Code DF). Such 
reports shall contain a specific rec
ommendation for: 

a. Retention of the officer in pres
ent duties for further on-the- job train
ing, or 

b. Training of the officer in another 
occupational field. 
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3. The officer concerned shall be given 
an opportunity to make a statement in 
regard to an unfavorable report (par. 
l5000.3a(l) and U.S. Navy Regulations, 
article l701.8(a) ). 

3053 VOIDING PRIMARY MOSs 

l. Commanders will not void the pri
mary MOS of an officer without prior 
approval of the Commandant of the 
Marine Corps except as provided in 
paragraphs 3051 and 3052 and current 
directives. 

2. A request for authority to void an 
officer 1 s primary MOS shall contain the 
reasons therefor and the commander's 
recommendation for assignment of a 
new primary MOS. 
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3054 ASSIGNING, CHANGING AND 
VOIDING ADDITIONAL MOSs 

1. Commanders will not assign, 
change, or void an additional MOS of 
an officer without prior approval ofthe 
Commandant of the Marine Corps ex
cept as provided in paragraph 3051 
and current directives. Except for 
Class II reservists a basic MOS is 
not assigned as an additional MOS. 

2. A maximum of two additional MOSs 
may be assigned to each officer except 
as stated in subparagraph 3051.3 with 
the more significant MOS appearing as 
the first additional MOS. The assign
ment, subsequent change, or voiding of 
additional MOSs will be effected, giving 
consideration to the factors governing 
the assignment of a primary MOS as 
contained in subparagraph 3051.1. 



PART C: ENLISTED PERSONNEL 

3100 GENERAL 

1. Commanders are authorized to 
classify the military qualifications of 
enlisted personnel in accordance with 
the policies and procedures prescribed 
in this part, the MOS Manual and the 
Marine Corps Manual. 

2. Authority to classify recruits may 
be delegated to classification and as
signment officers. 

3. The approval of the Commandant 
of the Marine Corps must be obtained 
prior to: 

a. Changing, voiding or converting 
primary or additional MOSs that were 
assigned as a result of satisfactory 
completion of a formal course of in
struction for which quotas are estab
lished and allocated by the Commandant 
of the Marine Corps. 

b. Changing, voiding or converting 
any primary or additional MOS which 
is designated as an authorized Pro
ficiency Pay (Specialty) MOS as listed 
in directives of the 7200 series of the 
Marine Corps Directives System. 

c. Changing, voiding or converting 
a primary or additional MOS that is 
designated as a "Short" MOS as de
fined in directives of the 1220 series 
of the Marine Corps Directives System. 

d. Changing, voiding or converting a 
primary or additional MOS that re
quires approval of the Commandant of 
the Marine Corps as indicated in the 
MOS Manual, or as published by a 
separate directive. 

e. Changing to a primary or addi
tional MOS that requires completion of 
a school for which quotas are estab
lished and allocated by the Commandant 
of the Marine Corps as a prerequisite 
for assignment. 

4. The restrictions imposed by sub
paragraphs 3a, b and c, above, are 
automatically waived and such MOSs 
will be changed without the approval 
of the Commandant of the Marine Corps 
in the following instances: 

a. When a Marine's MOS should 
be changed to a higher level MOS than 
the terminal grade of his present pri
mary MOS; i.e., when he meets the 
specified requirements for promotion, 
the commander will change his pri
mary MOS to the higher level MOS 
for which he is qualified within the same 
occupational field and which indicates 
increased proficiency and qualifications 
over and above that indicated by his 
former MOS subject to the restrictions 
imposed by subparagraph 3101.2. 

b. Upon completion of a course of 
instruction for which the Commandant 
of the Marine Corps allocates quotas, 
provided the instruction specifically 
qualifies the Marine for a more tech
nical MOS within the same occupa
tional field than the one assigned at 
the onset of the training. 

c. Upon receipt of official notifi
cation that a gunnery sergeant has been 
selected for first sergeant, the MOSwill 
immediately be changed to 9999. lf, 
upon receipt of DD Form 216 MC, 
Certificate of Appointment to the grade 
of first sergeant, the commanding of
ficer returns it to the Commandant of 
the Ma,rine Corps, as outlined in para
graph 6255, all previous MOSs held 
prior to selection will be restored. 

d. In accordance with the instruc
tions contained in the Marine Corps 
Directives System applicable to Marine 
Corps reservists not on active duty. 

5. In the event it is considered de
sirable to change an individual's pri
mary MOS between two categories of 
MOSs either of which require the ap
proval of the Commandant of the Marine 
Corps, requests therefor will be ad
dressed to the Commandant of the 
Marine Corps (Code DF). Occasions 
would be, but are not, limited to the 
following: 

a. When necessary to resolve which 
MOS will be assigned as primary ifthe 
Marine completes two courses of in
struction for which the Commandant 
of the Marine Corps allocated quotas, 
if the courses of instruction involve 
two unrelated formal schools. 
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b. From a "Proficiency Pay (Spe
cialty)" or "Short" MOS to a school 
trained MOS. 

c. When it is considered desirable 
to change a primary MOS from anMOS 
assigned as the result of the comple
tion of a course of instruction for 
which the Commandant of the Marine 
Corps allocated quotas, to one which 
has been designated as a "Proficiency 
Pay (Specialty)" or "Short" MOS. 

d. When it is considered desirable 
to change a primary MOS designated 
as a "Short" MOS to one designated 
as a "Proficiency Pay (Specialty)" 
MOS, or vice versa. 

3101 ASSIGNING PRIMARY MOSs 

1. Each enlisted Marine shall be as
signed a primary MOS. The MOS as
signed will identify the billet for which 
the Marine is best qualified. Prime 
consideration shall be given to the· 
following factors: 

a. Satisfactory completion of a for
mal course of instruction for which 
quotas are established and allocated 
by the Commandant of the Marine Corps, 

b. The needs of the Marine Corps 
as promulgated periodically by sep
arate directive. 

c. Satisfactory completion of 
courses· of instruction for which the 
Commandant of the Marine Corps does 
not allocate quotas or the completion 
of correspondence courses. 

d. The Marine's civilianeducation, 
experience, aptitudes and capabilities. 

e. The duty assignment policy for 
enlisted personnel. 

f. The duty preference of the Ma
rine. 

2. The primary MOS shall be an MOS 
which exists at the grade of the Marine, 
or at the grade to which the Marine is 
eligible for promotion with three ex
ceptions: 
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a. Master sergeant's and gunnery 
sergeant's MOSs will be changed when 
they have been selected for promotion 
as required. 

b. In the case of a private or pri
vate first class, the primary MOS may 
be an MOS which exists at the lance 
corporal level, despite the fact that 
the Marine is not eligible for promo
tion. 

• c. Sergeants in occupational field 
03 eligible for promotion will retain 
the MOS in which presently qualified. 
Their MOS will be changed to 0369 only 
upon promotion to staff sergeant. 

3. A basic MOS identifies entrance 
level aptitude, a potential in the occu
pational field, and a requirement for 
training in a primary MOS of the oc
cupational field. Except for Class II 
reservists, it is not assigned to indi
viduals as an additional MOS. The 
assignment of a basic MOS in an oc
cupational field as a primary MOS 
shall be based on such considerations 
listed in subparagraph I, above, as are 
applicable. 

4. A Marine who, upon recruit enlist
ment for general duty in the Marine 
Corps or Marine Corps Reserve, is 
to be immediately assigned to active 
duty and is required to undergo re
cruit training will not be assigned a 
primary MOS until such training has 
commenced. Until that time, the basic 
identification code will be used for 
reporting and accounting purposes. 
Upon completion of recruit training, 
and prior to transfer or assignment 
to duty, the Marine will be assigned as 
primary to the basic MOS in an appro
priate occupational field. 

5. A Marine, upon enlistment in the 
Six Months Training Program of the 
Organized Marine Corps Reserve, who 
is not immediately ordered to active 
duty for training, will be assigned the 
basic identification code for reporting 
and accounting purposes. Six-month 
trainees who are members of Organized 
Marine Corps Reserve aviation units 
will be assigned a basic primary MOS 
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of 6400, Basic Aircraft Maintenance 
Man, prior to being ordered to active 
duty for training, During recruit train
ing these six-month trainees may be 
assigned such other basic aviation MOS 
as may be appropriate based on the 
needs of the Marine Corps. All other 
Organized reservists, when ordered 
to active duty for training, will not be 
assigned an MOS other than the basic 
identification code until after com
mencement of recruit training. 

6, A Marine who, upon initial enlist
ment in the Marine Corps Reserve for 
other than the Six Months Training 
Program, is ordered to inactive duty 
will be assigned as primary the basic 
MOS in an appropriate occupational 
field when enlisted, if he has had any 
training or experience which indicated 
aptitude for duty in a specific field. 
Otherwise, he will not be assigned a 
primary MOS until interviewed and 
his qualifications have been established 
by the commander. Until that time, the 
basic identification code will be used 
for reporting and accounting purposes, 

7, A Marine who reenlists for general 
duty in the Marine Corps or Marine 
Corps Reserve within Z4 hours after 
discharge will retain his primary MOS. 
The authority that initially assigned 
the primary MOS will be recorded in 
the new service record book. 

8, A Marine who reenlists for general 
duty in the Marine Corps or Marine 
Corps Reserve after separation from 
the service in excess of Z4 hours will 
retain his primary MOS, provided that 
MOS exists at the grade to which the 
Marine is reappointed, U the primary 
MOS held at the time of discharge does 
not exist at the grade to which re
appointed, the Marine will be re
assigned as primary an appropriate 
MOS which is in the same occupational 
field and which exists at his grade. 
In the event an appropriate primary 
MOS cannot be determined, the case 
will be referred to the Commandant 
of the Marine Corps (Code DF). Pend
ing action by the Commandant, the 
basic identification code will be used 
for reporting and accounting purposes, 

9. A Marine, entering upon an enlist
ment or reenlistment approved by the 
Commandant for a specific type of 
duty, shall be assigned as primary 
the MOS for which enlisted or reen
listed, Such assignment will be made 
when the Marine enlists or reenlists, 

10. A Marine whose primary MOS has 
been voided may be assigned as pri
mary any MOS: 

a, Which is in the same occupa
tional field, and 

b, Which exists at the grade of the 
Marine, and 

c, For which the Marine is con
sidered fully qualified. U the Marine 
is not qualified for any MOS which is 
in the same occupational field and which 
exists at his grade, the case will be 
referred to the Commandant of the 
Marine Corps (Code DF). Pending ac
tion by the Commandant, the basic 
identification code will be used for 
reporting and accounting purposes, 

.11. Commanding officers may request 
that a Woman Marine be assigned a 
primary MOS normally restricted to 
male Marines when it is determined 
that she possesses special skills for 
the assignment of that MOS. A request 
of this nature will be forwarded to the 
Commandant of the Marine Corps (Code 
DF) for decision. 

3102 CHANGING PRIMARY MOSs 

1. Commanders will change a Marine's 
primary MOS when he has completed 
a formal course of instruction for 
which quotas are established and al
located by the Commandant of the Ma
rine Corps based on the following 
criteria: 

a, Instructions contained in the 
course of instruction assignment di
rective. 

b, Specific MOS for which trained, 

c, The course of instruction quali
fies the Marine for a more technical 
MOS than the one assigned at the onset 
of the training, 
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d, The MOS exists at the current 
grade of the Marine or at the grade 
for which he has become eligible for 
promotion except as noted in sub
paragraph 3101.2. 

e. Separate instructions issued by 
the Commandant of the Marine Corps 
based on the current needs of the 
Marine Corps. 

2. Commanders will change a Marine's 
primary MOS to the basic MOS in the 
occupational field to which as signed 
for retraining, except in those cases 
when the assignment will not involve 
a change in occupational field, regard
less of the grade of the Marine, in 
accordance with the policies and pro
cedures prescribed in paragraph 4108, 
If the retraining assignment inYolves 
a change in occupational field, the 
previous primary MOS should normally 
be retained as a first additional MOS. 
When the required proficiency level 
has been attained either through for
mal school training or on-the- job train
ing, commensurate with the grade cur
rently held, the commander willassign 
the primary MOS for which retrained. 

3. Commanders will change the pri
mary MOS of a Marine below the grade 
of lance corporal from the basic MOS 
to any other MOS which is in the same 
occupational field and which exists at 
the lance corporal level when he has 
demonstrated qualifications for MOS 
by actual performance on the job. Com
manders will continually review rec
ords of personnel with basic MOSs 
with a view to assigning an MOS above 
the basic level immediately upon in
dividual qualification, 

4, When a Marine is assigned duties 
within an occupational field, but not 
specifically related to his primary 
MOS, his primary MOS will not be 
changed, until such time as he has 
acquired proficiency within the pro
posed MOS to warrant the assignment 
of the new MOS as either primary or 
additional, (Example Mortar Man, MOS 
0341/none/none assigned duties as 

Ontos Crewman, MOS 0353 retains 
MOS 0341 as primary until qualified 
as an 0353, Upon qualification as an 
0353 his MOS spread would be changed 
to either MOS 0353/0341/none or MOS 
0341/0353/none,} 

5. Commanders may change a Ma
rine's primary MOS to any other which 
is in the same occupational field and 
which exists at the pay grade of the 
Marine or to a grade for which he is 
eligible for promotion, subject to the 
restrictions imposed in subparagraphs 
3100,5 and 3101.2 based on the follow
ing criteria: 

a, Completion of a course of in
struction for which the Commandant 
of the Marine Corps does not allocate 
quotas, provided the instruction spe
cifically qualifies the Marine for a 
more technical MOS than the one as
signed at the onset of the training. 

b, Demonstration of the qualifica
tion requirements of an MOS by actual 
performance in a billet. 

c. When, through the successful 
completion of correspondence courses, 
or other endeavors, the new MOS will 
identify qualification requirements at
tained by the Marine that show a higher 
degree of ability or knowledge than 
the current MOS held, 

d. The change of MOS of members 
of the Marine Corps Reserve not on 
active duty does not require voiding 
of an MOS identifying a military skill 
obtained through formal training while 
on active duty. 

6, Commanders may change a Ma
rine's primary MOS from the basic 
MOS in an occupational field to the 
basic MOS in any other occupational 
field to which the Marine is assigned 
for duty except for assignment to duty 
in billets not identified by a primary 
MOS; e.g .. Corrections Man, Projec
tionist 35mm, etc. The provisions of 
this paragraph are not applicable to 
Marines in retraining assignments. 
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7. General officers in command and 
Directors of Marine Corps Districts 
are authorized to change primary MOSs 
above the basic level from one occupa
tional field to another, subject to the 
restrictions set forth in subparagraph 
3100.3, In all cases, a copy of all 
documents that instigated and approved 
the reclassification action will be for
warded to the Commandant of the 
Marine Corps (Code DGH) for record 
purposes. 

8. The authority contained in sub
paragraph 7, above, may be delegated 
by these commanders to any echelon 
of their command as deemed appro
priate. 

9. A change of primary MOS during 
a period when an individual is serving 
in a category 11B" MOS is not con
sidered to be in the best interest of 
the Marine Corps or the individual 
Marine, therefore, it is prohibited, 

10, A request for authority to change 
primary or additional enlist"ed MOSs in 
any case not covered herein, will be 
submitted to the Commandant of the 
Marine Corps (Code DF). 

3103 VOIDING PRIMARY MOSs 

1. Commanders will void a Marine's 
primary MOS for cause when: 

a, His special designation, such as 
Marine Corps postal clerk, is revoked 
due to unsatisfactory service or dis
ciplinary action, or 

b, He proves unsatisfactory for the 
MOS due to physical disability or 
incompetence, In case of physical disa
bility, the procedures outlined in the 
current Marine Corps Order (6110 
series) concerning physical profiling 
of male personnel will be used as a 
guide for reclassification action. 

c. He is promoted above the ter
minal grade of the MOS, or 

d. He is reduced below the initial 
grade of the MOS, except that a Marine 

reduced to private, or private first 
class, and who prior to reduction was 
assigned a lance corporal MOS as pri
mary will retain such MOS, unless the 
reduction was for reasons set forth 
in subparagraphs a or b, above. 

2. A request for authority to void a 
primary MOS of a Marine in any case 
not covered by this paragraph will be 
submitted to the Commandant of the 
Marine Corps (Code DF), or to a 
commander listed in subparagraph 
3102.7, if appropriate, and will contain 
the reasons therefor and recommenda
tion for assignment of a new primary 
MOS (see subpar, 3101.10), 

3104 ASSIGNING ADDITIONAL 
MOSs 

1. Each Marine may be assigned a 
maximum of two additional MOSs. Such 
MOSs will -identify qualifications for 
assignment to billets which are not 
identified by th~ primary MOS. The 
individual must be considered as fully 
qualified for the assignment of the 
additional MOS as he is for the as
signment of the primary MOS. 

2. Commanders will assign as the 
first additional MOS, a category "B" 
MOS, which is appropriate for the 
grade of the Marine, upon successful 
completion of a course of instruction 
which qualified him for a category 
11B 11 MOS. 

3, Commanders may assign as addi
tional any MOS which is above the 
basic level and which is appropriate 
for the grade of the Marine, when: 

a. He has completed a course of 
instruction which specifically qualified 
him for the MOS, or 

b. He has demonstrated qualifica
tions for the MOS by actual perform
ance on the job in present grade, or 

c. Available records indicate that 
he was qualified for the MOS at the 
time of discharge. 



3105 MARCORPERSMAN 

4. In the case of a private or private 
first class, the additional MOS may be 
an MOS which exists at the lance cor
poral level, despite the fact that . the 
Marine is not eligible for promohon, 

3105 CHANGING ADDITIONAL 
MOSs 

1. Commanders are authorized . to 
change an additional MOS of a Mar11~e 
to any other which is above the bas1c 
level, and which exists at the grade 
of the Marine, when: 

a. He has completed a course of 
instruction which has qualified him 
for the MOS, or 

b, He has demonstrated qualifica
tions by actual performance on the job 
in present grade, 

c, See subparagraph 3100.3 for ad
ditional restrictions on changing ad
ditional MOSs. 

3106 VOIDING ADDITIONAL MOSs 

1. Commanders will void an additional 
MOS of a Marine, for cause, when: 
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a, He is promoted above the ter
minal grade of the MOS, or 

b. He proves unsatisfactory for the 
MOS due to physical disability or 
incompetence, or 

c, His special designation is re
voked for reason of unsatisfactory 
service, or disciplinary action, or 

d. He is reduced below the initial 
grade of the MOS, except that a Marine 
reduced to private or private first 
class, and who prior to reduction was 
assigned a lance corporal level MOS 
as additional, will retain such MOS 
unless th~ reduction was for reasons 
outlined in subparagraphs b or c, 
above, or 

e. His degree of qualification, as 
determined by the commander is below 
the minimum required for the assign
ment of the MOS as outlined in the 

• MOS Manual. This action is authorized 
provided the MOS is not one that re
quires the approval of the Commandant 
of the Marine Corps prior to assign
ment, changing or voiding. 

f. See subparagraph 3100.3 for ad
ditional restrictions on voiding addi
tional MOSs. 
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ENLISTED PERSONNEL 

3150 PURPOSE 

1. The purpose of classification testing 
is to identify an individual's military 
assignment potential; to provide a 
measure of an individual's general 
mental ability, and to measure an 
individual's specific aptitude for a 
given requirement. 

2. Initial Classification. Initial clas
sification includes all classification 
actions accomplished by the recruit 
depots and the Organized Marine Corps 
Reserve. It includes testing, interview
ing, analysis of test and interview re
sults culminating in a recommended 
individual job-area assignment. The 
objective is to identify military potential 
and to match this potential with exist
ing Marine Corps manpower require
ments. 

3. Field Classification. Fieldclassifi
c at ion includes all class ific at ion actions 
effected subsequent to initial classifi
cation. Field classification is accom
plished at all administrative levels of 
the Marine Corps. Its primary objec
tives are: 

a. Assignment of individual Ma
rines to specific table of organization 
billets, based on military potential and 
the billet requirements of the organiza
tion. 

b. The intelligent reclassification, 
retraining or reassignment to assure 
the effective use of personnel con
sistent with individual military potential 
and the overall skill requirements of 
the Marine Corps. 

3151 INTERVIEWING 

1. Interviews will be utilized to obtain 
information pertaining to the abilities, 
skills and aptitudes which are neces
sary for the effective classification of 
the individual Marine, and for the 
preparation or verification of NAVMC 
118(8a)-PD, Military and Civilian Oc
cupational Specialties, Education 
Courses, Technical Training and Tests 
Completed. 

2. The success of the classification 
interview depends upon the skill of the 
interviewer, the degree of his prepara
tion, and the manner in which the inter
view is conducted. Preparation re
quires a thorough knowledge of refer
ence materials pertinent to the field of 
classification and attention to the phy
sical details under which the interview 
is conducted. The interviewer must con
trol the interview at all times, not in 
a domineering manner but with well
worded questions directed towards the 
desired goal. 

3. A classification interview will be 
conducted whenever it is necessary to 
prepare a new NAVMC 118(8a)-PD. 
Normally the interview will be con
ducted at the first organization in the 
Marine Corps or Marine Corps Reserve 
to which the individual is assigned or 
reports for duty or training after indue
tion, enlistment, reenlistment or ap
pointment to officer grade. 

4. Classification information contained 
on NAVMC 118(8a)-PD will be verified 
through interview: 

a. Within 10 days after an individual 
reports to anew permanent duty station. 

b. Within 10 days prior to the date 
of discharge (except in the case of 
Class ill reservists on inactive duty), 
release from active duty or reenlist
ment. 

c. During the annual administrative 
audit of individual records except in the 
case of Class Ill reservists on inactive 
duty. 

3152 AUTHORITY FOR TESTING 

1. Regular Establishment. The com
manding _generals of the Marine Corps 
Recruit Depots are authorized to ad
minister the Basic Classification Test 
Battery of the Aptitude-Area Clas
sification Test to recruits. The com
manders listed below are authorized 
to administer and score the Field 
Classification Test Battery ofthe Apti
tude-Area Classification Test, and 
other classification tests, as listed in 
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paragraph 3153. This authority in
cludes the approval or disapproval of 
retests (see par. 3155) for personnel on 
active duty. This authority may be 
further delegated by these commanders 
to division, wing or force troops level 
or to commanders at the battalion/ 
group level geographically separated 
from the parent command, as appro
priate: 

Commandant, Marine Corps 
Schools, Quantico 

Commanding General, Fleet Ma
rine Force, Atlantic 

Commanding General, Fleet Ma
rine Force, Pacific 

Commanding General, Marine 
Corps Base, Camp Lejeune 

Commanding General, Marine 
Corps Base, Camp Pendleton 

Commanding General, Marine 
Corps Base, Twentynine 
Palms, California 

Commanding General, Marine 
Corps Recruit Depot, Parris 
Island 

Commanding General, Marine 
Corps Recruit Depot, San 
Diego 

Commanding General, 
Corps Air Bases, 
Area, El Toro 

Commanding General, 
Corps Air Bases, 

Marine 
Western 

Marine 
Eastern 

Area, Cherry Point 
Commanding General, Marine 

Corps Supply Center, Barstow 
Commanding General, Marine 

Crops Supply Center, Albany 

a. The delegation, by the above 
commanders to division, wing, force 
troops or battalion/group level does not 
relieve the delegating commanders of 
the responsibility for accountability of 
testing materials nor will a separate 
testing account of the subordinate com
mand be maintained at Headquarters 
Marine Corps. 

b. Commands not under the ad
ministrative control of the above com
manders, or their subordinate com
mands who have been delegated testing 
authority, are authorized to establish 
liaison with the commands holding 
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testing authority, for the purpose of ad
ministering classification testsjre
tests. Commands delegated testing au
thority are encouraged to administer 
tests/retests, or furnish tests for ad
ministration to personnel of commands 
not under their administrative control, 
but which are in close proximity to 
them. No expense to the Government 
is authorized for these purposes. The 
decision of the command holding the 
testing authority is paramount con
cerning whether or not a request for 
administering tests /retests will be ap
proved. Commands disapproving re
quests for testing/retesting from units 
not administratively subordinate to 
them will forward the request to the 
Commandant of the Marine Corps (Code 
DFM) indicating their reason for dis
approval. 

2. Reserve Establishment. The com
manders listed below are authorized to 
approve, administer and score tests/ 
retests for active duty personnel of 
their commands and for members ofthe 
Marine Corps Reserve on inactive duty 
when a minimum score is an estab
lished prerequisite for a specific pro
gram, provided the individual is other
wise fully qualified and recommended 
for the program. The actual adminis
tration and scoring of classification 
testing may be delegated to other sub
ordinate commanders; no separate test
ing accounts will be maintained at 
HQMC however. 

Commanding General, Marine 
Air Reserve Training Com
mand 

Directors, Marine Corps Dis
tricts 

Commanders not under the administra
tive control of the above commands, but 
in close proximity thereto, are au
thorized to establish liaison with the 
above commands for the purpose of 
classification testing, as outlined in 
subparagraph 315Z.lb, above. 

3. Requests for authority to administer 
classification tests/retests to person
nel of commands not under the cogni
zance of a commander as listed above 
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and unable to obtain classification test
ing service from a command holding 
classification tests, shall be submitted 
to the Commandant of the Marine 
Corps (Code DFM) for approval. Ap
proved requests will serve as auto
matic requisitions for the required test 
material. 

3153 CLASSIFICATION TESTS AND 
ADMINISTRATION OF CLAS
SIFICATION TESTS 

1. Classification test scores should 
not be used as qualifying standards in 
promotion programs which are based on 
demonstrated performance; they may 
be used however as prerequisites or 
screening aids in selecting personnel 
for training or special programs. 

2. Each test used in the classification 
program will be administered under 
the direct supervision of an officer or 
an enlisted person who is thoroughly 
familiar with classification testing pro
cedures. Tests shall be administered 
in strict compliance with the instruc
tions applicable for each test. 

3. General Classification Test (GCT). 
The Commandant, Marine Corps 
Schools, Quantico, Virginia and the 
Commanding Officer, Marine Aviation 
Detachrne~t, Pensacola, Florida, are 
the only commands authorizedtomain
tain General Classification Test ma
terial on a permanent basis. The GCT 
is to be administered to officers, subject 
to the provisions of subparagraph 3004.1 
and to personnel actually undergoing 
training which leads to commissioned 
status. The GCT will not be admin
istered to enlisted personnel except as 
stated above. To eliminate GCT testing 
for enlisted personnel undergoing of
ficer training who qualified for a com
missioning program under an Aptitude
Area Classification Testing requisite, 
the following procedure will apply on a 
machine produced service record book 
page described in paragraph 3154. The 
A-A "VE" score will be printed in the 
GC T "RV" space. The A-A "AR" and 
"PA" scores will be printed in the GCT 
11AR11 and 11PA 11 spaces, respectively. 
N/A will be entered in the GCT "AC" 
space. In the GCT space will be entered 

the score attained by adding the A-A 
''VE, 11 ''AR" and ''PA" scores and 
dividing such score by three. A printed 
footnote at the bottom of the machine 
printed page will indicate that these 
scores were derived from the Aptitude
Area Classification Test Battery. 

a. The test is comprised of four 
separate tests as follows: 

Reading and Vocabulary (RV) 

Arithmetic Computation (AC) 

Arithmetic Reasoning (AR) 

Pattern Analysis (PA) 

b. The overall General Classifica
tion Test Score is arrived at through 
computation instructions contained in 
the GCT Manual. 

4. The Aptitude-Area Classification 
Test (A-A). The Aptitude -Area class. 
ification concept was developed through 
intensive research in the aptitudes of 
military personnel, better understand
ing of military job requirements and 
the validation of new testing instru
ments. It envisions mental aptitude as 
a collection of abilities, not as a single 
ability. Each individual has these abil
ities in varying degrees - more of 
some, less of others. To classify an 
enlisted Marine adequately for one of 
the many Marine Corps jobs that must 
be filled, the Marine Corps has to know 
his particular pattern of abilities -what 
he can do best, how many outstanding 
abilities he has, how he compares with 
others in each ability. Aptitude, as used 
in this concept, means readiness to 
acquire skill and the potential to be
come proficient, given the opportunity 
and appropriate training. The A-A tests 
identify and measure those aptitudes 
which are significantly related to mili
tary jobs and thereby provide a profile 
of an enlisted Marine's strengths and 
weaknesses in terms of his assignment 
potential. See MCO P 1 ZOO. 7, MOS 
Manual for the relationship between 
Aptitude-Areas and MOSs. By match
ing the Aptitude-Areas and MOSs, as
signments can be facilitated. 
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a. The Aptitude-Area Classifica
tion Test is comprised of two separate 
test batteries, the Basic Classification 
Test Battery and the Field Classifica
tion Test Battery. 

(1) The Basic Classification Test 
Battery, administered only to Male 
Recruits, unless otherwise directed, 
consists of eleven tests. 

(Z) The Field Classification Test 
Battery consists of 8 of the 11 tests, 
and is administered to: 

(a) Male Marines (1st term 
reenlistees) not previously admin
istered either battery of the A-A test. 
Tests may be administered prior to 
reenlistment, but not more than 120 
days prior to anticipated reenlistment 
date. The command effecting the re
enlistment is responsible for admin
istering the test battery, however, 
commands not retaining A-A tests, 
which effect first term reenlistment 
of personnel who are to be transferred 
within 30 days of reenlistment to a 
command possessing A-A tests, may 
omit testing, provided they notify the 
receiving command that the test battery 
must be administered to the reenlistee. 

(b) Women Recruits 

(c) Enlisted personnel (Regu
lar and Reserve) applying for an as
signment/program which has pre
requisites stated in terms of both GCT 
and A-A scores, if the Marine has a 
GCT score which fails to meet the 
stated GCT requisite. 

(d) Enlisted personnel upon re
entry into the service on active duty 
if the period of separation or inactive 
duty has been in excess of 1 year and 
the· individual has prior active Marine 
Corps or Marine Corps Reserve 
service. 

(e) Members of the Organized 
Marine Corps Reserve who have no 
prior Marine Corps active service, but 
do have prior active duty with another 
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branch of the U.S. Armed Forces, upon 
joining an Organized Marine Corps 
Reserve Unit. 

b. Partial administration of the 
Aptitude-Area Classification Test 
Battery will not be permitted without 
specific authority from the Comman
dant of the Marine Corps (Code DFM). 

c. The initial administration of the 
Aptitude-Area Classification Test Bat
tery is not a retest of the General 
Classification Test which is currently 
administered to officers and personnel 
undergoing training leading to commis
sioned status and which was formerly 
administered to enlisted personnel, 

d. In both the Basic Classification 
Test Battery and the Field Classifica
tion Test Battery, the individual test 
scores are converted into Aptitude
Area Scores, which are derived from a 
combination of the individual test 
scores. 

e. All tests and aptitude -areas 
derived therefrom are listed below. 
The tests are"'to be administered in the 
order listed: 

Tests 

Verbal (VE) 
Arithmetic Reasoning (AR) 
Pattern Analysis (PA) 
Classification Inventory (CI) 
Mechanical Aptitude (MA) 
Clerical Speed (ACS) 
Radio Code (ARC) 
General Information (GIT) 
Shop Mechanics (SM) 
Automotive Information (Ali 
Electronics Information (ELI) 

• Aptitude-Areas 

Infantry (IN) 
Armor, Artillery and Engineer (AE) 
Electronic (EL) 
General Maintenance (GM) 
Motor Maintenance (MM) 
Clerical (CL) 
General Technical (GT) 



CHAPTER 3--CLASSIFICATION OF MILITARY PERSONNEL 3153 

f. The following tests of the Aptitude-Area Classification Test Battery 
measure the indicated qualities: 

TEST 

Verbal 

Arithmetic 
Reasoning 

Pattern 
Analysis 

Class ific at ion 
Inventory 

Mechanical 
Aptitude 

Clerical Speed 

Radio Code 

General Information 

Shop Mechanics 

Automotive Information 

Electronics Information 

SYMBOL 

VE 

AR 

PA 

CI 

MA 

ACS 

ARC 

GIT 

SM 

AI 

ELI 

QUALITY 

Ability to understand the meaning of 
words; grasp concepts in verbal 
form; present ideas clearly. 

Facility for problem solving; ability 
to handle mathematical computa
tion. 

Ability to mentally manipulate 
spatial relations and visualize three 
dimensional form. 

Evaluates interest, personality and 
and feeling of social responsibility
behavior basis to good personal ad
justment and to good citizenship. 

Ability to comprehend mechanical 
principles. 

Perception in working with detailed 
numeric and verbal material. 

Facility for learning radio code. 

Measures masculine interests espe
cially in outdoor type activities. 

Knowledge of mechanical and con
struction craft information. 

Knowledge of automotive and re
lated principles. 

Knowledge of electrical and radio 
information and theory. 

(1) If a requirement exists for one or more of the ability areas shown above, 
selection should be based on the test scores which indicate the higher desired 
quality. 

3-19 
Ch. 8 



3153 MARCORPERSMAN 

g. The following are the various combinations of tests and aptitude-areas, 
and identifies the categories of Marines to which they are applicable: 

TESTS 

VE AR P A Cl MA ACS ARC GIT SM AI ELI 

Basic Classification Test Battery 
(Male Recruits Only) l< X X X X X X X X X X 

Field Classification Test Battery 
(Male Marines, not recruits) X X X X X X X X 

Women Marine (including Women 
Recruits) X X X X X X X X 

• APTITUDE-AREAS 

IN AE EL GM MM CL GT 

Basic Clasaification Test Battery 
(Male Recruits Only) X X X X X X X 

Field Classification Test Battery 
(Male Marines, not recruits) X X X X X X X 

Women Marines (including Women 
Recruits) X X X X X 

.Since Aptitude-Areas IN and AE have different computation formulas, ba.sed on 
whether the Basic test or the Field test are administered, caution must be used to 
ensure the cormt formula is used. DA Pamphlet 611-100 contains all computation 
formulas. The IN and AE areas computed for the yield test are to be computed 
using the formula for CO-A for the IN area, and the CO-B formula for the AE area. 

h. The use of selected tests and 
aptitude-areas for special purposes will 
be directed by the Commandant of the 
Marine Corps. Instructions for special 
test programs will be promulgated, as 
required, by Headquarters Marine 
Corps. 

i. Each Aptitude-Area Classifica
tion Test is provided as a separate 
test booklet, except the Radio Code 
(ARC) which is in tape- recorded form. 
Individual answer sheets are provided 
for each test, except the Army Clerical 
Speed (ACS) test, which is a self
contained test booklet and answer sheet. 
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j. A standard score of 100 indicates 
"average" in the separate tests of the 
Aptitude-Area Classification Test 
Battery and in the Aptitude-Area 
Scores. Insofar as practical an indi
vidual should possess a score of 90 or 
better in the appropriate aptitude -area 
for assignment or reassignment to 
entry billets. 

k. Aptitude-Area score require
ments for assignment to formal school 
training are reflected in the MCO 
PlSOO.lZ,Marine Corps Formal Schools 
Manual. 
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5. Language Proficiencr Test (LPT). Foreign language proficiency will be 
evaluated by means of an LPT in all cases for which an LPT is available. The LPT 
will be administered immediately following the initial identification of a foreign 
language ability when there is reasonable evidence that the ability possessed is 
significant enough to warrant testing. Foreign languages and test material form 
numbers for the languages for which a LPT is available are: 

TEST 
LANGUAGE BOOKLET NO. 

Albanian 6302 
Arabic, Iraqi 6305 
Bulgarian 6314 
Burmese 6315 
Chinese, Cantonese 6318 
Chinese-Mandarin 6320 
Czech 63ZZ 
Danish 6323 
Dutch 6324 
Finnish 6326 
French 6327 
German 6329 
Greek, Modern 6330 
Hebrew, Modern 6332 
Hungarian 6335 
Icelandic 6336 
Indonesian 6338 
Italian 6339 
Japanese 6340 
Korean 6346 
Lithuanian 6350 
Norwegian 6355 
Persian 6358 
Polish 6359 
Portuguese 6361 
Romanian 6362 
Russian 6363 
Serbo-Croatian 6364 
Slovenian 6367 
Spanish 6368 
Swedish 6370 
Thai 6373 
Turkish 6376 
Ukrainian 6378 
Vietnamese 6380 
Yiddish 6383 

a. All personnel will be given an 
opportunity to indicate their ability in 
any foreign language during initial 
classification processing upon entry on 
active duty or upon joining an 0 rganized 
Marine Corps Reserve Unit and at any 
subsequent time that an ability in a 
foreign language is acquired. Identifi
cation of these languages will based on 
the individual's claim of ability and 

SCORING LANGUAGE 
KEY NO. TAPE NO. 

6302-1 6302-2· 
6305-1 6305-2 
6314-1 6314-2 
6315-1 6315-2 
6318-1 6318-2 
6320-1 6320-2 
6322-1 6322-2 
6323-1 6323-2 
63Z4-l 6324-2 
6326-1 6326-2 
6327-1 6327-2 
6329-1 6329-2 
6330-1 6330-2 
6332-1 6332-2 
6335-1 6335-2 
6336-1 6336-2 
6338-1 6338-2 
6339-1 6339-2 
6340-1 6340-2 
6346-1 6346-2 
6350-1 6350-2 
6355-1 6355-2 
6358-1 6358-2 
6359-1 6359-2 
6361-1 6361-2 
6362-1 6362-2 
6363-1 6363-2 
6364-1 6364-2 
6367-1 6367-2 
6368-1 6368-2 
6370-1 6370-2 
6373-1 6373-2 
6376-1 6376-2 
6378-1 6378-2 
6380-1 6380-2 
6383-1 6383-2 

background which indicates knowledge 
of a foreign language; i.e.,language use 
in the home, completion of a language 
course, extended foreign residence, 
etc. 

b. The Language Proficiency Test 
(series 1958) is designed as the stand
ard test to determine the degree of 
proficiency of personnel who profess 
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ability in a foreign language for which 
a test is available. LPT facilities are 
maintained at the installations listed in 
paragraph 31 5Z. 

(1) Commanders oftestfacilities 
listed in paragraph 315Z will be re
sponsible for the evaluation of language 
proficiency by testing all Marine Corps 
personnel within their command when 
ability is professed in a foreign lan
guageforwhich aLPT is available, (See 
subpars. 315Z,lb and 315Z,Z.) A com
mand requesting LPT test materials 
must have a tape recorder capable of 
reproducing sound from tape 1/4 inch 
by 1 ZOO feet, recorded at a speed of 
7 1/Z inches per second on 60-cycle 
alternating current. Requests for au
thority to administer LPTs, that are 
addressed to this Headquarters, will 
include: 

Name, grade, service number, 
MOS(s) and component of indi
vidual to be tested 

Statement of availability of the 
required tape recorder 

Foreign language test(s) to be 
administered to the individual 

Form number of test bookl.,t(s), 
and language tape(s) required 

c. The LPT will be administered 
during the initial classification proc
essing upon entry on active duty, if 
appropriate, and in the following in
stances: 

(1) To personnel who were pre
viously administered the LPT (series 
1958) a11:er a period of Z. years has 
elapsed from the date of previous 
testing, completion of a course of in
struction in the language or completion 
of a duty assignment requiring the use 
of the language. 

(Z) To personnel who pouess a 
language MOS, or those whose records 
indicate language abilit}'·, who have not 
previously been tested. 

(3) To all other personnel who 
claim the ability to understand, speak, 
and/or read a foreign language for 
which a test ia available. 
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(4) Upon the direction of the 
Commandant of the Marine Corps. 

d. The administration of the LPT 
program will be in accordance with the 
following: 

( 1) Testing and scoring will be 
conducted by qualified personnel in ac
cordance with the instructions con
tained in the LPT Manual and the fol
lowing: 

(a) Part I (Listening Com
prehension) of the LPT is recorded on 
magnetic tape and will be administered 
by use of a tape recorder meeting the 
specifications described in subpara
graph 3153.5b(l), above, 

(b) Spoken Arabic consists of 
several dialects and since the written 
Arabic is common to all dialects, the 
following special procedure will apply 
in the evaluation of proficiency in this 
language: 

l· An individualclaiming 
proficiency in any Arabic dialect will 
be given Part I (Listening Compre
hension) and Part II (Reading Compre
hension) ofthe prepared test for Arabic, 
Iraqi. The score and rating attained on 
each part will be recorded as pro
ficiency in Arabic, Iraqi. 

(Z) Materials required are as 
follows: 

Tape Recorder (see subpar, 3153.5b(l) 

LPT Manual 

Answer Sheet 

T.est Booklet 

DA Pamphlet 611-300 

DA Form 6000 (same 
for all LPTs) 

(see subpar, 3153.5 for 
form number) 

Language Tape (see supbar, 3153.5 for 
form number) 

Scoring Key (see subpar. 3153,5 for 
form number) 

• 
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e. The following is a listing of ratings and the scores within the rating for the 
LPT - series 1958: 

Adjectival Rating Part I 

Good 46 - 60 
Fair 28 - 45 
Poor 16 -
Not Rated 0 -

t f. Marine Security Guards assigned 
duty with Company 11F, 11 Headquarters 
Battalion, Headquarters Marine Corps 
will be identified at such time as they 
attain a tested rating of S-1 or higher 
on an oral examination administered at 
an overseas post by a Foreign Service 
Institute Regional Language Supervisor. 
In the event an individual progresses 
to level S-2, S-3 and S-4, this progres
sion will be reported as it occurs. 

(I) As a level oJ proficiency is 
reached, this fact will be reported by 
Administrative Action Form (NAVMC 
I 0274-ADM) to the Commanding Gen
eral (Data Processing Off1cer), Ma
rine Corps Base, Camp Lejeune, North 
Carolina 28542, for entry into the per
sonnel accounting system, with a copy 
to Commandant of the Marine Corps 
(Code DGH). to include the following 
information: 

(a) Last name, first name and 
middle initial 

(b) Service number and grade 

(c) Date proficiency level ob
tained, month ·and year 

(d) Name oflanguage and lan
guage code 

(e) Part I score 

(f) Part II score 

(2) The following scores will be 
reported for both Part I and Part II to 
indicate the levels of proficiency as 
shown: 

Part I Part II 
Level Score Score 

S-1 20 20 
S-2 33 33 
S-3 48 48 
S-4 58 58 

27 
15 

Part II Total Score 

46 - 60 92- 120 
28 - 45 56 - 91 
!6 - 27 32 - 55 

0 - 15 0 - 31 

(3) This procedure is authorized 
for use only by Company 11F, 11 Head
quarters Battalion, Headquarters Ma
rine Corps. 

6. Language Proficiency Interview. 
Evaluation of proficiency in foreign 
languages for which Language Pro
ficiency Tests are not available will be 
accomplished by interview if there is 
reasonable evidence that the ability 
possessed is significant to warrant 
recording in the personnel accounting 
system and service records. 

a. Interviews will be conducted by 
a qualified linguist in the langUage being 
evaluated if possible. 

b. If it is determined that the 
individual does possess ability in a 
language, this information will be trans
mitted to the Recruit Depot in the same 
personnel accounting jurisdiction as the 
command by naval letter or administra
tive action form. The transmitting 
document must contain all standard 
identifying information in addition to 
the reporting unit code number, the 
name of the language(s) and the month 
and year the interview was conducted. 

c. The Marine Corps Directives 
System ( 1550 series) provides guidance 
criteria for language proficiency inter
views. 

7. Language Proficiency Recording. 
The order in which proficiency in 
foreign languages will be recorded on 
the machine produced NAVMC 118(8)
PD, Classification and Assignment Test 
Results, described in subparagraph 
15112.2 will be as follows: 

a. Formal school training in the 
language. 
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b. Administration of a language 
proficiency test. 

c. Language proficiency interview. 

Space is allocated for recording scores 
for Parts I, II and total score but no 
adjectival rating for foreign languages 
on NAVMC 118(8)-PD. If the individual 
is qualified in three or more foreign 
languages, this fact will be signified 
by an ''X'' placed in the ''Yes'' box op
posite 11Additional Language Profi
ciency Test Administered.'' The third 
or fourth (or more as the case maybe) 
language when initially introduced into 
the system will be recorded on NAVMC 
118(8)-PD in the "Remarks" section by 
the computer center one time and one 
time only. Succeeding NAVMC 118(8)
PDs produced by the computer center 
will thereafter only reflect the most 
significant language(s) in which the 
individual is qualified in the 11 Language 
Proficiency Tests'' sectionbasedonthe 
precedence shown above. All other 
foreign languages previously reflected 
·n the ''Remarks'' section of the initial 
NAVMC 118(8)-PD must therefore be 
transcribed to the newNAVMC 118(8a)
PD~ Military and Civilian Occupational 
Specialties, Education Courses, Tech
nical Training and Tests Completed, 
prior to the obsolete NAVMC 118(8)-PD 
being destroyed. 

8. Language Aptitude Test (LAT). The 
language aptitude test is designed to aid 
in selecting personnel for training in 
various language schools by determin
ing their aptitude for learning a foreign 
language. It will be administered to all 
officers and enlisted personnel being 
considered for or who are applying for 
assignment to language training. 

a. Language Aptitude Testing facil
ities are maintained at the installations 
listed in paragraph 3152. 

b. Materials required for the ad
ministration of the LAT are: 

Directions for Admin
istration of the LAT 

LAT Test Booklet 
Standard Answer sheet 

- DA pamphlet 611-131 
- DA pamphlet 6131 
- DA Form 6000 

c. Requests for assignment to a 
language school from personnel who 
cannot be tested at one of the com
mands holding LA T material will serve 
as a request for test material. Re
quests for assignment to a language 
course will be forwarded to the Com
mandant of the Marine Corps (Code 
DF) only in the case of individuals 
who attain a score of 18 or above on 
the LAT. The score attained will be 
included in the commanding officer's 
forwarding endorsement. Requests for 
assignment to language school are not 
desired from officers. 

d. Scores will be recorded in the 
"Special Qualifications" section of the 
NAVMC 118(8a)-PD. 

9. Oral Trade Test Questions. The 
Oral Trade Test Questions (NA VMC 
1 062-PD) are designed to ascertain a 
person's knowledge with reference to a 
civilian occupation in which he claims 
to be skilled. These tests will be ad
ministered during initial classification 
by Recruit Depots and Reserve ac
tivities as necessary. The questions 
deal with an individual's knowledge 
and are not to be considered a measure 
of skill. Test results will not be 
recorded in the service records of 
personnel tested~ 

a. Tests will be adrninistered and 
scored in accordance with the Oral 
Trade Test l\1anual. Materials required 
are: 

NA VMC 1 062-PD and printed change 
1-56. 

b. The score for each set of trade 
questions is the number of questions 
answered correctly. At the end of each 
set of trade questions there appears 
the interpretation of scores for that set 
of questions in the terrns W (well in
formed); S (some information) and L 
(little information). The range of scores 
is indicated for each of these tern1s in 
each set of questions. 

10. Typing Test. The typing test is 
designed as a measure of typing speed 
and is designated as the standard typing 
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test for use in the Marine Corps clas
sification program, It will be admin
istered at the Recruit Depots to all 
recruits who claim typing ability, and 
may be administered as deemed neces
sary, by the commands listed in para
graph 3152, It is to be used in situations 
where exact knowledge of an individual's 
typing proficiency is required, such as 
assignment to schools where a mini
nium typing speed is specified, and it 
may be used in situations where such 
knowledge would be helpful in making 
proper personnel assignments. 

a. The typing test will be admin
istered and scored in accordance with 
the Marine Corps Typing Tests Manual. 

b. Materials required are as out
lined in the Marine Corps Typing Tests 
Manual (NA VMC 1186-PD). Reproduc
tion of certain portions of this test is 
authorized in the Typing Tests Manual. 

c. Test results will be recorded in 
the service record book of enlisted 
personnel in accordance with instruc
tions contained in chapter 15. 

11. Electronics Technician Selection 
Test (ETST), This test is used in 
selecting Marines for training in elec
tronics. The test covers five areas in
cluding mathematics, general science, 
shop practice, electricity and radio. 
The ETST will be administered only at 
Recruit Depots or at the direction of the 
Commandant of the Marine Corps. 

12. Defense Officer Record Examina
tion (DORE), This test is administered 
to all newly-commissioned male offi
cers at MCS, Quantico, Va., MAD, 
Pensacola, Fla., or MAD, Corpus 
Christi, Tex. All tests are machine .. 
scored at MCS, Quantico, Va., and test 
results are entered into the Personnel 
Accounting System at Headquarters 
Marine Corps. Scores will be recorded 
on NAVMC 118(8)-PD by computer
generated process as described in par. 
15112. 

13. Other tests, controlled by the Com
mandant of the Marine Corps will be 

furnished and administered in individ
ual cases, and/or for specific purposes 
dependent upon the circumstances. 

3154 CLASSIFICATION TEST 

~g~'t{~~ ~~~E~iP~:gfNrga. 
PROCEDURES 

l, Regular Establishment 

a. The machine scoring of classifi
cation test answer sheets demands 
strict compliance with the instructions 
and procedures set forth herein to en
sure that classifica~~on test scores are 
promptly and properly entered into the 
personnel accounting system and indi
vidual records. 

b. Classification test scores will 
not be considered 11 official11 until they 
have been machine scoredD Implementa
tion of machine scoring of classifica
tion test answer sheets when the results 
are required to be known to establish 
qualifications for immediate classi
fication/assignment action will not pro
hibit hand scoring when required. Ulti
mately, all classification test answer 
sheets must be machine scored before 
they are introduced into official rec
ords. This applies equally to initial 
testing and rete sting. 

c. Classification tests included in 
the machine scoring concept are the 
General Classification Test, Aptitude
Area Classification Test, Language 
Proficiency Test, Defense Officer Rec
ord Examination, and the Electronics 
Technician Selection Test. When it is 
determined that the results ofthe test(s) 
must be known immediately, and this 
requirement is sufficiently justified to 
the Commandant of the Marine Corps 
by the commanding officer, scoring keys 
will be included in the test material 
furnished to permit hand scoring. 

d. Classification test answer sheets 
will be transmitted to the Recruit Depot 
in the same personnel accounting juris
diction as the command administering 
the test. The use of Airmail in trans
mitting answer sheets is authorized 
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where appropriate. The envelope con
taining the test answer sheets will be 
mailed to the Commanding General 
(Classification), Marine Corps Recruit 
Depot as appropriate. Insert "TEST 
ANSWER SHEETS" in the lower left
hand corner of the envelope. 

e. Handling procedures 

(I) All test answer sheets will be 
marked with electrographic pencil. 

(2) All test answer sheets must 
be completely and legibly filled out and 
must include the testee' s service num
ber. 

(3) The Reporting Unit Code 
Number of the organization to which the 
individual being tested is administra
tively joined, must be stamped or 
printed plainly in the upper right-hand 
corner (Line 8) of all answer sheets to 
ensure correct and timely return/re
porting procedures. 

(4) Every precaution must be 
taken to ensure that the test answer 
sheets are not folded or mutilated upon 
transmission to the machine scoring 
activity. 

(5) All answer sheets must be 
thoroughly screened to ensure there are 
no double answers andthatallerasures 

are clean and thorough prior to trans
mission to the machine scoring activity. 

(6) Units provided test materials 
on an individual basis by the Comman
dant of the Marine Corps or a test center 
will ensure proper return of the test 
components to the issuing command and 
the answer sheets to the respective 
Recruit Depot to prevent unnecessary 
handling delays in obtaining test results. 

f. Scoring procedures 

{I) Classification test answer 
sheets may be hand scored as set forth 
in subparagraph 1 b, above, however; 
they must be sent to the appropriate 
Recruit Depot for machine scoring in 
each instance. 

g. Reporting procedures 

(I) Upon receipt of the classifi
cation test answer sheets at the recruit 
depot they will be machine scored. The 
Recruit Depot will transmit the scores 
to the appropriate electronic computer 
installation which will generate a ma
chine prepared service record book 
NAVMC 118(8)-PD, in duplicate. The 
original will be sent to the reporting unit 
and the duplicate to the Commandant of 
the Marine Corps (Code DGH). 

(2) Unit Diary entries are notre
quired. 
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h. Scored answer sheets will be 
retained on hand at the Recruit Depot 
for a minimum of 6 months from date 
of testing in compliance with existing 
regulations. 

i. Correspondence concerning non
receipt, incorrect or incomplete ma
chine prepared service record book 
pages will be directed to the Recruit 
Depot in the same personnel account
ing jurisdiction as the command ad
ministering the test, providing it is 
initiated within 6 months from the date 
of testing; otherwise the correspond
ence will be directed to the Com
mandant of the Marine Corps (Code 
DFM). 

2. Reserve Establishment 

a. Classification test answer sheets 
for Reserve personnel on inactive duty 
will not undergo the machine scoring 
and reporting procedures outlined in 
subparagraph 1, above. All classifica
tion tests for inactive duty Reserve 
personnel will be hand scored. 

b. Classification test scores on 
inactive duty Reserve personnel will be 
recorded in the service record book as 
set forth in subparagraph l5112.5g. 

3155 RETESTING 

l. Retesting is permitted only to meet 
a valid military requirement; i.e., 
reclassification, determining eligibility 
for formal school training, duty as
signment or commissioning programs. 
Requests for retests will not be an
swered by Headquarters Marine Corps 
if based solely upon the desire to ob
tain higher scores. 

2. All commanders listed in paragraph 
,3152 and commands whomtheysodele
gate are authorized to accomplish re
testing subject to the instructions con
tained herein. 

3. Requests for retesting from individ
uals or commanders unable to obtain 
classification testing service from a 
command holding classification tests 
will be forwarded to the Commandant 
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of the Marine Corps (Code DFM). Re
quests for retests will contain the fol
lowing information for each individual 
to be tested: 

a. Name, grade, service number, 
MOS(s) and component. 

b. Date previous test was admin
istered. 

c. Scores previously attained. 

d. Justification for requesting a 
retest. 

4. Requests for retests for personnel 
who have had access to~ or are familiar 
with, test materials will contain a state
ment to that effect. All such requests 
will be forwarded to the Commandant 
of the Marine Corps (Code DFM) for 
testing authority. 

5. When a retest has been adminis
teredj the new scores attained, whether 
higher or lower than the previous 
scores, will be the official score, 

6. No retest will be administered with
in a 1-year period following the date of 
the previous test unless it is required 
to meet a requisite for a reenlistment 
option. 

7. Procedures or information relative 
to retesting with specific classifica
tion test are as follows: 

a. GENERAL 
TEST (GCT) 

CLASSIFICATION 

(1) All requests for retests under 
the GCT will be forwarded to the Com
mandant of the Marine Corps (Code 
DFM). 

b. LANGUAGE PROFICIENCY 
TEST (LPT) 

(l) Retests of the LPT are au
thorized when, in the ooinion of the 
commanding officer, the ;esults of the 
previous tests do not reflect current 
ability in any phase of the language, 
and as required in subparagraph 
3153.5c. 
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c. LANGUAGE APTITUDE TEST 
(LAT) 

(1) Retests of the LAT are not 
authorized without the approval of the 
Commandant of the Marine Corps. 

d. TYPING TEST 

( 1) Retests will be authorized in 
those cases where definite evidence 
is available to indicate improvement of 
typing ability since the administration 
of the original typing test. 

3156 INTERPRETING CLASSIFICA
TION TEST RESULTS 

1. Test results arenormallye~i!ised 
in terms of standard scores wh1ch are 
grouped into five broad categories 
called "Grades." Scores are grouped 
into grades as follows: 

Grade Standard Score Range 

I 

II 

III 

IV 

v 

130 and above 

110 - 129 

90 - 109 

60 - 89 

59 and below 

2. The above grades/standard score 
ranges apply to the General Classifica
tion Test, AI!titude-Area test scores, 
and Aptitude-Area scores. 

3157 SUPPLY OF CLASSIFICATION 
TEST MATERIALS 

1. Stocks of test materials are main
tained by the commanders listed in 
paragraph 3152. Subordinate commands 
will request test materials directly 
from those commanders. 

2. Materials which have become ob
solete or unserviceable, or are no 
longer required, will be returned to 
the Commandant of the Marine Corps 
(Code DFM). Test materials returned 
will serve as an automatic requisition 
for replacement materials unless 
otherwise specified. 

3. Commands authorized to maintain 
and administer classification tests will 
requisition necessary answer sheets 
through normal supply channels, with 
the exception of the Army Clerical 
Speed Test (ACS) which is controlled 
and issued by the Commandant of the 
Marine Corps (Code DFM). Com
manders listed in paragraph 3152 will 
request Army Clerical Speed Test 
(ACS) replacement material when 
stocks reach what is considered a 
normal 90-day supply. This will permit 
enough leadtime for this Headquarters 
to procure the necessary forms and 
mail them to the requesting command 
without a disruption of testing. The 
maintenance of "usage data" will aid 
materially in submitting reasonable re
quests for replacement answer sheets. 
Instructions for requisitioning answer 
sheets not under the control of the 
Commandant of the Marine Corps will 
be found in the appropriate Marine 
Corps Order in the 4235 series. Tests, 
scoring keys and testing instructions 
will be requisitioned from the Com
mandant of the Marine Corps (Code 
DFM). 

4. Reproduction of any test or test 
material in whole or in part is pro
hibited, unless specifically authorized 
by the Commandant of the Marine 
Corps, or unless so indicated in the 
test booklet or instructions. 

3158 SECURITY OF CLASSIFICA
TION TEST MATERIALS 

I. Commanders are responsible for 
the security of classification test ma
terials within their commands. An of
ficer will be designated as custodian of 
the classification test materials. Com
manders shall issue such directives as 
deemed necessary to ensure proper 
security and to prevent compromise of 
test materials subject to the following 
instructions: 

a. Classification test materials are 
for official use only. They will be 
transmitted via regular mail or hand 
carried, except in the case of over
seas commands which may forward the 
material via Airmail. Packages of test 
materials will be double wrapped, tape 
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sealed, an<l accompanied, by a trans
mittal letter for all materials except 
blank answer sheets. The letter of 
transmittal will inclu<le a statement or 
enclosure which lists the test materials 
transmitted,. The iimer wrapper will be 
marked, in such a manner as to clearly 
i<lentify the contents as "test mate
rials - to be opene<l by authorized, 
personnel only." 

b. Receipts will be accomplished, 
for ·an test materials forwar<le<l by 
letter of transmittal except for t~ose 
test materials returned, to the Com
man<lant of the Marine Corps in ac
cor<lance with subparagraph 3157 .z. 

c. Test booklets, scoring keys an<l 
answer sheets will be stowed, in safes, 
vaults or locke<l receptacles when not 
in actual use. 

<l. Comman<lers will require that 
test materials be inventoried, quarterly 
an<l upon the relief of custo<lians. These 
inventories are prescribed to 
strengthen the security an<l account
ability of test materials. One copy of 
the inventory will be forwar<le<l to the 
Comman<lant of the Marine Corps (Co<le 
DFM) upon relief pf the custo<lian. 

e. When not in the possession of 
personnel being test.~><l, test materials 

shall be han<lle<l only by an officer· or 
qualified, enliste<l personnel. In any 
case, each in<livi<lual to whom test ma
terials are entruste<l, or to whom the 
contents are ma<le kilown, will be hel<l 
responsible for any act or failure which 
may in any way contribut.e to the com
promise of any test or portion thereof. 

f. The loss, compromise, <lestruc
tion or misuse of any pieces of test 
material will be investigated, by an of
ficer and, the complete report of in
vestigation wi.ll be· forwar<le<l to the 
Cornrnan<lant of the Marine Corps (Co<le 
DFM), viacomman<lchannels. The form 
of· the test will be imme<liately sus
pen<le<l from use within that command,, 
an<l a statement to that effect will be 
inclu<le<l in the report of investigation 
or en<lorsement thereon. The test form 
will not be placed, in use again within 
the command, until authorized, by the 
Comman<lant of the Marine Corps. 

g. Test materials exclu<ling use<l 
answer sheets will not be. <lestroye<l 
unless authorized, by the Comman<lant of 
the Marine Corps. 

h. Under normal circumstances 
test materials requested, from this 
Hea<lquarters for the purpose of test
ing in<livi<lual Marines will be returned, 
within 10 working <lays after receipt. 
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CHAPTER 3 

CLASSIFICATION OF' MILITARY PERSONNEL 

PART A: GENERAL 

3000 SCOPE AND OBJECTIVE 

1. This chapter contains the instruc
tions, procedures, and regulations for 
implementing the classificationsystem 
set forth in the Marine Corps Manual, 
subparagraph 1200.1. 

z. Except as specifically authorized in 
this chapter and by current directives, 
commanders are required to obtain 
approval of the Commandant of the Ma
rine Corps prior to assigning, chang
ing, or voiding a primary or additional 
MOS of any officer, 

3, As used in this chapter, the au
thority granted to "Commanders" is 
intended to apply to those officers 
whose command contains a basic per
sonnel section as defined in paragraph 
1051, unless a higher echelon in the 
military chain of command directs 
the suspension of classification au
thority at the basic personnel section 
level. 

4, Prior to exerc1s1ng the authority 
contained herein, commanders should 
consult the MCOP1200,7, MOS Manual 
for the purpose of reviewing the MOS 
description and qualification require
ments pertinent to the MOS involved. 

3001 CLASSIFICATION INSTRU
MENTS 

l, Reference Materials 

• a, The Military Occupational Spe
cialty Manual (MOS Manual) provides 
a uniform method for identifying jobs 
and qualifications of personnel. It out
lines the essential duties and tasks 
for each military occupational spe
cialty required. The MOS Manual will 
be used as the source of information 
for classifying the military qualifica
tions of personnel, 

• b, Marine Corps directives, per
taining to the classification system, 

z. Interview, A classification inter
view is a planned and controlled con
versation conducted by qualified per
sonnel for the purpose of obtaining 
information to be used in conjunction 
with classification test results for the 
proper classification of personnel. The 
conduct of interviews is discussed in 
part D, 

3, Testing. Classification tests and 
special tests prescribed by the Com
mandant of the Marine Corps will be 
utilized to obtain a more valid evalua
tion of an individual's abilities and 
aptitudes than can be obtained from an 
interview alone, Testing will be con
.ducted in accordance with the instruc
tions contained in part D, 

3002 DEFINITIONS 

I. Classification. Personnel classifi
cation is the process of obtaining, 
identifying, recording and continuously 
evaluating the military qualifications 
of personnel. Classification entails in
terviewing, reviewing records, testing, 
classifying military qualifications, and 
preparing and maintaining qualification 
records. 

z. MOS Structure. A complete explana
tion of the MOS structure, categories, 
and definitions of classification terms 
applicable thereto is contained in part 
I of the MOS Manual. 

3003 CLASSIFICATION OF 
MILITARY QUALIFICATIONS 

I. Classification of military qualifica
tions consists of assigning, changing, 
voiding and converting military occu
pational specialties in order to accu
rately identify each individual's current 
qualifications. 
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Z, All military skills will be carefully 
evaluated, and proficiency in the per
formance of the qualification require
ments of an MOS will be identified by 
the assignment of the appropriate MOS. 
Inasmuch as certain MOSs obviously 
involve higher level of qualification 
requirements; e,g., that of a radio 
technician as compared to a radio 
operator, an individual will be assigned 
that MOS which reflects the highest 
qualification level, 

3, MOSs are assigned as primary and 
additional. 

a, The primary MOS assigned to 
an individual should identify his most 
significant qualifications, 

b, Additional MOSs may be as
signed to identify other qualifications 
which are significant but different from 
those identified by the primary MOS. 
These MOSs may be within the same, 
or from different, occupational fields 
as that of the primary MOS. 

4, Some billets may require only a 
portion of the qualification require
ments of an MOS, therefore, the fact 
that an individual is satisfactorily per
forming duties of that billet does not 
necessarily qualify him for the MOS. 

5, In all cases, the assignment of 
MOSs will be made in accordance with 
the instructions contained in part B 
or part C, as applicable. 

3004 PERSONNEL TO BE 
CLASSIFIED 

l, Each officer and enlisted Marine 
will be classified and NAVMC ll8(8a)
PD, Military and Civilian Occupational 
Specialties, Education Courses, Tech
nical Training and Tests Completed, 
prepared, Each officer up to and in
cluding the grade of lieutenant colonel 
and each enlisted Marine shall be ad
ministered appropriate classification 
tests as listed in paragraph 3153 and 
NA VMC 118(8)-PD, Classification and 
Assignment Test Results, produced 
for all personnel so tested, 
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z. An individual without prior service 
who is inducted, enlisted, or appointed 
to officer grade in the Marine Corps 
or Marine Corps Reserve will be clas
sified as soon as practicable after 
entry, or at the first organization to 
which the individual reports for duty 
or training. 

3005 PERSONNEL TO BE 
RECLASSIFIED 

1. Personnel with prior service in 
the Marine Corps or Marine Corps 
Reserve who are inducted, enlisted, 
reenlisted, or appointed to officer grade 
in the Marine Corps or Marine Corps 
Reserve will be reclassified by the 
organization effecting the reenlistment 
or appointment provided records are 
available. Otherwise, reclassification 
will be effected at the first organiza
tion to which they report for duty or 
training, 

3006 CONVERSION OF MOSs 

1. Changes in MOSs with respect to job 
description, numerical code (MOS), or 
title may necessitate conversion of 
such MOSs to a current authorized 
MOS. Changes to the MOS Manual will 
be issued as required, and each change 
published will include a conversion 
table indicating the MOSs affected. 
Commanders will take appropriate ad
ministrative action on the effective 
date of the change, 

3007 RECORDING AND REPORTING 
CLASSIFICATION INFORMA
TION 

1, Instructions for the r e cording 
of classification information in the 
officer qualification records or the 
enlisted service record books are con
tained in paragraphs 15112 and 15161. 

Z, Instructions for the recording of 
classification information on the in
dividual record card and reporting 
such information on the unit diary are 
contained in chapter 16 of this manual. 
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3008 IDENTIFICATION 
I. All correspondence addressed to 
the Commandant of the Marine Corps 
concerning an individual's MOS or 
classification tests of any type will 
include: 

a. Grade. 

b. Individual's name and Jr., Sr., 
II, etc. 

c. Service number. 

d. Present MOS(s ). 

e. Component. 
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PART B: OFFICERS 

3050 GENERAL 

1. The milit? •y qualifications of all 
officers shall""be classified as pre
scribed in this part, the MOS Manual, 
and the Marine Corps Manual. For the 
purposes of this part, the term 11 officer 11 

includes commissioned and warrant 
officers. 

3051 ASSIGNING PRIMARY MOSs 

1. The primary MOS of an officer 
shall be the MOS appropriate to his 
category as described in the MOS 
Manual and which identifies his most 
significant qualifications in terms of 
the needs of the service and effective 
personnel management. Due considera
tion will also be given to such other 
factors as: 

a. Formal school training specifi
cally related to duties reflected in an 
MOS. 

b. The duties performed by the 
officer. 

c. The duty assignment policy for 
officer personnel. 

d. The MOS preference of the of
ficer. 

2. The initial assignment of a primary 
MOS will be made by the Commandant 
of the Marine Corps. 

3. The following special instructions 
are prescribed for the assignment and/ 
or voiding of MOSs and identification 
codes of the below listed officers: 

a. General Officer: Commanders 
will as sign the appropriate identifying 
and reporting code when an officer ac
cepts appointment to the grade of 
brigadier general. General officers 
are not as signed additional MOSs. 

b. Colonel: Commanders will, upon 
an officer's acceptance of appointment 
to the grade of colonel, assign the 
appropriate MOS or identifying and 

reporting code as primary and a maxi .. 
mum of two of the most significant 
MOSs held prior to appointment, as 
additional. 

c. Inactive Duty Officers: Com
manders will assign an appropriate 
basic MOS in lieu of the "Basic Of
ficer" identifying and reporting code 
to those inactive duty officers whose 
records indicate an entrance level ap
titude or potential in an occupational 
field. 

3052 CHANGING PRIMARY MOSs 

1. Gommanders will, except in the 
case of Class III officers on inactive 
duty, and when otherwise directed in 
specific cases, change the basic MOS 
of an officer to an MOS which is in the 
same occupational field and is author
ized for assignment as primary for 
the category of the officer concerned, 
provided: 

a. The officer has completed a 
course of instruction which specif
ically qualified him to perform the 
duties of the MOS, or 

b. The officer has demonstrated 
proficiency in the duties of the MOS 
and is considered fully qualified to 
perform in a billet of the MOS at his 
current grade. 

2. In the event an officer is not con
sidered qualified foranMOS other than 
the basic MOS after performance of 
duties in an occupational field for a 
period of 6 months while on active 
duty, the commander will report the 
circumstances to the Commandant of 
the Marine Corps (Code DF). Such 
reports shall contain a specific rec
ommendation for: 

a. Retention of the officer in pres
ent duties for further on-the- job train
ing, or 

b. Training of the officer in another 
occupational field. 
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3. The officer concerned shall be given 
an opportunity to make a statement in 
regard to an unfavorable report (par. 
l5000.3a(l) and U.S. Navy Regulations, 
article l701.8(a) ). 

3053 VOIDING PRIMARY MOSs 

l. Commanders will not void the pri
mary MOS of an officer without prior 
approval of the Commandant of the 
Marine Corps except as provided in 
paragraphs 3051 and 3052 and current 
directives. 

2. A request for authority to void an 
officer 1 s primary MOS shall contain the 
reasons therefor and the commander's 
recommendation for assignment of a 
new primary MOS. 
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3054 ASSIGNING, CHANGING AND 
VOIDING ADDITIONAL MOSs 

1. Commanders will not assign, 
change, or void an additional MOS of 
an officer without prior approval ofthe 
Commandant of the Marine Corps ex
cept as provided in paragraph 3051 
and current directives. Except for 
Class II reservists a basic MOS is 
not assigned as an additional MOS. 

2. A maximum of two additional MOSs 
may be assigned to each officer except 
as stated in subparagraph 3051.3 with 
the more significant MOS appearing as 
the first additional MOS. The assign
ment, subsequent change, or voiding of 
additional MOSs will be effected, giving 
consideration to the factors governing 
the assignment of a primary MOS as 
contained in subparagraph 3051.1. 



PART C: ENLISTED PERSONNEL 

3100 GENERAL 

1. Commanders are authorized to 
classify the military qualifications of 
enlisted personnel in accordance with 
the policies and procedures prescribed 
in this part, the MOS Manual and the 
Marine Corps Manual. 

2. Authority to classify recruits may 
be delegated to classification and as
signment officers. 

3. The approval of the Commandant 
of the Marine Corps must be obtained 
prior to: 

a. Changing, voiding or converting 
primary or additional MOSs that were 
assigned as a result of satisfactory 
completion of a formal course of in
struction for which quotas are estab
lished and allocated by the Commandant 
of the Marine Corps. 

b. Changing, voiding or converting 
any primary or additional MOS which 
is designated as an authorized Pro
ficiency Pay (Specialty) MOS as listed 
in directives of the 7200 series of the 
Marine Corps Directives System. 

c. Changing, voiding or converting 
a primary or additional MOS that is 
designated as a "Short" MOS as de
fined in directives of the 1220 series 
of the Marine Corps Directives System. 

d. Changing, voiding or converting a 
primary or additional MOS that re
quires approval of the Commandant of 
the Marine Corps as indicated in the 
MOS Manual, or as published by a 
separate directive. 

e. Changing to a primary or addi
tional MOS that requires completion of 
a school for which quotas are estab
lished and allocated by the Commandant 
of the Marine Corps as a prerequisite 
for assignment. 

4. The restrictions imposed by sub
paragraphs 3a, b and c, above, are 
automatically waived and such MOSs 
will be changed without the approval 
of the Commandant of the Marine Corps 
in the following instances: 

a. When a Marine's MOS should 
be changed to a higher level MOS than 
the terminal grade of his present pri
mary MOS; i.e., when he meets the 
specified requirements for promotion, 
the commander will change his pri
mary MOS to the higher level MOS 
for which he is qualified within the same 
occupational field and which indicates 
increased proficiency and qualifications 
over and above that indicated by his 
former MOS subject to the restrictions 
imposed by subparagraph 3101.2. 

b. Upon completion of a course of 
instruction for which the Commandant 
of the Marine Corps allocates quotas, 
provided the instruction specifically 
qualifies the Marine for a more tech
nical MOS within the same occupa
tional field than the one assigned at 
the onset of the training. 

c. Upon receipt of official notifi
cation that a gunnery sergeant has been 
selected for first sergeant, the MOSwill 
immediately be changed to 9999. lf, 
upon receipt of DD Form 216 MC, 
Certificate of Appointment to the grade 
of first sergeant, the commanding of
ficer returns it to the Commandant of 
the Ma,rine Corps, as outlined in para
graph 6255, all previous MOSs held 
prior to selection will be restored. 

d. In accordance with the instruc
tions contained in the Marine Corps 
Directives System applicable to Marine 
Corps reservists not on active duty. 

5. In the event it is considered de
sirable to change an individual's pri
mary MOS between two categories of 
MOSs either of which require the ap
proval of the Commandant of the Marine 
Corps, requests therefor will be ad
dressed to the Commandant of the 
Marine Corps (Code DF). Occasions 
would be, but are not, limited to the 
following: 

a. When necessary to resolve which 
MOS will be assigned as primary ifthe 
Marine completes two courses of in
struction for which the Commandant 
of the Marine Corps allocated quotas, 
if the courses of instruction involve 
two unrelated formal schools. 
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b. From a "Proficiency Pay (Spe
cialty)" or "Short" MOS to a school 
trained MOS. 

c. When it is considered desirable 
to change a primary MOS from anMOS 
assigned as the result of the comple
tion of a course of instruction for 
which the Commandant of the Marine 
Corps allocated quotas, to one which 
has been designated as a "Proficiency 
Pay (Specialty)" or "Short" MOS. 

d. When it is considered desirable 
to change a primary MOS designated 
as a "Short" MOS to one designated 
as a "Proficiency Pay (Specialty)" 
MOS, or vice versa. 

3101 ASSIGNING PRIMARY MOSs 

1. Each enlisted Marine shall be as
signed a primary MOS. The MOS as
signed will identify the billet for which 
the Marine is best qualified. Prime 
consideration shall be given to the· 
following factors: 

a. Satisfactory completion of a for
mal course of instruction for which 
quotas are established and allocated 
by the Commandant of the Marine Corps, 

b. The needs of the Marine Corps 
as promulgated periodically by sep
arate directive. 

c. Satisfactory completion of 
courses· of instruction for which the 
Commandant of the Marine Corps does 
not allocate quotas or the completion 
of correspondence courses. 

d. The Marine's civilianeducation, 
experience, aptitudes and capabilities. 

e. The duty assignment policy for 
enlisted personnel. 

f. The duty preference of the Ma
rine. 

2. The primary MOS shall be an MOS 
which exists at the grade of the Marine, 
or at the grade to which the Marine is 
eligible for promotion with three ex
ceptions: 
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a. Master sergeant's and gunnery 
sergeant's MOSs will be changed when 
they have been selected for promotion 
as required. 

b. In the case of a private or pri
vate first class, the primary MOS may 
be an MOS which exists at the lance 
corporal level, despite the fact that 
the Marine is not eligible for promo
tion. 

• c. Sergeants in occupational field 
03 eligible for promotion will retain 
the MOS in which presently qualified. 
Their MOS will be changed to 0369 only 
upon promotion to staff sergeant. 

3. A basic MOS identifies entrance 
level aptitude, a potential in the occu
pational field, and a requirement for 
training in a primary MOS of the oc
cupational field. Except for Class II 
reservists, it is not assigned to indi
viduals as an additional MOS. The 
assignment of a basic MOS in an oc
cupational field as a primary MOS 
shall be based on such considerations 
listed in subparagraph I, above, as are 
applicable. 

4. A Marine who, upon recruit enlist
ment for general duty in the Marine 
Corps or Marine Corps Reserve, is 
to be immediately assigned to active 
duty and is required to undergo re
cruit training will not be assigned a 
primary MOS until such training has 
commenced. Until that time, the basic 
identification code will be used for 
reporting and accounting purposes. 
Upon completion of recruit training, 
and prior to transfer or assignment 
to duty, the Marine will be assigned as 
primary to the basic MOS in an appro
priate occupational field. 

5. A Marine, upon enlistment in the 
Six Months Training Program of the 
Organized Marine Corps Reserve, who 
is not immediately ordered to active 
duty for training, will be assigned the 
basic identification code for reporting 
and accounting purposes. Six-month 
trainees who are members of Organized 
Marine Corps Reserve aviation units 
will be assigned a basic primary MOS 
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of 6400, Basic Aircraft Maintenance 
Man, prior to being ordered to active 
duty for training, During recruit train
ing these six-month trainees may be 
assigned such other basic aviation MOS 
as may be appropriate based on the 
needs of the Marine Corps. All other 
Organized reservists, when ordered 
to active duty for training, will not be 
assigned an MOS other than the basic 
identification code until after com
mencement of recruit training. 

6, A Marine who, upon initial enlist
ment in the Marine Corps Reserve for 
other than the Six Months Training 
Program, is ordered to inactive duty 
will be assigned as primary the basic 
MOS in an appropriate occupational 
field when enlisted, if he has had any 
training or experience which indicated 
aptitude for duty in a specific field. 
Otherwise, he will not be assigned a 
primary MOS until interviewed and 
his qualifications have been established 
by the commander. Until that time, the 
basic identification code will be used 
for reporting and accounting purposes, 

7, A Marine who reenlists for general 
duty in the Marine Corps or Marine 
Corps Reserve within Z4 hours after 
discharge will retain his primary MOS. 
The authority that initially assigned 
the primary MOS will be recorded in 
the new service record book. 

8, A Marine who reenlists for general 
duty in the Marine Corps or Marine 
Corps Reserve after separation from 
the service in excess of Z4 hours will 
retain his primary MOS, provided that 
MOS exists at the grade to which the 
Marine is reappointed, U the primary 
MOS held at the time of discharge does 
not exist at the grade to which re
appointed, the Marine will be re
assigned as primary an appropriate 
MOS which is in the same occupational 
field and which exists at his grade. 
In the event an appropriate primary 
MOS cannot be determined, the case 
will be referred to the Commandant 
of the Marine Corps (Code DF). Pend
ing action by the Commandant, the 
basic identification code will be used 
for reporting and accounting purposes, 

9. A Marine, entering upon an enlist
ment or reenlistment approved by the 
Commandant for a specific type of 
duty, shall be assigned as primary 
the MOS for which enlisted or reen
listed, Such assignment will be made 
when the Marine enlists or reenlists, 

10. A Marine whose primary MOS has 
been voided may be assigned as pri
mary any MOS: 

a, Which is in the same occupa
tional field, and 

b, Which exists at the grade of the 
Marine, and 

c, For which the Marine is con
sidered fully qualified. U the Marine 
is not qualified for any MOS which is 
in the same occupational field and which 
exists at his grade, the case will be 
referred to the Commandant of the 
Marine Corps (Code DF). Pending ac
tion by the Commandant, the basic 
identification code will be used for 
reporting and accounting purposes, 

.11. Commanding officers may request 
that a Woman Marine be assigned a 
primary MOS normally restricted to 
male Marines when it is determined 
that she possesses special skills for 
the assignment of that MOS. A request 
of this nature will be forwarded to the 
Commandant of the Marine Corps (Code 
DF) for decision. 

3102 CHANGING PRIMARY MOSs 

1. Commanders will change a Marine's 
primary MOS when he has completed 
a formal course of instruction for 
which quotas are established and al
located by the Commandant of the Ma
rine Corps based on the following 
criteria: 

a, Instructions contained in the 
course of instruction assignment di
rective. 

b, Specific MOS for which trained, 

c, The course of instruction quali
fies the Marine for a more technical 
MOS than the one assigned at the onset 
of the training, 
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d, The MOS exists at the current 
grade of the Marine or at the grade 
for which he has become eligible for 
promotion except as noted in sub
paragraph 3101.2. 

e. Separate instructions issued by 
the Commandant of the Marine Corps 
based on the current needs of the 
Marine Corps. 

2. Commanders will change a Marine's 
primary MOS to the basic MOS in the 
occupational field to which as signed 
for retraining, except in those cases 
when the assignment will not involve 
a change in occupational field, regard
less of the grade of the Marine, in 
accordance with the policies and pro
cedures prescribed in paragraph 4108, 
If the retraining assignment inYolves 
a change in occupational field, the 
previous primary MOS should normally 
be retained as a first additional MOS. 
When the required proficiency level 
has been attained either through for
mal school training or on-the- job train
ing, commensurate with the grade cur
rently held, the commander willassign 
the primary MOS for which retrained. 

3. Commanders will change the pri
mary MOS of a Marine below the grade 
of lance corporal from the basic MOS 
to any other MOS which is in the same 
occupational field and which exists at 
the lance corporal level when he has 
demonstrated qualifications for MOS 
by actual performance on the job. Com
manders will continually review rec
ords of personnel with basic MOSs 
with a view to assigning an MOS above 
the basic level immediately upon in
dividual qualification, 

4, When a Marine is assigned duties 
within an occupational field, but not 
specifically related to his primary 
MOS, his primary MOS will not be 
changed, until such time as he has 
acquired proficiency within the pro
posed MOS to warrant the assignment 
of the new MOS as either primary or 
additional, (Example Mortar Man, MOS 
0341/none/none assigned duties as 

Ontos Crewman, MOS 0353 retains 
MOS 0341 as primary until qualified 
as an 0353, Upon qualification as an 
0353 his MOS spread would be changed 
to either MOS 0353/0341/none or MOS 
0341/0353/none,} 

5. Commanders may change a Ma
rine's primary MOS to any other which 
is in the same occupational field and 
which exists at the pay grade of the 
Marine or to a grade for which he is 
eligible for promotion, subject to the 
restrictions imposed in subparagraphs 
3100,5 and 3101.2 based on the follow
ing criteria: 

a, Completion of a course of in
struction for which the Commandant 
of the Marine Corps does not allocate 
quotas, provided the instruction spe
cifically qualifies the Marine for a 
more technical MOS than the one as
signed at the onset of the training. 

b, Demonstration of the qualifica
tion requirements of an MOS by actual 
performance in a billet. 

c. When, through the successful 
completion of correspondence courses, 
or other endeavors, the new MOS will 
identify qualification requirements at
tained by the Marine that show a higher 
degree of ability or knowledge than 
the current MOS held, 

d. The change of MOS of members 
of the Marine Corps Reserve not on 
active duty does not require voiding 
of an MOS identifying a military skill 
obtained through formal training while 
on active duty. 

6, Commanders may change a Ma
rine's primary MOS from the basic 
MOS in an occupational field to the 
basic MOS in any other occupational 
field to which the Marine is assigned 
for duty except for assignment to duty 
in billets not identified by a primary 
MOS; e.g .. Corrections Man, Projec
tionist 35mm, etc. The provisions of 
this paragraph are not applicable to 
Marines in retraining assignments. 
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7. General officers in command and 
Directors of Marine Corps Districts 
are authorized to change primary MOSs 
above the basic level from one occupa
tional field to another, subject to the 
restrictions set forth in subparagraph 
3100.3, In all cases, a copy of all 
documents that instigated and approved 
the reclassification action will be for
warded to the Commandant of the 
Marine Corps (Code DGH) for record 
purposes. 

8. The authority contained in sub
paragraph 7, above, may be delegated 
by these commanders to any echelon 
of their command as deemed appro
priate. 

9. A change of primary MOS during 
a period when an individual is serving 
in a category 11B" MOS is not con
sidered to be in the best interest of 
the Marine Corps or the individual 
Marine, therefore, it is prohibited, 

10, A request for authority to change 
primary or additional enlist"ed MOSs in 
any case not covered herein, will be 
submitted to the Commandant of the 
Marine Corps (Code DF). 

3103 VOIDING PRIMARY MOSs 

1. Commanders will void a Marine's 
primary MOS for cause when: 

a, His special designation, such as 
Marine Corps postal clerk, is revoked 
due to unsatisfactory service or dis
ciplinary action, or 

b, He proves unsatisfactory for the 
MOS due to physical disability or 
incompetence, In case of physical disa
bility, the procedures outlined in the 
current Marine Corps Order (6110 
series) concerning physical profiling 
of male personnel will be used as a 
guide for reclassification action. 

c. He is promoted above the ter
minal grade of the MOS, or 

d. He is reduced below the initial 
grade of the MOS, except that a Marine 

reduced to private, or private first 
class, and who prior to reduction was 
assigned a lance corporal MOS as pri
mary will retain such MOS, unless the 
reduction was for reasons set forth 
in subparagraphs a or b, above. 

2. A request for authority to void a 
primary MOS of a Marine in any case 
not covered by this paragraph will be 
submitted to the Commandant of the 
Marine Corps (Code DF), or to a 
commander listed in subparagraph 
3102.7, if appropriate, and will contain 
the reasons therefor and recommenda
tion for assignment of a new primary 
MOS (see subpar, 3101.10), 

3104 ASSIGNING ADDITIONAL 
MOSs 

1. Each Marine may be assigned a 
maximum of two additional MOSs. Such 
MOSs will -identify qualifications for 
assignment to billets which are not 
identified by th~ primary MOS. The 
individual must be considered as fully 
qualified for the assignment of the 
additional MOS as he is for the as
signment of the primary MOS. 

2. Commanders will assign as the 
first additional MOS, a category "B" 
MOS, which is appropriate for the 
grade of the Marine, upon successful 
completion of a course of instruction 
which qualified him for a category 
11B 11 MOS. 

3, Commanders may assign as addi
tional any MOS which is above the 
basic level and which is appropriate 
for the grade of the Marine, when: 

a. He has completed a course of 
instruction which specifically qualified 
him for the MOS, or 

b. He has demonstrated qualifica
tions for the MOS by actual perform
ance on the job in present grade, or 

c. Available records indicate that 
he was qualified for the MOS at the 
time of discharge. 
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4. In the case of a private or private 
first class, the additional MOS may be 
an MOS which exists at the lance cor
poral level, despite the fact that . the 
Marine is not eligible for promohon, 

3105 CHANGING ADDITIONAL 
MOSs 

1. Commanders are authorized . to 
change an additional MOS of a Mar11~e 
to any other which is above the bas1c 
level, and which exists at the grade 
of the Marine, when: 

a. He has completed a course of 
instruction which has qualified him 
for the MOS, or 

b, He has demonstrated qualifica
tions by actual performance on the job 
in present grade, 

c, See subparagraph 3100.3 for ad
ditional restrictions on changing ad
ditional MOSs. 

3106 VOIDING ADDITIONAL MOSs 

1. Commanders will void an additional 
MOS of a Marine, for cause, when: 
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a, He is promoted above the ter
minal grade of the MOS, or 

b. He proves unsatisfactory for the 
MOS due to physical disability or 
incompetence, or 

c, His special designation is re
voked for reason of unsatisfactory 
service, or disciplinary action, or 

d. He is reduced below the initial 
grade of the MOS, except that a Marine 
reduced to private or private first 
class, and who prior to reduction was 
assigned a lance corporal level MOS 
as additional, will retain such MOS 
unless th~ reduction was for reasons 
outlined in subparagraphs b or c, 
above, or 

e. His degree of qualification, as 
determined by the commander is below 
the minimum required for the assign
ment of the MOS as outlined in the 

• MOS Manual. This action is authorized 
provided the MOS is not one that re
quires the approval of the Commandant 
of the Marine Corps prior to assign
ment, changing or voiding. 

f. See subparagraph 3100.3 for ad
ditional restrictions on voiding addi
tional MOSs. 



PART D: CLASSIFICATION INTERVIEWING AND TESTING--OFFICERS AND 
ENLISTED PERSONNEL 

3150 PURPOSE 

1. The purpose of classification testing 
is to identify an individual's military 
assignment potential; to provide a 
measure of an individual's general 
mental ability, and to measure an 
individual's specific aptitude for a 
given requirement. 

2. Initial Classification. Initial clas
sification includes all classification 
actions accomplished by the recruit 
depots and the Organized Marine Corps 
Reserve. It includes testing, interview
ing, analysis of test and interview re
sults culminating in a recommended 
individual job-area assignment. The 
objective is to identify military potential 
and to match this potential with exist
ing Marine Corps manpower require
ments. 

3. Field Classification. Fieldclassifi
c at ion includes all class ific at ion actions 
effected subsequent to initial classifi
cation. Field classification is accom
plished at all administrative levels of 
the Marine Corps. Its primary objec
tives are: 

a. Assignment of individual Ma
rines to specific table of organization 
billets, based on military potential and 
the billet requirements of the organiza
tion. 

b. The intelligent reclassification, 
retraining or reassignment to assure 
the effective use of personnel con
sistent with individual military potential 
and the overall skill requirements of 
the Marine Corps. 

3151 INTERVIEWING 

1. Interviews will be utilized to obtain 
information pertaining to the abilities, 
skills and aptitudes which are neces
sary for the effective classification of 
the individual Marine, and for the 
preparation or verification of NAVMC 
118(8a)-PD, Military and Civilian Oc
cupational Specialties, Education 
Courses, Technical Training and Tests 
Completed. 

2. The success of the classification 
interview depends upon the skill of the 
interviewer, the degree of his prepara
tion, and the manner in which the inter
view is conducted. Preparation re
quires a thorough knowledge of refer
ence materials pertinent to the field of 
classification and attention to the phy
sical details under which the interview 
is conducted. The interviewer must con
trol the interview at all times, not in 
a domineering manner but with well
worded questions directed towards the 
desired goal. 

3. A classification interview will be 
conducted whenever it is necessary to 
prepare a new NAVMC 118(8a)-PD. 
Normally the interview will be con
ducted at the first organization in the 
Marine Corps or Marine Corps Reserve 
to which the individual is assigned or 
reports for duty or training after indue
tion, enlistment, reenlistment or ap
pointment to officer grade. 

4. Classification information contained 
on NAVMC 118(8a)-PD will be verified 
through interview: 

a. Within 10 days after an individual 
reports to anew permanent duty station. 

b. Within 10 days prior to the date 
of discharge (except in the case of 
Class ill reservists on inactive duty), 
release from active duty or reenlist
ment. 

c. During the annual administrative 
audit of individual records except in the 
case of Class Ill reservists on inactive 
duty. 

3152 AUTHORITY FOR TESTING 

1. Regular Establishment. The com
manding _generals of the Marine Corps 
Recruit Depots are authorized to ad
minister the Basic Classification Test 
Battery of the Aptitude-Area Clas
sification Test to recruits. The com
manders listed below are authorized 
to administer and score the Field 
Classification Test Battery ofthe Apti
tude-Area Classification Test, and 
other classification tests, as listed in 
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paragraph 3153. This authority in
cludes the approval or disapproval of 
retests (see par. 3155) for personnel on 
active duty. This authority may be 
further delegated by these commanders 
to division, wing or force troops level 
or to commanders at the battalion/ 
group level geographically separated 
from the parent command, as appro
priate: 

Commandant, Marine Corps 
Schools, Quantico 

Commanding General, Fleet Ma
rine Force, Atlantic 

Commanding General, Fleet Ma
rine Force, Pacific 

Commanding General, Marine 
Corps Base, Camp Lejeune 

Commanding General, Marine 
Corps Base, Camp Pendleton 

Commanding General, Marine 
Corps Base, Twentynine 
Palms, California 

Commanding General, Marine 
Corps Recruit Depot, Parris 
Island 

Commanding General, Marine 
Corps Recruit Depot, San 
Diego 

Commanding General, 
Corps Air Bases, 
Area, El Toro 

Commanding General, 
Corps Air Bases, 

Marine 
Western 

Marine 
Eastern 

Area, Cherry Point 
Commanding General, Marine 

Corps Supply Center, Barstow 
Commanding General, Marine 

Crops Supply Center, Albany 

a. The delegation, by the above 
commanders to division, wing, force 
troops or battalion/group level does not 
relieve the delegating commanders of 
the responsibility for accountability of 
testing materials nor will a separate 
testing account of the subordinate com
mand be maintained at Headquarters 
Marine Corps. 

b. Commands not under the ad
ministrative control of the above com
manders, or their subordinate com
mands who have been delegated testing 
authority, are authorized to establish 
liaison with the commands holding 
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testing authority, for the purpose of ad
ministering classification testsjre
tests. Commands delegated testing au
thority are encouraged to administer 
tests/retests, or furnish tests for ad
ministration to personnel of commands 
not under their administrative control, 
but which are in close proximity to 
them. No expense to the Government 
is authorized for these purposes. The 
decision of the command holding the 
testing authority is paramount con
cerning whether or not a request for 
administering tests /retests will be ap
proved. Commands disapproving re
quests for testing/retesting from units 
not administratively subordinate to 
them will forward the request to the 
Commandant of the Marine Corps (Code 
DFM) indicating their reason for dis
approval. 

2. Reserve Establishment. The com
manders listed below are authorized to 
approve, administer and score tests/ 
retests for active duty personnel of 
their commands and for members ofthe 
Marine Corps Reserve on inactive duty 
when a minimum score is an estab
lished prerequisite for a specific pro
gram, provided the individual is other
wise fully qualified and recommended 
for the program. The actual adminis
tration and scoring of classification 
testing may be delegated to other sub
ordinate commanders; no separate test
ing accounts will be maintained at 
HQMC however. 

Commanding General, Marine 
Air Reserve Training Com
mand 

Directors, Marine Corps Dis
tricts 

Commanders not under the administra
tive control of the above commands, but 
in close proximity thereto, are au
thorized to establish liaison with the 
above commands for the purpose of 
classification testing, as outlined in 
subparagraph 315Z.lb, above. 

3. Requests for authority to administer 
classification tests/retests to person
nel of commands not under the cogni
zance of a commander as listed above 
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and unable to obtain classification test
ing service from a command holding 
classification tests, shall be submitted 
to the Commandant of the Marine 
Corps (Code DFM) for approval. Ap
proved requests will serve as auto
matic requisitions for the required test 
material. 

3153 CLASSIFICATION TESTS AND 
ADMINISTRATION OF CLAS
SIFICATION TESTS 

1. Classification test scores should 
not be used as qualifying standards in 
promotion programs which are based on 
demonstrated performance; they may 
be used however as prerequisites or 
screening aids in selecting personnel 
for training or special programs. 

2. Each test used in the classification 
program will be administered under 
the direct supervision of an officer or 
an enlisted person who is thoroughly 
familiar with classification testing pro
cedures. Tests shall be administered 
in strict compliance with the instruc
tions applicable for each test. 

3. General Classification Test (GCT). 
The Commandant, Marine Corps 
Schools, Quantico, Virginia and the 
Commanding Officer, Marine Aviation 
Detachrne~t, Pensacola, Florida, are 
the only commands authorizedtomain
tain General Classification Test ma
terial on a permanent basis. The GCT 
is to be administered to officers, subject 
to the provisions of subparagraph 3004.1 
and to personnel actually undergoing 
training which leads to commissioned 
status. The GCT will not be admin
istered to enlisted personnel except as 
stated above. To eliminate GCT testing 
for enlisted personnel undergoing of
ficer training who qualified for a com
missioning program under an Aptitude
Area Classification Testing requisite, 
the following procedure will apply on a 
machine produced service record book 
page described in paragraph 3154. The 
A-A "VE" score will be printed in the 
GC T "RV" space. The A-A "AR" and 
"PA" scores will be printed in the GCT 
11AR11 and 11PA 11 spaces, respectively. 
N/A will be entered in the GCT "AC" 
space. In the GCT space will be entered 

the score attained by adding the A-A 
''VE, 11 ''AR" and ''PA" scores and 
dividing such score by three. A printed 
footnote at the bottom of the machine 
printed page will indicate that these 
scores were derived from the Aptitude
Area Classification Test Battery. 

a. The test is comprised of four 
separate tests as follows: 

Reading and Vocabulary (RV) 

Arithmetic Computation (AC) 

Arithmetic Reasoning (AR) 

Pattern Analysis (PA) 

b. The overall General Classifica
tion Test Score is arrived at through 
computation instructions contained in 
the GCT Manual. 

4. The Aptitude-Area Classification 
Test (A-A). The Aptitude -Area class. 
ification concept was developed through 
intensive research in the aptitudes of 
military personnel, better understand
ing of military job requirements and 
the validation of new testing instru
ments. It envisions mental aptitude as 
a collection of abilities, not as a single 
ability. Each individual has these abil
ities in varying degrees - more of 
some, less of others. To classify an 
enlisted Marine adequately for one of 
the many Marine Corps jobs that must 
be filled, the Marine Corps has to know 
his particular pattern of abilities -what 
he can do best, how many outstanding 
abilities he has, how he compares with 
others in each ability. Aptitude, as used 
in this concept, means readiness to 
acquire skill and the potential to be
come proficient, given the opportunity 
and appropriate training. The A-A tests 
identify and measure those aptitudes 
which are significantly related to mili
tary jobs and thereby provide a profile 
of an enlisted Marine's strengths and 
weaknesses in terms of his assignment 
potential. See MCO P 1 ZOO. 7, MOS 
Manual for the relationship between 
Aptitude-Areas and MOSs. By match
ing the Aptitude-Areas and MOSs, as
signments can be facilitated. 
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a. The Aptitude-Area Classifica
tion Test is comprised of two separate 
test batteries, the Basic Classification 
Test Battery and the Field Classifica
tion Test Battery. 

(1) The Basic Classification Test 
Battery, administered only to Male 
Recruits, unless otherwise directed, 
consists of eleven tests. 

(Z) The Field Classification Test 
Battery consists of 8 of the 11 tests, 
and is administered to: 

(a) Male Marines (1st term 
reenlistees) not previously admin
istered either battery of the A-A test. 
Tests may be administered prior to 
reenlistment, but not more than 120 
days prior to anticipated reenlistment 
date. The command effecting the re
enlistment is responsible for admin
istering the test battery, however, 
commands not retaining A-A tests, 
which effect first term reenlistment 
of personnel who are to be transferred 
within 30 days of reenlistment to a 
command possessing A-A tests, may 
omit testing, provided they notify the 
receiving command that the test battery 
must be administered to the reenlistee. 

(b) Women Recruits 

(c) Enlisted personnel (Regu
lar and Reserve) applying for an as
signment/program which has pre
requisites stated in terms of both GCT 
and A-A scores, if the Marine has a 
GCT score which fails to meet the 
stated GCT requisite. 

(d) Enlisted personnel upon re
entry into the service on active duty 
if the period of separation or inactive 
duty has been in excess of 1 year and 
the· individual has prior active Marine 
Corps or Marine Corps Reserve 
service. 

(e) Members of the Organized 
Marine Corps Reserve who have no 
prior Marine Corps active service, but 
do have prior active duty with another 
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branch of the U.S. Armed Forces, upon 
joining an Organized Marine Corps 
Reserve Unit. 

b. Partial administration of the 
Aptitude-Area Classification Test 
Battery will not be permitted without 
specific authority from the Comman
dant of the Marine Corps (Code DFM). 

c. The initial administration of the 
Aptitude-Area Classification Test Bat
tery is not a retest of the General 
Classification Test which is currently 
administered to officers and personnel 
undergoing training leading to commis
sioned status and which was formerly 
administered to enlisted personnel, 

d. In both the Basic Classification 
Test Battery and the Field Classifica
tion Test Battery, the individual test 
scores are converted into Aptitude
Area Scores, which are derived from a 
combination of the individual test 
scores. 

e. All tests and aptitude -areas 
derived therefrom are listed below. 
The tests are"'to be administered in the 
order listed: 

Tests 

Verbal (VE) 
Arithmetic Reasoning (AR) 
Pattern Analysis (PA) 
Classification Inventory (CI) 
Mechanical Aptitude (MA) 
Clerical Speed (ACS) 
Radio Code (ARC) 
General Information (GIT) 
Shop Mechanics (SM) 
Automotive Information (Ali 
Electronics Information (ELI) 

• Aptitude-Areas 

Infantry (IN) 
Armor, Artillery and Engineer (AE) 
Electronic (EL) 
General Maintenance (GM) 
Motor Maintenance (MM) 
Clerical (CL) 
General Technical (GT) 
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f. The following tests of the Aptitude-Area Classification Test Battery 
measure the indicated qualities: 

TEST 

Verbal 

Arithmetic 
Reasoning 

Pattern 
Analysis 

Class ific at ion 
Inventory 

Mechanical 
Aptitude 

Clerical Speed 

Radio Code 

General Information 

Shop Mechanics 

Automotive Information 

Electronics Information 

SYMBOL 

VE 

AR 

PA 

CI 

MA 

ACS 

ARC 

GIT 

SM 

AI 

ELI 

QUALITY 

Ability to understand the meaning of 
words; grasp concepts in verbal 
form; present ideas clearly. 

Facility for problem solving; ability 
to handle mathematical computa
tion. 

Ability to mentally manipulate 
spatial relations and visualize three 
dimensional form. 

Evaluates interest, personality and 
and feeling of social responsibility
behavior basis to good personal ad
justment and to good citizenship. 

Ability to comprehend mechanical 
principles. 

Perception in working with detailed 
numeric and verbal material. 

Facility for learning radio code. 

Measures masculine interests espe
cially in outdoor type activities. 

Knowledge of mechanical and con
struction craft information. 

Knowledge of automotive and re
lated principles. 

Knowledge of electrical and radio 
information and theory. 

(1) If a requirement exists for one or more of the ability areas shown above, 
selection should be based on the test scores which indicate the higher desired 
quality. 
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g. The following are the various combinations of tests and aptitude-areas, 
and identifies the categories of Marines to which they are applicable: 

TESTS 

VE AR P A Cl MA ACS ARC GIT SM AI ELI 

Basic Classification Test Battery 
(Male Recruits Only) l< X X X X X X X X X X 

Field Classification Test Battery 
(Male Marines, not recruits) X X X X X X X X 

Women Marine (including Women 
Recruits) X X X X X X X X 

• APTITUDE-AREAS 

IN AE EL GM MM CL GT 

Basic Clasaification Test Battery 
(Male Recruits Only) X X X X X X X 

Field Classification Test Battery 
(Male Marines, not recruits) X X X X X X X 

Women Marines (including Women 
Recruits) X X X X X 

.Since Aptitude-Areas IN and AE have different computation formulas, ba.sed on 
whether the Basic test or the Field test are administered, caution must be used to 
ensure the cormt formula is used. DA Pamphlet 611-100 contains all computation 
formulas. The IN and AE areas computed for the yield test are to be computed 
using the formula for CO-A for the IN area, and the CO-B formula for the AE area. 

h. The use of selected tests and 
aptitude-areas for special purposes will 
be directed by the Commandant of the 
Marine Corps. Instructions for special 
test programs will be promulgated, as 
required, by Headquarters Marine 
Corps. 

i. Each Aptitude-Area Classifica
tion Test is provided as a separate 
test booklet, except the Radio Code 
(ARC) which is in tape- recorded form. 
Individual answer sheets are provided 
for each test, except the Army Clerical 
Speed (ACS) test, which is a self
contained test booklet and answer sheet. 
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j. A standard score of 100 indicates 
"average" in the separate tests of the 
Aptitude-Area Classification Test 
Battery and in the Aptitude-Area 
Scores. Insofar as practical an indi
vidual should possess a score of 90 or 
better in the appropriate aptitude -area 
for assignment or reassignment to 
entry billets. 

k. Aptitude-Area score require
ments for assignment to formal school 
training are reflected in the MCO 
PlSOO.lZ,Marine Corps Formal Schools 
Manual. 
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5. Language Proficiencr Test (LPT). Foreign language proficiency will be 
evaluated by means of an LPT in all cases for which an LPT is available. The LPT 
will be administered immediately following the initial identification of a foreign 
language ability when there is reasonable evidence that the ability possessed is 
significant enough to warrant testing. Foreign languages and test material form 
numbers for the languages for which a LPT is available are: 

TEST 
LANGUAGE BOOKLET NO. 

Albanian 6302 
Arabic, Iraqi 6305 
Bulgarian 6314 
Burmese 6315 
Chinese, Cantonese 6318 
Chinese-Mandarin 6320 
Czech 63ZZ 
Danish 6323 
Dutch 6324 
Finnish 6326 
French 6327 
German 6329 
Greek, Modern 6330 
Hebrew, Modern 6332 
Hungarian 6335 
Icelandic 6336 
Indonesian 6338 
Italian 6339 
Japanese 6340 
Korean 6346 
Lithuanian 6350 
Norwegian 6355 
Persian 6358 
Polish 6359 
Portuguese 6361 
Romanian 6362 
Russian 6363 
Serbo-Croatian 6364 
Slovenian 6367 
Spanish 6368 
Swedish 6370 
Thai 6373 
Turkish 6376 
Ukrainian 6378 
Vietnamese 6380 
Yiddish 6383 

a. All personnel will be given an 
opportunity to indicate their ability in 
any foreign language during initial 
classification processing upon entry on 
active duty or upon joining an 0 rganized 
Marine Corps Reserve Unit and at any 
subsequent time that an ability in a 
foreign language is acquired. Identifi
cation of these languages will based on 
the individual's claim of ability and 

SCORING LANGUAGE 
KEY NO. TAPE NO. 

6302-1 6302-2· 
6305-1 6305-2 
6314-1 6314-2 
6315-1 6315-2 
6318-1 6318-2 
6320-1 6320-2 
6322-1 6322-2 
6323-1 6323-2 
63Z4-l 6324-2 
6326-1 6326-2 
6327-1 6327-2 
6329-1 6329-2 
6330-1 6330-2 
6332-1 6332-2 
6335-1 6335-2 
6336-1 6336-2 
6338-1 6338-2 
6339-1 6339-2 
6340-1 6340-2 
6346-1 6346-2 
6350-1 6350-2 
6355-1 6355-2 
6358-1 6358-2 
6359-1 6359-2 
6361-1 6361-2 
6362-1 6362-2 
6363-1 6363-2 
6364-1 6364-2 
6367-1 6367-2 
6368-1 6368-2 
6370-1 6370-2 
6373-1 6373-2 
6376-1 6376-2 
6378-1 6378-2 
6380-1 6380-2 
6383-1 6383-2 

background which indicates knowledge 
of a foreign language; i.e.,language use 
in the home, completion of a language 
course, extended foreign residence, 
etc. 

b. The Language Proficiency Test 
(series 1958) is designed as the stand
ard test to determine the degree of 
proficiency of personnel who profess 

3-21 
Ch. 8 



3153 MARCORPERSMAN 

ability in a foreign language for which 
a test is available. LPT facilities are 
maintained at the installations listed in 
paragraph 31 5Z. 

(1) Commanders oftestfacilities 
listed in paragraph 315Z will be re
sponsible for the evaluation of language 
proficiency by testing all Marine Corps 
personnel within their command when 
ability is professed in a foreign lan
guageforwhich aLPT is available, (See 
subpars. 315Z,lb and 315Z,Z.) A com
mand requesting LPT test materials 
must have a tape recorder capable of 
reproducing sound from tape 1/4 inch 
by 1 ZOO feet, recorded at a speed of 
7 1/Z inches per second on 60-cycle 
alternating current. Requests for au
thority to administer LPTs, that are 
addressed to this Headquarters, will 
include: 

Name, grade, service number, 
MOS(s) and component of indi
vidual to be tested 

Statement of availability of the 
required tape recorder 

Foreign language test(s) to be 
administered to the individual 

Form number of test bookl.,t(s), 
and language tape(s) required 

c. The LPT will be administered 
during the initial classification proc
essing upon entry on active duty, if 
appropriate, and in the following in
stances: 

(1) To personnel who were pre
viously administered the LPT (series 
1958) a11:er a period of Z. years has 
elapsed from the date of previous 
testing, completion of a course of in
struction in the language or completion 
of a duty assignment requiring the use 
of the language. 

(Z) To personnel who pouess a 
language MOS, or those whose records 
indicate language abilit}'·, who have not 
previously been tested. 

(3) To all other personnel who 
claim the ability to understand, speak, 
and/or read a foreign language for 
which a test ia available. 
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(4) Upon the direction of the 
Commandant of the Marine Corps. 

d. The administration of the LPT 
program will be in accordance with the 
following: 

( 1) Testing and scoring will be 
conducted by qualified personnel in ac
cordance with the instructions con
tained in the LPT Manual and the fol
lowing: 

(a) Part I (Listening Com
prehension) of the LPT is recorded on 
magnetic tape and will be administered 
by use of a tape recorder meeting the 
specifications described in subpara
graph 3153.5b(l), above, 

(b) Spoken Arabic consists of 
several dialects and since the written 
Arabic is common to all dialects, the 
following special procedure will apply 
in the evaluation of proficiency in this 
language: 

l· An individualclaiming 
proficiency in any Arabic dialect will 
be given Part I (Listening Compre
hension) and Part II (Reading Compre
hension) ofthe prepared test for Arabic, 
Iraqi. The score and rating attained on 
each part will be recorded as pro
ficiency in Arabic, Iraqi. 

(Z) Materials required are as 
follows: 

Tape Recorder (see subpar, 3153.5b(l) 

LPT Manual 

Answer Sheet 

T.est Booklet 

DA Pamphlet 611-300 

DA Form 6000 (same 
for all LPTs) 

(see subpar, 3153.5 for 
form number) 

Language Tape (see supbar, 3153.5 for 
form number) 

Scoring Key (see subpar. 3153,5 for 
form number) 

• 
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e. The following is a listing of ratings and the scores within the rating for the 
LPT - series 1958: 

Adjectival Rating Part I 

Good 46 - 60 
Fair 28 - 45 
Poor 16 -
Not Rated 0 -

t f. Marine Security Guards assigned 
duty with Company 11F, 11 Headquarters 
Battalion, Headquarters Marine Corps 
will be identified at such time as they 
attain a tested rating of S-1 or higher 
on an oral examination administered at 
an overseas post by a Foreign Service 
Institute Regional Language Supervisor. 
In the event an individual progresses 
to level S-2, S-3 and S-4, this progres
sion will be reported as it occurs. 

(I) As a level oJ proficiency is 
reached, this fact will be reported by 
Administrative Action Form (NAVMC 
I 0274-ADM) to the Commanding Gen
eral (Data Processing Off1cer), Ma
rine Corps Base, Camp Lejeune, North 
Carolina 28542, for entry into the per
sonnel accounting system, with a copy 
to Commandant of the Marine Corps 
(Code DGH). to include the following 
information: 

(a) Last name, first name and 
middle initial 

(b) Service number and grade 

(c) Date proficiency level ob
tained, month ·and year 

(d) Name oflanguage and lan
guage code 

(e) Part I score 

(f) Part II score 

(2) The following scores will be 
reported for both Part I and Part II to 
indicate the levels of proficiency as 
shown: 

Part I Part II 
Level Score Score 

S-1 20 20 
S-2 33 33 
S-3 48 48 
S-4 58 58 

27 
15 

Part II Total Score 

46 - 60 92- 120 
28 - 45 56 - 91 
!6 - 27 32 - 55 

0 - 15 0 - 31 

(3) This procedure is authorized 
for use only by Company 11F, 11 Head
quarters Battalion, Headquarters Ma
rine Corps. 

6. Language Proficiency Interview. 
Evaluation of proficiency in foreign 
languages for which Language Pro
ficiency Tests are not available will be 
accomplished by interview if there is 
reasonable evidence that the ability 
possessed is significant to warrant 
recording in the personnel accounting 
system and service records. 

a. Interviews will be conducted by 
a qualified linguist in the langUage being 
evaluated if possible. 

b. If it is determined that the 
individual does possess ability in a 
language, this information will be trans
mitted to the Recruit Depot in the same 
personnel accounting jurisdiction as the 
command by naval letter or administra
tive action form. The transmitting 
document must contain all standard 
identifying information in addition to 
the reporting unit code number, the 
name of the language(s) and the month 
and year the interview was conducted. 

c. The Marine Corps Directives 
System ( 1550 series) provides guidance 
criteria for language proficiency inter
views. 

7. Language Proficiency Recording. 
The order in which proficiency in 
foreign languages will be recorded on 
the machine produced NAVMC 118(8)
PD, Classification and Assignment Test 
Results, described in subparagraph 
15112.2 will be as follows: 

a. Formal school training in the 
language. 

3-23 
Ch.ll 



3153 MARCORPERSMAN 

b. Administration of a language 
proficiency test. 

c. Language proficiency interview. 

Space is allocated for recording scores 
for Parts I, II and total score but no 
adjectival rating for foreign languages 
on NAVMC 118(8)-PD. If the individual 
is qualified in three or more foreign 
languages, this fact will be signified 
by an ''X'' placed in the ''Yes'' box op
posite 11Additional Language Profi
ciency Test Administered.'' The third 
or fourth (or more as the case maybe) 
language when initially introduced into 
the system will be recorded on NAVMC 
118(8)-PD in the "Remarks" section by 
the computer center one time and one 
time only. Succeeding NAVMC 118(8)
PDs produced by the computer center 
will thereafter only reflect the most 
significant language(s) in which the 
individual is qualified in the 11 Language 
Proficiency Tests'' sectionbasedonthe 
precedence shown above. All other 
foreign languages previously reflected 
·n the ''Remarks'' section of the initial 
NAVMC 118(8)-PD must therefore be 
transcribed to the newNAVMC 118(8a)
PD~ Military and Civilian Occupational 
Specialties, Education Courses, Tech
nical Training and Tests Completed, 
prior to the obsolete NAVMC 118(8)-PD 
being destroyed. 

8. Language Aptitude Test (LAT). The 
language aptitude test is designed to aid 
in selecting personnel for training in 
various language schools by determin
ing their aptitude for learning a foreign 
language. It will be administered to all 
officers and enlisted personnel being 
considered for or who are applying for 
assignment to language training. 

a. Language Aptitude Testing facil
ities are maintained at the installations 
listed in paragraph 3152. 

b. Materials required for the ad
ministration of the LAT are: 

Directions for Admin
istration of the LAT 

LAT Test Booklet 
Standard Answer sheet 

- DA pamphlet 611-131 
- DA pamphlet 6131 
- DA Form 6000 

c. Requests for assignment to a 
language school from personnel who 
cannot be tested at one of the com
mands holding LA T material will serve 
as a request for test material. Re
quests for assignment to a language 
course will be forwarded to the Com
mandant of the Marine Corps (Code 
DF) only in the case of individuals 
who attain a score of 18 or above on 
the LAT. The score attained will be 
included in the commanding officer's 
forwarding endorsement. Requests for 
assignment to language school are not 
desired from officers. 

d. Scores will be recorded in the 
"Special Qualifications" section of the 
NAVMC 118(8a)-PD. 

9. Oral Trade Test Questions. The 
Oral Trade Test Questions (NA VMC 
1 062-PD) are designed to ascertain a 
person's knowledge with reference to a 
civilian occupation in which he claims 
to be skilled. These tests will be ad
ministered during initial classification 
by Recruit Depots and Reserve ac
tivities as necessary. The questions 
deal with an individual's knowledge 
and are not to be considered a measure 
of skill. Test results will not be 
recorded in the service records of 
personnel tested~ 

a. Tests will be adrninistered and 
scored in accordance with the Oral 
Trade Test l\1anual. Materials required 
are: 

NA VMC 1 062-PD and printed change 
1-56. 

b. The score for each set of trade 
questions is the number of questions 
answered correctly. At the end of each 
set of trade questions there appears 
the interpretation of scores for that set 
of questions in the terrns W (well in
formed); S (some information) and L 
(little information). The range of scores 
is indicated for each of these tern1s in 
each set of questions. 

10. Typing Test. The typing test is 
designed as a measure of typing speed 
and is designated as the standard typing 
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test for use in the Marine Corps clas
sification program, It will be admin
istered at the Recruit Depots to all 
recruits who claim typing ability, and 
may be administered as deemed neces
sary, by the commands listed in para
graph 3152, It is to be used in situations 
where exact knowledge of an individual's 
typing proficiency is required, such as 
assignment to schools where a mini
nium typing speed is specified, and it 
may be used in situations where such 
knowledge would be helpful in making 
proper personnel assignments. 

a. The typing test will be admin
istered and scored in accordance with 
the Marine Corps Typing Tests Manual. 

b. Materials required are as out
lined in the Marine Corps Typing Tests 
Manual (NA VMC 1186-PD). Reproduc
tion of certain portions of this test is 
authorized in the Typing Tests Manual. 

c. Test results will be recorded in 
the service record book of enlisted 
personnel in accordance with instruc
tions contained in chapter 15. 

11. Electronics Technician Selection 
Test (ETST), This test is used in 
selecting Marines for training in elec
tronics. The test covers five areas in
cluding mathematics, general science, 
shop practice, electricity and radio. 
The ETST will be administered only at 
Recruit Depots or at the direction of the 
Commandant of the Marine Corps. 

12. Defense Officer Record Examina
tion (DORE), This test is administered 
to all newly-commissioned male offi
cers at MCS, Quantico, Va., MAD, 
Pensacola, Fla., or MAD, Corpus 
Christi, Tex. All tests are machine .. 
scored at MCS, Quantico, Va., and test 
results are entered into the Personnel 
Accounting System at Headquarters 
Marine Corps. Scores will be recorded 
on NAVMC 118(8)-PD by computer
generated process as described in par. 
15112. 

13. Other tests, controlled by the Com
mandant of the Marine Corps will be 

furnished and administered in individ
ual cases, and/or for specific purposes 
dependent upon the circumstances. 

3154 CLASSIFICATION TEST 

~g~'t{~~ ~~~E~iP~:gfNrga. 
PROCEDURES 

l, Regular Establishment 

a. The machine scoring of classifi
cation test answer sheets demands 
strict compliance with the instructions 
and procedures set forth herein to en
sure that classifica~~on test scores are 
promptly and properly entered into the 
personnel accounting system and indi
vidual records. 

b. Classification test scores will 
not be considered 11 official11 until they 
have been machine scoredD Implementa
tion of machine scoring of classifica
tion test answer sheets when the results 
are required to be known to establish 
qualifications for immediate classi
fication/assignment action will not pro
hibit hand scoring when required. Ulti
mately, all classification test answer 
sheets must be machine scored before 
they are introduced into official rec
ords. This applies equally to initial 
testing and rete sting. 

c. Classification tests included in 
the machine scoring concept are the 
General Classification Test, Aptitude
Area Classification Test, Language 
Proficiency Test, Defense Officer Rec
ord Examination, and the Electronics 
Technician Selection Test. When it is 
determined that the results ofthe test(s) 
must be known immediately, and this 
requirement is sufficiently justified to 
the Commandant of the Marine Corps 
by the commanding officer, scoring keys 
will be included in the test material 
furnished to permit hand scoring. 

d. Classification test answer sheets 
will be transmitted to the Recruit Depot 
in the same personnel accounting juris
diction as the command administering 
the test. The use of Airmail in trans
mitting answer sheets is authorized 
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where appropriate. The envelope con
taining the test answer sheets will be 
mailed to the Commanding General 
(Classification), Marine Corps Recruit 
Depot as appropriate. Insert "TEST 
ANSWER SHEETS" in the lower left
hand corner of the envelope. 

e. Handling procedures 

(I) All test answer sheets will be 
marked with electrographic pencil. 

(2) All test answer sheets must 
be completely and legibly filled out and 
must include the testee' s service num
ber. 

(3) The Reporting Unit Code 
Number of the organization to which the 
individual being tested is administra
tively joined, must be stamped or 
printed plainly in the upper right-hand 
corner (Line 8) of all answer sheets to 
ensure correct and timely return/re
porting procedures. 

(4) Every precaution must be 
taken to ensure that the test answer 
sheets are not folded or mutilated upon 
transmission to the machine scoring 
activity. 

(5) All answer sheets must be 
thoroughly screened to ensure there are 
no double answers andthatallerasures 

are clean and thorough prior to trans
mission to the machine scoring activity. 

(6) Units provided test materials 
on an individual basis by the Comman
dant of the Marine Corps or a test center 
will ensure proper return of the test 
components to the issuing command and 
the answer sheets to the respective 
Recruit Depot to prevent unnecessary 
handling delays in obtaining test results. 

f. Scoring procedures 

{I) Classification test answer 
sheets may be hand scored as set forth 
in subparagraph 1 b, above, however; 
they must be sent to the appropriate 
Recruit Depot for machine scoring in 
each instance. 

g. Reporting procedures 

(I) Upon receipt of the classifi
cation test answer sheets at the recruit 
depot they will be machine scored. The 
Recruit Depot will transmit the scores 
to the appropriate electronic computer 
installation which will generate a ma
chine prepared service record book 
NAVMC 118(8)-PD, in duplicate. The 
original will be sent to the reporting unit 
and the duplicate to the Commandant of 
the Marine Corps (Code DGH). 

(2) Unit Diary entries are notre
quired. 
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h. Scored answer sheets will be 
retained on hand at the Recruit Depot 
for a minimum of 6 months from date 
of testing in compliance with existing 
regulations. 

i. Correspondence concerning non
receipt, incorrect or incomplete ma
chine prepared service record book 
pages will be directed to the Recruit 
Depot in the same personnel account
ing jurisdiction as the command ad
ministering the test, providing it is 
initiated within 6 months from the date 
of testing; otherwise the correspond
ence will be directed to the Com
mandant of the Marine Corps (Code 
DFM). 

2. Reserve Establishment 

a. Classification test answer sheets 
for Reserve personnel on inactive duty 
will not undergo the machine scoring 
and reporting procedures outlined in 
subparagraph 1, above. All classifica
tion tests for inactive duty Reserve 
personnel will be hand scored. 

b. Classification test scores on 
inactive duty Reserve personnel will be 
recorded in the service record book as 
set forth in subparagraph l5112.5g. 

3155 RETESTING 

l. Retesting is permitted only to meet 
a valid military requirement; i.e., 
reclassification, determining eligibility 
for formal school training, duty as
signment or commissioning programs. 
Requests for retests will not be an
swered by Headquarters Marine Corps 
if based solely upon the desire to ob
tain higher scores. 

2. All commanders listed in paragraph 
,3152 and commands whomtheysodele
gate are authorized to accomplish re
testing subject to the instructions con
tained herein. 

3. Requests for retesting from individ
uals or commanders unable to obtain 
classification testing service from a 
command holding classification tests 
will be forwarded to the Commandant 
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of the Marine Corps (Code DFM). Re
quests for retests will contain the fol
lowing information for each individual 
to be tested: 

a. Name, grade, service number, 
MOS(s) and component. 

b. Date previous test was admin
istered. 

c. Scores previously attained. 

d. Justification for requesting a 
retest. 

4. Requests for retests for personnel 
who have had access to~ or are familiar 
with, test materials will contain a state
ment to that effect. All such requests 
will be forwarded to the Commandant 
of the Marine Corps (Code DFM) for 
testing authority. 

5. When a retest has been adminis
teredj the new scores attained, whether 
higher or lower than the previous 
scores, will be the official score, 

6. No retest will be administered with
in a 1-year period following the date of 
the previous test unless it is required 
to meet a requisite for a reenlistment 
option. 

7. Procedures or information relative 
to retesting with specific classifica
tion test are as follows: 

a. GENERAL 
TEST (GCT) 

CLASSIFICATION 

(1) All requests for retests under 
the GCT will be forwarded to the Com
mandant of the Marine Corps (Code 
DFM). 

b. LANGUAGE PROFICIENCY 
TEST (LPT) 

(l) Retests of the LPT are au
thorized when, in the ooinion of the 
commanding officer, the ;esults of the 
previous tests do not reflect current 
ability in any phase of the language, 
and as required in subparagraph 
3153.5c. 
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c. LANGUAGE APTITUDE TEST 
(LAT) 

(1) Retests of the LAT are not 
authorized without the approval of the 
Commandant of the Marine Corps. 

d. TYPING TEST 

( 1) Retests will be authorized in 
those cases where definite evidence 
is available to indicate improvement of 
typing ability since the administration 
of the original typing test. 

3156 INTERPRETING CLASSIFICA
TION TEST RESULTS 

1. Test results arenormallye~i!ised 
in terms of standard scores wh1ch are 
grouped into five broad categories 
called "Grades." Scores are grouped 
into grades as follows: 

Grade Standard Score Range 

I 

II 

III 

IV 

v 

130 and above 

110 - 129 

90 - 109 

60 - 89 

59 and below 

2. The above grades/standard score 
ranges apply to the General Classifica
tion Test, AI!titude-Area test scores, 
and Aptitude-Area scores. 

3157 SUPPLY OF CLASSIFICATION 
TEST MATERIALS 

1. Stocks of test materials are main
tained by the commanders listed in 
paragraph 3152. Subordinate commands 
will request test materials directly 
from those commanders. 

2. Materials which have become ob
solete or unserviceable, or are no 
longer required, will be returned to 
the Commandant of the Marine Corps 
(Code DFM). Test materials returned 
will serve as an automatic requisition 
for replacement materials unless 
otherwise specified. 

3. Commands authorized to maintain 
and administer classification tests will 
requisition necessary answer sheets 
through normal supply channels, with 
the exception of the Army Clerical 
Speed Test (ACS) which is controlled 
and issued by the Commandant of the 
Marine Corps (Code DFM). Com
manders listed in paragraph 3152 will 
request Army Clerical Speed Test 
(ACS) replacement material when 
stocks reach what is considered a 
normal 90-day supply. This will permit 
enough leadtime for this Headquarters 
to procure the necessary forms and 
mail them to the requesting command 
without a disruption of testing. The 
maintenance of "usage data" will aid 
materially in submitting reasonable re
quests for replacement answer sheets. 
Instructions for requisitioning answer 
sheets not under the control of the 
Commandant of the Marine Corps will 
be found in the appropriate Marine 
Corps Order in the 4235 series. Tests, 
scoring keys and testing instructions 
will be requisitioned from the Com
mandant of the Marine Corps (Code 
DFM). 

4. Reproduction of any test or test 
material in whole or in part is pro
hibited, unless specifically authorized 
by the Commandant of the Marine 
Corps, or unless so indicated in the 
test booklet or instructions. 

3158 SECURITY OF CLASSIFICA
TION TEST MATERIALS 

I. Commanders are responsible for 
the security of classification test ma
terials within their commands. An of
ficer will be designated as custodian of 
the classification test materials. Com
manders shall issue such directives as 
deemed necessary to ensure proper 
security and to prevent compromise of 
test materials subject to the following 
instructions: 

a. Classification test materials are 
for official use only. They will be 
transmitted via regular mail or hand 
carried, except in the case of over
seas commands which may forward the 
material via Airmail. Packages of test 
materials will be double wrapped, tape 
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sealed, an<l accompanied, by a trans
mittal letter for all materials except 
blank answer sheets. The letter of 
transmittal will inclu<le a statement or 
enclosure which lists the test materials 
transmitted,. The iimer wrapper will be 
marked, in such a manner as to clearly 
i<lentify the contents as "test mate
rials - to be opene<l by authorized, 
personnel only." 

b. Receipts will be accomplished, 
for ·an test materials forwar<le<l by 
letter of transmittal except for t~ose 
test materials returned, to the Com
man<lant of the Marine Corps in ac
cor<lance with subparagraph 3157 .z. 

c. Test booklets, scoring keys an<l 
answer sheets will be stowed, in safes, 
vaults or locke<l receptacles when not 
in actual use. 

<l. Comman<lers will require that 
test materials be inventoried, quarterly 
an<l upon the relief of custo<lians. These 
inventories are prescribed to 
strengthen the security an<l account
ability of test materials. One copy of 
the inventory will be forwar<le<l to the 
Comman<lant of the Marine Corps (Co<le 
DFM) upon relief pf the custo<lian. 

e. When not in the possession of 
personnel being test.~><l, test materials 

shall be han<lle<l only by an officer· or 
qualified, enliste<l personnel. In any 
case, each in<livi<lual to whom test ma
terials are entruste<l, or to whom the 
contents are ma<le kilown, will be hel<l 
responsible for any act or failure which 
may in any way contribut.e to the com
promise of any test or portion thereof. 

f. The loss, compromise, <lestruc
tion or misuse of any pieces of test 
material will be investigated, by an of
ficer and, the complete report of in
vestigation wi.ll be· forwar<le<l to the 
Cornrnan<lant of the Marine Corps (Co<le 
DFM), viacomman<lchannels. The form 
of· the test will be imme<liately sus
pen<le<l from use within that command,, 
an<l a statement to that effect will be 
inclu<le<l in the report of investigation 
or en<lorsement thereon. The test form 
will not be placed, in use again within 
the command, until authorized, by the 
Comman<lant of the Marine Corps. 

g. Test materials exclu<ling use<l 
answer sheets will not be. <lestroye<l 
unless authorized, by the Comman<lant of 
the Marine Corps. 

h. Under normal circumstances 
test materials requested, from this 
Hea<lquarters for the purpose of test
ing in<livi<lual Marines will be returned, 
within 10 working <lays after receipt. 
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TRAVEL OF MARINE CORPS PERSONNEL&. DEPENDENTS 

PART A: REGULATORY TRAVEL INSTRUCTIONS AND GENERAL 
INFORMATION ON TRAVEL ORDERS 

5000 GENERAL 

l. The Marine Corps Manual, para
graph 1320, contains the basic infor
mation pertaining to regulatory travel 
instructions and general information 
on travel orders. 

5001 DEFINITION OF ORDERS 

1. Travel orders are orders which 
direct individual or group movement 
between designated points. A com
petent travel order is a written in
strument issued or approved by the 
Commandant of the Marine Corps or 
such person or persons to whom au
thority has been delegated or redele
gated (see the Marine Corps Manual, 
par, 1320) to issue travel orders. 

5002 NECESSITY FOR ORDERS 

1. No reimbursement for travel is 
authorized unless orders by competent 
authority have been issued therefor. 

a. Commanders. issuing and en
dorsing orders will ensure that in
dividuals are furnished sufficient 
copies of both orders and endorsements 
thereto to facilitate the accomplishment 
of the required administrative actions 
both at the old and new duty stations. ,2. Reimbursement for travel is not 
authorized when the travel is performed 
in anticipation of or prior to receipt 
of orders. (See Joint Travel Regula
tions, par. M7000, item 8, in connection 
with dependents travel,) 

5003 AUTHORIZED FORM OF 
ORDERS FOR TRAVEL AND 
REIMBURSEMENT 

l. Written Orders. Written orders 
issued by competent authority are re
quired for official travel or for i-eim
bur s ement of expenses incident ther eta. 

For the purposes of reimbursement, 
orders written in the field which quote 
or reference higher authority which is 
authorized to initiate such orders, are 
competent orders. 

2, Verbal Orders. A verbal order 
giyen in advance of travel and sub
sequently confirmed in writing, giving 
date of verbal order and approved by 
competent authority J will meet the re
quirement for written orders. The con
firmation will contain a statement that 
due to the urgency of the travel in
volved, it was not practicable to issue 
written orders prior to commencement 
of the travel, 

3. Telephonic Orders. Orders written 
in the field which quote or reference 
orders received by telephone from 
competent authority must be subse
quently confirmed by the authority who 
issued such orders by telephone. This 
will be done either by is sue of further 
orders reducing the telephonic orders 
to writing or by approval by competent 
authority of orders written in the field 
referencing such telephonic orders. 
Reimbursement for travel expenses 
under telephonic orders may not be 
m.ade until such confirmation is ob
tained. 

4; Endorsement on Message or Speed
letter Orders. When message, tele
graphic or radio orders or speedletter 
orders are preSented, each shall bear 
the endorsement 110riginal orders re
ceived, 11 signed by the individual to 
whom they are addressed, unless such 
messages or speedletters are de
livered to· the individual through his 
commander, in which event each such 
order shall bear the endorsement 
"Certified original message or speed
letter," signed by the commander or by 
such person as may be designated by 
the commander, Such orders will be 
treated as original orders. 

----~--;· 
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5. Confirmation of Messa(\s. In order 
to reduce the length of m ssages re
lating to the transfer or assignment 
of Marine Corps personnel, Headquar
ters, U.S. Marine Corps and commands 
authorized to issue orders will gen
erally use abbreviated equivalents for 
certain phrases, sentences and groups 
of sentences employed therein. Such 
message orders in abbreviated form 
must be addressed only to military 
commands. The refe renee line in the 
orders will show the date time group, 
month and year of the messages. The 
order will transcribe into unabbrevi
ated form the entire contents of the 
message before delivery to the indi
vidUal or individuals concerned. Ab
breviated equivalents for phrases, 
sentences and groups of sentences 
applying to message orders are listed 
in chapter 17. Abbreviations not con
tained therein, but which, through long 
usage and custom, are understood by 
all concerned, may be used. 

6. Orders Not Originated by Com
petent Authority. Travel orders which 
are not originated by competent au
thority and issued under unusual con
ditions must be approved by the Com
mandant of the Marine Corps or such 
authority which is authorized to initiate 
such orders to allow reimbursement 
for travel expenses incurred in com
pliance therewith. 

7. Authorization to Perform Travel. 
Commanders should not direct person
nel to perform official travel without 
furnishing transportation or providing 
for reimbursement of transportation 
expenses. On certain occasions; how
ever, though travel may be desirable 
from the Marine Corps viewpoint, it may 
not be sufficiently justifiable to warrant 
expenditure oft ravel funds. Under these 
circumstances any commandmaywrite 
an ''authorization, 11 permitting the indi
vidual addressed to travel, but at no 
expense to the Government for travel 
and/ or per diem. (See the Marine Corps 
Manual, par. 1320.) Such authorization 
should always contain the following 
statement: 

"The above is authorized with the 
understanding that you will be entitled 
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to no reimbursement for travel and/or 
per diem in connection herewith. In case 
you do not desire to execute these 
orders at no expense to the Govern
ment for travel- and/or per diem, you 
will regard this authorization as re
voked and it will be returned for cancel
lation.11 

s on 
Temporary and Temporary Additional 
Duty. 

a. Officers on temporary and tem
porary additional duty will not be as
signed quarters in a commissioned 
officers 1 mess (OPEN), hostess house, 
guest house, or similar facility where a 
service charge is made, unless other 
government quarters are not available 
or are inadequate for the purpose. 

b. In the event such assignm.ent is 
determined to be necessary, charges 
will not exceed the amount by which 
appropriate regulations provide for 
increase in per diem allowances under 
the circumstances. 

c. Government quarters to be as
signed withGut charges willnormallybe 
BOQ 1s {for permanent or transient per
sonnel) but may be barracks or any 
other habitable facility. 

d. Only when all existing govern
ment facilities have been considered 
impracticable for utilization will a 
commanding officer (or his representa
tive) sign a certificate to that effect for 
payment of per diem allowances on that 
basis. 

e. This policy does not prevent an 
officer from voluntarily occupying 
quarters and paying any charges levied 
(without reimbursement for charges) in 
lieu of govermnent quarters assigr.led, 
provided his orders endorsed to reflect 
that governm.ent quarters were avail
able without service charge. 

5004 CIRCUITOUS TRAVEL 

1. Marine Corps personnel serving 
overseas may travel via a circuitous 
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route on permanent change of station 
only when specifically authorized by 
the Commandant of the Marine Corps. 

2. Transportation will be furnished on 
a space requirement basis in connec
tion with circuitous travel only for the 
transpacific or transatlantic portion 
of that travel, The mode oftransporta
tion, air or surface, will be determined 
by the transportation officer at the 
overseas point of departure for con
tinental United States. 

a, Applications for circuitous travel 
will be submitted to the Commandant 
of the Marine Corps (Code DF) in suf
ficient time to permit approval and 
issuance of appropriate orders. Appli
cations will be approved only when the 
applicant indicates that he has sufficient 
funds to defray cost of transportation 
between his last duty station and the 
point from which transoceanic trans
portation at government expense will be 
furnished and sufficient accrued leave 
to cover time in excess of proceed time 
and the constructive travel time by the 
normal route, Circuitous travel will not 
be authorized for personnel returning 
to the continental United States for 
separation or for unaccompanied de
pendents. 

\ 

b, Commanders will indicate in 
orders issued or by endorsement there
to the type of carrier on which per
sonnel normally would have been re
turned to the continental United States; 
the points between which transoceanic 
transportation at government expense 
will be furnished; constructive travel 
time by the normal transportation that 
would have been utilized; a statement 
indicating that member is in a leave 
status between date (specify) of relief 
from last duty station and his availa
bility date (specify) for transoceanic 
transportation to continental United 
States, 

c. Individual will be responsible for 
furnishing copies of orders to the com
mander of the area from whieh trans
portation "j'Vill be furnished to the con
tinental United States in sufficient time 
for him to be able to notify the applicant 

of transportation arrangements prior 
to his departure from his last duty 
station, 

d. Transportation in kind, a mone
tary allowance, or reimbursement is 
not authorized: 

(1) For any portion of circuitous 
travel performed by commercial means 
when governm.ent transportation is 
available for travel by the normal route; 

(2) For travel via foreign flag 
carriers; or 

(3) Over a route or any portion 
thereof which is served by suitable 
government transportation notwith
standing that commercial transporta
tion m.ay have been authorized for travel 
in whole or in part via the no~mal route. 

e. In connection with ·circuitous 
travel, governm.ent transportation is 
considered to be available and timely 
to the degree directed in the orders for 
travel via the normal route. 

• f. Constructive travel time will be 
allowed for the transoceanic travel via 
the direct route to continental United 
States by the directed mode. Travel 
time within the continental United States 
will be authorized for mode utilized 
based on the distance from the continen
tal United States port of entry pre
scribed for the normal route to new duty 
station or from actual port of entry to 
the new duty station, whichever is the 
lesser. 

g. All travel and related expenses 
incurred while in a leave status will be 
paid by the member on a nonreim
bursable basis. Space available travel 
on government transportation is au
thorized during the leave period. 

h. Transoceanic transportation will 
be provided for circuitous travel in 
accordance with existing policies in the 
same manner and on the same basis as 
for personnel assigned to the area 
where the transoceanic transportation 
will originate. 
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i, Authorized land mileage or 
transportation in kind incident to cir
cuitous travel will be based on the 
cost to travel from the continental 
United States port of entry prescribed 
for the normal route to the new duty 
station or from the actual port of 
entry to the new duty station, which
ever is the lesser, 

• j. If contributed currency is used 
to pay coat of travel expenses, the 
use of governmenttransportationfacil
ities to travel by a circuitous route 
is not authorized. In such instances 
orders issued for circuitous travel will 
specify that commercial travel costs 
in excess of those by the direct route 
will be paid by the member on a non
reimbursable basis; that travel time in 
excess of that required for travel via 
the direct route will be charged as leave 
and that travel time will be allowed in 
accordance with subparagraph 2£, 
above, 

3, The above information will be 
brought to the individual's attention 
prior to issuing orders authorizing 
travel via a circuitous route. 

5005 REFERENCES IN ORDERS 

1. To be competent for reimburse
ment purposes, orders issued outside 
Headquarters, U.S. Marine Corps must 
always reference the authority under 
which the orders are issued, 

5006 SIGNATURES 

l, Signatures on orders will be in 
accordance with U.S. Navy Regulations, 
article 1608. 

Z, The facsimile signature of a com
mander authorized to issue travel 
orders may be used for the purpose 
of signing orders, and orders so signed 
shall be considered competent if ini
tialed by an officer who has been 
authorized in writingbythe commander 
to use the facsimile signature, 

3. Facsimile stamps must be properly 
safeguarded and U8ed only for the spe
cific purpose or purposes authorized, 
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The original of the letter authorizing 
the use of facsimile stamps will be 
filed in the headquarters of the issuing 
command. Copies will not be sent to 
Headquarters, U.S. Marine Corps. 

5007 COUNTERSIGNING OF 
ORDERS 

1, When travel is performed upon 
receipt of a movement order a counter
signed copyofthe original orders issued 
by, or by direction of competent au
thority may be used to constitute 
original orders of the individual con
cerned. 

2. Where procedure of countersigning 
orders, as authorized above, is desired 
or required, the original orders issued 
by competent authority will contain a 
specific statement to the effect that 
copies of the original orders, which 
are countersigned and delivered by the 
officer to whom the original orders 
were issued, will constitute original 
orders to individuals of his command 
or in his char.ge. 

3. Countersignatures will be in ac
cordance with the instructions con
tained in U.S. Navy Regulations, article 
1608. 

5008 ORIGINAL ORDERS 

1. Origilial orders will include all 
general requirements specified in this 
chapter relative to travel orders, and 
only one copy will be signed or fac
simile initialed, Endorsements affect
ing pay, mileage, transportation and 
travel expenses, shall be placed on the 
face of the original order involving 
travel if practicable, otherwise on the 
back of the order, Such endorsements 
shall never be placed on other than the 
sheet which bears the signature or ini
tialed facsimile stamp of the issuing 
officer, 

Z, Only one signed copy of orders in
volving travel will be designated 
"Original Orders," for each individual 
receivinll such orders. 

3. Original orders receipted for by the 
individual ·become his property, Upon 
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reporting and completion of all admin
istrative action, they should be returned 
for his retention for such use as may 
be desired. 

4. When orders are received from 
Headquarters, U.S. Marine Corps for 
personnel who have been previously 
transferred, including transfer or as
signment to a trans placement battalion, 
the Commandant of the Marine Corps 
(Code DF) will be notified by message 
immediately stating the circumstances. 

5. Commanders issuing travel orders 
will direct that travelers report to the 
disbursing officer within 3 working 
days after completion of travel to settle 
travel expenses. 

a. Within 30 days after completion 
of travel, allotment accounting officers 
will investigate outstanding per diem 
obligations to deobligate invalid ob
ligations. 

5009 DATE OF DETACHMENT 

1. An application for the revocation or 
modification of orders will not justify 
any delay in their execution if the per
sonnel concerned are able to travel. 
The terms mentioned below, when used 
in orders, shall be interpreted as 
indicated. 

a. "Hereby detached"--!£ possible, 
the commander will detach the indi
vidual within l4 hours after the arden 
are received. 

b. "Whendirected"--Whendirected 
by the commander, but within 10 days 
after date of receipt of ordera or 10 
days before or 10 days after date 
specified in the orders. (If overseas, 
as indicated above, or as soon as 
transportation can be arranged.) On 
"When directed" orders which specify 
a date and authorize delay to count as 
leave and the individual does not desire 
the full amount of leave authorized, 
the commander may delay the detach
ment date equivalent to the number of 
days not desired. 

c. "On or about"--Within 5 days 
before or 5 days after date apecified 

in the orders. (If overseas, as indicated 
above, or as soon as transportation can 
be arranged.) 

d. "Detach on (date) and when di
rected on (date)"--On definite date 
shown in ·orders. 

e. "Upon completion of duty under 
instruction and when directed"--Within 
10 days after completion of duty under 
instruction. 

f. "Upon discharge froth treatment 
and when directed"-- Within 10 days 
after discharge from treatment. 

g. "On such date as com.m.ander 
may designate"--On a date that will 
allow 4 days proceed time, if appli
cable, plus authorized travel time and 
leave in order to meet reporting date. 
The reporting date will always be in<;ii
cated in the orders. 

h. "Date designated during a cer
tain month"--Onanydayofthe specified. 
month. 

i. "Upon reporting of your relief 
(1) and within number of days (Z) and 
when directed"--When directed within 
the specified number of days after the 
reporting of the relief. "Upon report
ing of your relief and when directed" 
means within 10 days after reporting 
of the relief. 

j. "Report by 3 June 1960"--Re
port not later than l400 on 3 June 1960. 
(Unless a specified time is indicated, 
may report prior to that date.) 

• k. "Report on 3 June 1963"--(Do 
not report before or later than 3 June 
1963.) If reporting for temporary duty, 
individual may report before 3 June 
1963 but the period between the date 
following the date of reporting and 3 June 
1963, inclusive, is not considered to be 
"necessary temporary duty" within the 
meaning ofthe Joint Travel Regulations, 
paragraph 3030-1, and per diem is not 
payable for such period • 

• l. "Report by 10 June 1963 not be
fore 6 June 1963"--Report not later 
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than 2400, 10 June 1963, nor earlier than 
0001, 6 June 1963. Ifreportingfortem
porary duty, individual may report 
before 6 June 1963 but the period 
between the date following the date of 
reporting and 6 June 1963, inclusive, 
is not considered to be "necessary 
temporary duty," and per diem is not 
payable for such period. 

(1) Exceptions to the restric
tions contained in subparagraphs k and l 
are appropriate and authorized when the 
temporary duty command certifies on 
the reporting endorsement that early 
reporting was in the best interest of 
the Government or caused by condi
tions beyond the control ofthe member. 

f m. "Proceed without delay"--Re
port for duty within 48 hours, exclusive 
of travel time, following receipt of 
orders. 

' n. ''Proceedimrnediately"--Report 
for duty within 12 hours, exclusive of 
travel time, following receipt of orders. 

2. ln the case of orders affecting offi
cers who are appointed as accountable 
for public property, commanders are 
authorized a discretionary period of 30 
days after receipt of orders, after 
relief reports, or after the effective date 
prescribed in such orders, as the case 
may be, before effecting transfer. This 
30-day period is not in addition to the 
10-day period mentioned in subpara
graph 1, above. When transfer of ac
counts requires all or part of the dis
cretionary period beyond 10 days, the 
commander will notify the Commandant 
of the Marine Corps (Code DF), by 
message, the estimated date of arrival 
of the officer at the new duty station, 
furnishing the new commander with an 
information copy. 

5010 ENDORSEMENT ON ORDERS 

1. Original orders will be endorsed by 
the individual to whom applicable as to 
the date, hour and place of receipt. 

a. Commanders will obtain andre
tain on file a receipted copy of-orders 
for a period of one year from date of 
receipt by individual. 

2. The commander is responsible for 
delivering the original orders to the 
individual and will prescribe, by en
dorsement, the effective date and hour 
of detachment if such is not specifically 
prescribed. The individual's leave ad
dress will be indicated in the delivery 
endorsement. Pay Entry Base Date will 
be included on all corporal's. 

3. If temporary additional duty travel 
directives do not specify the mode of 
travel to be utilized, the commander 
who delivers the orders will, in his 
endorsement, specify the mode of 
travel. He will be governed by the 
instructions contained in subparagraph 
5055.5. 

5011 MODIFICATION OF ORDERS 

1. Modification to permanent change of 
station orders and temporary additional 
duty orders will become part of the 
original orders, and as such will be 
prepared as original orders. A copy 
will be designated as the original for 
each individual concerned and will be 
signed in accordance ~th the provi
sions of U.S. Navy Regulations, article 
1608. 

2. When a modification to a permanent 
change of station or temporary addi
tional duty order is received by the 
individual concerned, an endorsement 
signed by the individual as to time, 
place, and receipt will be entered 
thereon. 

3. Before writing a modification of 
orders, it is necessary to know the 
contents of the original orders. In 
referencing a message, the month and 
the year will be shown in parentheses 
after the date time group. Any out
standing orders (i.e., orders which have 
not been fully executed) should be fully 
accounted for. If an individual has a 
complete set of orders outstanding 
which are not executed, the orders 
should be canceled. If an individual who 
has complied with part of a set of orders 
is diverted at an intermediate station 
and is not to carry out the remainder 
of the orders, the orders should be 
modified or 11the unexecuted portion" 
-canceled. 
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4. A command will not modify tempo
rary additional duty orders issued by 
another command unless prior ap
proval is obtained from the commander 
who issued the original orders, or un
less approved by the Commandant of 
the Marine Corps or the original issuing 
command is junior in the same echelon 
of command. 

5. When orders are modified verbally, 
written confirmation of suc;:h modifica
tion will be issued by endorsement as 
soon as practicable (see subpar. 
5003.2). The endorsement will contain 
specific reference to the verbal modi
fication and will state what portion, if 
any, of the original orders had been 
executed at the time of modification. 

• 6. Pen and ink changes may be made 
to data not affecting reimbursement. 
Changes to reporting dates, date of de
tachment, number of days leave au
thorized, etc., must be made by 
endorsement to orders. 

5012 CANCELLATION OR REVO
CATION OF ORDERS 

1. Cancellation of permanent change 
of station orders and temporary addi
tional duty orders may only be issued 
by the activity that issued the original 
orders or by higher authority. Cancel
lation of orders will be written, signed, 
and endorsed in accordance with the 
instructions governing original orders. 

2. When orders which were not re
ceived by the individual concerned are 
canceled, the canceling directive should 
state that the orders were undelivered. 

3. Canceled orders need not be re
turned to the order writing activity 
unless specifically directed. 
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.5013 CANCELLATION, MODIFICA
TION OR REVOCATION OF 
ORDERS 

1. For the purpose of determining 
entitlement to allowances for travel and 
t r ana port at ion under permanent 
change of station orders which are 
modified, canceled, or revoked, the 
orders will be considered as effective 
when received by the member, for any 
travel performed thereunder by him or 
his dependents, or any transportation 
of household goods or house trailers 
commenced or completed thereunder, 
even though leave, delay, proceed time, 
or temporary duty en route are in
volved. 

a. Reimbursement for travel per
formed will be in accordance with the 
Joint Travel Regulations • 

b. Proceed time will be authorized, 
where applicable. 

5014 ABBREVIATIONS 
1. Certain standard terms and phrases 
may be abbreviated in the preparation 
of orders in the special order form, 
speedletter and rapid communication 
form. Those abbreviations contained in 
chapter 17 will be utilized. Abbrevia
tions not contained therein, but which, 
through long usage and custom, are 
understood by all concerned, may be 
used. 

2. Orders containing a b brevi ate d 
terms and phrases should not be used 
for Marine Corps personnel on duty 
with commands outside the military 
service. 

5015 PASSPORTS AND 
IMMUNIZATION 

1. When required, personnel ordered 
abroad shall obtain the necessary pass
ports and immunization, as specified in 
current regulations. 

·.,>,. 
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5016 ADDRESS WHILE EN ROUTE 
TO NEW DUTY STATION 

I. In executing orders issued byHead
quarters, U.S. Marine Corps, or other 
competent authority, where leave or 
delay in reporting is involved, or the 
duration of the travel status is ex
tended, personnel concerned will com
ply with instructions contained in sub
paragraph 9151.7. 

5017 INSTRUCTIONS FOR OF
FICERS RETURNING TO THE 
CONTINENTAL UNITED 
STATES FROM OVERSEAS 
DUTY 

1. Officers returning to the continental 
United States from overseas duty sta
tions will upon arrival report in the 
following manner: 

a. Officers arriving on the east 
coast will report by message to the 
Commandant of the Marine Corps (Code 
DF). Reports should contain number of 
days leave authorized and address on 
leave. 

.b. Officers arriving from overseas 
in the San Francisco Bay area will re
port in person to the Commanding Of
ficer, Marine Barracks, Treasure 
Island, San Francisco, California, or 
his representative at place of entry 
into CONUS for endorsement of orders 
to establish the effective date of pro
ceed, delay, travel and a reporting date 
at the new duty station. Copies of such 
endorsements will be furnished via air 
mail to the Commandant of the Marine 
Corps (Code DF) and the officer's new 
duty station. 

c. All officers being returnedfrom 
the Pacific Area for retirement, re
lease to inactive duty, severance or 
reversion, will report to the Com
manding Officer, Marine Barracks, 
Treasure Island, San Francis co located 
on Treasure Island, San Francisco, 
California. 

d. Officers arriving on the west 
coast outside the San Francisco Bay 
Area will report to the nearest Marine 
Corps activity for endorsement of 
orders to establish the effective date of 
proceed, delay and travel, address on 

leave and a reporting date at the new 
duty station. Cop1es of such endorse
menta will be furnished via airmail to 
the Commandant of the Marine Corps 
(Code DF), Officer in Charge, Marine 
Corps Passenger Office, 100 Harrison 
street, San Francisco, California, and 
the officers new duty station. 

5018 DISLOCATION ALLOWANCE 

1. Whenever a member, who is en
titled to dependents 1 transportation, 
is ordered to make more than one 
permanent change of station move dur
ing any fiscal year, a finding must be 
made by the Secretary of the Navy that 
the exigencies of the service require 
such change of station. The finding re
quired relates to the permanent change 
of station orders transferring the in
dividual, and where possible must be 
obtained prior to a move which will 
entitle him to a second or subsequent 
dislocation allowance. Authority for 
payment of such dislocation allowance 
results from the finding. For the pur
pose of determining whether a finding 
is required, the fiscal year current 
on the date of detachment will be used. 

a. A finding is not required on 
second or subsequent permanent 
changes of station in the case of mem
bers ordered to, from or between 
courses of instruction conducted at an 
installation of the uniformed services 
of the United States, or conducted by, 
and controlled and managed by, one 
or more of the uniformed services of 
the United States at a civilian educa
tional institution, or elsewhere. 

b. A request for a "finding" must 
be initiated in those cases which will 
result in entitlement to a second or 
subsequent payment for dislocation al
lowance, whether or not payment has 
been made on the first or preceding 
entitlement. 

c. Permanent changes of station 
to, from or between courses of in
struction conducted at an installation 
of the uniformed services of the United 
States, or conducted by, and controlled 
and managed by, one or more of the 
uniformed services of the United States 
at a civilian educational institution, or 
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elsewhere, shall be excluded from 
computation when determining whether 
or not a finding is required on second 
or subsequent permanent changes of 
station, 

2. When permanent changes of station 
of units, groups or -categories of per
sonnel are to be made, and individual 
findings would be impracticable, re
quests for a Secretary of the Navy 
finding may be initiated for the group 
rather than individuals. Examples of 
such cases are: 

a. Change in location of organiza
tion, regardless of whether or not in
dividual orders are issued, or 

b. Disestablishment of organiza
tion, resulting in relocation of per
sonnel for ·which orders to officers 
and enlisted are required, 

3. Whenever an individual, who has 
executed a prior change of station 
within a fiscal year and for which 
he was entitled to dislocation allow
ance, is ordered from a station out
side the United States to a hospital in 
the United States for further observa
tion and treatment, a dislocation al
lowance is payable and a Secretary 
of the Navy finding must be requested. 
A transfer from one hospital to another 
within the United States does not con
stitute a permanent change of station 
and payment of a dislocation allowance 
is not authorized, 

5019 INSTRUCTIONS FOR RE
QUESTING FINDINGS FOR 
SECOND PERMANENT 
CHANGE OF STATION IN 
THE SAME FISCAL YEAR 

1. The Commandant of the Marine 
Corps will request the finding from 
the Secretary of the Navy in all in
stances where individual orders are 
issued by the Marine Corps. 

2. H orders are received and a prior 
finding is not indicated therein, field· 
commands will submit information to 
the Commandant of the Marine Corps 
(Code DF) upon which a request may 
be based, to include the following: 
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a. Name, grade, service number, 
military occupational specialty. 

b. Reference of the Commandant 
of the Marine Corps orders or other 
directive requiring the move. 

c. Date of detachment from each 
previous permanent duty station in 
the same fiscal year where entitlement 
to dislocation allowance was involved 
(except those to, from or between 
courses of instruction as stated in 
subparagraph 5018.lc). 

d. New duty assignment. 

e. Necessity for proposed transfer 
and basic reason why the particular 
individual is selected for transfer (ap
propriate for commands filling quotas). 

f. Other pertinent information, in
cluding basis for previous entitlements 
to dislocation allowance, whether 
change of station, move or disbandment 
of organization. 

3. In cases of individuals who are 
hospitalized from an overseas station 
pursuant to subparagraph 5018.3 re
quests for a finding will be submitted 
to the Commandant ofthe Marine Corps 
(Code DF) by the Commander of the 
first organization in continental United 
States upon whose rolls the individual 
is joined, 

4. When an organization is ordered to 
change its location permanently,· and 
when such a move will result in an 
entitlement to a second or subsequent 
dislocation allowance, the following 
information will be submitted to the 
Commandant of the Marine Corps (Code 
DF) by the Commander at least 45 days 
in advance of the necessary detachment 
date: 

a. Enlisted Personnel: 

( 1) Approximate total of enlisted 
personnel on board on effective de
tachment date requiring a change of 
station, 

(2) Approximate number of those 
enlisted personnel entitled to movement 
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of dependents incident to the change 
of station. 

(3) Full name, grade and service 
number of all enlisted personnel within 
(2) above for whom a Secretary of the 
Navy finding is required. 

b. Officer Personnel: 

(I) Full name, grade and service 
number of all officers requiring a 
change of station. 

(2) Full name, grade and service 
number of all officers in ( 1), above, 
for whom a Secretary of the Navy find
ing is required. 

5. Commanders will withhold execu
tion of any order, regardless of the 
issuing authority, which will entitle an 
iridividual to a second or subsequent 
dislocation allowance in any" one fis
cal year unless a prior finding 
(SECNA VFIND) is indicated in the 
orders. When such circumstances oc
cur, the Commander will immediately 
notify the Commandant of the Marine 
Corps (Code DF) of the particulars. 

5020 ILLUSTRATION OF ORDER 
FORMS 

1. Figures at the end of this chapter 
contain illustrations of the various 
forms of orders. Figures are indicated 
as follows: 

Figure 5-1. 
Figure 5-2. 
Figure 5-3. 
Figure 5-4. 

order. 
Figure 5-5. 
Figure· 5-6. 
Figure 5-7. 

additional duty. 

687098 0 - 63 - " 

Letter. 
Message. 
Special order. 
Organization special 

Speedletter. 
Group travel. 
Orders to temporary 

Figure 5-8. Confirmation oft em-
porary additional duty. 

Figure 5-9. Authorization for 
temporary additional duty. (Permis
sive.) 

Figure 5-10. Repeated travel or
ders. 

Figure 5-11. Movement orders. 
Figure 5-12. Orders to extended 

active duty. 
Figure 5-13. Orders to temporary 

active duty. 
Figure 5-14. Absentee orders. 
Figure 5-15. Orders (enlisted). 

(Awaiting action of PhyEvalBd.) 
Figure 5-16. Endorsement on 

Marine Corps Special Order. 
Figure 5-17. Extract of Marine 

Corps Special Order. 

• 2. Each figure is prepared to cover a 
specific situation, and should not be 
used as a rigid example. In letter type 
orders, additional paragraphs may be 
required to give adequate instructions 
to the traveler. In special order type 
orders, the format will be constant as 
it is consistently paragraphed and col
umnized. Content of both types of orders 
will always be prepared on 8 by lOi
inch paper. In this connection figure 
5-4 is an organizational special order 
in a special order format for permanent 
change of station which may be used 
for large drafts such as replacement, 
rotc~.tion and recruits when conditions 
permit, adding such additional instruc
tiona! paragraphs as may be required. 
In preparing such an order, the paper 
will always be used lengthwise as shown 
in the figure. 

3. Appropriation data indicated in the 
illustrations is shown as an example 
only and will not be used in any orders 
issued. Current data is published each 
fiscal year in a Marine Corps Order 
in the 7301 series. 
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PART B: TRAVEL TIME AND MODES OF TRAVEL IN EXECUTION 
OF TRAVEL ORDERS 

5050 TRAVEL TIME IN 
EXECUTION OF TRAVEL 
ORDERS 

1. Travel time is in addition to the al
lowed proceed time and is counted in 
whole days. 

a. Travel time at sea varies, de
pending on the mode by which ordered 
to proceed. 

.. b. Travel Time for Travel by 
c6mrnercial Carrier on Permanent 
Change of Station. Travel time. for 
travel by means of any commercial 
carrier, on permanent change of station 
orders which do not direct the use of 
aircraft transportation, will be based 
on the rate of 720 miles per day with 
an additional day authorized for any 
fraction thereof. The travel time will 
be computed on the basis of travel 
over any usually traveled route by 
through service where available. For 
transoceanic travel by vessel, the actual 
time required will be used. Travel time 
for land or aircraft travel performed 
outside the contiguous United States 
will be computed in accordance with 
schedules covering the type of trans
portation used over a usually traveled 
route between the points of travel in
volved. Where orders specifically 
direct the use of aircraft transpor
tation, one day's travel time will be 
allowed for travel within the forty- eight 
contiguous states and the District of 
Columbia. For aircraft travel specif
ically directed overseas, actual sched
ules over the most direct route will be 
used to determine authorized· travel 
time. 

c. Distances are determined from 
the Official Mileage Tables and Of
ficial Railway Guide. 

d. Should a traveler state upon re
porting that the travel directed in the 
orders required time in excess of that 
allowed above, sufficient additional 
travel time will be allowed when the 
statement made is confirmed by an 
examination of the travel schedule in
volved. Delay en route awaiting pullman 
space does not postpone the date on 
which an individual is due to report. 

e. On permanent change of station 
within the United States, subject to the 
provisions of the Joint Travel Regula
tions, including the exceptions provided 
therein for group travel and travel di
rected by a particular mode, the 
traveler may elect to receive reim
bursement for his travel at the rate of 
6 cents per mile or he may request a 
Government transportation request to 
cover the necessary transportation by 
commercial carrier. However, if trans
portation request is provided, the mode 
and routing will be at the discretion 
of the transportation officer. 

f. When travel is performed partly 
by one means and partly by another, 
travel time will be computed on a 
combination of the modes involved. (See 
subpar. 4, below.) 

g. The travel time authorized here
in may not be used as a basis for deter
mining entitlement to travel per diem 
allowances, as such entitlement must 
be based on the rules set forth in the 
Joint Travel-Regulations. 

h. Travel time will not be allowed 
on the basis of a reassignment between 
activities located at the same station or 
metropolitan area or between ships 
located in the same port. 

2. Travel by Privately-Owned Vehicle 
on Permanent Chan e of Station Orders. 
Officer or enlisted personnel per arm
ing travel under permanent change of 
station orders, within or outside the 
United States, with or without tempo
rary duty en route, may, unless the 
travel orders direct otherwise, per
form the travel involved by privately
owned vehicle for which they are en
titled to one whole day travel time for 
each 300 miles of travel involved over 
the shortest usually traveled route or 
fraction thereof of 150 miles or more; 
e.g., for distances of 750 miles, 3 days 
travel time allowed; for distance of 749 
miles, 2 days' travel time is allowed. 
If the distance is less than 450 miles, 
one day travel time will be allowed on 
permanent change of station. The dis
tance between duty points shall be com
puted on the basis of highway mileage 
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as shown in the official mileage tables. 
As used in this chapter, the term 
''privately-owned vehicle'' does not in
clude aircraft. 

.a. Except in cases of group travel 
or where travel by a faster mode is 
necessary because of exigencies of 
the service, personnel may not be 
prohibited from traveling by privately
owned vehicle on permanent change of 
station orders. 

3. Travel Time on Temporary Addi
tional Duty Orders. When orders spe
cifically direct travel by Government 
or commercial aircraft, travel time 
shall be computed as follows: 

a. Travel time shall be counted in 
whole days, period of 24 hours, based 
on time of departure as shown by 
endorsement on orders, fractional 
parts of 24 hours being counted as 
whole days. 

b. Travel by direct through routes, 
with use of first available connection at 
points of change, will be required. ap.d 
expected, depending on the class of pri
ority, if any, authorized by the orders. 

c. Based on prevailing schedules 
of both Government and commercial 
aircraft, which 1 generally require less 
than 24 hours between all points in the 
United States, only one day travel time 
by air will be allowed, unless it is 
shown by endorsement of the traveler 
on the orders that time in excess of 
24 hours, exclusive of any personal 
preference or convenience, was actu
ally required, with the reasons for the 
longer time being specifically stated. 

4. Travel Via Mixed Modes on Per
manent Change of Station Orders. When 
travel is performed by both privately
owned vehicle and by commercial 
carrier incident to permanent change 
of station orders under which travel by 
privately-owned vehicle is allowed, 
travel time will be computed as follows: 

a. The official highway distance 
from the starting point of travel by 
privately-owned vehicle direct to the 
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point at which the mode of transporta
tion was changed will be determined, 
regardless of the stage of the travel 
where thi~ mode of transportation was 
used. Intermediate stopovers will not 
be considered. If there is more than 
one leg of travel performed by pri
vately-owned vehicle, the official high
way distance for each leg will be deter
mined separately and added together 
to obtain the total distance traveled 
by privately-owned vehicle. 

b. If the total official highway dis
tance traveled by privately-owned vehi
cle equals or exceeds the official 
highway distance between the points of 
duty, travel time will be allowed for the 
official highway distance between the 
points of duty in accordance with para
graph 2, above. No other travel time 
will be allowed. 

c. If the total official highway dis
tance traveled by privately-owned 
vehicle is less than the official high
way distance between the points of duty, 
the official highway distance for the 
travel performed by privately-owned 
vehicle will be deducted from the offi
cial highway distance between the points 
of duty. The total travel time allowed 
will be the sum of that allowed under 
subparagraph 2, above, for the total 
official highway distance traveled by 
privately-owned vehicle, plus that com
puted under paragraph!, above,for the 
remainder of the official highway dis
tance for travel by commercial carrier. 

d. If the official highway distance 
for travel performed by privately
owned vehicle is 150 miles or more in 
excess of 300 miles or multiples there
of, an extra day's travel time will be al
lowed. If the excess is less than 150 
miles, the excess will be disregarded. 
Regardless of the number of modes of 
transportation utilized, only one day's 
travel time will be allowed if the official 
highway distance between points of duty 
is less than 450 miles. 

e. In no case will more travel time 
be allowed than would be authorized if 
all travel between the points of duty 
had been performed by privately-owned 

• 

• 

• 
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vehicle. When temporary duty is di
rected en route, each leg of the ordered 
travel will be computed separately. 

f. The following are examples of 
computations of travel time involving 
mixed modes of travel: 

EXAMPLE NO. 1 

Member is transferred from Washington, D.C., to Chicago, Illinois; travels from 
Washington to St. Louis, Missouri, by POV; travels from St. Louis to Chicago by 
train. 

Points of Travel 

Washington- Chicago 
Washington- St. Louis 

MAXIMUM TRAVEL TIME AUTHORIZED: 2 days. 

Highway Distance 

672 miles 
801 miles 

t 5-14a 
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COMMON-CARRIER 
MODE OF TRAVEL TRAVEL TRAVEL TIME 

POV 
Train 

TOTALS 

None None 

None None 

HIGHWAY 
DISTANCE 

672 

672 

POV 
TRAVEL TIME 

2 days 

2 days 

As the distance traveled by POV exceeds the offici.'il highway distance of the 
ordered travel, the member is entitled to POV travel time for the official highway 
distance between the old and new duty stations. No common-carrier travel time 
is authorized. 

EXAMPLE NO, 2 

Member is transferred from Washington, D.C., to San Francisco, California; 
travels from Washington to San Antonio, Texas, by commercial aircraft; travels 
from San Antonio to San Francisco by POV. 

Points of Travel 

Washington-San Francisco 
San Antonio-San .Francisco 

MAXIMUM TRAVEL TIME AUTHORIZED: 9 days 

COMMON-CARRIER 
MODE OF TRAVEL TRAVEL TRAVEL TIME 

POV 
Aircraft 

TOTALS 

1073 2 days 

1073 2 days 

Highway Distances 

2839 miles 
1766 miles 

HIGHWAY 
DISTANCE 

1766 

1766 

POV 
TRAVEL TIME 

6 days 

6 days 

GRAND TOTALS: 2839 miles and 8 days of authorized travel time, 

Since the distance traveled by POV is less than the official highway distance of the 
ordered travel, the member is entitled to common-carrier travel time for the 
difference between the official highway distance of the ordered travel, 2839 miles, 
and the distance for which entitled to POV travel time, 1766 miles, or to common
carrier travel time for 1073 miles. 

EXAMPLE NO. 3 

Member is transferred from San Francisco, California, to Boston, Massachusetts; 
travels from San Francisco to Salt Lake City, Utah, by POV; travels from Salt 
Lake City to Detroit, Michigan, by commercial aircraft, travels from Detroit to 
Boston by POV, 

Points of Travel 

San Francisco- Boston 
San Francisco-Salt Lake City 
Detroit- Boston 

MAXIMUM TRAVEL TIME AUTHORIZED: 10 days 

Highway Distance 

3140 miles 
751 miles 
795 miles 
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COMMON-CARRIER HIGHWAY POV 
MODE OF TRAVEL TRAVEL TRAVEL TIME DISTANCE TRAVEL TIME 

POV 1546 5 days 
Aircraft 1594 3 days 

TOTALS 1594 3 days 1546 5 days 

GRAND TOTALS 3140 miles and 8 days of authorized travel time. 

POV travel time is computed by adding the official highway distances of the two 
legs of POV travel. Since the total distance traveled by POV is less than the 
official highway distance between the old and new duty stations, common- carrier 
travel time is computed in the same manner as in example No. 2. 

EXAMPLE NO.4 

Member is transferred from Boston, Massachusetts, to Great Lakes, Illinois; 
travels from Boston to Indianapolis, Indiana, by POV; travels from Indianapolis 
to Great Lakes by train. 

Points of Travel 

Boston-Great Lakes 
Boston-Indianapolis 

Highway Distance 

1003 miles 
922 miles 

MAXIMUM TRAVEL TIME AUTHORIZED: 3 days 

COMMON-CARRIER 
MODE OF TRAVEL TRAVEL TRAVEL TIME 

HIGHWAY 
DISTANCE 

POV 
TRAVEL TIME 

POV 
Train 

TOTALS 

81 None 

81 None 

922 3 days 

922 3 days 

POV travel time is computed first. This entitles the member to 3 days of travel 
time. Since the maximum travel time authorized between Boston and Great Lakes 
is 3 days, no additional travel time is allowed for common-carrier travel. 

5. Travel time authorized in orders is 
not necessarily the travel time to 
which the member is entitled. Subject 
to any limitation prescribed in this 
chapter or by other authority, entitle
ment depends on modes actually util
ized. It is always necessary for com
manders to which members report to 
actually compute the travel time to 
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which a member is entitled. When an 
individual is authorized a mode of 
travel but uses a faster means and 
reports at his new duty station at the 
end of the period computed on the basis 
of the travel time authorized in his 
orders, the difference between travel 
time used and travel time authorized 
is to be charged as leave. If he reports 
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to the new duty station after the end of 
the period computed on the basis ofthe 
slower means of travel authorized in 
his orders, the difference between the 
time actually used and that authorized 
is unauthorized absence. 

5051 TRAVEL BETWEEN PORTS 

I. If orders direct a Marine to pro
ceed from one port to another via 
government transportation and the Ma
rine is later authorized to proceed, at 
no expense to the Government, by some 
other means of transportation, by some 
other route of his own selection, or by 
both, any saving in travel time effected 
by the selected transportation is not 
charged against the Marine as leave. 
Indicate in orders issued, proposed 
itinerary of government transportation 
that would have been utilized in each 
case. The Marine can use this time as 
he sees fit, but must report at his new 
duty station by or on the date as 
specified in his orders, or if no such 
date is specified, on or before the date 
that would have resulted had his travel 
time been that scheduled for the gov
ernment transportation which was pro
vided. Though unforeseen delays may 
occur to place the government trans
portation behind schedule, the Marine 
traveling by other transportation is not 
permitted to increase his travel time 
by including the delays. 

2. Marines electing to travel by com
mercial vessel for their own conven
ience will be allowed constru·ctive travel 
time for the mode contemplated by the 
orders. Time consumed in excess of 
such travel time, less proceed time if 
authorized, will be charged as leave. 

5052 TRAVEL TIME WHEN 
ORDERS ARE CANCELED, 
MODIFIED OR REVOKED 

1. If orders are canceled, modified 
or revoked, travel time will be com
puted in accordance with paragraph 
5050. 

5053 TRAVEL TIME WHEN ORDERS 
ARE RECEIVED ON LEAVE 

I. A Marine who, while on leave from 
his permanent duty station, receives 

. - ---·- ~-
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orders transferring him to a new 
permanent duty station, is entitled to 
travel time based on the distance from 
the place of receipt of the change of 
station orders to his new duty station, 
not to exceed that from his old duty 
station to his new duty station. How
ever, if he chooses to return to his old 
duty station in a leave status prior to 
complying with the change of station 
orders and subsequently performs the 
travel directed by the orders, the above 
restriction does not apply and he is 
entitled to travel time based on the 
distance between his old and new duty 
station. 

2. A Marine who, while on leave from 
his permanent duty station, receives 
orders directing the performance of 
temporary additional duty, is entitled 
to travel time from the place of receipt 
of the orders to the temporary addi
tional duty station and thence to his 
permanent duty station if directed to 
return thereto, or to his leave address 
if the orders authorized him to return 
and resume a leave status on expira
tion of the temporary additional duty, 
provided he actually returns to his leave 
address. 

5054 TRAVEL ON TEMPORARY 
ADDITIONAL DUTY ORDERS 

1. The content of orders received at 
this Headquarters appended to settle
ment vouchers for temporary additional 
duty travel and per diem, in general, 
is satisfactory. There are, however, 
instances where action must be taken 
because inadequate or improper orders 
have been issued. Some contain errone
ous travel instructions and some show 
that the traveler did not comply with 
orders regarding mode of travel or 
was erroneously advised as to the pro
cedures for obtaining transportation. 

2. The commander who delivers the 
orders will specify the method oftravel 
in his endorsement in accordance with 
subparagraph 5055.5 if none is con
tained in the orders. As indicated in 
NA VMC 117 5, Military Traffic Manage
ment Regulations, paragraph 304002, 
determination of the mode of commer
cial transport to be used under the 
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policy contained in those regulations, 
will result in the selection ofthat mode 
which provides satisfactory service at 
the least cost to the Government. When 
the commander determines that a cer
tain mode of transportation should be 
used, he may so designate that mode 
in the orders. He can ensure additional 
savings to the Government by directing, 
as distinguished from authorizing, the 
procurement of such transportation by 
government transportation request. 
This procedure will be followed in each 
and every case in which it is practicable 
in order to effect the greatest saving 
to the Government in temporary addi
tional duty travel costs. 

a. All orders directing commercial 
transportation by Government trans
portation requests must be presented 
to the transportation section issuing the 
transportation requests and arranging 
the reservations for travel as soon as 
practicable after date of issue. 

tb. The issuance of Government 
transportation requests is not manda
tory when the cost of transportation is 
$15 (plus tax) or less (including sleep
ing accommodations and parlor car 
seats). (See the Joint Travel Regula
tions, pars. M4150-l, item 4, and 
4203-2.) To minimize administrative 
costs involved in issuing and account
ing for transportation requests when 
the cost of transportation is $15 or 
less, commanders will encourage trav
elers to elect to travel at their own 
expense with reimbursement. 

5055 DISCUSSION OF MODES OF 
TRANSPORTATION AND 
TERMS USED IN TEMPO
RARY ADDITIONAL DUTY 
ORDERS 

I. Use of Government Aircraft. As an 
economy measure, instructions in or
ders will be written to require the use 
of Government aircraft transportation 
when available, consistent with expe
diting the transaction of official busi
ness and to reduce the period of ab
sence of personnel from their 
permanent duty station. 
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a. Whenever there is a possibility 
that Government aircraft will be avail
able, and that mode is considered ap
propriate, travel via Government air
craft will be directed where available, 
class priority certified. (See Marine 
Corps Order 7000.3 series.) When these 
instructions appear in orders, a certif .. 
icate that Government aircraft for the 
onward portion, and again for the re
turn portion, if not available, must be 
made on the order by competent au
thority before travel is performed by 
other means or travel claim for mone
tary allowance in lieu oftransportation 
is submitted. (See the Joint Travel Reg
ulations, paragraph 4203-3c.) Com
manders authorized to issue orders are 
also authorized to assign Class U, III, 
and IV priority and an excess baggage 
allowance within prescribed limits for 
travel via military aircraft. Assign
ment of Class II priority should be 
limited to travel of an urgent nature. 
A priority no higher than Class III 
shall be assigned in connection with 
authorizations for travel at no expense 
to the Government. 

b. When travel orders specify 
travel by "Government aircraft trans
portation directed," there is no alter
native but that the travel must be per
formed by that mode unless authorized 
in accordance with subparagraph 7, be
low. A "directed" mode should not nor
mally be used unless the order issuing 
authority is certain beforehand that the 
member can comply with the order as 
written. If the orders "direct" travel 
by Government aircraft, the orders 
shall also indicate, if such mode is not 
available, that: 

{I) The orders are canceled, or 

(2) The member shall returnthe 
order to the order issuing authority 
for modification or for further in
structions. 

c. When it is determined that Gov
ernment aircraft should be used for a 
portion of the trip, orders should 
specify such portion as: "travel by 
Government aircraft is directed for all 
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transcontinental travel." When this 
term is used it is required that only 
the transcontinental portion of the travel 
be by Government aircraft and there is 
no alternate mode that can be used for 
this portion. If its use was directed on 
a "when available" basis, and it was 
not available, other modes could be 
used as selected by the traveler, un
less an alternate mode was directed 
or Government transportation requests 
are furnished. However, before an 
alternate mode is used, a certificate 
must be affixed to the orders by com
petent authority indicating that the 
Government aircraft was not available. 

2. Use of Commercial Transportation. 
When transportation by a particular 
mode of commercial carrier is deemed 
necessary by the military commander 
issuing the orders because of require
ments which can be met only by the 
mode designated, the travel order 
should indicate a 11directed'' or "di ... 
rected where available" mode and that 
such transportation is to be procured by 
Government transportation request. In 
the first instance, only that mode named 
could be used. In the second instance, 
if the mode named is not available to 
permit compliance with orders, the 
transportation officer will select the 
mode which most nearly meets the re
quirements of the military commander. 
(See Military Traffic Management Reg
ulations.) Joint Travel Regulations, 
paragraph 4Z03, applies in connection 
with prohibited reimbursement if other 
means are used. 

3. Travel Time on Temporary Addi
tional Duty Orders. Travel time inci
dent to temporary additional duty orders 
or repeated travel orders shall be com
puted from the time of actual departure 
from the place from which ordered to 
temporary additional duty and return 
and will not exceed that basedonactual 
schedules of available air and surface 
common-carrier facilities which most 
nearly coincide with the requirements 
of the order and which would be most 
economical and appropriate. However, 
when travel orders specifically state 
that travel via privately-owned vehicle 
is authorized and that mode is con-

sidered to be more advantageous to 
the Government, then the actual time 
necessary to perform the directed 
travel will be allowed. Whencomputing 
travel time for travel via aircraft, the 
actual or estimated time required to 
travel to and from the air terminal(s), 
not to exceed 2 hours for each trip to 
and from the terminal, should be in
cluded. 

a. Travel Time For Travel by 
Government Transportation. Where 
travel is performed by Government 
transportation, the actual travel time 
required by the mode used will be 
authorized. 

b. Leave and Travel Time in Con
junction With Temporary Additional 
Duty. Leave will not be charged for 
any day on which a portion of official 
travel is performed. The rules con
tained in paragraphs 9053 and 9054 
which state that the day of departure 
on leave is a day of duty and the day of 
return is also a day of duty, if return 
is prior to working hours, are appli
cable. No leave may be charged for 
any day in which a per diem allow
ance is payable as outlined in Joint 
Travel Regulations, paragraph M420l, 
item 3. 

(l) OnDepartureFromthePer
manent Duty Station. Where period of 
time between date of departure and 
date of reporting exceeds authorized 
travel time, the period immediately 
preceding the time and date of report
ing, equal to the total of the official 
travel time, will be charged as travel 
time in whole days and the remaining 
period commencing from date of de
parture to time and date of commence
ment of official travel time will be 
charged as leave. 

(2) On Departure From the Tem
porary Additional Duty Station. Where 
period oftime between date of departure 
and date of reporting back to the per
manent station or to a subsequent tem
porary additional duty station exceeds 
authorized travel time, the period im-
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mediately following the time and date of 
detachment, equal to the total of the 
official authorized travel time, will be 
charged as travel time, and the re-

ma1n1ng period, commencing from the 
date that official travel time terminated, 
to the time and date of reporting, will 
be charged as leave. 

(3) The following example is set forth to aid in computation of travel and 
leave when authorized in conjunction with temporary additional duty: 

Member ordered from Norfolk, Va., to Camp Lejeune, N.C., for period 
of 10 weeks at whichtimehewillreturn to Norfolk, Va. Member ordered 
to report not later than 2400 on 13 January 1965. He departed Norfolk at 
0800 on 10 January 1965. The periods for leave and travel time will be 
accounted for as follows: 

10 January 1965- -date departed (day of duty) 
11 - 12 January 1965- •leave 
13 January 1965- -travel (Constructive schedule shows that the member 

could have departed Norfolk at 1445 on 13 January 
and complied with the order. Per diem is payable 
from 1445 on 13 January.) 

Duty at Camp Lejeune, N.C., is terminated at 2000 on 25 March 1965. 
Member reports at 0700 on 28 March 1965. The period for leave and 
travel time will be accounted for as follows: 

25 - 26 March 1965--days of travel (Constructive schedule shows 
that the member could have arrived back at 
Norfolk at 1100 26 March 1965. Per diem ter
minated 1100 26 March 1965.) 

27 March 1965- -day of leave 
28 March 1965- -day of duty (Member reported prior to working hours.) 

4. Use of a Combination of Modes. To 
effect the greatest saving to the Govern
ment in temporary additional duty travel 
costs, a combination of instructions for 
mode can be used. Mode of travel for 
temporary additional duty within the 
continental United States should be in 
accordance with subparagraph 5, below. 
The term for orders for temporary 
additional duty overseas should be: 
"Government aircraft is directed when 
available, otherwise commercial (spec
ify mode) by Government-procured 
transportation is directed." This term 
requires use of Government aircraft 
for any portion of the overseas trip 
for which it is available. H it is not 
available, a mode of commercial trans
portation will be provided by Govern
ment transportation request. The choice 
is not up to the traveler and neither can 
the traveler obtain transportation at his 
own expense and claim reimbursement 
therefor, unless submitted under the 
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exceptions stated in the Joint Travel 
Regulations, paragraph 4203. 

5, Action Required When No Mode of 
Transportation Is Indicated, When 
orders issued by the Commandant of 
the Marine Corps contain no mention 
of transportation mode, the commander 
in the chain of command issuing, for
warding or delivering the orders will 
direct travel via aircraft and surface 
common-carrier facilities which most 
nearly coincide with the requirements 
of the order and which would be most 
economical and appropriate. 

' a. H time permits and no mode is 
directed, the commander in the chain 
of command may authorizethemember 
to travel via privately-owned vehicle, 
in which case, a statement similar to 
the following will be included in the 
orders: "These orders would have di
rected travel via (*Insert specific 
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mode; i.e., aircraft, bus, rail), how
ever, you are authorized to perform 
the travel via privately-owned convey
ance for your own convenience, subject 
to reimbursement and all travel time 
in excess of that authorized for travel 
by (*Insert Mode) will be charged as 
leave." 

6. Use of Privately-Owned Vehicle as 
More Advantageous to the Government. 
The use of this term in orders will be 
rare as it provides for a premium pay
ment to the member for use of his 
automobile for his travel on Govern
ment business. It cannot be used when 
the member is permitted to use his 
own private vehicle in lieu of another 
mode. This procedure is covered in 
the Joint Travel Regulations, paragraph 
4203, which indicates that there must 
be a distinct advantage to the Govern
ment by the member using his own 
vehicle. It must be acceptable to the 
member also to travel by this mode as 
it cannot be directed that he use his 
property in the interest of the Gov
ernment. 

7. Entitlements Affected by Travel 
Terms in Orders. For temporary ad
ditional duty travel, transportation is 
either furnished in kind or by means of 
a monetary allowance in lieu of trans
portation. When Government trans
portation is used, or a Government 
transportation request is furnished on 
which commercial transportation is 
procured, the transportation is fur
nished in kind. When the orders permit 
the individual to travel at his own 
expense and claim reimbursement 
therefor, he receives a money allow
ance at the rate of 5 cents per mile 

•The modes musr coincide. 

. . 
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for the travel. The latter applies for 
travel performed by privately-owned 
vehicle, or for travel by commercial 
means obtained by him, Careful word
ing of the orders and compliance there
with will protect the traveler. When 
orders direct the utilization of a spe
cific mode of transportation, but the 
traveler is authorized to perform 
travel via another mode, including 
privately-owned conveyance, for his 
own convenience, the following will 
be included in the orders in addition 
to the mode or modes directed: 

"You are authorized to perform the 
travel directed herein via some other 
mode of transportation, including pri
vately-owned conveyance, for your own 
convenience, with the understanding 
that you will not be entitled to reim
bursement for cost of transportation, 
nor to the monetary allowance in lieu 
of transportation, as prescribed in 
the Joint Travel Regulations, para
graph 4203, unless the authority re
sponsible for furnishing transportation 
requests certifies that transportation 
requests were not available or the 
mode of transportation directed was 
not available at the time and place 
required in time to comply with the 
orders. Travel time in excess of that 
authorized by directed mode chargeable 
as annual leave.'' 

a, When travel is authorized in 
accordance with the above, the esti
mated time of departure and estimated 
time of arrival between all points of 
ordered travel by the directed mode 
will be included in the orders whether 
or not the directed mode is utilized, 
This is required to compute the con
structive travel time for authorized 
per diem allowances. 
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PART C: PROCEED TIME AND DELAY TO COUNT AS LEAVE IN THE 
EXECUTION OF TRAVEL ORDERS 

5100 METHOD OF ACCOUNTING 
FOR PROCEED TIME AND 
DELAY EN ROUTE 

1. Every Marine directed to perform 
official travel under orders is author
ized sufficient time to perform the 
travel involved. In addition, he is, 
subject to the provisions of paragraph 
5101, entitled to proceed time and may 
be authorized delay en route, .A:ny 
authorized delay· en route, other than 
proceed and travel time, will be charged 
as leave. If the orders from the Com
mandant of the Marine Corps or other 
competent authority directing the travel 
specify the number of days of delay 
en route, the order-issuing activity may 
not authorize delay en route in excess 
of the number of days so specified, nor 
will such activity authorize any delay 
en route which will result in excess 
leave. 

,2. Proceed tim.e, leave, and travel 
time are charged in that sequence. 
However, only that portion of the period 
between stations which is not author
ized as proceed and/ or travel time is 
chargeable as leave. If a Marine re
ports for duty at the new duty station 
before the stipulated reporting date, 
he is not charged with leave equal to 
the full amount authorized in the orders 
but with only so much of it as is 
actually used after proceed and travel 
time have been deducted, (See subpars. 
3a(2) and 3c, below.) The effective dates 
of orders for these purposes are as 
prescribed in Joint Travel Regula
tions, paragraph 3003, and Navy Travel 
Instructions, paragraph 3100. When 
only proceed _and travel time are in
volved; i.e., leave is not authorized or 
the member utilizes a period of time 
less than the properly allowable total 
of proceed and travel time, proceed 
time is reduced to the time remaining 
(if any) after the allowable travel time 
has been deducted. 

3, The following examples are set forth 
to aid in determining reporting dates, 

inclusive leave dates, and amount of 
leave used: 

a. Orders authorized 4 days pro
ceed, 10 days leave, 3 days travel, 
and date of detachment or transfer is 
1 August: 

(1) If Marine utilized maximum 
time allotted the period would be ac
counted for in the following manner: 

1 August--Date detached (day of duty) 
2 to 5 August, inclusive-- Proceed time 
6 to 15 August, inclusive--Period of 

leave (10 days) 
16 to 18 August, inclusive--Travel 

time 
18 August--Person must report for 

duty not later than 2400 on this date 

( 2) If Marine reported 15 August 
the periods would be accounted for in 
the following manner: 

1 August- -Date detached (day of duty) 
2 to 5 August, inclusive--Proceed time 
6 to 12 August, inclusive--Period of 

leave (7 days) 
13 to 15 August, inclusive--Travel 

time 
15 August--Date reported 

b. Orders authorized no procee:' 
time, 10 days leave, no travel tim.f 
and date of detachment is 1 August: 

( 1) If Marine utilized maximur 
time allotted the period would be ac
counted for as follows: 

1 August--Date detached (day of duty) 
2 to 11 August--Leave period (10 days) 
12 August (report before the beginning 

of working hours or before 0900 on 
board ship) 

(2) If Marine reports prior to 
maximum. reporting date, the hour of 
reporting determines whether the re
porting date is either a day of duty or 
a day of leave. If the person reported 
before working hours at a shore station 
or before 0900 aboard ship, it would 
be a day of duty and if he reported 
after that time it would be a day of 
leave. 
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c. Orders authorized 4 days pro
ceed, 10 days leave and 12 days travel 
time, but the Marine reports on 15 
August, the period would be accounted 
for as follows: 

1 August--Date detached (day of duty) 
2 to 3 August- -Proceed time 
4-15 August- -Travel time (if Marine 

reported on 13 August the period 2-
13 August would be travel time and 
no proceed time would be credited) 

d. Orders direct 10 days tempo
rary duty en route to new duty station 
and authorize 2 days travel to tempo
rary duty stationa Orders further au
thorize 4 days proceed time, 10 days 
leave and 4 days travel time upon com
pletion of temporary duty. The date of 
detachment is 1 August. 

1 August- -Date detached (day of duty) 
2-3 August- -Travel time 
4-13 August--Temporary duty 
14-17 August--Proceed time 
18-27 August--Leave period (10 days) 
28-31 August--Travel time 
31 August--Person must report for 

duty not later than 2400 on this date. 

4. In many instances change of station 
directives involving personnel appear 
in Marine Corps Special Orders and 
Cornm.andant of the Marine Corps mes
sages in which specific authorization 
for delay is not spelled out. Such 
orders usually prescribe date of detach
ment on such date as local commander 
may designate or during a given month 
and specify a reporting date con
siderably later. In cases of this nature 
any period between detachment and 
reporting date, less proceed and travel, 
may be counted as annual leave. Orders 
written as indicated above are to pro
vide as much local flexibility as pos
sible; e.g., orders direct detachment 
on such date as local commander may 
designate during the month of May. 
Travel~r is directed to proceed and 
report to the Commandant of the Ma
rine Corps, Headquarters, U.S. Marine 
Corps by 24 June and was detached on 
15 May from overseas station, The 
following is the procedure for deter
mining leave dates and amount of leave 
used. 
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Detached 15 May Day of duty 
En route CONUS 16-23 May 8 
Proceed 24-27 May 4 
Delay (leave) 28 May - 12 June 16 
Travel time 

(Pvt conv) 13-24 June 12 

24 June--Person must report for duty not later than 2400 
on this date. 

5101 PROCEED TIME 
l. Under permanent change of station 
orders which do not express haste and 
which prescribe no limiting reporting 
date, officers with or without depend
ents, enlisted personnel in grades of 
sergeant through sergeant major/mas
ter gunnery sergeant with or without 
dependents, and enlisted personnel in 
grades of private through corporal with 
dependents on the date of detachment 
are, subject to the provisions of the 
succeeding subparagraphs, entitled to 
4 days proceed time. Where orders 
sta_te "proceed without delay, 11 such 
off1cer and enlisted personnel are al
lowed proceed time of 48 hours; where 
orders state "proceed immediately," 
such officer and enlisted personnel are 
allowed proceed time of 12 hours, 

2. Proceed time is not authorized in 
the execution of temporary additional 
duty orders. 

3. When a Marine is transferred from 
one perrnanent duty station to another 
and assigned temporary duty en route, 
proceed time may be taken any time 
between the time of detachment from 
original duty station and the time of 
reporting at the new permanent station. 
It may however, be taken only once 
regardless of whether the individual 
avails himself at that time of all or 
part of the proceed time. If the mem
ber elects proceed time after comple
tion of temporary duty, his orders 
must so indicate and he will not be 
permitted proceed time on departure 
from his old duty station. 

4. When a Marine is away from his 
permanent duty station on leave or 
temporary additional duty and receives 
orders transferring him to a new per
manent duty station upon the completion 
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of leave or temporary additional duty, 
he is allowed proceed time between the 
leave address or temporary additional 
duty station and the next permanent or 
temporary duty station. 

5. Personnel who are transferred from 
an overseas statio11 or from a ship and 
directed to report to a command within 
the continental United States for further 
assignment, are entitled to proceed 
time within the continental United States 
provided they have not availed them
selves of proceed time before report
ing to such command. The orders of 
personnel in this category will be en
dorsed as follows: 

"1. Reported on (date) for further 
assignment by (name of command). 

"2. You will proceed on (date) to 
(name of activity) and report to (title 
of commander) for duty. 

"3. While at this Headquarters (or 
station, as applicable) you were in a 
status of awaiting further assignment 
in connection with a permanent change 
of station. You have not previously taken 
proceed time under your change of 
station orders and are therefore au
thorized 4 days proceed time in addition 
to any authorized delay and travel time 
en route." 

6. A Marine transferred from one duty 
station to another, with or without 
temporary duty en route, who receives 
a modification or cancellation of his 
orders while en route, is not entitled 
to additional proceed time. 

7. Personnel are not entitled to pro
ceed time on the basis of a reassign
ment (permanent change of station 

orders not being involved) between 
activities located at the same or ad
jacent stations or between ships located 
in the same port unless the ships have 
different home yards or home ports. 

8. Proceed time is not authorized for 
travel performed: 

a. From home or other place to 
first duty station on acceptance of com
mission. (This restriction does not 
apply to any individual who was on 
active service immediately before the 
date of acceptance of commission.) 

b. On assignment to or release 
from active duty or active duty for 
training. 

c. From recruiting station to first 
duty station following enlistment or 
reenlistment when the recruiting sta
tion was not the duty station of the 
Marine on the date immediately before 
the date of enlistment or reenlistment. 

• d. From a recruit depot, following 
completion of recruit training, to first 
permanent duty station. 

5102 DELAY EN ROUTE ON PER
MANENT CHANGE OF 
STATION ORDERS AND 
LEAVE IN CONJUNCTION 
WITH TEMPORARY ADDI
TIONAL DUTY 

1. Instructions contained in the Ma
rine Corps Manual, paragraph 1320, 
and subparagraph 9151.8 of this manual 
apply in connection with delay en route 
on permanent change of station, tempo
rary additional duty and temporary 
additional duty under instruction. 
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PART D: TYPES OF ORDERS 

5150 PERMANENT CHANGE OF 
STATION 

1, Permanent change of station orders 
may be prepared in several formats: 
letter type, message, special order 
type or speedletter, (See figs. 5-l 
through 5-5.) 

2, Permanent change of station orders 
should contain essentially the following 
information: 

a, Address, The commander having 
authority to issue the order will be 
identified in the "From" line by his 
military title. The member or mem
bers to whom the orders are addressed 
will be named in the ''To" line. For 
chief warrant officers, the grade of 
warrant will also be shown and in the 
case of naval aviators and naval avia
tion pilots who are currently assigned 
duty in a flying status, the abbreviation 
(DIFOT), after the name may be shown 
to designate that duty, or the phrase, 
"duty in a flying status involving opera
tional or training flights" may be in
serted in the body of the orders. Com
manders through whom the orders are 
forwarded for delivery will be indi
cated by title and in sequence after the 
word ''Vi.a. '' 

b, Subject, The words "Permanent 
change of station" will appear on this 
line, 

c. Reference. In each order, a 
reference will be used to identify the 
authority under which the commander 
issues the orders. Headquarters, U,S, 
Marine Corps authority will always be 
shown in orders issued by field com
mands, There will not necessarily be 
an authority shown in orders issued by 
the Commandant of the Marine Corps, 
for authority is vested in him to issue 
orders, Additional references may be 
used if necessary, 

d, Enclosures, These may be in
dicated as required. A copy of Nav
Compt Form 2021 or superseding form 
will be attached to all permanent change 
of station orders which direct tempo
rary duty en route, for the convenience 
of the individual in recording his 
itinerary, 

e, Paragraphing, The first para
graph will containwording to indicate 
that the member is detached from his 
present station and duties and is "di
rected" to proceed, giving dates, to 
a named place or command, including 
the title of the person to whom he is 
to report for duty, Succeeding para
graphs will contain any required in
structions, Permanent change of station 
orders will contain a statement indi
cating the degree of securityclearance 
of the individual when the duty to be 
performed involves access to classified 
information and :material, When orders 
issued by the Commandant of the Ma
rine Corps contain a statement that a 
specified security clearance is re
quired, the detaching command will 
include in the delivery endorsement 
or in subsequent special orders a 
statement to the effect that the Marine 
possesses the required clearance or 
that a request for clearance has been 
initiated. Whenever permanent change 
of station orders have been initiated 
to fulfill a quota issued by Headquar
ters, U.S. Marine Corps, a paragraph 
must be included which states the 
"Quota Serial Number" which gen
erated the orders. Where any order 
contains the names of individuals ful
filling more than one quota, then the 
quota serial number may be shown 
with the name information in the "To" 
line, The last paragraph will always 
contain the appropriation accounting 
data to which expenses generated by 
the orders will be charged, In connec
tion with accounting data, attention is 
invited to the fact that the appropria
tion "Military Personnel, Marine 
Corps" is chargeable for permanent 
change of station moves of Marine 
Corps personnel only, Permanent 
change of station movements of Navy 
personnel are chargeable to the appro
priation "Military Personnel, Navy" 
even though such personnel are directed 
to move with a Marine Corps unit, 

(1) The Monitored Command 
Code of the receiving command (ulti
mate duty station) will be included in 
all personnel assignment orders, (MCO 
Pl080,20, Personnel Accounting Codes 
Manual, contains current MCC,) 
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Example: Report to the Commanding 
General, lst Marine Division (Rein£), 
Fleet Marine Force, Camp Pendleton, 
California {MCC 121) for duty. 

f. Si~nature. Signatures on orders 
will be m accordance with u.s. Navy 
Regulations, article 1608. 

g. In permanent change of station 
orders, the mode of transportation is 
not generally directed for travel within 
the continental United States. The mode 
for travel overseas is specified. Gov
ernment aircraft andjor Government 
surface vessel is directed f= trans
oceanic travel unless otherwise speci
fied. Class II priority certified for 
travel via Government aircraft, If re
quired, the detaching command will 
establish the amount of excess baggage 
in accordance with MCO P4600. 7, Ma
rine Corps Transportation Manual, for 
travel via Government aircraft. (See 
MCO P4600.7 in connection with cus
tomer identification codes to be in
cluded in permanent change of station 
orders.) 

h. Delay en route to count as leave 
for officers . will be granted by the 
Commandant of the Marine Corps only. 
When orders issued by the Comman
dant of the Marine Corps contain terms 
similar to "with 30 days delay to count 
as leave authorized," it is not intended 
that this be construed as directing that 
orders authorize 30 days leave when 
detached. This term is included in the 
orders so that commands may grant 
such leave as may be appropriate up 
to the maximum number of days as 
indicated. Commanders should con
sider the need for the officer's serv
ices, availability of relief, etc., re
ducing as necessary the period of leave 
to that which is dictated by the cir
cumstances. It is desired that every 
effort be made to grant maximum 
amount of leave authorized. 
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i. Upon receipt of orders for Ma• 
rine Corps personnel being transferred 
to duty stations outside the continental 
United States, other than restricted 
areas and Hawaii, who are entitled to 
dependents transportation, command
ers will, if basic orders do not already 
indicate: 

(1) Obtain area clearance from 
the appropriate area commander, if 
the Marine desires dependents to ac
company him. 

(2) If area clearance received, 
issue enlisted personnel certificate of 
obligated service for submission with 
application for transportation of de
pendents. This certificate will be in 
reference to the instructions contained 
in Marine Corps Order 1300.8 series. 

(3) Include in the delivery en
dorsement: 

(a) The reference authorizing 
entry of dependents. 

(b) A statement that concur• 
rent travel of dependents is author
ized. 

• (c) A statement to the effect 
that four certified copies of orders and 
completed DD Form 884, Application 
for Transportation of Dependents, 
clearly indicating dependents location 
and mailing address must be submitted 
in accordance with Marine Corps Order 
4650.30 series. 

(d) A directive to effect nee-· 
essary immunization requirements for 
members and dependents prior to 
arriving at port of embarkation and to 
ensure that individuals have completed 
DD Form 737 in their possession. 

(e) Adirectivetoobtainpass
ports, if required, in accordance with 
Marine Corps Order 5512.4 series. 
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(f) When required and in lieu 
of the requirements of subparagraph a 
through e, above, a statement to the 
effect that entry of dependents and 
concurrent travel has been disapproved 
and that the ~arine has been so in
formed. The reference disapproving 
entry will be shown. 

j. One copy of each permanent 
change of station order will be fur
nished to the data processing in
stallation which services the originat
ing activity. In addition, one copy of 
any modification, cancellation or en
dorsement issued must likewise be 
furnished to the data proc-essing in
stallation. 

3. In order to alleviate personal hard
ship, commanders are directed to 
caution Marines not to have their de
pendents accompany them to port of 
embarkation prior to receipt of the 
approval of their entry into the over
seas area and completion of overseas 
transportation arrangements for de
pendents. 

·• 4. Area clearance is not required 
for Hawaii but commanding officers will 
comply with subparagraphs 2i(2) and 2i 
(3)(c), above. 

5151 GROUP TRAVEL 

1. The movement of individual mem
bers from one station to another, 
particularly when the movement in
volves transfer to or from an over
seas destination, involves considerable 
expense to the ~arine Corps. It is of 
great importance that all practicable 
measures be taken to effect economy 
in the expenditures generated by such 
movements (see fig. S-6). 

a. A field of economy which can be 
exploited at many installations is the 
simultaneous movement of groups of 
individuals. to a common destination 
by a common means of transportation. 
(See Joint Travel Regulations, par. 
4100.) Group travel rates are sub
stantiilly lower than individual rates. 

b. Group travel is not always prac
ticable, especially where dependents 
and leave or delay are involved; there
fore, it is not feasible to establish an 
overall policy requiring the use of 
group travel in all instances. Local 
conditions will necessarily govern the 
extent to which this concept can be 
applied. Orders for personnel who are 
members of a draft, departing from or 
returning to the United States will 
designate the portions of the order 
which constitute group travel orders. 

c. Commanders at all levels are 
directed to make constant effort to 
utilize group travel wherever and when
ever practicable. 

5152 TEMPORARY ADDITIONAL 
DUTY ORDERS 

l. Temporary additional duty orders 
involve one journey away from the 
individual's duty station, in the per
formance of prescribed duties at one 
or more places, and direct return to 
the starting point upon completion of 
such duties. Personnel on temporary 
additional duty remain assigned or 
attached to the station from which they 
initially proceeded on temporary addi
tional duty, as well as being subject 
to the command of their temporary 
additional duty commanding officer. 

2. Temporary additional duty (TE~
ADD) orders may also be prepared in 
the same format as permanent change. 
of station orders. 

5-24a 
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a. It is the normal practice of the 
Commandant of the Marine Corps to 
issue change of station orders when it 
is expected that an individual will 
perform duty at one place for a period 
in excess of 20 weeks. Approval must 
be obtained from the Commandant of 
the Marine Corps in accordance with 
Joint Travel Regulations, paragraph 
3003-2d, prior to issuing temporary 
additional duty orders, including modi
fications thereto for periods of more 
than 6 months. 

b. Constant efforts will be made 
to utilize group travel whenever and 
wheiever practicable. 

c. Temporary additional duty 
orders which do tiot require the per
formance of official travel and for 
which expenditures are not reimburs
able from appropriated funds are: 

(1) TEMADD orders issued 
where travel and duty are performed 
on business of exchanges, special serv
ices, officers messes, enlisted clubs, 
etc. These will always be prepared in 
letter forn., indicate the source of 
nonappropriated funds from which re
imbursement will be made. 

d. TEMADD order s which are 
permissive type (authorization) 
orders. 

5-25 
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(See Joint Travel Regulations, pars. 
6453 and 6454.) These orders author
ize, as differentiated from direct, the 
traveler to proceed on temporary addi
tional duty and indicate that the travel 
may be performed at the option of the 
individual. This type of order is issued 
to permit the individual, when the bene
fit to the service is not sufficient to 
warrtint expenditure of Government 
funds, to be officially absent from duty 
and to travel at his own expense as 
necessary for purpose indicated. 
Examples of such purposes are: 

(1) Attendance at civilian meet-
ings. 

(2) Participation in nonservice 
sponsored athletics or other contests. 

(3) Taking of bar or other forms 
of examinations. Such orders must 
always include a paragraph which gives 
the member the alternative of deciding 
whether or not he wishes to undertake 
the expense, and if not, to provide- for 
cancellation of the orders. This type 
of order will never be issued where the 
performance of official Government 
business is required and directed and 
thereby reimbursable from appro
priated travel funds. 

a.e. TEMADD orders involving at
te~dance at meetings of technical, 
scientific, professional and other simi· 
lar organizations will be is sued in 
accordance with SecNavlnst 4651.8 
series. 

3. The funds expended for travel come 
under close scrutiny by Congress. 
The need for funds must be fully 
justified before Congressional Com
mittees. Any instance of improper use 
of such funds or of poor planning 
negating maximum economies jeop
ardizes the Marine Corps 1 position 
and makes justification subject toques
tion. Each commander who issues 
orders must exercise careful super
vision over expenditures and be pre
pared to justify fully the cost of orders 
is sued by him. To this end, each 
com.mand issuing orders must: 
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a. Determine that the travel and/or 
temporary additional duty is not only 
desirable, but necessary. 

.b. Direct travel within the con
tinental United States by Government 
transportation when it is available and 
when it has been determined that this 
mode of transportation is satisfactorily 
capable of meeting military require
menta. Direct travel outside the United 
States, to, from, between and within 
areas by Government transportation, 
Military Airlift Command/Military Sea 
Transportation Service, when available. 

c. Prescribe a definite itinerary 
whenever practicable, avoiding using 
such terms as "authority to visit addi
tional places 11 and "authority to re
visit.•• 

d. Limit the duration of temporary 
additional duty in each case to the 
minimum time required for the ac
complishment of the mission. If indi
viduals are required to overstay the 
period of temporary additional duty 
indicated in their orders, a written 
modification of orders or confirmation 
of verbal instructions must be issued. 

4. TEMADD orders are of two types, 
those which direct the performance of 
official Government business and those 
which are permissive orders. (See 
Joint Travel Regulations, par. 6453.) 

a. Directed: (See figures 5-7 and 
5-8.) 

(l) Date. Travel orders must 
be dated on or prior to the date on 
which the travel begins. Orders which 
are issued subsequent to the commence
ment of travel shall: 

(a) Confirm or approve the 
verbal or telephonic instructions which 
directed the performance of the travel. 
When such is the case, the last para
graph of the confirmation orders should 
read: "Due to the urgency of the travel 
involved, it was not practicable to 
issue written orders prior to com
mencement of the travel. 11 While orders 
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may be confirmed after the travel has 
been performed, it is not possible to 
modify orders so as to retroactively 
authorize and/or change, reduce or 
increase monetary entitlement. 

(2) Headings shall include the 
following: 

From: (Title of officer authorized to 
issue orders) 

To: (Grade, name, service num
ber, MOS and component) 

Via: (Title of the commander through 
whom forwarded, if necessary) 

Subj: Temporary additional duty; 
orders to 

Ref: (a) (Identify the reference which 
authorized the commander 
to issue the orders) 

Encl: (I) (These may be indicated as 
required) 

(A copy of NavCompt Form 
2021 or superseding form 
will be attached to all tern
porary additional duty 
orders for the convenience 
of the individual in record
ing his itinerary) 

(3) Body of the order: 

(a) The order must indicate 
that it is a directive to proceed. 
Examples: ''Proceed on or about ..... '' 
"Proceed in time to report to ..... on 
(Date)." In the case of naval aviators 
and naval aviation pilots who are cur
rently assigned duty in a flying status, 
temporary additional duty in a flying 
status involving operational or train
ing flights should be shownintheorder .. 
This may be done by adding the abbre
viation (DIFOT) after the name, The 
order is directive in nature, therefore, 
the traveler must carry out the order 
as written or if unable to do so he 
must obtain a modification before com
mencing the travel. 

(b) The order must indicate 
places to be visited and /or commands 
to which to report, in desired se
quence. Example: " ..... to the place 

(or places given in the order named) 
for temporary additional duty, (The 
period of temporary additional duty or 
termination date must be indicated in 
the orders.) Upon completion you will 
return to your present station and 
resume your regular duties.fl 11 ••••• to 
Washington, D. C., reporting to the 
Commandant of the Marine Corps, 
Headquarters, U. S. Marine Corps, 
for temporary additional duty m con-
nection with ...... 11 Care must be exer-
cised in determining the exact itinerary 
and the specific order in which the 
places are to be visited. Commands 
may include the following statement 
in orders: "You are authorized to 
omit any of the above mentioned 
places." The following statement should 
be used only when the nature of the 
TEMADD clearly indicates a more 
flexible itinerary is necessary: "You 
are authorized to omit or revisit any 
of the above mentioned places, or vary 
the itinerary as you may deem neces
sary" and "You will proceed to the 
following places and to such additional 
places as may be necessary in con-
nection with ..... . " 

(c) Directive to report. It is 
not mandatory, except when duty is 
under instruction, that temporary addi
tional duty orders contain a directive 
for an officer to report. U an officer 
is not ordered to report, no reporting 
endorsement is necessary, and the 
officer's own certificate of itinerary, 
dates, and modes of travel are acCept
able for reimbursement purposes. The 
foregoing is an administrative pro
cedure and does not obviate the absolute 
requirement of reporting in person to 
the Commander in accordance with 
article 1231, U.S. Navy Regulations. 
Nor does it obviate the requirementfor 
certificates as indicated in paragraph 
4451, Joint Travel Regulations, when 
goverrunent quarters or mess are not 
available. 

(d) If the utilization of any 
available government quarters is 
deemed to be impracticable and such 
utilization would adversely affect the 
performance of the as signed duties, 
the following may be included in the 
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order (see Joint Travel Regulations, 
paragraph 445 I); "While performing 
this duty, utilization of Goverrunent 
quarters is not required as it is con
sidered such utilization would adversely 
affect the performance of the duty." En
listed personnel are to be directed tore
port in every case where practicable. 
Where reporting is impracticable, a 
certification as to the nonavailability of 
Government quarters and messing fa
cilities must be obtained from the in
stallation commander if a claim for 
full per diem is submitted. 

t(e) The order must contain 
a statement indicating the reason for 
the traveL Example: 11 

••• in connection 
with inspection of ordnance material." 
" ... to attend a symposium on aviation 
safety." 11 •• • to attend a conference 
concerning supply matters.•• Personnel 
should not be ordered to temporary 
additional duty under instruction ifthey 
are not to attend a regularly established 
course. Rifle marksmanship requalifi
cation is considered field duty and 
should be indicated as such in orders. 
(See SECNAVINST 7220,24 series.) 
When personnel are so ordered, they 
should report for temporary additional 
duty in connection with matters pertain
ing to the subject. Example: where it is 
impracticable to state the definite pur
pose, such as a classified mission, 
orders should read 11 

•• • for temporary 
additional duty in connection with Ma
rine Corps matters." Care must be 
taken when issuing orders for per
sonnel to attend different types of 
meetings. Some may merit expendi
tures of Government funds while others 
rnay not. Where expenditures of appro
priated funds are involved for the 
performance of official business, 
orders directing the attendance at con
ventions or meetings of a scientific, 
technical or professional nature must 
be approved by the Commandant of the 
Marine Corps prior to cornm.encement 
of the travel. See SECNAVINST 4651,8 
series for procedure and approval 
requirements. When attendance is not 
directed in an official capacity and 
there is no expense to the Government 
involved, permissive type orders may 
be issued. 

5-28 
Cb.lO 

(f) Orders must also contain 
a directive that personnel return to 
their permanent duty station and resume 
their regular duties upon the comple
tion of the temporary additional duty. 
If a member is ordered to further 
temporary additional duty from a tem
porary additional duty station, he should 
be directed, upon the completion of the 
further temporary additional duty, to 
return to his previous temporary addi
tiona! duty station and resume his 
previous temporary additional duty, or 
to his permanent duty station and 
resume his regular duties, whichever 
is appropriate. 

(g) Authorization of per diem 

!. No mention, except as 
indicated in subparagraphs ..f. and .J., 
below, should be made in the order to 
indicate entitlement to reimbursement 
for per diem for the travel or tempo
rary duty performed. Instructions of 
this type serve no useful purpose, 
inasmuch as the member's entitlement 
to reimbursement for travel is pre
scribed in the Joint Travel Regulations 
and settlement will be made on this 
basis. When orders involve field duty 
as defined in Joint Travel Regulations, 
paragraphs 4201.6 and 4250.3,orders 
shall so indicate in accordance with 
SECNAVINST 7220.24 series. In addi
tion to the duties outlined in Joint 
Travel Regulations, paragraph 4201.6, 
the following duties are considered to 
be field duty and orders should state 
this fact: 

!!.·Personnel of Inspec
tor-Instructor staffs of Reserve units 
while on annual field training with such 
units. 

Q. Personnel who are 
ordered to an activity as augmenting 
or support troops for the operation 
(annual field training, m.·aneuver, exer
cise, etc.), such as guards, cooks, 
messrnen, instructors, technicians, and 
rifle range coaches. 

c. Personnel of a unit 
engaged in the establishment or closing
out phases of the ope ration, as 

Fo.o'c- =-'-~--"r'"'·'o,--.,-
-~~-':.;..:..::~.:..:. 



CHAPTER 5--TRAVEL OF MARINE CORPS PERSONNEL & DEPENDENTS 5152 

distinguished from personnel engaged 
in the actual advance planning or 
critique phases. 

d. Personnel of a unit 
engaged in cargo loading and unloading, 
transporting ammunition, and laying 
communication wire incident to the 
operation. 

~·With the exception of 
the advance planning and critique 
phases, personnel are considered on 
field duty during the entire period of 
the operation, training, maneuver, 
exercise, etc., which includes the 
period from the date such operation, 
etc., was activated to include the date 
it was deactivated and not merely the 
dates of the exercise period. 

~.When a member is di
rected to perform temporary additional 
duty at the place from which he com
mutes daily (place of abode) to his 
assigned duty station, he is not travel
ing "away from his designated post 
of duty," and he is not entitled to a 
per diem allowance and transportation. 
This information will be included in 
the orders. In this instance, no appro
priation data need be shown in the 
orders. 

1. If reduced per diem 
or no per diem has been directed by 
the Com.m.andant of the Marine Corps, 
specific reference to the directive 
must be included and information as 
to the amounts authorized must be 
entered for use by the disbursing 
officer. As indicated in footnote y to 
paragraph 4205-5, Joint Travel Regu
lations, reduced per diem or no per 
diem must be specifically directed. 

(h) Inoculations and immuni
zation. When it is necessary that the 
traveler have inoculations and immuni
zation prior to departure from the 
United States, the temporary additional 
duty orders should direct that they be 
obtained and that the individual should 
be directed to have completed Form 
DD 737 or superseding form in his 
possession. 

(i) It must be indicated in 
the orders, that an order permitting 
a member to travel, as distinguished 
from directing a member to travel, 
does not entitle him to expenses of 
travel. (See par. 6453, Joint Travel 
Regulations.) 

(j) Orders will contain a 
paragraph indicating the degree of 
security clearance of the individual 
when the duty to be performed involves 
access to classified information and 
material. 

(k) The proper appropriation 
and accounting data must be shown in 
each order, except those written as 
permissive orders. This is required 
to enable the fiscal officer to make 
an obligation to cover the expenditures 
generated as well as to provide the 
disbursing officer making settlement 
on the orders with the information as 
to the appropriation to be indicated on 
the settlement voucher. 

(4) Temporary additional duty 
orders issued in connection with the 
performance of travel on temporary 
additional duty for Marine Corps Ex
changes or for Special Services will 
always be iss••-.d in letter type orders. 
They may contaiii'<!,..entially the same 
information in each paragraph as dis
cussed in above subparagraphs. The 
last paragraph, however, will not con
tain appropriation accounting data for 
appropriated travel funds. (Certain 
orders such as those prepared in 
connection with olympic games may be 
chargeable to appropriated funds if 
specifically directed by the Comman
dant of the Marine Corps.) A statement 
must be included to indicate which 
fund will furnish reimbursement for 
the expense incurred. A statement as 
in the following example will suffice: 
"Reimbursement for the expenses in
curred in the execution of these orders 
will be borne by the •.•.. fund." 

b. Permissive: (See figure 5-9.) 

(1) Temporary P.dditional duty 
orders which are issued to authorize 
or permit a member to travel, as 
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distinguished from directing the travel 
(see paragraph 1320, Marine Corps 
Manual), have no specific requirements 
as to the performance of duty and pro
vide for no reimbursement. It will 
be noted that the member is "author
ized" to proceed and that a provision 
is included which gives the member 
the choice to refuse the orders if he 
decides that he does not want to go 
or to bear the expense. In orders which 
"direct" as distinguished from "author
ize,'' the member has no choice but 
to comply. The specific differences 
of this type order with that discussed 
in subparagraph 2d, above, are: 

(a) The individual is author
ized to proceed, 

(b) The individual is not nec
essarily required to report, 

(c) The individual does not 
have any special instructions, 

(d) There is no appropriation 
or fund indicated from which reim
bursement in any form will be made. 

5153 PERMISSIVE (EMERGENCY 
LEAVE FROM OVERSEAS TO 
THE CONTINENTAL UNITED 
STATES ONLY) 

1. Instructions for emergency leave 
from overseas to the continental United 
States are contained in subparagraph 
9151.3. 

5154 REPEATED TRAVEL ORDERS 
(See figure 5-10. ) 

1. Repeated travel orders are orders 
which authorize a Marine to perform 
travel from tim.e to time as necessary 
for the purpose stated in his orders. 

2. Repeated travel orders are issued 
by the Commandant of the Marine 
Corps, or by commands authorized to 
is sue temporary additional duty orders, 
to personnel who regularly and fre
quently make trips away from their 
permanent duty station in performance 
of assigned duties,. Repeated travel 
orders allow any necessary number of 
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separate round trip journeys from the 
permanent duty station. Each separate 
journey may necessitate stopover for 
duty at one or more places before 
returning to the permanent duty sta
tion. Travel must not be solely between 
place of duty and place of lodging. 

3. Repeated travel orders do not ex
pire upon the individual's return to 
his permanent duty station, but con
tinue in effect until expiration of time 
limit or by automatic cancellation upon 
detachment from permanent duty sta
tion to which such orders pertain. 

5155 MOVEMENT ORDERS (See 
figure 5-11.) 

L Movement orders are those orders 
which direct a change of location, in
volving travel, of an organization. 

2. Movement orders must meet the 
applicable requirements prescribed for 
travel and will contain such other 
instructions as necessary to accomplish 
the desired change of location. 

3. When the movement of an organiza
tion will result in authorizing or re
quiring transportation of dependents 
and/or household effects, original 
change of station orders and/or a 
certificate in lieu of orders will be 
furnished to all officers and noncom
missioned officers concerned. Orders 
which constitute change of station 
orders may be accomplished by direct
ing or authorizing the officer in charge 
or the commander to countersign copies 
of the unclassified movement orders 
in accordance with article 1608, U. S. 
Navy Regulations. When groups are 
deployed as a unit under conditions 
where per diem is authorized, indi
viduals will be entitled to per diem 
at a reduced rate as indicated in the 

·Joint Travel Regulations. 

5156 ORDERS TO ACTIVE DUTY 

1. Orders to active duty invollve travel 
by Retired and Reserve personnel from 
the place at which they are residing 
at the time of assignment to active duty 
to the specified duty station. These 
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orders should stipulate whether or not 
the duty is expected to be for 6 months 
or more. Depending upon the purpose 
for which ordered to active duty, the 
orders will be designated as one of 
the following types: 

a. Orders to extended active duty. 
(See figure 5-12.) 

b. Orders totemporaryactiveduty. 
(See figure 5-13.) 

c. Orders to active duty in the 
Reserve Program. (See figure 5-12.) 

d. Orders to active duty for train
ing. (See par. 4, figure 5-3.} 

2. Orders to extended active duty are 
orders to active duty for a definite or 
indefinite period of time, but for not 
less than 90 days. These orders should 
stipulate whether or not the duty is 
expected to be for 6 months or more. 

3. Orders to temporary active duty 
are orders to active duty for a limited 
and specified period, and which direct, 
upon completion, release to inactive 
duty. They may only be issued at the 
request of the individual concerned. 
These orders should stipulate whether 
duty is for training or other than train
ing and whether duty is contemplated 
for 1 year or more if for training and 
for 6 months or more if for other 
than training. 

4. Orders to active duty in the Re
serve Program are orders which place 
an individual, at his own reqU:est, on 
active duty in connection with the 
planning and administration of the Re
serve Program. Release from active 
duty in the Reserve Program may be 
effected in accordance with such 
policies as established by the Com
mandant of the Marine Corps. These 
orders should stipulate whether or not 
the duty is expected to be for 6 months 
or more. 

5. Orders to active duty for training 
are orders to active duty, for alimited 
period, for the purpose of training. 
These orders should stipulate whether 

or not the duty is expected to be for 
1 year or more. 

6. Orders to active duty and relief 
therefrom will be issued by the Com
mandant of the Marine Corps or as 
directed. 

5157 ORDERS FOR SHORE 
PATROL 

1. Upon assignment of a member to 
shore patrol duty, orders must be 
isSued in writing. 

2. General shore patrol orders will 
contain the following: 

a. Names of members on shore 
patrol. 

b. Hours, dates and place of duty. 

c. Officer to whom to report for 
duty. 

d. What subsistence and/or 
quarters allowances, if any, are 
allowed, and the disbursing officer who 
will pay these allowances. 

e. Uniform to be worn. 

f. Appropriate accounting data. 
This data should be shown in the last 
pltragraph of the basic orders. 

g. Signature of commander. 

h. Reporting endorsement. 

L Completion of duty endorsement. 

3. In addition to the requirements of 
subparagraph 2, above, special shore 
patrol orders will contain the following: 

a. Statement of authority of shore 
patrolmen. 

b, Conduct 
patrolmen. 

expected of shore 

c. Special orders applicable to local 
conditions. 

d. Reference to applicable local 
orders, directives and policies. 
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4. Orders issued to an enlisted mem
ber who is required to procure 
quarters while away from his per
manent duty station or naval vessel 
will also contain the following: 

a. Within continental United States: 
"While engaged in the performance of 
these duties you will be entitled to 
reimbursement not to exceed (insert 
rate) per day for the procurement of 
quarters. Receipts must be procured 
for payments made therefor. The place 
to which you are ordered pursuant to 
these orders is located outside the 
metropolitan area in which your per
manent duty station is located and your 
daily return to your permanent duty 
station is considered to be impracti
cable." The last sentence of this quota
tion is not required in the case of a 
member assigned to shore patrol duties 
in a nontravel status away from a naval 
vesseL 

b. Outside continental United 
States: "While engaged in the perform
ance of these duties you will be entitled 
to reimbursement not to exceed (insert 
rate) per day for the procurement of 
quarters. Receipts will be procured 
for payments made therefor. The place 
to which you are ordered pursuant to 
these orders is located outside the 
metropolitan area in which your per
manent duty station is located and your 
daily return to your permanent duty 
station is considered to be impracti
cable." The last sentence of this quota
tion is not required in the case of a 
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member assigned to shore patrol 
duties in a nontravel status away from 
a naval vessel. 

5158 ABSENTEE ORDERS 

1, Figure 5-14 setting forth some 
of the more usual circumstances, will 
be used as a guide in the issuance of 
orders to absentees and deserters. 
Care must be exercised to ensure that 
the individual executes a receipt for 
his original orders. A duplicate original 
of the orders will be retained in the 
files of the issuing organization. As 
indicated in paragraph 143, Manual for 
Courts-Martial, United States, 1951, 
the duplicate original must contain all 
relevant signatures. The orders must 
also be specific as to the exact date 
and hour the individual is to report. 

5159 ORDERS TO PROCEED HOME 
AWAITING RESULTS PHYSI
CAL EVALUATION BOARD 

1, Instructions for ordering per
sonnel to proceed home to await re
sults of a physical evaluation board 
are contained in paragraph 13452. 

z. Orders for officers will be re
quested from the Commandant of the 
Marine Corps. 

3. Figure 5-15 is a sample of 
orders to be issued to enlisted per
sonnel. 
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PART E: SPECIAL ORDERS 

5200 USE OF SPECIAL ORDERS 

l. The Use of Special Orders. As a 
medium of the implementation of trans
fer and travel directives and for ad
ministrative changes, special orders 
provide a means of effecting an economy 
in personnel and time in order prepa
ration when compared with the medium 
of separate letters. This is accom
plished by listing the changes author
ized or directed and indicating the in
structions to subordinate commands or 
personnel concerned in abbreviated 
form. Exceptions occur when the com
plexity of the instructions are as not to 
lend themselves to the abbreviations or 
the physical limits ofthe special order, 
or when there is a need for rapid com
munication. The exceptions will con
tinue to be promulgated in the regular 
correspondence forms, i.e., by mes
sage, letter or speedletter. 

a. Special orders will be promul
gated as needed by Headquarters, U.s. 
Marine Corps, major commands, posts, 
stations, Marine detachments ashore, 
Organized Marine Corps Reserve Units, 
separate administrative organizations, 
brigades, regiments, battalions or 
comparable units. Issuing agencies will 
number their special orders consecu
tively in separate series for each cal
endar year and will retire them 1 year 
after promulgation. 

• b.· Special orders published by the 
Commandant of the Marine Corps are 
directives to commanders of units listed 
in column Z therein to effect the action 
shown for personnel of that command, 
and are not to be considered as meeting 
the requisites of a competent travel 
order as defined in the Joint Travel 
Regulations, paragraph 3001. 

c. All commanders of units named 
in column Z of the Marine Corps Special 
Order are authorized to republish, in 
organizational special orders, the di
rectives contained therein for personnel 
attached to organizations under their 
command. 

( 1) One signed copy, s t a m p e d 
"Original Orders" and one additional 
copy of each Marine Corps Special 

Order will be forwarded to commanders 
of units listed in column Z for action. 
The action required and the manner of 
effecting such action is indicated in the 
following portion of this order. 

(Z) For permanent change of sta
tion, one copy will also be forwarded 
to the commanders of units listed in 
column 4 for information. If a Marine 
Corps Special Order directs a member 
to report to one activity for temporary 
duty or temporary duty under instruc
tion and upon completion, to further 
report to another activity for duty, an 
information copy will be furnished both 
commands. 

Z. Instructions Relating to the Content 
of Special Orders 

a. References. Special orders is
sued by subordinate commands will 
reference the Marine Corps Special 
Order or other directive as well as 
the special order or the directive which 
may have been issued by a higher 
echelon of command, as authority for 
effecting each action. 

b. Distribution. Subordinate com
mands will be furnished the original 
and such number of copies of the 
major comrnand 1 s special order as may 
be required to effect the action for 
members attached to those commands. 
Copies of organizational special orders 
will not be forwarded to the Com
mandant of the Marine Corps, except 
when the approval of the Commandant 
of the Marine Corps as provided for 
in paragraph 1052, Navy Travel In
structions, is required. In the case of 
reduction of personnel, copies are re
quired by the Commandant of the Ma
rine Corps (Code DHB). One copy should 
be furnished for each per son concerned. 
H copies of special orders, not re
quired by current regulations to be 
forwarded to the Commandant of the 
Marine Corps., are determined to be of 
interest to the Commandant of the 
Marine Corps, they may be forwarded, 
marked for the cognizant staff section, 
or accompanied by a letter indicating 
the nature of their importance. 
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c. Abbreviations. Certain standard 
terms and phrases may be abbreviated 
in the preparation of orders in the 
special order form, speedletter and 
rapid communication form. Those ab
breviations contained in chapter 17, 
will be utilized. Abbreviations not con
tained therein, but which, through long 
usage and custom, are understood by 
all concerned, may be used. 

( 1) 0 r de r s containing abbre
viated terms and phrases should not be 
used for Marine Corps personnel on 
duty outside the military service. 

d. Publishing by type. Orders may 
be published by type of changes to be 
effected on any one date, i.e., one 
special order effecting change of sta
tion and another effecting assignments. 

( 1) Names may be grouped alpha
betically by grade within each activity 
to which the personnel are being dir
ected to report. 

(Z) If a special order with a large 
number of changes of station is being 
promulgated, each member whose name 
appears thereon may be given the first 
sheet bearing the heading, the appro
priation data and the paragraph number, 
the last sheet with the signature, and 
if his name is on neither of these, an 
intervening sheet bearing the special 
order number, paragraph number and 
the Marine's name with all the re
marks pertaining to him. These sheets 
will compose the order and will meet 
the requirements for competent travel 
orders as stated in paragraph 3001, 
Joint Travel Regulations. 

e. Paragraphing. The normal se
quence of paragraphing will be as indi
cated in figure 5-3. When a paragraph 
is not used, those which are required· 
will be numbered consecutively. 

f. Directing and effecting changes. 
The command ordering the adminis
trative accomplishment of a change will 
use the term "effected11 in special 
orders. Those higher echelon com
mands who may require a subordinate 
command to make such change will use 
the term 11directed. '' 
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g. Action required on directives 
received subsequent to Marine's de
parture. If a member affected by an 
administrative change, a modification 
or a cancellation thereof, which does 
not mean change of station, temporary 
duty or temporary additional duty, has 
been transferred prior to the receipt 
of a special order directing the ad
ministrative change, the commander of 
the organization from which the mem
ber was transferred will forward a 
signed copy or an applicable portion of 
the special order directing the change 
to the member 1 s new duty station for 
action. For changes of station, tem
porary duty or temporary additional 
duty, notify the issuing activity im
mediately by message. 

h. Modifications. Special order 
modifications must be prepared in the 
original for de Every as were the origi
nal orders and they become a part of 
the original order. 

i. Cancellations. When a cancel
lation of change of station or temporary 
additional duty-orders is received sub
sequent to the movement of the member 
concerned, the Commandant of the Ma
rine Corps (Code DF), will be notified 
of the circumstances by message. 

j. Signatures. Special orders will 
be signed in accordance with article 
1608, U. S. Navy Regulations. 

k. Endorsements on special or
ders directing travel or the perform
ance of temporary additional duty. The 
commander of the activity issuing the 
order will prescribe, by endorsement, 
on special orders directing travel, the 
effective and the reporting date, if such 
is not already specifically prescribed, 
adding any supplementary instructions 
he may deem necessary. This is also 
applicable to all other types of order 
directing travel. 

(I) Special orders designated 
"Original Orders" which direct travel 
will be endorsed by the member to whom 
applicable, as to the date, hour, and 
place of receipt, with a statement for 
enlisted personnel to the effect that he 
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understands to whom and where he is to 
report and the exact date and time he is 
required to report. See the first en
dorsement contained in figure 5-16. 
This is also applicable to all other types 
of orders directing travel. 

(2) Overseas commands are 
exempt from complying with subpara
graph (1), above, where reporting in 
continental United States is required. 
The Marine Corps activity within the 
continental United States to which the 
member first report's from an over
seas command will ensure that the re
ceiving endorsement is accomplished. 

,£. The term ''do'' maybeusedwhen 
it is de sired to signify a repetition of 
all or part of an entry. It will be used 
only when it is desired to signify a 
repetition of all or a part of an entry 
immediately preceding the one in which 
they are used. 

3. Clerical Instructions for the Prep
aration of Special Orders 

a. The following are instructions 
for preparing special orders effecting 
change of station, temporary additional 
duty, release from active duty and· 
active duty for training of reservists. 
Instructions must be included in the 
paragraph heading or after each item 
where applicable in these types of or
ders for appropriation accounting data 
to which expenses are chargeable. 
Permanent change of station orders, 
including those requiring temporary 
duty en route, will be published in the 
first paragraph and will direct changes 
of station for both officer and enlisted 
personnel. (See par. 1 of fig. 5-3.) 

• b. Column 1, entitled "Name'' will 
contain the names of personnel listed 
alphabetically by grade, last name and 
initials, service number, designation 
USMCR in the case of reservists and 
all military occupational specialty 
numbers assigned the particular Ma
rine. The grade of warrant for chief 
warrant officers and pay entry base 
dates for the grade of corporal will be 
entered by the organization in orders 
prepared by them or included in the 

endorsement, if orders are prepared 
by an echelon above that having the 
Marine's records. When the transfer 
of Marines is directed by number, 
grade, MOS and specific prerequisites, 
such will appear in this column also. 
Whenever orders have been initiated 
to fulfill a quota issued by Headquarters, 
U.S. Marine Corps, the quota serial 
number must be included in this column. 
(The quota serial number will be pub
lished in column 2 of the Marine Corps 
Special Order.) Furnish name, grade 
and service number of personnel 
ordered, and the quota serial number, 
no later than 10 days prior to detach
ment to the Commandant of the Marine 
Corps (Code DF). 

a c. Column 2, entitled "Transferred 
From" will identify the organization 
from which the member is being trans
ferred. With the exception of members 
returning to the continental United 
States as members of a rotation draft 
from organizations in the Far East, 
subordinate echelons issuing special 
orders, or endorsing extracts of or
ders (see fig. 5-17) prepared by sen
ior commands, will include therein 
the title of the diary reporting unit on 
whose rolls the Marine is being carried. 
Organizational designations so entered 
will include their geographic location. 
The Marine Corps Special Order will 
not use geographic locations in this 
column for the following commands: 

FMFLant 
FMFPac 
Marine Divisions 
AirFMFPac 
Marine Aircraft Wings 
ForTrps FMFPac 
ForTrps FMFLant 
1 stMarBrig FMF 
All Marine Corps Districts 

(I) Conditional remarks; e.g., 
11Prov ext enl, 11 "Prov reenl pd 6 yr s, 11 

etc., and instructions to the command 
pertaining ·to any certain member 
should be entered in this column. 

d. Column 3, en tit 1 e d "Do£D" 
(meaning Date of Detachment) will con
tain the date on which orders are 
effective. When a member is to be re-
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lieved by another, the term "RELBY" 
will be substituted for a specific date. 

e. Column 4, entitled "Report To" 
will identify the organization to which 
the Marine is being transferred and to 
whom he will report for duty. In each 
case, the commander of the unit, the 
organization and the location of the 
organization will be indicated. Since 
Navy numbers and Army Post Office 
numbers are intended for mailing ad
dress purposes, the body of the special 
order should indicate the actual geo
graphic location of the organization 
concerned. Additional information such 
as the duties to be performed by the 
Marine; e.g., "DIFOT," HDUSODA, 11 

"DIFOTSODA," duty in a specialist 
category, or relief for a designated 
person, will be entered in this column. 
When an individual is to be transferred 
to a command for DUSODA or DIFOT
SODA the commander of the organiza
tion to which the individual is to be 
transferred will inform the detaching 
command of the individual's duty as
signment as soon as possible. Also 
instructions to the command to which 
the Marine is being transferred will 
appear in this column; e.g., the chang
ing of a military occupational specialty 
upon completion of a course of instruc
tion. In organizational special orders, 
this column will also contain authority 
for the issuance of the order for the 
member concerned, identifying the Ma
rine Corps Special Order or the senior. 
echelon order by number. 

- .. (1) T he Monitored Command 
Code will be shown in accordance with 
instructions contained in paragraph 
5150.2e(l). 

f. Column 5, entitled "By," willin
dicate the date or time the Marine is to 
report to the activity. If a Marine is to 
report to more than one activity, a des
ignated date may be used for each of the 
activities, provided distinction is made 
as to what time he is to report at which 
activity. Should it be necessary to pre
scribe the hour of reporting, the hour 
and date will be entered in this column. 

( 1) The reporting date column 
will be left blank when date cannot be 
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designated because mode of transporta
tion cannot be determined in advance, 
the leave records are not available to the 
command writing the orders, or there is 
no requirement for a specific reporting 
date. When the "By" column does not in
clude a reporting date and when the 
amount of proceed, delay and travel time 
to be authorized has not been deter
mined, the commander preparing the 
delivery endorsement will designate the 
reporting date. 

g. Release from active dutyorders 
will be published in paragraph 2. The 
first, second, and third columns, en
titled "Name,'' "Organization,'' and 
"ED," respectively, will be prepared in 
essentially the same manner as for the· 
first three columns of the permanent 
change of station order, which are con
tained in paragraph 1 of the order. Col
umn 4, headed "Remarks" will contain 
the place or activity from which the Ma
rine was ordered to active duty and the 
horne of record. In addition, any infor
mation pertinent to the Marine may be 
entered in this column; e.g., the activity 
to which assigned upon release from ac
tive duty. (See par. 2 of fig. S-3.) 

h. Temporary additional duty will 
be published in paragraph 3. There are 
foul" columns in this pal"agraph. They 
are entitled ''Name,'' ''Permanent Duty 
Station, 11 "Report To," "By, 11 respec
tively. Generally, the orders to tem
porary additional duty of personnel will 
be treated as prescribed for perrnanent 
change of station. In addition to the 
general requirements for the "Report 
To" column discussed in subparagraph 
e, above, column 3 of temporary ad
ditional duty orders will include the 
purpose of the temporary additional 
duty and the approximate duration 
thereof; this is required to enter an 
obligation of funds. Supplementary in
structions, such as mode of transpor
tation to be utilized, instructions to the 
activity to which the Marine reports; 
e.g., requirement for endorsement cer
tifying period member performs haz
ardous duty, etc., will be entered in 
this column also. (See par. 3offig. S-3.) 

i. Orders for active duty for tl"ain
ing of reservists will be published in 
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paragraph 4, The six columns com
prising this paragraph are entitled 
11Name, ~~- norganizatiOn, II "Report To, II 

''Period,'' 11 PEBD11 and "Remarks, 11 re
spectively. Entries in column 1 will be 
the same as entries discussed in sub
paragraph h, above. Entries in column 
3 will be made in the same manner as 
required by subparagraph e, above, and 
will contain an indication of the time 
and date the member is to report. Col
umn 4 will specify the period or the 
duration of the active duty for training. 
Column 5 requires the entry of the pay 
entry base date. Column 6 will state 
the purpose of the active duty for train
ing, type; i.e., aviation or ground, and 
any supplementary information perti
nent to the member; e;g., "DIFOT auth" 
and security clearance requirement. 
(See par. 4 of fig, 5-3.) Active duty for 
training orders will no longer be pro
mulgated by the Marine Corps Special 
Order, but the instructions are indicated 
herein for compliance by organizations 
concerned. 

4. Clerical Instructions for the Prep
aration of the Administrative Change 
Portion of Special Orders 

a. Designation, assignm.ent, reas
signment, or re~uest for nominations. 
Paragraphs requ1ring these actions will 
be prepared in the form illustrated in 
paragraphs 5, 6, 7, and 8 of figure 5-3. 

(1) A reassignment may be di
rected from one activity to another 
located at the same station. Such re
assignment may be directed only when 
there is no expense to the Government 
involved in connection with the change 
of status of the member concerned. 

b, Reduction. The reduction of en
listed members will be published in the 
form illustrated in paragraph 9 of figure 
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5-3, The "Date of Rank" column will 
indicate the date of rank to which re
duced. The "Remarks" column will 
show the reason for reduction, A copy 
of the reduction order for each person 
concerned will be furnished the Com
mandant of the Marine Corps (Code 
DHB). 

c. Change of MOS. Changes ofMOS 
for members will be in the form illus
trated in paragraph 1 0 of figure 5-3. 

d. Interclass transfers within the 
Marine Corps Reserve. Interclass 
transfers of members within the Ma
rine Corps Reserve will be published 
in the form illustrated in paragraphs 
11 and 12 of figure 5-3. Paragraph 11 
is an example for transfer of officers 
from Class III (Volunteer USMCR) to 
Class II (Organized USMCR). Para
graph 12 is an example for transfer 
of officers from Class II to Class III, 
or from one Organized Reserve unit 
to another. The above administrative 
change is no longer being promulgated 
by the Marine Corps Special Order, but 
is indicated herein for compliance by 
organizations concerned. 

( 1) In the case of naval aviators 
transferred to Class II, the abbrevia
tion "DIFOT" will be shown in the "Re
marks" column. 

(2) Pay Entry Base Date (PEBD) 
will be shown under the "Remarks" 
column upon transfer of Reserve of
ficers from. Class III to Class II. 

e. Modifications and cancellations. 
These actions will be prepared in the 
form shown in paragraphs 13 and 14 of 
figure 5-3. An original must be pre
pared, signed and delivered to each 
individual concerned, 
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PART F: TRAVEL OF TROOPS 

5250 NUMBER OF PERSONNEL TO 
BE DETAILEDINCHARGE OF 
INDIVIDUAL'S TRAVELING IN 
A GROUP 

1. When enlisted personnel are toper
form travel in a group consisting of less 
than ten persons, the senior shall be 
detailed to take charge. For the travel 
involved by larger groups, a sufficient 
number of noncommissioned officers 
shall be detailed to take charge. When 
the size of the group consists of over 
a hundred persons, a sufficient number 
of unrestricted officers will be detailed 
to take charge. 

2. The following deviation from the 
above is authorized for movement of 
graduate recruits from Marine Corps 
Recruit Depots when mode of transpor
tation utilized is chartered air or bus: 

Travel Status Super
Group Size Supervisory Personnel visory Personnel 

Under 50 Senior Marine in Group Permanent Change of 
or Designated Graduate Station (PCS) 
Recruit 

50 - 100 1 Staff NCO or NCO PCS or Temporary 
Additional Duty 

(TEMADD) 

Over too• 1 Officer and 1 NCO PCS or TEMADD 

• Applicable only in unusual circumstances. Seldom will 
the Marine Corps utilize an aircraft capable of carrying 
over one hundred personnel. 

5251 TRAVEL OF TROOPS BY 
VESSEL 

1. Marine Corps personnel and other 
individuals attached to a Marine Corps 
organization, which performs travel 
aboard a vessel, shall be subject to 
the applicable instructions contained in 
the following: 

a. U. S. Navy Travel Instructions, 

b, Navy Department Instructions 
for Vessels of the Military Sea Trans
portation Service. 

c. Such current instructions as may 
be issued by the Commandant of the 
Marine Corps. 

2. General instructions as to the use 
and procurement of vessel transpor
tation may be found in chapter 2, U. S. 
Navy Travel Instructions. 

3. Ordinarily all subsistence is fur
nished and no travel expenses are in
volved in travel of enlisted personnel 
on a government vessel. 

5252 PREPARATION FOR MOVE
MENT OVERSEAS BY VESSEL 

l. In addition to the instructions con
tained herein for travel of troops, the 
preparation for movement overseas by 
vessel requires the accomplishment of 
certain prescribed processes. These 
additional requirements for travel of 
troops by vessel are prescribed herein 
as the responsibilities of the individual 
in charge of an organization which has 
been activated for the purpose of vessel 
travel, or the commander of an organi
zation destined for movement overseas. 
These responsibilities are: 

a. When necessary, he will be re
sponsible for the proper organization, 
equipping, supplying, security and 
training of the unit prior to embarka
tion for movement overseas. 

b. Preparation of personnel 

( l) Ensure that all personnel 
have been examined for physical fitness 
for duty at the overseas destination to 
which they are going. 

(2) Ensure that all inoculations 
required by the Medical Department, 
U.S. Navy, are completed. 

( 3) Ensure that all Record of 
Emergency Data Forms DD 93-1, or 
superseding forms, are up to date. 

(4) Ensure that the subjects of 
allotments, insurance and wills have 
been explained to all personnel. 

( 5) Ensure that all personnel 
are given sufficient "change of address" 
(NavPers 693) cards and proper in
structions for filling them out. 

(6) Ensure that allpersonnelare 
instructed in the existing regulations 
regarding movement of dependents and 
that, where applicable, sufficient copies 
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of orders and/or certificates, in lieu of 
orders are furnished personnel for the 
transportation of dependents and house
hold effects. 

c. Ensure that all personnel have 
not less than the minimum articles of 
clothing specified in pertinent allowance 
publications, and that deficiencies are 
filled and replacement of unserviceable 
clothing is made priortodeparture. 

d. When required, ensure that all 
equipment and supplies specified for the 
movement are assembled. 

e. When it is desired or required, 
request authority from the appropriate 
commander to send advance details to 
staging areas, to ports of embarkation 
or to destination to arrange for billet
ing, messing and handling of supplies 
and equipment. 

f. Render such reports, informa
tion and assistance as may be required 
by the controlling officers at the port of 
embarkation. 

g. Be responsible for the prepara
tion and proper disposition of required 
embarkation rosters and debarkation 
rosters. 

h. Be responsible for reports of 
casualties during travel. 

i. Submit such reports as may be 
required. 

5253 TRAVEL OF TROOPS BY 
COMMERCIAL RAIL, AIR, 
BUS AND STEAMSHIP CAR
RIERS 

I. The general instructions for pro
curement of commercial rail, air, bus 
and steamship transportation are con
tained in the Military Traffic Manage
ment Regulations (NAVMC ll75), and 
the U.S. Navy Travellnstructions.Re
sponsible officers will advise the local 
Marine Corps supply officer, who han
dles commercial transportation, as far 
in advance as practicable of the trans
portation arrangements required. 

2. Adequate numbers of personnel will 
be detailed in charge of units or those 
groups organized for travel by commer
cial rail, air, bus or steamship trans-
portation (see par. 5250). ·· 
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3, The individual in charge of the 
organization performing travel will be 
responsible for the following: 

a. Conduct and strict accountability 
of all personnel under his charge. 

b. Assignment of medical person
nel when travel is performed by troop 
carrier. 

c. Proper handling and safeguard
ing of flammables and ammunition. 

d. Inspection of carrier equipment 
in the presence of a responsible repre
sentative of the carrier, both before 
and after travel, for cleanliness, ade
quacy, state of repair, and for the 
purpose of ascertaining damage for 
which the Marine Corps may be held 
responsible. 

e. Submission of reports as maybe 
required by additional instructions. 

4. Instructions for the use of Marine 
Corps meal ticket, procurement of 
additional meals and action in case of 
loss of meal tickets are contained in 
chapter 2, U. S. Navy Travel Instruc
tions. 

5254 TRAVEL OF TROOPS BY 
GOVERNMENT AIR 

1. Travel of troops by government air 
transportation will be in accordance 
with Department of the Navy Regula
tions covering aircraft of tjle Military 
Air Transport Service and aircraft of 
the Department of Defense other than 
scheduled aircraft. 

2. Within the limits of their authority, 
commanders authorized to direct air 
travel of troops will prescribe the re
sponsibilities and such other instruc
tions pertinent to local conditions. 

5255 TRAVEL OF TROOPS BY 
GOVERNMENT VEHICLE 

1. Within the prescribed limits of 
authority for the use of government 
vehicles, commanders who direct travel 
for an organized group or organization 
by government vehicles, also will pre
scribe the responsibilities of the indi
vidual in charge and such other in
formation and instructions necessary 
to accomplish such travel. 
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5256 BAGGAGE IDENTIFICATION group or individually, commanders are 
MARKINGS INCIDENT TO responsible for instructing such indi-
MOVEMENT OF TROOPS OR viduals in the disposition of personal 
INDIVIDUALS baggage, effects, or household goods. 

I. Commanders, in preparing enlisted 
personnel for travel incident to trans
fer either as a group or individually, 
shall require such personnel to main
tain sufficient identification with each 
separate piece of personal baggage. 
Form NAVMC 10Z41-SD, United States 
Marine Corps Baggage Identification 
Check, will be used for this purpose. 
The owner• s name, grade, service num
ber, organization, present station des
tination, and home add r e s s is 
considered as sufficient identification. 
The name of the organization, present 
station, and destination will be omitted 
when required for military security. 

2. The internal identification pre
scribed in, paragraph l, above,. is in 
addition to required external identifica
tion marking and is a means of identi
fying the owner of personal baggage 
which may have had the external mark
ings defaced or lost and which may be 
found in thepossessionofacom.mercial 
carrier after having been carried by 
hand, checked, or shipped. 

3. Commanders, through their per
sonal affairs officer and in coordina
tion with their supply officer, shall 
maintain a close contact with local 
agents of commercial carriers in order 
that Government property contained in 
unclaimed or undeliverable personal 
bagg-age of Marine Corps personnel 
may be recovered from the carrier 
and, where possible, that such baggage 
may be delivered to the owner thereof. 

4. Commanders of all Marine Corps 
activities will ensure that personnel 
under their jurisdiction are informed 
of the importance of promptly claiming 
and repossessing all personal baggage 
which they may have shipped or checked 
with a commercial carrier. 

5257 DISPOSITION OF EFFECTS 
PREPARATORY TO MOVE
MENT OF TROOPS OR INDI
VIDUALS .1. In preparing enlisted personnel for 

travel incident to transfer either as a 

Individuals will be advised that the 
Marine Corps assumes no obligation for 
storage and safekeeping of baggage and 
effects, except household goods in 
amounts authorized by Joint Travel 
Regulations, paragraph M8003, for en
listed personnel of pay grades E-4with 
over 4 years service and E-Ss through 
E-9s. Personnel will further be ad
vised that baggage and effects in excess 
of the checkable free baggage allowance 
provided on tickets of the common car
riers, in cases of individual or small 
group transfers, and baggage and ef
fects in excess of established allow
ances, in cases of troop movements, 
must be disposed of by and at the 
expense of the individual. 

tz. Under certain emergency circum
stances, Joint Travel Regulations, par
agraph M801Z, authorizes the shipment 
at Government expense up to ZOO pounds 
of personal baggage of an individual not 
otherwise entitled to a weight allow
ance. Emergency circumstances war
ranting shipment of baggage at Govern
ment expense include separation from 
baggage by official order or limitations 
imposed on baggage weight by the car
rier providing air transportation. In 
such cases, the difference between 
allowable weight and ZOO pounds may 
be shipped at Government expense. 

3. In any instance where an individual 
is separated from the rolls of an or
ganization because of transfer, dis
charge, etc., and his personal baggage 
or effects do not accompany him, the 
commander of that organization shall 
initiate immediate steps to effect de
livery of such baggage or effects to the 
owner. Shipment of such effects maybe 
made at Government expense providing 
the owner of the effects is eligible 
therefor; otherwise the cost of ship
ment must be borne by the individual 
concerned. (See Joint Travel Regula
tions, chapter 8.) If the new duty station 
or place of residence is not known, 
such information shall be requested of 
the Commandant of the Marine Corps 
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(Code DN), along with any other infor
mation or instructions required locally 
to effect disposition. Personal baggage 
or effects regardless ofthe circumstan
ces involved, will in no case be retained 
in storage beyond the length oftime nee
essary to effect disposal unless it is 
definitely known that the individual con
cerned is to return to the organization. 

5258 RECEIPT OF PERSONAL 
EFFECTS OR BAGGAGE 
RETURNED TO THE UNITED 
STATES FROM A THEATER 
OF OPERATIONS 

I. Commanders of Marine Corps ac
tivities shall cause an inspection to be 
made of the personal effect s and 
baggage of all personnel joining the 
command directly from a theater of 
operations. This inspection shall be 
made by an officer who shall recover 
from such baggage all items of re
stricted articles of captured enemy 
material such as explosives, automatic 
weapons, radios, radar equipment, 
flammables, etc. Unrestricted articles 
of captured enemy equipment, unless 
covered by proper clearance certifi
cate, shall also be recovered. No in
spection is required ofpersonaleffects 
and baggage ofpersonnelhaving in their 
possession an inspection certificate ac
complished prior to departure from a 
theater of operations or en route to the 
United States. 
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2 .. Unaccompanied personal effects and 
baggage received by a Marine Corps 
activity from a theater of operations 
and which are not readily deliverable 
to the owner, will be forwarded to the 
nearest Marine Corps Personal Effects 
and Baggage Center without delay. When 
such effects can be delivered to the 
owner, it is a further responsibility 
of the appropriate commander to ensure 
that restricted articles of captured 
enemy material of the type mentioned 
in paragraph 1, above, and unrestricted 
articles of captured enemy material not 
covered by proper clearance certifi
cate, are removed from such effects 
prior to delivery of the effects to the 
rightful owner. Confiscated items of 
this nature, other than explosives or 
flammables, will be forwarded to the 
appropriate Personal Effects and Bag
gage Center for final disposition. Con
fiscated explosive or flammable _items 
will be destroyed in accordance with 
local instructions. 

3. Commanders of Marine Corps ac
tivities which are located in the vicinity 
of ports of entry or air terminals will 
maintain liaison with authorities of the 
latter activities to ensure prompt and 
safeguarded delivery of effects of Ma
rine Corps personnel to the owners 
thereof or shipment to the appropriate 
Marine Corps Personal Effects and 
Baggage Center. 



PART G: CONDUCT OF MARINE CORPS PERSONNEL TRAVELING 
BY COMMERCIAL CARRIER 

5300 RESPONSffiiLITIES OF OFFI
CERS ISSUING ORDERS IN
VOLVING TRAVEL 

1. All officers who issue orders in
volving travel will take necessary ac
tion to ensure the proper conduct of 
Marine Corps personnel while traveling 
on public conveyance. 

2. Prior to transfer or leave, per
sonnel will be informed that those 
guilty of misconduct while in a travel 
status are subject to disciplinary ac
tion. Each superior in the chain of 
command will be responsible for en
suring that all persons under his com
mand are fully indoctrinated regarding 
their responsibility to conduct them
selves in a military and decorous 
manner which will reflect credit on 
themselves as well as the naval service. 

3. Personnel performing travel will be 
informed that the military police, air 
police, shore patrol, and Armed Forces 
police are placed on public carriers to 
preserve order, prevent misbehavior, 
give advice and assistance to military 
personnel and that they have authority 
over all service personnel. 

4. When travel of a group has been 
directed, a responsible individual will 
be placed in charge. The individual as 
designated will be responsible for the 
conduct of the members of the group. 

5. In the case of a single traveler, 
instructions as to his proper conduct 
may be issued ori<llY at the discretion 
of the commander who issues the 
orders. 

6. No small arms ammunition will be 
issued to or carried by individuals 
traveling by public carrier except the 
minimum amount necessary for the 
security details as may be specifically 
prescribed. All small arms ammuni
tion, whether for security purposes or 
carried in bulk with organizational 
supplies, will be strictly accounted for 
by the individual in charge. 

5301 SPECIFIC INSTRUCTIONS 
GOVERNING CONDUCT TO 
PERSONNEL TRAVELING 
BY PUBLIC CONVEYANCE 

1. Applicable instructions pertaining 
to the following regulations will be 
brought to the attention of each indi
vidual performing travel by public 
conveyance. 

a. Full cooperation between the 
individual traveling and carrier per
sonnel is of gre~t importance and all 
persons will govern themselves ac
cordingly. 

b. For the settlement of any dis
agreement between the troops under 
his charge and carrier personnel, the 
individual in charge will be the only 
person authorized to present the matter 
to carrier personnel. 

c. When the individual in charge 
has occasion to seek the correction of 
any deficiency by carrier personnel, 
he will deal only with the appropriate 
carrier representative. 

d. No action will be taken that is 
intended to affect or may in any way 
affect the schedule or the operation of 
any public conveyance. 

e. Stops to exercise troops may be 
arranged for special trains, if desired, 
provided such stops are included in the 
request for rail routing (see par. 
306002a, Military Traffic Management 
Regulations (NAVMC 1175)). When ex
ercise stops are desired, the request 
for routing should state approximate 
times in order that the railroads can 
include them in the original opera~ing 
schedule of the special train. Stops to 
exercise troops will only be considered 
for special trains operating for troop 
movements. In no case will the officer 
or man in charge request the conductor 
to m.ake an exercise stop unless such 
stop was requested in advance and 
included in the original operating sched
ule of the train. 
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f. Personnel will not detrain with
out specific authority from the indi
vidual in charge or such persons as 
he may have designated. 

g. When trains are in motion, per~ 
sonnel: 

(l) Are forbidden to remain on 
platforms, steps or tops of cars. 

(2) Shall not pass between cars 
not equipped with fully closed platforms 
without authority from the individual 
in charge or such person as he may 
have designated. 

(3) Will not be permitted to re
main dangerously near any open doors. 

h. Personnel are prohibited from: 

(l) Damaging or destroying any 
carrier property. 

(2) Removing any carrier prop
erty from the place assigned by carrier 
employees. 

(3) Throwing anything from a 
public conveyance. 

5-44 

(4) Throwing or putting down 
lighted smoking articles, except in 
receptacles provided for that purpose. 

(5) Smoking in berths when 
berths are made up for sleeping. 

i. Lavatories, and drinking facili
ties will be used only for the purpose 
intended. 

j. Rifles will not be hung on hooks 
near windows, but will be placed in 
baggage racks or such other places 
provided; weapons will not be dis
charged without specific order; and the 
use of firearms or other weapons, 
except to protect life and property, . 
will not be authorized. 

k. Personnel will neither regulate, 
nor attempt to regulate, the heating or 
air conditioning· equipment. 

l. Dependents are prohibited from 
riding on troop trains or busses and 
aircraft chartered for troop move
ments. 

m. The individual in charge will 
designate responsible individuals of 
appropriate grade to command the 
troops in each separate car, bus or 
aircraft. 



CHAPTER 5--TRAVEL OF MARINE CORPS PERSONNEL & DEPENDENTS 5301 

DEPARTMENT OF THE NAVY 
HEADQUARTERS UNITED STATES MARINE CORPS 

WASHINGTON ~:lie 0. C. 203 SO IN REP\. Y R£FER TO 

DFAl-ejm-Js 
10 Jan 19b4 

F'rom: 
rro: 

Via: 

Subj: 

Commandant of the Marine Corps 
lstLt George R, DOE 072000/7302/2020 USMC (DIFOT) 
2d Marine Division, Fleet Marine Force, Camp Lejeune, 
North Carolina 
(1) Quartermaster General of the Marine Corps 
(2) Commanding General, 2d Marine Divis:l,on, Fleet 

Marine Force 

Permanent change of station 

1. On such date during February 1964 as the Commanding General 
may designate, you will stand detached from your present 
stat ion and duties; will proceed to the port of embarkation 
designated by, thence as routed overseas during March 1964 
by the Quartermaster General of the l~rine Corps to Kenitra, 
Morocco. On arrival report to the Commanding Officer, Marine 
Barracks, Naval Activities (MCC 311) thereat for duty, 

2. Besides your proceed and travel time, you are authorized to 
delay 30 days in arriving at the port o.f embarkation, such delay 
charged as leave. If you arrive at port of embarkation before 
the required reporting date for transportation, the period 
between time of arrival and required reporting date will be 
charged as leave. 

3. The attention of the Commanding General, 2d Marine 
Division, Fleet Marine Force is invited to Marine Corps 
Personnel Manual, paragraph 5150.2i for compliance, Marine 
Corps Orders 1300.8F and PJOOO,lA apply. In order to assure 
transportation arrangements for dependents, submit completed 
F'orms DD884 and three copies of orders to the Commandant of 
the Marine Corps (COS?) immediately upon receipt of area 
clearance. 

J,, Your attention is invited to Marine Corps Order 5512.4C 
concerning passports which will be required for your dependents 
at such time as their entry may be approved. 

5, Immunization is required in accordance with BUMEDINST 
6230.1D before detachment, 

6. A total baggage allowance of 120 pounds is authorized for 
all travel via air-craft 0utside the continental United States. 

7. You will report to the Di.sbursing Officer within three work
ing days after completion of travel to settle travel expenses. 

~Figure 5-1 
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5301 MARCORPERSMAN 

DFAl-ejm-35 
10 Jan 1964 

8. TravChar appn 1741105.2753, MPMC-64, OC 21, EAN 74120 off 
tvl, 74150 depns tvl; OC 22, EAN 74152 trans HHG; OC 12, EAN 
74157 DLA; BCN 44690, BCAN 27. 

WALLACE M. GREENE, JR. 

Copy to: 
CG FMFLant; CO MB NavActs Morocco; Comdr NavActs Morocco 
CMC (DFA-2; DFAl-2; DFF-2; DFE-2; AAZ-2! 
lstLt DOE - 30 

SAHPLE LETTER TYPE PERMANENT CHANGE OF STATION ORDERS 

5-46 
Ch. 7 

t Figure 5-1.--Continued. 

' . 

• -4-~ ... ~-.,_~- ~7'-~: 
=$.o -~-"'-,jft~·cik-7!' 



CHAPTER 5--TRAVEL OF MARINE CORPS PERSONNEL & DEPENDENTS 5301 

HEADQUARTERS U. S. MARINE CORPS 
IAVNt IIQ 317-ADM (lEV .... u) l NO_ CARBO_lf PAPII RIQUllt.BD I 

JfiTR TRI S TORI. 

Dlt...,tiD rr ~O~Ic;INAW!It'l DFF!Ct COb[ \!lOOM NO. £XTIN510H MO. PRECl:I)ERCE 

Mr. Roel SMITH DF -mao -2 1106 424G8 0 "'''""' -::,.;:-;""'"~"!;!:",....J"""-"-"""""'"'------'-"''-""~::.;,_-----L"'""'""-..-f~,.,S', ""------j 0 PIIOIITY 

E. A. 008•••! 1 C\.HNh4 I[]"""" 

(bat•/fi.•• Growp) (Get) 

FROM: CMC 

TO: CG MARCRUITDEP SDIEGO 

INFO: CG FMFPAC 
COMFOURTI;;EN 
CINCPACFLT 

UNCLAS 

MARCORPAXOFF SFRAN 
COMSEVENTHFLT 
CINCPAC 

FOR MAJGEN J E ROE 06222/990.3 US!1C. ON 15FEB STAND DET PRESENT 

STA DIR PROREP OIC l1ARCORPAXOFF SFRAN FOR TEM AND FURTRANS TO 

OAHU HAWAII. ARREP NTL 1MAR CG FMFPAC (MCC 110) FORDU AS DEPUTY 

COMDR FMFPAC, AUTH UELREPANY UNTIL NLT 1MAR. IMMUNQUIRED ACD 

BUI1EDINST 62)0,1D BEFORE TR, MARCORPERSMAN PAR 5150,5, 5150,2G, 

MCO 1.300, BE and PJOOO ,1A APPLY. IN OBDEB. T.O ASSURE TRANS ARNG 

FOR DEPNS SUB COMPL FORMS DD 884 AND THREE COPIES ORDERS TO OIC 

MARCORPAXOFF SFRAN IM!1ED UPON RECEIPT THESEO, TRAVCHAR APPN 

1741105,275.3 MPMC-64 OC 21 EAN 74120 OFF TVL 74150 DEPNS TVL OC 

22 EAN 74152 TRANS HHG OC 12 EAN 74157 DLA BCN 44690 BCAN 27 

COPY TO: CMC (A; AC); D; AD; DF-2; DFA-4; DFF-2; APB; DFB; DFBJ; 
DFC 

SAMPLE MESSAGE TYPE ORDER 

OUTGOING UNCLASSIFIED 

j Figure 5-2 

'l_ 

MESSAGE 

""""""'"'""' '~kO-
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DEPARTMENT OF THE NAVY 
HEADQUARTERS UNITED STATES MARINE CORPS 

Washington, D. C. 20380 

DF/jfs/mao/gtw 
MARINE CORPS SPECIAL ORDER 10 January 1964 
~. . . . . . . os .. oo 
1. The following permanent changes of station are directed. TravChar appn 1741105. Subhead, 
2750 Grad Recruits; 2751 to & from DUINS excess 20 wks within CONUS; 2752 Within CONUS; 2753 to 
from or within OS (Inc1 to or from DUINS); as aprop, MPMC-64 OC 2l EAN 74120 off tv1, 74121 
en1 tv1; 74150 (Off), 74160 (En1 Entl) depns tv1; OC 22 EAN 74152 (Off), 74162 (Enl Ent1) trans 
HHG; OC 12 EAN 74157 (Off), 74167 (En1 Entl) DLA; BCN 41690 Grad Recruits; '+2690 to & from DUINS 
excess 20 wks within CONUS; 43690 Within CONUS; 44690 to, from or within OS (Inc1 to or from 
DUINS), BCAN 27. CO pers tr HawArea dir comply MarCorPersMan par 5150.4. MCO 3574.2B applies 
to all male pers tr OS. MCO l300.8F & P3000.lA apply to all pers tr 00. MarCorPersMan par 
5150 .2i applies to p.;,rs entl depns trans & being tr to a NONREST area OS. MarCorPersMan par 
5150.2g applies for transfers to, from or between overseas stations. 

Name 
Capt DOE A E 

061111 
lstLt ROE A B 

7333 

071111 USMCR 7333 
Capt MOE S S 

069999 USMCR 7304/7331 
lstLt DOE S B 
072222 3402/0802 

MSgt GLISAN R G 
661477 0369 

--
Transferred From 

3dMarDiv (Rein) FMF 

do 

lstMAW AirFMFPac 

lstMarDiv (Rein) 
( JTR par 7005 
applies) 

lstMarDiv (Rein) 

FMF 

FMF 

l Cpl MOS 1391 Min 9 mos!ForTrps FMFLant (Ser 
AcDu remain upon rpt l #222233) 

2 enl (LCp1s/below) MOS do except (Ser 
1391 Min 9 mas AcDu i #222234) 
remain upon rpt ! 

SSgt GNINWORB J H iForTrps FMFLant 
1078636 0141 \ 

DofD t Report To 

Dur Mar64 !DIFOTSODA 2dMAW FMFLant (MCC l 42) 
w/30 days delrep 

do ICG 3dMAW AirFMFPac MCAS ElToro (MCC 
143) w/30 days de1rep 

do IDIFOTSODA 2dMAW FMFLant (MCC 142) 
w/30 days delrep 

DATEDSG ICO MB NS SFran w/30 days delrep for 
TEM & furtrans 3dMarDiv (Rein) FMF 
(MCC 125) IMMUNQUIRED 

do (CG MCo 29 Palms Calif (MCC 015) 

do (Corndt MCS Quant (MCC 012) 

do i do 

WD I do 

-1-

, Figure 5-3 
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By 

15Apr64 

do 

do 

do 
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2. The following releases from active duty are directed in accordance with MCO 1900.1D. TravChar appn 
1741105.2754, MPMC-64, OC 21, EAN 74120 off tvl, 74150 depns tvl; OC 22, EAN 74152 HHG, BCN 45690, 
BCAN 27. 

Name Or~~:anization mr Remarks Rv 
lstLt ROE J E 2dMAW FMFLant On lApr64 ORDACDU fr Grosse Point Mich 

062022 USMCR 7302/7331 HOR same 
lstLt WOOD D C 2dMarDi v FMF Before ORDACDU fr Baton Rouge La HOR 
062222 USMCR 0302 4Apr64 same 

after 
i 31Mar64 

• 3. The following temporary additional duty under instruction is directed. TravChar appn 1741106.2710 
O&MMC-64, OC 21, EAN 76767, 1lCN 24620, BCAN 27. Furn copy of orders iss to CMC (DFF). 

-

Name 
Capt SMITH A G 

053000 

Permanent Duty Station 
MCRDep SDiego co ME NB Npt Na~~~~~~s~~=~ ::-a:--=ffio~y ·-

7 wks Cl cvn 5Apr64 GOVAIRDIRVAIL II COMPRET 2Apr64 
CG MCB CamLej AdvSupAdminCrs Cl #15 Cl cvn 18Feb64 

10Feb64 prd abt 18 wks (NTI none auth) 
GySgt JONES Q R 

355555 

0130 

0141 
2dMarDi v FMF 

COMPRET 
4. The following reservist is assigned to active duty for training on such date as will enable him to 
proceed and report for active duty for training as directed belm;. Each reservist will be required to 
certify in his "Receiving Endorsement•• that he considers himself to be free from any illness or injury which 
would cause him to be found physically unfit for assignment to active duty for training. Failure to accom
plish this certificate prior to departure from place of receipt of orders automatically cancels the orders, 
and they will be returned to the issuing command with a statement to that effect. At a time during the 
performance of this training duty which will not interfere with prescribed training, each reservist will be 
given a physical examination in accordance with Article 1577 of Manual of the Medical Department. TravChar 
appn 1741108.2731, RPMC-64, OC 21, EAN 74530, BCN 41631, BCAN 27. Pay and allowances chargeable to appn 
1741108.2731, RPMC-64, OC 11, EAN 71530, BCN 11631, BCAN 27. MCO Pl571R.43 Chap 3, Part A appl. 

-2-

' Figure 5-3.--Continued. 
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Name Orgamzation Report To Period t PEED Remarks 
Maj JONES S 9th MarCorDist CG LanForTraUPac 16-17Apr64 121Dec50 . ( Gnd) to attend 

08o0l USMCR 0302 Coronado SDiego Basic Phi bStf 
not before '1.630 I PlanningCrs I 
5Apr64 nor later i 
than o8oo 6Apr64 ' I . • 

5. The following designation is directed. 

Name 
~ --. Ser #544 

0130 

6. The following assignment is directed. 

Name Organization ED Type Remarks 
GySgt RED B C MCRDep FISC 4Apr64 DUINS Cl ~0 CruitScol CJ cvn 7Apr64 

1090001 0141 & FFr by HQMC · . 
7. The following reassignments are directed. 

Name ot .. anization ED Renort To Remarks 
Sgt BROWN T 2dMAW FMFLant WD CG MCAS CherPt Fordu 

145555 0141 (MCC 022) 
Sgt DOE R S do WD do do 

1288888 3531 • 
l 

8. Nominations will be submitted as directed below. 

Submitting Organization For Assignment To No. Nom. Qualifications Reauired By 
2dMAW FMFLant I -I Stf 3dM.I'Bn USMCR 2 Cpls MOS 3516 qual IAW MCO 

1300.20 Pers not in receipt of 
orders by 10Mar64 not sel 
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9. The following reduction is directed. 

Name Organization To Date OfR.ank- l Remarks 
SSgt ROE D 0 1MB NB NorVa Sgt iWJanb'> c:ncompetency Auth 

372ooo ol41 1 

10. The following changes of M)S' s are directed. 

Name Organization 
lstLt DOE E D 2dMarDiv-FMF 

061074 0301 
MSgt SMITH C 0 HQBn HQMC ArlVa 

200999 0141/0369/8111 
SSgt BLACK T P do 
W722000 0141 

From 
Pri. J«)S 03C)I 

voided 
Add MJS 8111 

voided 

' ' 

Pri 3030 Elecsupo 
To 

Asg add MOS 0171 Personnel Data Analyst 

11. The following transfer in the Marine Corps Reserve is directed. Any travel involved will be·performed 
at no expense to the Government. Subject to each reservist voluntarily accepting these orders, he is trans
ferred to the Class of Reserve indicated. These orders are null and void until l:e indicates by endorsement 
hereon that they are voluntarily accepted by him. During the actual performance of regular drills and 
periods of equivalent instruction or duty pursuant to this order, each reservist is subject to the Uniform 
Code of Military Justice. Upon acceptance by the reservist of these orders, the reservist will be subject 
to the Code during any subsequent periods of inactive training performed which are the same or an interrup
ted continuation of the training contemplated by these orders. Each reservist will endorse on the original 
and one copy of his orders the following "(Date), (P1ace}, I hereby voluntarily accept these orders. 
(Signature), (Rank), (Service No), USMCRM, The reservist will be further requested to deliver the copy of 
the order, bearing the above endorsement signed by him, to his commanding officer, for attachment to his 
qualification record book. 

Name and Address Transferred From ED Transferred To Remarks 
Capt MOE A L Cl III AvnU 1st· lUFebb'> 4thCommBn PEED <'0Jul5<' DIFOT 

033000 7333 MarCorDist ForTrps FMF USMCR 
6201 West Ave Bklyn 
Mt Vernon NY . 

-4-
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12. The following transfer in the Marine Corps Reserve is directed. Any travel involved will be performed 
at no experise to the Government. 

Name and Address Transferred From ED Transferred To Remarks 
Maj CORN R B Cl II lstBn _2_:JthMar lc>eoo<; Cl III GSU lst 

020000 3030 4thMarDiv FMF USMCR MarCorDist Garden 
20213 Green Street Bsn City Long Island 
Winthrop Mass NY 

. ' 13. The modification of the following order is directed. 

Name ~ Organization Reference 
Sgt ROE T M jMCRDep FISC 

1200000 0141 I Par 1 SONo 00-00 
Modification 

Tr8nsf'erred- FrOID" cOlm to read: MCRDep 
FISC (JTR Qar 7005 applies) Ref 
dir rpt CO MB NS SFran furtrans 
3dMarDiv (Rein) FMF (MCC 125) 

14. The cancellation of the following order is directed. 

Name 
SSgt BLACK 0 C 
1100000 3041 

Organization 
MB NB LosA LBeach 

Reference Reference Directed 
Par l SONo 00-00 Rpt CG MCSC Barstow Calif 

WALLACE M. GREENE, JR. 
General, U. S. Marine Corps 

Commandant of the Marine t;orps 

-----------------------------------~--------~-----~---------------------------------~--------------~----~-~---
Distribution: Standard 
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CHAPTER 5--TRAVEL OF MARINE CORPS PERSONNEJ .. & DEPENDENTS 5301 

HEADQUAR'l'ERS 
FORCE TROOPS, FMF, ATLANTIC 

CAMP LEJEUNE, NOR'rH CAROLINA 
10 Jan 1964 

FOR'TRPS SPECIAL ORDER) 
NUMBER .••. , • , ••• 00-00) 

Ref: (a) MCSO 00-00 

l. In accordance with reference (a), effective at 08oO 20 January 1964 the 
below named men are transferred to Marine Corps Schools, Quantico, Virginia (MCC 012) 
for duty: 

Name Lv Address Nr days lv remaining 
CplJlOE L L Box 12 RDl Seth 10 

1878787 (lJan59) 1391 NC 
(Ser #222233) 

PFC JOHNS K D 1220 S 6th ST 5 
1'}89876 1391 Katec NC 
(Ser #222234) 

!1601 PFC IGNG R U 4th Ave 2 
1998654 1391 New Bert NC 
(Ser #222234) 

PFC HERBERT P U RD4 Herbert 0 
1913154 1391 Wisconsin 

2. The above named men are authorized to delay until not later than 5 
February 1964 in reporting to the Commandant, thereat, s-uch delay, less proceed 
(if entitled) and travel time, to be chargeable as annual leave. Any request 
for extension of leave will be made by telegram direct to the Commandant, Marine 
Corps Schools, Quantico, Virginia stating the reason for the request and number 
of days leave remaining to their credit as indicated opposite their names. 

3. TravChar appn 174ll05.2752, MPMC-64, OC 21 EAN 74121 en1 tvl, 74l6o 
depns tvl (enl entl); OC 22, EAN 74162 trans HHG (enl entl); OC 12, EAN 74167 
DLA {enl entl), BCN 43690, BCAN 27. 

SAMPLE ORGANIZNriONAL SPECIAL ORDER 

M. M SEE 
By direction 

' Figure 5-4 

5-53 
Ch. 7 



5301 MARCORPERSMAN 

--_ .... 

.,.. rc ommand ing Oe ne ral 
· 2d Marine Aircraft Wing 

Fleet Marine Force, Atlantic 
LMarine Corps Air Station 
Cherry Point, North Carolina 

..J 

NAV AI. SPI!IIDI.I!lTI!-

- .._tel> "" lnlormal Ia-. 
Mar be oent (I) 'lrilh encloounoo. (2) tn 
"-""..Jopo ( .... BW' • 3)0') • if OCID.._. are not aa..d»d a. oonfl-
donttalorhlQbar, (3)1oboth.,.....Uand 
:nonnamJ act!Ytilea. 

b po.ckaaed 500 aheetiJ of white or of """col(., yellow, pink. or..-. 

UPON COMPL DIFOTINS AND WD ON OR ABT 1FEB64 TR FIRSTLT J WHITE JR 

072000/7304 USMCR DIR PRO WITH THIRTY DAYS DRLREP CO MARBKS NAVSTA 

SFRAN FOR TEMDIFOT AND FURTRANS JAPAN. ARREP HEP CG FMFPAC 111,STPAC 

FOR FURTRANS TO FIRST MAW (MCC 146) FOR DIFOT, IMMUNQUIRED IAW 

BUMRDINST 6230.1D BEFORE TR. JTR PAR 7005, MCO 1300,$F, PJOOO.lA 

AND MARCORPERSMAN PAR 5150.2G APPL. THAVCHAR APPN 171.1105.2753 MPY.\C-61, 

0C 21 EAN 74120 OFF TVL 74150 DEPNS TVL 0C 22 EAN 74152 TRANS HHG 

0C 12 14N 74157 DLA BCN 44690 BCAN 27. 

WALLACE M. GREENE, JR. 

-**WHEN AN INDIVIDUAL IS TO BE TRANSFERRED TO A CCMMAND FOR DUSODA OR -
DIFOTSODA THE COMMANDER OF THE ORG4NIZATION TO WHICH THE INDIVIDUAL IS 
TO BE TRANSFERRED WILL INFORM THE DETACHING COMMAND OF THE INDIVIDUAL'S 
DUTY ASSIGNMENT AS SOON AS POSSIBLE. 

S.AMPIZ NAVAL SPEEDLETTER TYPE ORDER 
-~ CG J'1RST MAW; CG AIRFMFPAC; CG FMFPAC; CG FMFLANT; CO VMR-353; 

CO MARBKS NAVSTA SFRANl REP CG FMFPAC WESTPAC 
CMC (DFA-2; DFA2-2; AA~-2; DFF-2) 

5-54 
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CHAPTER 5--TRAVEL OF MARINE CORPS PERSONNEL & DEPENDENTS 5301 

From: 
To: 

Via: 

DEPARTMt:NT OF THE NAVY 
HEADGUAI!TERS UNITED STATU MAI!INE COIIPS 

WASHINGTON- D. C. 203$0 

Commandant of the Marine Corps 
MSgt John DOE 560000/5563 USMC 
Marine Corps Base, Camp Lejeune, North Carolina 
Commanding General, Marine Corps Base 

Subj: Temporary additional duty; group travel orders 

IN REfit. l ... FER TO 

DFC-ejm-37 
10 Jan 1964 

1. When directed 15 March 1964 by the Commanding Generali you 
will take charge of the following named enlisted men, wil 
proceed and report by 20 March 1964 to the Commanding General, 
Marine Corps Recruit Depot, San Diego, California for temporary 
additional duty under instruction in the Ground Radar Repair 
Course: 

Sgt Robert BLACK 1522222/5541 USMC 
Cp1 Rone WHITE 1560000/0141 USMC 
PFC William ROE 1690000/0141 USMC 
PFC Edward BROWN 1642222/0141 USMC 

2. Upon completion of the above temporary additional duty, on 
or about 9 April 1964, you will return with the men in your 
charge to your present station and resume your regular duti.es, 

3. These orders constitute group travel orders as defined in 
Join\ Travel Regulations, paragraph 4100. 

4. Immediately upon receipt of these orders you will report to 
the Unit Transportation Officer for necessary transportation 
and meal tickets for necessary subsistence enroute. 

5. You will report to the Disbursing Officer within three work
ing days after completion of travel to settle travel expenses. 

6. TravChar appn 17Ul06.2710, O&MM.C-64, OC 21, EAN 76767, BCN 
24620, BCAN 27. 

Copy to: 
CG MCHDe p SDiego 
CMC ( DFB-2; DI<'BJ-3; DS; DFF -2) 
MSgt DOE - 10 

C. C. SMn'H 
By direction 

SAMPLE LETTER TYPE TEMPORARY ADDITIONAL DUTY• GROUP TRAVEL ORDERS • 
• Figure 5-6 
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From: 
To: 

Via: 

MARCORPERSMAN 

DEPARTMENT OF THE NAVY 
HEADQUARTERS UNITED STATES MARINE CORPS 

WASHINGTON a:5C D. C. 203 /'lQ 

Commandant of the Marine Corps 
lstLt John DOE 070000/0301 USMCR 
2d Marine Division, Fleet Marine Force, 
Camp Lejeune, North Carolina 

IN REPlV REFER TO 

DF(:-e jm-3/'l 
10' Jan 1964 

Commanding General, 2d Marine Division, Fleet Marine 
Force 

Subj: Temporary additional duty; orders to 

1. On such dat.e. as the Commanding General may designate, you 
will proceed and report not later than 29 March 1964 to the 
Coach U. S. Olympic Basketball Team, U, s. Military Academy, 
West Point, New York for temporary additional duty for a period 
of about three months in connection with participation in 
training and final tryouts for the United States Olympic Team, 
including Olympic Games in Rome, Italy. 

2. If you fail to qualify for the United States Olympic Team, 
you will return to your assigned duty station and resume regular 
duties. If you are selected as a member of the Team, you are 
authorized to proceed to such places as may be necessary to 
participate in any training and/or competitions arranged by the 
United States Olympic Committee, including Olympic Games in 
Rome, Italy, commencing 26 April 1964. 

3. Upon completion of the above temporary additional duty and 
when directed by competent authority, you will return to your 
assigned duty station and resume regul.Jr duties. 

4. Immunization is required in accordance with BUMEDINST 
6230.1D before departure from the United States. 

5. Your attention is invited to Marine Corps Order 5512.4C 
concerning passports. 

6, You will have in your possession your pay and health records. 

7. Civilian clothing will be worn upon departure from the 
continental Ul"ited States and while overseas in the performance 
of this tempordry additional duty, 

$. The United Stater: Olympic Committee is requested to ensure 
your identification as a U, S, Marine tlhen you are 
participating in any of the competit1ons. 

t Figure 5-7 
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CHAPTER 5--TRAVEL OF MARINE CORPS PERSONNEL & DEPENDENTS 5301 

DFC-ejm-38 
10 Jan 1964 

9. No member of the Armed Forces shall be entitled to travel 
or transportation allowances or to receive basic allowances 
for subsistence and quarters authorized by Title 37 Un1ted 
States Code for any period during which his expenses for 
travel or transportation, subsistence and quarters, are being 
paid by the agency sponsoring his participation in the games 
and competitions, in accordance with .Public Law 11, 84th 
Congress. 

10. For travel within the continental United States, government 
aircraft is directed where available, otherwise travel via 
commercial aircraft, rail and/or bus by Government trans
portation request is directed. 

11. You will report to the Disbursing Officer within three 
working days after completion of travel to settle travel 
expenses, 

12. TravChar appn 1741106.2710, O&MMC-64, OC 21 (TVL AND TRANS 
OF PERS) and/or OC 26 (SUPP AND MAT), EAN 99934, BCN 58602, 
BCAN 27. 

WALLACE M. GREENE, JR. 

Copy to: 
Mr. A. c. Lonborg, Chairman, u. s. Olympic Basketball Team, 
Univ of Kansas Lawrence Kans; CoachL U. S. Olympic Basketball 
Team! u. s. Military Academy, West Yoint NY 
CMC DFA-2; ~FA2-2; DFAl-2; DSN-2) 
lstLt DOE - 20 

SAMPLE TEMPORARY ADDITIONAL DUTY ORDERS 

t Figure 5-7.--Continued. 
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MARCORPERSMAN 

DEI'AifTMENT OF THE NAVY 
HEADQUARTERS UNITED STATES MARINE CORPS 

WASHINGTON DC D. C. 203fl0 IN REPLY REFER TO 

m'A2-e jm-39 
11 Jan 1964 

From: Commandant of the Marine Corps 
To: Major John J, ROE 024444/7331/5610 US14C ( DIFOT) 

Office of the Chief of Naval Operations !OP-51), 
Navy Department, Washington, D. C. 

Via: Chief of Naval Operations (OP-09B21) 

Subj: Temporary additional duty orders; confir·mation of 

1. The verbal instruction of the Chief of Naval Operations of 
5 January 1964 which directed you to proceed on that date to 
Norfolk, Virginia for temporary additional duty in connection 
with training matters, upon completion of which return to 
your regular duty station and resume your regular duties, 
are confirmed and approved, 

2. Travel via privately owned vehicle was authorized. 

3. You departed 1130 on 5 January 1964 and returned and resumed 
regular duties at 2000 on 10 January 1964. 

*· You will report to the Disbursing Officer within three work
ing days after completion of travel to settle travel expenses. 

5. TravChar appn 1741106.2710, O&MMC-64, OC 21, EAN 76767, 
BCN 24620, BCAN 27. 

6. Due to the urgency of the travel involved, it was not 
prac Licab.l.e to issue written orders before commencement ol' 
t.ra ve 1. 

WALLACE M, GREENE, JR. 

Copy to: 
CNO (OP-51; OP-09M) 
CMC (DFA-2; DFA2-2; DFF-2; AAZ-2; ABH-2; HQBN-3) 
Maj ROE - 10 

SAMPLE CONFIRMATION OF T~MPORARY ADDITIONAL DUTY ORDERS 

t Figure 5-8 
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DEPARTMENT OF THE NAVY 
HEADCIUAIIT£115 UNITED STATES MARINE CORPS 

WASHIIKTON -D. C. 20380 IN REf'LY REFEJ TO 

DFC.ejm-40 
10 Jan 1964 

From: Commandant ot the Marine CorP.s 
To: Major Harold H. BLACK 04000070130 USMC 
Via: Director, Administrative Division (ABH) 

Subjl Temporary additional duty; authorillat.ion for 

1. On or about 6 April 1964, you are authorized to proceed 
to Naval Air Station, K6y West, Florida and Naval Air Station, 
Penaacola, Florida for temporary additional duty for a period 
of about 10 days in connection with training matters. 

2. Upon completion of the ab~ve temporary additional duty, 
you will return to your present station and resume your 
regular duties. 

), These orders are issued with the understanding that no 
expense to the government for travel and/or per diem is auth
orl .. d in the execution of these orders. If you do not desire 
to execute these orders without expense to the government for 
travel and/or per diem, this authorisation is revoked, 

WALLACE M, GREENE, JR, 

Copy to: 
CO NAS Key West Fla; CO NAS Pnc~a 
CMC (DFA-2; DFA1-2; ABK; HQBN-3) 
Maj BLACK - 10 

SAMPLE AUTHORIZATION FOR TEMPORARY ADDITIONAL DUTY (PERMISSIVE) 

t Figure 5-9 
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From: 
To: 

MARCORPERSMAN 

DEPARTMENT OF THE NAVY 
HEADQUARTERS UNITED STATES MARINE CORPS 

WASHINGTON 25. D. C. 20380 

Commandant of the Marine Corps 
CW03 William E. ROE 039999/2710/3030 USMC 

JN REPLY REFER rO 

DFAl-mao-1 
10 Jan 1')64 

Marine Corps Liaison Officer, Western Electric Facilities, Bell 
Telephone Laboratories, Burlington, North Carolina 

Subj: Repeat travel orders 

Ref: (a) JTR, par 3003-3a 
(b) NTI, par 4253 

1. Effective upon receipt and when directed by the Marine Corps Liaison 
Officer, Western Electric Facilities, Bell Telephone Laboratories, ycu are 
authorized to perform such travel between the following named places or 
between any of the same as may be ~ecessary in connection with your 
official duties: 

Western Electric Plant, Burlington, North Carolina 
Bell Telephone Laboratory, Whippany, New Jersey 
Federal Telephone Laboratory, Nutly, New Jersey 
Marine Corps Guided Missile rest Unit, Naval Ordnance Test Station, 

China Lake, California 
Marine Corps Suppl'" Activity, Philadelphia, Pennsylvania 

2u These orders constitute repeat travel orders in accordance with the 
provisions of reference (a). 

3. You are authorized to perform such travel in ~~d around your temporary 
additional duty station via train, bus, streetcar, taxicab, ferry and/or 
private vehicle as may be required in the performance of the directed 
duty" Such travel is considered advantageous to the government and 
reimbursement therefor is authorized in accordance with reference (b). 

4. These orders are automatically revoked upon completion of the last 
trip directed hereunder. 

5. Travel via privately owned vehicle is authorized when the distance 
to be travelled is 374 miles or less. For all other travel, government 
aircraft is directed where available, otherwise commercial transportation 
by government transportation request is directed. 

6. TravChar appn 1741106.2710, O&MMC-64, OC 21, EAN 76767, BCN 24620, 
BCAN 27. 

WALLACE M. GREENE, JR. 

Copy to: CMC (DFAl-2; DFF-2; DFA-2; AS) 
CWO ROE - 30 

SAMPLE REPEAT TRAVEL ORDERS 

' Figure 5-10 
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Headquarters 
Jd Marin~ Division (Rein) 

Fleet Marine Force 
c/o Fleet Post Office 

San Francisco, California 

From: Commanding General 
To: LtCol William P. ROE 04202/0130 USMC 

Subj: Movement orders 

10 Jan 1961, 

Ref: (a) JdMarDiv Operations Plan 7-49, dated 12Apr49 and 
modifications thereto 

1. Commencing on or about 17 April 1964, and in accordance 
wHh reference (a) and the embarkation schedule issued by 
separate instructions, the following units under your command 
will embark on board the USS RENVILLE (APA-227) for surface 
transportation to San Francisco, California for debarkation 
and movement to Camp Pendleton, California, for duty: 

USMC USN 

orr. Enl. orr. Enl. 

c.'hird Motor Transport Battalion g 173 1 5 
Third Engineer Battalion 6 5S 1 6 
Headquarters Battalion ~ ill 6 ll 

8 25 

2. These orders constitute permanent change of station orders 
for yourself and the organizations listed in paragraph 1, above. 
Copies of these orders countersigned by you, the Commanding 
Officer, Jd Engineer Battalion, and the Commanding Officer, 
Headquarters Battalion, for personnel of those uni.ts, will 
constitute permanent change of station orders for all officers 
non-commissioned officers, and petty officers entitled to 
transportation for dependents. 

3. 'I'ravChar appn 1741105.2753, MPMC-64, OC 21, EAN 74120 off tvl, 
74121 enl tvl, 74150 (off), 74160 (enl entl) depns tvl; OC 22, 
EAN 74152 (off), 74162 (enl entl) trans HHGi. OC 12, EAN 74157 
(off), 71,167 (cnl cntl) DLA; BCN 44690, BCAN 27. 

S. S., DOE 

SAMPLE MOVEMENT ORDERS WITH ENDORSEMENTS 

t Figure 5-11 
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5301 MARCORPERSMAN 

FIRST ENDORSEMENT on HQ 3dMarDiv (Rein) FMF ltr of 10 Jan 1964 

1. These orders constitute original orders of: 

First Lieutenant A. B. MOl 030303/0302 USMC 

H. I. BLACK 
LtCol., USMC 
Commanding 

DIS'rRIBUTION: Original & (8), each person concerned 
- ~ ~ - - - - - - - - = - - - - - - - - - - - - - - - - - - - -

' 10 Jan 1964 

;•;r:oND ENDORSEMENT on I:!Q 3dMarDi v (Rein) FMF ltr of 10 Jan 1964 

1. Received these orders at·------,. .... --.-------
( Place) 

( T!iile) 

5-62 
Ch, 7 

(Date) 

A, B. MOE 
latLt., USMC 

t Figure 5-11.--Continued.. 
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CHAPTER 5--TRAVEL OF MARINE CORPS PERSONNEL & DEPENDENTS 5301 

From: 
To: 

DEPARTMENT OF THE NAVY 
HEADQUARTERS UNITED STATES MARINE CORPS 

WASHINGTON Jtll. D. C. 2038o 

Commandant of the Marine Corps 
Captain Edward B. ROE 065656/08o2/0302 OSMCR 
2222 19th Court, Houston, Texas 

IN REPLY REFER ro 

DFA1=IL8.o ... 24 
10 Jan 1964 

Via: Director, 8th Marine Corps District, New Orlee . .nsJ J .... c_,u_isiEll'li:l 

Subj: Assignment to Active Duty and Active Duty Agreement. 

Ref: (a) Section 679 and 68o, Title 10 United St!'l:ces f'o<1.e 

Encl: (1) Active Duty Agreement 
(2) Officer Data Sheet 
(3) Acceptance of ordern to extended active duty 
( 4) DD Form 98 

1. On 25 March 1964 you are assigned to temporary active duty and will 
report on that date to the Officer in Charge, Marine Corps Recruiting Station, 
Marine Corps Reserve Training Center, 1902 Old Spanish Trail, Houston, Texas 
for a physical examination to determine your physical fitness for assignment 
to extended active duty for a period of active duty commencing on 26 March 
1y6l1 and terminating on 31 March 1967, both dates inclusive as set forth in 
enclosure (1). 

2. On 26 March 1964, provided you have been physically qualified or if 
conditional vmiver has been granted, you are assigned to extended active duty 
pursuant to reference (a) for the term set forth in paragraph 1 and enclosure 
(1) and you are directed to report with ten days delay (charged as leave), 
plus travel time for duty to the Commanding General, 2d Marine Division, 
Fleet Murine Force, Crunp Lejeune, North Carolina (MCC 122), 

3. If found not physically qualified and conditional waiver is not granted 
the rncdica:t Officer conducting the examination is requested to inform the 
Commandan·L of the Marine Corps (Code DFA), by message and the unexecuted 
portion of thccc orders is revoked., 

4. By copy hereof, the Officer in Charge, Marine Corps Recruiting Station, 
Houston, Texas is directed to witness the execution of enclosure (l) in 
duplicate, deliver thP original to you and mail the duplicate to the 
Commandant of the Marine Corps (Code DFA). 

5. The Commanding Officer of yo·J.r initial duty station will cause your new 
expiration of active [;ervice date to be reported in the unit- diary and re
corded in your Quali_fj cation Record in accordance with the instructions in 
the Marine Corps Pcrnnnnel Manual_ 

~ Figure 5~ 12 
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5301 MARCORPERSMAN 

6. If you cannot execute these orders you will inform the 
Commandant of the Marine Corps (Code DFA) by message and return these orders 
via your District Director for cancellation. In accepting these orders it is 
understood that you will not request release from active duty before 
serving a minimum of three years on this assignment. No assurance can be 
given that a further SWAG or EAD will be granted upon expiration of this 
SWAG. Attention invited to MCO l00l.24B. 

7. Complete enclosures (2) and (3) and forward to the Commandant of the 
Marine Corps (Code DFA) immediately. Upon reporting at your initial duty 
station, you are directed to accomplish enclosure (4) without delay, even 
though this form may have been previously executed. Your Commanding Officer 
will endorse your orders as required by SECNAVINST 552l.6A, paragraph IV.B. 

8. Records of this Headquarters indicate your ~EBD is 15 October 1955 and 
that a satisfactory National Agency Check was completed in your case on 
12 October 1956. 

9. You are assigned the MOS's indicated opposite your name. 

10. Your home of record is recorded as addressed above. If you receive 
these orders at a place other than that or if the address is not your home 
of record, you will inform the Commandant of the Marine Corps (Code DFA), 
by message. Your orders will not be changed to list a new address as your 
home of record after you start travel under these orders. 

11. Travel via privately owned vehicle is authorized and travel time via 
this mode will be based on 300 miles per day. Proceed time is not authorized. 

12, You will report to the Disbursing Officer within three working days 
after completion of travel to settle travel expenses" 

13. TravChar appn 1741105.2750, MPMC-64, OC 21, EAN 74120 off tvl, 74150 
depns tvl; OC 22, EAN 74152 trans HHG; BCN 41690, BCAN 27. 

WALLACE M. GREENE, JR. 

Copy to: 
BuMed (Code 33); CG 2dMarDiv; CG FMFLant; OIC MCRS MCRTC Houston, Texas 
CMC (DFA-5; DGL; AFS; AF; DFF-2; DFAl) 
Capt ROE - 20 

SAMPLE ASSIGNMENT TO ACTIVE DUTY AND ACTIVE DUTY AGREEMENT 

5-64 
Ch, 7 
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CHAPTER 5--TRAVEL OF MARINE CORPS PERSONNEL & DEPENDENTS 5301 

From: 
To: 

Subj: 

DEPARTMENT DF THE NAVY 
HEADQUARTERS UNITED STATES MARINE CORPS 

WASHINGTON ](X D. C. 2QJ8Q 

Commandant of the Marine Corps 
Major Donald P. MOE 017000/4302 USMCR 
2222 s. Hill Avenue, Lutherville, Maryland 

Temporary active duty; orders to 

IN REPLY REFER ro 

AFC-mao-14 
10 Jan 1964 

1. You are assigned to temporary active duty on 4 March 1964 and will 
report by o8oo on that date to the Officer in Charge, Naval Dispensary, 
Navy Annex, Arlington, Virginia for a physical examination to determine 
your fitness for assignment to temporary active duty and if qualified, 
report immediately to the Commandant of the Marine Corps, Headquarters, 
u. S. Marine Corps, Washington, D. c., for temporary active duty with the 
Historical Section, G-3, for the period 4 March 1964 to 31 March 1964. 

2. If found not physically qualified for assignment to this duty, you will 
return to the place to which these orders are addressed and upon arrival 
stand release from temporary active duty and the unexecuted portion of these 
orders is revoked and the medical officer conducting the physical examination 
is requested to notify the Commandant of the Marine Corps (Code AFC). 

3, Upon completion and when directed, report to a medical officer for a 
physical examination to determine your physical fitness for release from duty 
and if found physically qualified, return to the place to which orders are 
addressed and upon termination of authorized travel tim~, stand released from 
temporary active duty. 

4. Your Pay Entry Base Date is 21 March 1942. You are directed to forward 
to the Unit on whose rolls you are carried) wi~hin seven days after completion, 
one certified copy of orders and endorsements including the Disbursing 
Officers' final endorsement showing the period- for which active duty pay and 
allowances were paid~ 

5- Submit your orders to the Disbursing Officer as soon as-possible after 
completion of travel to settle travel expenses. 

6. Travel is authorized at your own expense subject to reimbursement. If 
travel is' performed by privately owned vehicle or common carrier) travel 
time for which active duty pay will be credited will be computed on the basis 
of actual schedules of public transportation (including air) which would most 
nearly ~otn,....idc ~,.n. th the requirements of thesP orders. 

7. TravChar appn 1741105.2750, MPMC-64, OC 21, EAN 74120, BCN 41690, BCAN 
27 for assignment to temporary active duty and to appn 1741105.2754, MPMC-64, 
BCN 45690 with remainder of data as indicated above for release from 
temporary active duty. 

WALLACE M. GREENE, JR. 

Copy to: Dir 4th MarCorDist; OIC NavDisp Nav Annex ArlVa 
CMC (DFA-2; DFF-2; AFC-2; HQBN-3; ABH-2; ABK; DH; DP) Maj MOE - 10 

SAMPLE ORDERS TO TEMPORARY ACTIVE DUTY 

j Figure 5-13 
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From: 
To: 

Subj: 

Ref' I 

MARCORPERSMAN 

(Title of officer issuing arders) 

FilE NUMBER 
D&'l.'E 

(Grade, li&ID8( service number, and service component of absentee 
or Clesartsr J 

(a) Ru-agr~~Jl'h 7051, Marine Corps Personnel Manual 
(b) Mareorpa 111esaage II (use this as a reference only 

when spacif'ic instructions are received to issue orders) 

1. Having SU!Tendered to this (activity) (cOIIIIIalld) at UIK) en ~), 
you will prcceed1 as routed below, to <nnm em loAAtion or oost. M'PP· or 
~tfen) and upon arrival will report immediately to the Comma"d:r· 

smtism qf SP'CifiC· cqpmepd to wh;igh tha 1nd1vid11ftl ist0Lport) 1 

I'l'IIIERARY CF TRA.VEL 

Depart: (Loca~igp) 
Arrive: 
Depart: 
Arrive: 

~:,la:jopa· tr•n•ttra ,, nnzres of t:rnpepgrt.o.Ugn 
fag111titt 

Qiggr epd date ) {Beg of tnpsportatiop Co) 

or 

"1. Having been delivered to this (activity) (oCIPJIIAnd) at ~) en ~) 
by (delivering authority), you 'Will proceed as routed below, etc.• (This 
form to be used where individual is taken into custody b,y civil authorities 
and subsequently delivered to activity or cOIIIIIIIUld. which issues the orders). 

or 

"1. Having (been &JlPrehended b,y) (surl'endered to) {military authority first 
r!sipg ~t,~v) at ~)en ~) and subsequently delivered to this 
activio/ ;;n.....m) at ~TOil <a!it>. you 'Will proceed, as routed below, 

etc .• (This form to be uiied where iMividual is taken into custody b,y 
military authorities and subsequently delivered to different activity or 
()QI!!!D9»d which issued the orders) • 

2. You are advised that deviation f'ram this schedule constitutes disobedi
ence of' orders, a serious military offense. Should you not maintain the 
schedule because ot aiclmess, wreck, or disaster, you 'Will advise your 
oQmMnder b,y telegram and request instructions. It you are unabls to 
oiJ!!!IJ!mi oats 'With ya111r cC'!!!I!N!nder, you 'Will report immediately to the nearest 
Marine Corps, Navy, A:rmy or Air Force post or reat"Uiting station and present 
these orders. 

SAMPLE ABSENTEE AND DESERTER <RDERS WITH ENDCIISE)ENTS 

Figure 5-14 
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J. Ely authenticated copy of these orders, your COI!lllliUlder is requested to 
declare yau a deserter in event yau fail to report immediately upon com
pletion of the travel directed herein. 

4. TravChar appn 17lll05.2716, M.IMC-61, CXJ 018, EAN 71130, BCN 12690, 
BCAN 27. 

(Signature of officer ism,ipg grders) 

--------------------------------------
FilE NUMBER 
DATE 

FlRST ENDCRSEMENT on---------------------

From: (Title and station of officer issuing transportation and subsistence) 
To: (Grade, name, service number and service component of absentee or 

deserter) 

1. The follmdng transportation and subsistence was issued on these orders: 

(Signature) 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -

(PJ.ace) 4>a.te l 

1. Received the original of these orders at J{JlH.I!our!o!of..)l....l(.!!Dal!t!<lel..lL-______ _ 

2. I hereby certify that these orders have been read and explained to me and 
thet I understand same. 

(Sj gmtprn) (Sign a]J copies) 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -
DISTRIBUTIC!I: Signed original to absentee or deserter; 

Authenticated copy to CM:: (Code DK); 
Authenticated copy to commander named in paragraph 1 of the 
orders; . 
Duplicate original to file; (i.e. signed copy) 
ADD GrEER DlSTRIBUTION AS NECESSARY 

---------------------------------------AUTBENTICATIC!I: A true copy of original orders issued on CD;te), to (Grade, 
peg. service IJlll!iber. apd serrlce canponent , a duplicate 
original of llh:l.ch is on file in the office of (Designation 
of organization or office) 

'' ~ C; 

~ture, Grade and Title of 
icer) 
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5301 MARCORPERSMAN 

Heading 

Date 

From: 
TO; 

Commandi~ Officer 
SSgt (E-5 James D<E 913131/6461 USM:l 

Subj : Or-ders 

Ref: 

Enol: 

(a) Paragraph 13452, Marine Corps Personnel Manual, 

(1) P'orm for reporting itinerary of: travel 
(2) P'orm for reporting itinerary of: travel 

1, Upon discharge from treatment at the U. S. Naval Hospital, you will 
stand detached from your present station and duties; will proceed to your 
home or such other place as you may select and await orders pending action 
on the physical evaluation board proceedings in your case, Your home of 
record is shown as Boston, Massachusetts,* You will continue to be carried 
on the rolls of this organization, You will at all times keep your commander 
inforned of: your correct address, (Any travel performed b,y you in excess 
of: thet from your last duty station to your home of record will be at your 
own expense. 

"When the individual elects to proceed to a place other than home of 
record, the second sentence of: paragraph 1 will be modified to read: 
"Your home of record is shown as Boston, Massachusetts, and you have 
elected to proceed to Washington, D. C .• 

2, When placed on the retired list or when discharged, your leave record 
will be balanced as of the day prior to the date you are placed on the 
retired list, or to include the date of your discharge, Time spent 
awaiting orders will be debited in arriving at such leave balance, You 
will be entitled to a cash settlement of a~ balance of unused leave 
remaining to your credit after deduction for the period of time spent 
&'Waiting orders , 

3, Your pay record 1olill be retained b,y the Disbursing Officer (Man ing 
address of: disbursing officer carrying pay record), during the p!riod 
while you are at home awaiting finaJ. action on your case, In order that 
the disbursing officer may proper~ adjust your pay record and make re
imbursement for travel performed, you will, upon arrival at destination, 
complete enclosure (1) and return it to the disbursing of:ficer DBintain
ing your pay record, During the period while &"Waiting finaJ. action on 
your case, all correspondence on matters relating to your pay and allow
ances 1olill be addressed to the disbursing officer maintaining your pay 
record, 

Figure 5-15 
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CHAPTER 5--TRAVEL OF MARINE CORPS PERSONNEL &: DEPENDENTS 5301 

4, In the event yoa are notified by yoar cODI!Dander that yoa have been 
found fit for duty or, if yoar cODI!Dander notifies yoa to return to yoar 
station of duty for further hearing or tests, these orders vill remain 
in effect for the return travel involved, Upon completion of return 
travel yoa vi1l C<?JDtllete enclosure (2) submitting it together with the 
original and two (2) certified copies of these orders to the disbursing 
officer maintaining your pay record, 

5, TravChar appn 1711105,271S, MPHC-61, OC 029, EAN 74121 enl tvl, 
74160 depns tvl (enl entl); OC 0:31, EAN 74162 trans BilE (enl entll; 
0C 019 EAN 74167 DLA. (enl entl); BCN 41690, BCAN 27 

Figure 5-15.--Continued. 
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ENCLC:SURE (1) TO CRDERS CF SSGT CE-5) James DCE 913131/6461 

Dated---------

Departed'----r,:--;---;--:-;"--,.------•at. __ ..-___ , -'1':-:-r-
(duty station) (hour) (date) 

1%~ ~~~~~--~~~~~~--~~~------~~--~TGDOde of transportation; private auto, rail, commercial air, etc) 

------------------------' arrived'-r.---~---------.-(home of record cr other) 

-:-----=--:-.,------------------'at , ----,.,,....,..-.--~1%_ 
place selected) (hour) (date) 

(Signature of Member) 

NOl'E: A form similar to that above, marked enclosure (2), v.Ul 
be prepared fer use by" the Marine in the event he is 
notified to return to his duty station. 

SAMPlE CRDERS TO ffiOOEED Hl].lE AWArriNG RESULTS CF PHYSICAL EVALUATION 
BarnD ' 

Figure 5-15.--Continued. 
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FIRST EIIDORSEMENT 

1. Received theee orders at (Place of receipt) at (time) on (Date). I understancl that I am 
authorized to delay not later than (time) on ~) in reporting to (CCIIIIIliUld which ordered to 
report to). Such delay, less proceed (it authorized) and travel time, to be chargeable as 
annual leave. 

SAMPLE ENDORSEIIENT llECEIPT OF ORDERS 

Figure 5-16 

A. B. SMITH 
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MARINE CORPS SPECIAL ORDER 
NUMBER............ c;;.;;c 

DEPARTMENT OF THE NAVY 
HEADQUAATI:RS UNITED STATES MARINE CORPS 

WASHINGTON :U, D. C. 2038o 

E-X-T-R-A-C-T 
DF/jfs/gtw/mao 
10 January 1964 

l. The following permanent changes of station are directed. TravChar appn 1741105.2753 MPMC-64 OC 
21 EAN 71+120 off tvl, 74121 enl tvl;_ 74150 (Off), 74160 (Enl entl) depns tvl; OC 22 EAN 74152 
(Off), 74162 (Enl entl) trans HHG DC 12 EAN 74157 (Off), 74167 (Enl entl) DLA; BCN 44690 BCAN 27. 
CO pers tr HawArea dir complyMarCorPersMan par 5150.4. MCO 3574.2B applies to all male pers tr 
OS. MCO 1300.8F & P3000.1A apply to all pers tr OS. MarCorPersMan par 5150.2i applies to pers 
entl depns trans & being tr to a NONREST area OS.. MarCorPersMan par 5150. 2g applies for transfers 
to, from or between overseas stations .. 

Name Transferred From 
Ltcol M:JE N H 

016161 0302/5710 

DofD 
Dur Mar64 

Report To 
coMB NS SFran w/30-days DELREP for 

TEM & furtrans 3dMarDi v (Rein) FMF 
(MCC 125) TMWJNQUIRED 

B 

Maj DOER B do DATEDSG CO MB NS SFran wj30 days DELREP for 
TEM & furtrans Japan ARREP Rep CG 
FMFPac WestPac furt~ans lstMAW 
AirFMFPac (MCC 142) IMMUNQUIRED 

20Apr64 
019191 0130 

GySgt MOEN W do 
929292 0141 

do CO MB NS SFran furtrans 3d!V!ariJi v 
(Rein) FMF (MCC 125) fordu as a 
May64 repl 

WALLACE M. GREENE, JR _ 
General, U. S. Marine Corps 

Commandant of the Marine Corps 
SAMPLE MARINE CORPS SPECIAL ORDER EXTRACT 

t Figure 5-17 
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PART A: GENERAL 
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6103 MARINE CORPS RESERVE OFFICERS 
6104 REPORT OF RESERVE OFFICERS NOT ELIGIBLE FOR CONSIDERA

TION FOR PROMOTION 

PART D: EFFECTING PROMOTIONS OF OFFICERS 

6150 REGULAR COMMISSIONED OFFICERS (MALE) 
6151 REGULAR COMMISSIONED OFFICERS (WOMEN) 
6152 REGULAR WARRANT OFFICERS 
6153 RESERVE COMMISSIONED OFFICERS (MALE OR WOMEN) 
6154 RESERVE WARRANT OFFICERS 
6155 SPECIAL PROVISIONS 

PARTE: SECRETARY OF THE NAVY REGULATIONS GOVERNING OFFICER 
PROMOTIONS 

6200 GENERAL 
6201 REGULAR COMMISSIONED AND WARRANT OFFICERS 
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6250 GENERAL 
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'""' --,3-"!"' ~~t.}!l-~~-:i't -.-, 

6-1 
Ch. 2 

.)__•_ .• -- ,~~ ; - ~-'-""· -.-~Co • 'L ' 

--'------""'-'-........ -""""'.....;....;;_.;;_ __ ......._ __ ~_,..; .. ~._, ... ~,~.::."""' .. '-'-----='-"':'iiii:"":.i·~-:i'T!j.i~!l;:,<[L·-i'~;,:::--~c_' ____ :__·"-~ :. - ~ilt~'_--_-. 



'1" 
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PART G: REDUCTION OF REGULAR AND RESERVE ENLISTED PERSONNEL 

6300 NONPUNITIVE REDUCTIONS 
6301 PUNITIVE REDUCTIONS 
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6302 REDUCTION FOR INCOMPETENCE 
6303 EFFECTIVE DATE OF REDUCTION 
6304 REDUCTION ORDER 
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CHAPTER 6 

PROMOTION AND REDUCTION 

PART A: GENERAL 

6000 AUTHORITY 

1. The basic authority for the promo
tion of Marine Corps officers is con
tained in the statutes of the United 
States as codified in Title 10, U.S.C. 
The Secretary of the Navy is specifi
cally charged with implementing the 
provisions of law for the promotion of 
all officers of the naval service. In 
fulfillment of this statutory responsi
bility and as head of the Department of 
the Navy, the Secretary establishes the 
qualifications officers must possess 
prior to promotion and the procedures 
to be followed throughout the promotion 
process. Marine Corps officers shall be 
selected and promoted only as directed 
by the Secretary of the Navy. 

6001 DEFINITIONS 

1. Active List of the Marine Corps 
The list of officers of the Regular 
Marine Corps, other than retired offi
cers, holding permanent appointments 
in grades above chief warrant officer, 
W-4. 

2. Active Status -- The status of a 
Reserve officer who is not on the inac
tive status list or in the retired Re
serve. 

3. Running Mate --A male officer of 
the Regular Marine Corps not restricted 
in performance of duty whose name ap
pears in the Combined Lineal List, as 
modified by competent authority, is the 
running mate of all Reserve officers 
who are senior to him on that list and 
junior to the next senior officer of the 
Regular Marine Corps not restricted in 
performance of duty and whose name 
appears on that list. A woman officer 
of the Regular Marine Corps whose 
name appears in the women's Combined 
Lineal List is the running mate of all 
women Reserve officers who are senior 
to her on that list and junior to the next 
senior woman officer of the Regular 
Marine Corps whose name appears on 
that list. 

.·;-

4. Unrestricted Officer --Used to 
identify all officers ofthe Marine Corps 
except those designated for limited 
duty, and all officers of the Marine 
Corps Reserve except those in a lim
ited assignment category. 

5. Warrant Officer -- Unless other
wise qualified, means an officer who 
holds a commission or warrant in a 
permanent or temporary warrant offi
cer grade in the Marine Corps or the 
Marine Corps Reserve. 

6002 REGULAR COMMISSIONED 
OFFICERS (MALE) 

1. The President may suspend any 
provisions of law relating to promotion 
of male officers in the grades of captain 
and first lieutenant whenever he deter
mines that the needs of the service so 
require. Further, during a war or 
national emergency, the Presidentmay 
suspend any of the provisions of law 
relating to promotion of male officers 
for a period not beyond 30 June of the 
fiscal year following that in which the 
war or national emergency ends. 

2. Promotions to the grades of captain 
through major general, inclusive, are 
made only upon approved recommenda
tion of a selection board. While the 
terffiinable provisions of law are in 
effect, all such recommendations by 
selection boards will be for temporary 
promotion. From among those so rec
ommended in approved reports of se
lection boards, certain officers maybe 
permanently promoted, as provided in 
subparagraph 6150.6. 

3. Second lieutenants may be tempo
rarily promoted to the grade of first 
lieutenant upon completion of such 
period of service as the Secretary of 
the Navy may prescribe. Each officer 
on the active list of the Marine Corps 
who holds a permanent appointment in 
the grade of second lieutenant may be 
permanently promoted to the grade of 
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6003 MARCORPERSMAN 

first lieutenant on the third anniversary 
of his date of rank as second lieutenant. 

6003 REGULAR COMMISSIONED 
OFFICERS (WOMEN) 

1. The basic authority for promotion of 
women officers of the Regular Marine 
Corps is contained in Title 10, U. S. 
Code. 

2. A woman officer of the Regular 
Marine Corps holding a permanent ap
pointment in the grade of second lieute
nant may be permanently promoted to 
the grade of first lieutenant on the third 
anniversary of her date of rank as 
second lieutenant. 

3. Promotion to grades of captain and 
above are made only upon recommenda
tion of a selection board. 

6004 REGULAR WARRANT 
OFFICERS 

1. Permanent promotion of warrant 
officers shall be governed by the pro
visions of Chapter 33, Title 10, U. S. 
Code, and by regulations prescribed by 
the Secretary of the Navy. Temporary 
promotion of warrant officers shall be 
governed by regulations contained in 
this chapter which have been prescribed 
by the Secretary of the Navy pursuant 
to provisions of Title 10, U. S. Code, 
Section 5787c. 

6005 RESERVE COMMISSIONED 
OFFICERS 

l. The authority for promotion of offi
cers above the grade of chief warrant 
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officer, 
Reserve 
officers 

W-4 of the Marine Corps 
parallels the p remotion of 

of the Regular Marine Corps. 

2. The regulations contained herein for 
the promotion of officers of the Marine 
Corps Reserve are approved by the 
Secretary of the Navy and are estab
lished for effecting the temporary or 
permanent promotion of: 

a. Officers of the grade of first 
lieutenant and above of the Marine 
Corps Reserve, except those on active 
duty with the Regular Establishment, 
who are otherwise eligible for consid
eration for promotion and eligible for 
promotion; and 

b. Second lieutenants of the Marine 
Corps Reserve. 

6006 RESERVE WARRANT 
OFFICERS 

I. The permanent promotion of warrant 
officers of the Marine Corps Reserve 
shall be effected pursuant to the regula
tions approved by the Secretary of the 
Navy in accordance with the provisions 
of Title 10, U. S. Code, Section 598. 

6007 ENLISTED PERSONNEL 

t 1. The promOtion of enlisted Marines, 
Regular and Reserve, will be in ac
cordance with part F of this chapter. 

t Z. The reduction of enlisted Marines, 
Regular and Reserve, will be in ac
cordance with part G of this chapter. 



PART B: SELECTION BOARDS 

6050 GENERAL 

l. Selection boards to recommend of
ficers for promotion are convened by 
the Secretary of the Navy at least once 
annually. 

2. No officer may be a member of 
two successive selection boards con
vened for consideration of officers for 
promotion to the same grade. 

3. An officer in any grade who be
comes eligible for consideration for 
promotion shall, regardless of failure 
or failu1·es of selection for such pro
motion, remain so eligible while he is 
on the active list of the Marine Corps 
or maintains an active status with the 
Marine Corps Reserve. 

4. A Regular officer eligible for con
sideration by a selection board either 
for promotion or for continuation on 
the active list and an officer of the 
Marine Corps Reserve on active duty 
with the Regular Establishment who 
is eligible for consideration by Regular 
officer selection boards has the right 
to forward through official channels 
at any time not later than 10 days 
after the convening of the appropriate 
board, a comm.unication inviting atten
tion to any matter of record in the 
Department of the Navy concerning 
himself which he deems important in 
the consideration of his case. Such 
communication shall not criticize any 
officer or contain any reflection upon 
the character, conduct or motive of 
any officer. 

5. A Reserve officer who is eligible 
for consideration for promotion by a 
Marine Corps Reserve selection board 
has the right to send a communication 
through official channels inviting at
tention to any matter of record in the 
Armed Forces concerning himself that 
he considers important in his case. 
The comm.unication may not criticize 
any officer or reflect upon the charac
ter, conduct or motive of any officer. 
The communication must arrive by 
the time the board convenes. 

6051 MALE COMMISSIONED OFFI
CERS ON ACTIVE DUTYWITH 
THE REGULAR ESTABLISH
MENT 

l. Composition of Selection Boards. 
Membership shall consist of nine offi
cers of the Regular Marine Corps on 
the active list or the retired list, not 
restricted in the performance of duty, 
except as provided in subparagraph 
a, below. The composition of the 
boards to recommend officers forpro
motion to. each of the various grades 
of captain through major general shall 
be as indicated below: 

For Promotion to 
Grade of: 

Major General 

Brigadier General } 
Colonel 

Lieutenant Colonel 

Major 
Captain } 

Grade of Board Members 

Permanent major general or 
above 

Brigadier General or above 

Three major generals or briga
dier generals and six colonels 

Colonels 

a. When officers of the Marine 
Corps Reserve on active duty with the 
Regular Establishment are eligible for 
consideration by a selection board, 
the membership of such boards shall 
include an appropriate number of re
serve officers. 

• l. Promotion Zones 

a. The promotion zone in any grade 
for male unrestricted officers is es
tablished by the Secretary of the Navy 
as of the date of the convening of a 
selection board to consider officers 
of that grade for recommendation for 
promotion to the next higher grade. 
The promotion zone is comprised of 
that number of the most senior such 
officers of the grade under considera
tion, who are eligible for selection 
for promotion to the next higher grade 
and have not previously failed of such 
selection, and who must be either 
selected for promotion or be consid
ered as having failed of selection for 
promotion. The number is determined 
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by the Secretary of the Navy and is 
based upon a consideration of the 
estimated number of vacancies which 
will occur in the next higher grade 
for each of the ensuing 5 years, the 
number of such officers who will be 
eligible for selection, and the terms 
of service which they will have com
pleted. 

b. The promotion zone in any grade 
for officers designated for limited duty 
is comprised of that number of officers 
of such designation in the grade, deter
mined in the same manner as pre
scribed for unrestricted officers. How
ever, the number of officers in the 
limited duty promotion zone is not 
limited or controlled by the number 
of officers in the unrestricted officers' 
promotion zone or by the precedence 
of the junior officer in that promotion 
zone. 

• c. Within the number of officers 
ndt restricted in the performance of 
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duty that may be recommended for 
promotion to a grade below brigadier 
general, the Secretary of the Navy 
shall allocate a portion the reo£ for 
officers on the active list ofthe Marine 
Corps who were formerly designated 
for supply duty. The portion allo~ 
cated shall afford at least the same 
opportunity for promotion to such offi
cers as is afforded other officers not 
restricted in the performance of duty. 
This provision applies only for the 
first time that a former supply duty 
officer is in a promotion zone as an 
officer not restricted in the perform
ance of duty. 

3. Information Furnished Selection 
Boards. The Secretary of the Navy 
shall furnish the appropriate selection 
board convened to recommend officers 
for promotion with: 

a. The number of officers which 
the board may recommend for promo
tion to the next higher grade. 
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b. The names of all officers eligi
ble for consideration for promotion to 
each grade to which the board will 
recommend officers for promotion and, 
where appropriate, the names of all 
officers in the respective promotion 
zones in the grade under considera
tion. 

c. The records of all officers whose 
names are furnished to the board. 

4. Duties of Selection Boards. The 
duties of a selection board are set 
forth in the precept for each board. 
The precept instructs the board that: 

a. From among those officers who 
are eligible for consideration it may 
recommend for promotion not to ex
ceed a specified number for each 
specified category. 

b. From among eligible officers 
holding permanent appointments in the 
grades of second lieutenant and above, 
in the Regular Marine Corps, whose 
precedence is below the junior officer 
in the appropriate promotion zone in a 
grade below that of colonel, the board 
may recommend as best fitted for 
promotion, a number not exceeding 5 
per centum of the total number of 
officers that the board is authorized 
to recommend for promotion to the 
grade concerned, or, if such 5 per 
centum shall not equal the whole num
ber one, a number not exceeding one. 

c. Administrative staff duty, duty 
in aviation, supply duty, or duty in any 
technical specialty performed by an 
officer of the Marine Corps shall be 
given weight by the selection board in 
determining his fitness for promotion 
equal to that given to line duty equally 
well performed. 

d. In determining fitness for pro
motion the same weight will be given 
to service in the office ofthe Secretary 
of Defense or with Joint, Combined, 
and Allied staffs and the evaluation 
reports from that office or those staffs 
as to service in the Department of the 
Navy staff and to evaluation reports of 
departmental- officers. 

e. The total number of officers 
holding permanent appointments in the 
Regular Marine Corps, plus the number 
of officers not holding permanent ap
pointments in the Regular Marine Corps 
which may be recommended for promo
tion in each grade, shall not exceed the 
number furnished the board concerned 
by the Secretary of the Navy as pro
vided in subparagraph 3a, above. 

f. From ·among those officers eli
gible for cons ide ration, it shall report 
the name of each officer with less than 
20 years of service whose record, h.~. 
the opinion of the board, indicates his 
unsatisfactory performance of duty in 
his present grade, and, in the opinion 
of the board, indicates that he would 
not satisfactorily perform the duties of 
a higher grade. 

g. It shall (if so directed in its 
precept), constitute itself a naval ex
amining board and recommendforpro
motion those selected officers who in 
the opinion of the board are profes
sionally qualified to perform all the 
duties of the next higher grade to which 
they might reasonably be e>epected to be 
assigned. 

5. Reports of Selection Boards. The 
report of the board shall be in writing 
and shall certify, as appropriate, that: 

a. The board has carefully con
sidered the case of everyofficerwhose 
name was furnished to the board. 

b. The officers holding permanent 
appointments above the grade of chief 
warrant officer, W -4, in the Regular 
Marine Corps are selected as the best 
fitted for promotion. 

c. Officers who do not hold perma
nent appointments above the grade of 
chief warrant officer, W -4 in the Regu
lar Marine Corps are selected as 
qualified for continued active duty in 
the next higher grade. 

d. Officers designated for limited 
duty are selected as best fitted to 
assume the duties of the next higher 
grade, based upon their comparative 
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fitness, within such 
the duties prescribed 
law. 

category, for 
for them by 

e. The officers recommended for 
promotion are professionally qualified 
to perform all the duties of the next 
higher grade to which they might rea
sonably be expected to be assigned. 
(This is applicable only if the board is 
empowered to act as a Naval Examining 
Board.) 

f. Those officers reported in ac
cordance with subparagraph 4f, above, 
have records which indicate their un
satisfactory performance of duty in 
their present grade and in its opinion 
indicate that they would not satisfac
torily perform the duties of a higher 
grade, the board shall so certify in its 
report. 

6. The report of a selection board 
convened to recommend officers above 
the grade of chief warrant officer, W -4, 
for promotion shall be submitted to 
the President for his approval or dis
approval. If any officer recommended 
for promotion is not acceptable to the 
President, the board shall be informed 
of the name of such officer. The board 
shall then recommend another officer 
for promotion, except if any woman 
officer who is recommended for pro
motion to the grade of captain in the 
Marine Corps or Marine Corps Re
serve is not acceptable to the Presi
dent, the Board shall be informed, the 
name of that officer shall be removed 
from the report of the board, and no 
additional recommendation may be 
made. .7. Failure of Selection. In each grade 
the junior officer in a promotion zone 
and all officers of his category having 
precedence over him who are eligible 
for consideration shall, if not selected 
for promotion, be considered as having 
failed of selection or promotion. No 
officer junior to the last officer in a 
promotion zone is ever considered as 
having failed of selection. 

6-8 
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a. The status of having once failed 
of selection Or promotion shall not be 
considered as prejudicial to an officer 
with respect to his qualifications, his 
fitness for naval service, or his eli
gibility for selection for promotion by 
the next succeeding selection board. 

6052 REGULAR COMMISSIONED 
OFFICERS (WOMEN) 

1. Selection board to recommend 
women officers for promotion will be 
convened at least once each year if 
there are vacancies in the grade con
cerned and women officers in the 
next lower grade are eligible for con
sideration for promotion to the grade 
concerned. Selection boards for the 
recommendation of women officers of 
the Regular Marine Corps for promo
tion shall consist of not less than six 
nor more than nine officers of the 
Regular Marine Corps. The Secretary 
of the Navy shall determine the com
position of such boards. 

2. A woman officer who is eligible for 
consideration for promotion by a selec
tion board and is not selected for 
promotion is not considered as having 
failed of selection for promotion. 

3. The provisions of the paragraphs 
of this chapter governing selection 
boards for promotion of Regular male 
officers are generally applicable to 
women officers except where specifi
cally provided otherwise. 

6053 REGULAR WARRANT 
OFFICERS 

1. The Secretary of the Navy shall in 
each calendar year convene at least 
one selection: board for consideration 
of warrant officers of the Regular 
Marine Corps for promotion to the 
next higher grade. 

2. The Secretary of the Navy shall 
furnish the selection bo.ard a list of 
warrant officers eligible to be con
sidered for promotion to the next 
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higher warrant officer grade. A war
rant officer who has been considered 
but not selected for promotion shall 
continue to be eligible for promotion 
until h~ is retired, separated, or se
lected for promotion. 

3. The numbers of warrant officers to 
be selected for promotion shall be 
prescribed by the Secretary of the 
Navy. 

4. Matters relating to functions and 
duties of selection boards and qualifi
cation of warrant officers preliminary 
to promotion are contained in para
graph 6200. 

6054 MARINE CORPS RESERVE 
OFFICERS 

1. Marine Corps Reserve Commis
sioned Officers 

a. Marine Corps Reserve selection 
boards will be convened by the Secre
tary of the Navy from time to time as 
may be required in order to parallel 
active duty selection boards. Each such 
board shall be composed of not less 
than five members. All members of 
any selection board shall be senior in 
permanent grade and temporary grade 
to any officer being considered by that 
board. A majority of the membership 
of such boards shall, to the extent 
practicable, be Reserve officers. 

b. The duties ofthe selection boards 
are set forth in the precept that con
venes a particular board. 

c. Each Marine Corps Reserve se
lection board shall submit a report in 
writing, signed by all acting members 
thereof, and shall certify: 

(1) That the board has c.ij.refully 
considered the case of every officer 
whose name was furnished to the board 
by the Secretary of the Navy, 

(2) That in the opinion of at least 
a majority of the members the officers 
of the Marine Corp~ Reserve except 
women officers of the Marine Corps 
Reserve in the grade of first lieu-

tenant, recommended for promotion 
are selected as best fitted to assume 
the duties of the next higher grade. 
Women officers of the Marine Corps 
Reserve in the grade of first lieutenant 
recommended for pro~otion are se
lected as qualified for promotion, and 

(3) Provided the precept has been 
so worded as to establish the selection 
board as a Naval Examining Board, the 
board shall render its opinion of the 
moral and professional qualification 
of each individual recommended for 
promotion. 

2. Marine Corps Reserve WarrantOf
ficers. Selection boards to consider 
Reserve warrant officers for perma
nent promotion to the next higher grade 
will be convened as prescribed by the 
Secretary of the Navy. Subparagraph 
6201.2 sets forth the appropriate regu
lations prescribed by the Secretary of 
the Navy. 

.6055 RETENTION BOARDS 
(CONTINUATION) 

1. Each year the Secretary of the 
Navy may convene a board to recom
mend major generals for retention 
on the active list. He shall convene 
such a board in any year in which 
three or more such officers would be 
subject to involuntary. retirement by 
reason of having completed 5 years' 
service in grade and 35 years 1 total 
commissioned service. The board shall 
be composed of not less than thre.e 
officers of the Regular Marine Corps 
or the Regular Navy on the active or 
retired lists. 

2. The Secretary of the Navy may, 
whenever the needs of the service 
require, convene selection boards, or 
direct boards convened under 10 U.S. 
Code, Chapter 543, to recommend for 
continuation on the active list officers 
of the Regular Marine Corps described 
in subparagraph 3, below, and shall 
convene or direct such boards to rec
ommend for continuation on the active 
list officers of the Regular Marine 
Corps described in subparagraphs 5 
and 6, below. Except as otherwise 

--~-'='---
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provided in subparagraph 4, below, the 
provisions of 10 U.S. Code, Chapter 
543 (other than SeCtion 5703(e)), con
cerning boards to recommend colonels 
or lieutenant colonels for promotion, 
apply to each board convened under 
this subparagraph. 

3. Each officer of the Regular Marine 
Corps who has served on active duty 
for more than 5 years, who is not on 
a promotion list, and who will com
plete at least 5 years of service in the 
grade of colonel in the Marine Corps 
by 30 June of the fiscal year in which 
a board is convened under subpara
graph 2, above, is eligible for con
sideration for continuation on the active 
list by that board. An officer who has 
once been recommended for continua
tion while serving in the grade of 
colonel by such a board may not be 
considered by a subsequent board con
vened under subparagraph 2, above, 
and is not subject to the provisions of 
subparagraph 5, below. For purposes 
of this subparagraph, an officer is 
considered as serving in the grade 
of colonel in the Marine Corps from 
the date of rank assigned him upon 
appointment to that grade, under 10 
U.S. Code, Chapter 539 or 545. 

4. When the Secretary convenes a 
board under subparagraph 2, above, 
to consider any category of officers 
described in subparagraph 3, above, 
or 5, below, shall PStablish a con
tinuation zone for that category. The 
continuation zone for each category 
shall include such number of officers 
as the Secretary determines to be 
necessary to best meet the needs of 
the service. The senior officer in a 
continuation zone, for each categOry 
of officers, shall be designated by the 
Secretary. When the Secretary con
venes a board to consider for continua
tion a category of officers for which 
a continuatio-n board has been pre
viously convened, the senior officer 
for that category shall be the officer 
next junior to the most junior officer 
of that category considered for con
tinuation by the preceding board. The 
junior officer in each continuation zone 
shall be designated by the Secretary. 
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In each category, all officers junior to 
the senior officer and senior to the 
junior officer in a continuation zone 
shall be in the continuation zone for 
that category. Only officers who are 
in a continuation zone may be con
sidered for continuation by a selection 
board. 

5. Each officer not restricted in the 
performance of duty serving in the 
grade of colonel on the active list of 
the Regular Marine Corps who is not 
on a promotion list, who has not been 
previously recom.mended for continua
tion in the approved report of a board, 
and who has at least twice failed of 
selection to the grade of brigadier 
general in the Marine Corps is eligible 
for consideration for continuation on 
the active list by a board convened 
under subparagraph 2, above. 

6. Each officer on the active list of 
the Regular Marine Corps serving in 
the grade of lieutenant colonel (except 
an officer designated for limited duty, 
or a woman officer appointed under 
10 U.S. Code, Section 5590) who is 
not on a promotion list, who has not 
been previously recommended for con
tinuation in the approved report of a 
board, and who has at least twice 
failed of selection for promotion to 
the grade of colonel in the Marine 
Corps is eligible for consideration 
for continuation on the active list by 
a board convened under subparagraph 
Z, above. 

7. The Secretary shall furnish the 
appropriate selection board convened 
under subparagraph 2, above, with the 
names of the officers who shall be con
sidered by the board and, based on the 
needs of the serVice, the number of 
these officers by categories that may 
be recOmmended for continuation on 
the active list. Of the officers con
sidered for continuation by each selec
tion board, the board shall recommend 
those officers whom the board con
siders best qualified for continuation 
on the active list. Each board shall 
certify in its written report that in the 
opinion of at least two-thirds of the 
acting members of the board the 

• 
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officers recommended are selected as 
best qualified for continued service 
on the active list. Of the officers 
considered but not recommended fOr 
continuation on the active list the board 
shall further report the names of any 
officers whose performance of duty 
would not warrant retention on the 
active list under any circumstances. 
Each board shall certify in its written 
report that in the opinion of two-thirds 
of the acting members of the board, 
based on the information available to 
the board, the performance of duty of 
each such officer whose name is so 
reported would not warrant retention 
on the active list under any circum
stances. 

8. The Secretary of the Navy shall 
furnish the appropriate selection board, 
convened to recommend officers for 
retention/continuation on the active list, 
with: 

a. The names and records of all 
officers eligible for consideration for 
retention/continuation on the active list 
in the grade under consideration. 

b. The number of officers that the 
board may recommend for retention/ 
continuation on the active list. 

9. The report of a selection board 
convened to recommend major generals 
for retention on the active list shall 
be submitted to the Secretary of the 
Navy for his approval or disapproval. 

10. The report of a selection board 
convened pursuant to subparagraph 2, 
above, to recommend officers for con
tinuation on the active list shall be 
submitted to the President for his 
approval or disapproval and shall be
come final upon his approval. 

6056 THE NAVAL EXAMINING 
BOARD (MARINE CORPS) 

1. The Naval Examining Board (Ma
rine Corps), composed of such officers 
as may be designated by the Secretary 
of the Navy, is convened at Head
quarters U. S. Marine Corps. 

2. The mission of the Naval Examining 
Board (Marine Corps) is to: 

a. Examine candidates for promo
tion. 

b. Examine candidates for entrance 
to the Marine Corps, as officers. 

c. Establish the annual precedence 
list of all newly appointed officers 
under such regulations as the Secre
tary of the Navy may direct. 

d. Conduct such other examinations 
as may be directed by the Secretary 
of the Navy or the Commandant of the 
Marine Corps from time to time. 

6057 ENLISTED BOARDS 

1. Headquarters selection and review 
boards and enlisted screening boards 
will be convened in accordance with 
part F of this chapter. 
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PART C: ELIGIBILITY REQUffiEMENTS 

6100 MALE OFFICERS ON ACTIVE 
DUTY WITH REGULAR ES
TABLISHMENT 

1. Male officers of the Marine Corps 
and the Marine Corps Reserve on 
active duty with the Regular Establish
ment are eligible for consideration for 
promotion by a selection board in the 
fiscal year in which they will have 
completed the period of service in 
grade as follows: 

a. Grade: 
Service in Grade 

(years): 

Brigadier generals 

Colonels 
Lieutenant colonels 
Majors and captains 

First lieutenants 

3 

3 
5 
4 

2 

b. Of the officers in any grade 
designated for limited duty who would 
otherwise be eligible for consideration 
for promotion, by reason of having 
completed the periods of service stated 
above, only the junior officer in the 
promotion zone of officers designated 
for limited duty and all limited duty 
officers senior to him in the grade 
concerned shall be eligible for such 
consideration. 

6101 REGULAR COMMISSIONED 
OFFICERS (WOMEN) 

1. Women majors and captains of the 
Regular Marine Corps shall become 
eligible for consideration by a selec
tion board for promotion to the next 
higher grades in the fiscal year in 
which they will have completed 4years 
service in their grades, computed from 
dates of rank. Women first lieutenants 
shall become eligible for selection 
after they have completed such period 
of service in grade as the Secretary 
of the Navy may prescribe. Women 
officers shall retain such eligibility 
until recommended for promotion in 
the approved report of a board on 
selection or until separated from the 
active list. There are no promotion 
zones for women officers. 

6102 REGULAR WARRANT OFFI
CERS 

1. Warrant officers become eligible 
for consideration for promotion to the 
next higher grade in the year in which 
they will have completed service in 
grade as follows: 

Warrant officer, W-1, three years 
Chief warrant officer, W -2, six years 
Chief warrant officer, W-3, six years 

2. A warrant officer who is reappointed 
to the active list from the temporary 
disability retired list shall be credited 
with such years of service toward 
eligibility for consideration for pro
motion as the Secretary of the Navy 
may prescribe. 

6103 MARINE CORPS RESERVE 
OFFICERS .1. A male Reserve officer of any grade 

higher than second lieutenant shall be 
in a promotion zone when his running 
mate or any male Reserve officer junior 
to that Reserve officer is in, or above, 
a promotion zone, and shall then become 
eligible for consideration by a selection 
board for promotion to the next higher 
grade. However, an officer in the 
grade of colonel is eligible for consid
eration for promotion when his running 
mate is eligible for consideration for 
promotion. These provisions relating 
to eligibility for consideration by a 
selection board for pr_omotion, shall 
not apply to any such officer whose 
name was furnished by the Secretary 
of the Navy to the immediately pre
ceding selection board appointed to 
recommend officers on active duty in 
the Marine Corps for promotion to 
the grade next higher. 

2. Women Reserve officers of any 
grade higher than second lieutenant 
shall be eligible for consideration for 
promotion when her running mate, or 
any woman Reserve officer junior to 
that Reserve officer is eligible for 
consideration for promotion to the next 
higher grade. However, these provi
sions relating to eligibility for con-
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sideration by a selection board for 
promotion shall not apply to any such 
officer whose name was furnished by 
the Secretary of the Navy to the im
mediately preceding selection board 
appointed to recommend officers on 
active duty in the Marine Corps for 
promotion to the next higher grade, 

3. Warrant officer eligibility require
ments are set forth in subparagraph 
6202,2b. 

4, The Secretary of the Navy may 
withhold from consideration by a se
lection board the name of any Reserve 
officer who is otherwise eligible for 
consideration for promotion but who 
has failed to meet the requirements 
for eligibility prescribed by the Sec
retary. Paragraph 6202 sets forth the 
requirements for eligibility for con
sideration for promotion prescribed 
by the Secretary of the Navy. 

6104 REPORT OF RESERVE OFFI
CERS NOT ELIGIBLE FOR 
CONSIDERATION FOR PRO
MOTION 

.1. The Commanding General, Marine 
Air Reserve Training Command; ap
propriate District Directors; and the 
Commanding Officer, Marine Corps 
Reserve Data Services Center will: 

a. Determine, on an anniversary 
year basis: 

(l) Those company grade offi
cers who have been released from 
initial tours of active duty or extended 
active duty within 3 years or less, and 
who have failed to accrue a minimum 
of 16 reserve retirement credits dur
ing their last anniversary year. The 
first year in which the officer has any 
inactive duty time is the first year he 
falls under the 16 point criteria. 
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Example: Officer's anniversary date 
is 30 June, officer released 
to inactive duty 25 June 1959, 

1 Jul 58 - 30 Jun 59 1st Year 
1 Jul 59 - 30 Jun 60 2d Year 
1 Jul 60 - 30 Jun 61 3d Year 
1 Jul 61 - 30 Jun 62 lst year point re

quirement goes to 
27 

(2) Those officers, excepting the 
category listed in ( 1) above, who fail to 
accrue a minimum of 27 reserve re
tirement points, 

Personnel Accounting Instructions to 
reflect these determinations are con
tained in the Personnel Accounting 
Technical Manual (Reserve Establish
ment), paragraph 4230, 

b. Inform those officers and war
rant officers who fail to accrue the 
minimum number of points upon com
pletion of an anniversary year that: 

(1) As a result of their unsatis
factory participation, provided they are 
otherwise eligible for consideration 
for promotion to the next higher grade, 
their names will be withheld from such 
consideration. 

(2) Upon resumption of satisfac
tory participation, after their names 
have once been withheld frorn such 
consideration, their eligibility will be 
restored if they are allowed to remain 
in an active status and accrue the 
minimum point requirement. 

c. Provide, on request, a listing of 
officers who fail to accrue the mini
mum point requirement. 

O";"i-. 



PART C: ELIGIBILITY REQUIREMENTS 

6100 MALE OFFICERS ON ACTIVE 
DUTY WITH REGULAR ES
TABLISHMENT 

1. Male officers of the Marine Corps 
and the Marine Corps Reserve on 
active duty with the Regular Establish
ment are eligible for consideration for 
promotion by a selection board in the 
fiscal year in which they will have 
completed the period of service in 
grade as follows: 

a. Grade: 

Brigadier generals 

Colonels 
Lieutenant colonels 
tvlajors and captains 

First lieutenants 

Service in Grade 
(years): 

3 

.1 

5 

4 

2 

b. Of the officers in any grade 
designated for limited duty who would 
otherwise be eligible for consideration 
for promotion, by reason of having 
completed the periods of service stated 
above, only the junior officer in the 
promotion zone of -officers designated 
for limited duty and all limited duty 
officers senior to him in the grade 
concerned shall be eligible for such 
consideration. 

6101 REGULAR COMMISSIONED 
OFFICERS (WOMEN) 

1. Women majors and captains of the 
Regular Marine Corps shall become 
eligible for consideration by a selec
tion board for promotion to the next 
higher grades in the fiscal year in 
which they will have completed 4 years 
service in their grades, computed from 
dates of rank. Women first lieutenants 
shall become eligible for selection 
after they have completed such period 
of service in grade as the Secretary 
of the Navy may prescribe. Women 
officers shall retain such eligibility 
until recommended for promotion in 
the approved report of a board on 
selection or until separated from the 
active list. There are no promotion 
zones for women officers. 
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6102 REGULAR WARRANT OFFI
CERS 

1. Warrant officers become eligible 
for consideration for promotion to the 
next higher grade in the year in which 
they will have completed service in 
grade as follows: 

Warrant officer, W-1, three years 
Chief warrant officer, W -2, six years 
Chief warrant officer, W-3, six years 

2. A warrant officer who is reappointed 
to the active list from the temporary 
disability retired list shall be credited 
with such years of service toward 
eligibility for consideration for pro
motion as the Secretary of the Navy 
may prescribe. 

6103 MARINE CORPS RESERVE 
OFFICERS 

1. A male Reserve officer of any grade 
higher than second lieutenant shall be 
in a promotion zone when his running 
mate or any male Reserve officer junior 
to that Reserve officer is in, or above, 
a promotion zone, and shall then become 
eligible for consideration by a selection 
board for promotion to the next higher 
grade. However, these provisions re
lating to eligibility for consideration 
by a selection board for promotion, 
shall not apply to any such officer 
whose name was furnished by the 
Secretary of the Navy to the imme
diately preceding selection board ap
pointed to recommend officers on active 
duty in the Marine Corps for promotion 
to the grade next higher. 

2. Women Reserve officers of any 
grade higher than second lieutenant 
shall be eligible for consideration for 
promotion when her running mate, or 
any woman Reserve officer junior to 
that Reserve officer is eligible for 
consideration for promotion to the next 
higher grade. However, these provi
sions relating to eligibility for con
sideration by a selection board for 
promotion shall not apply to any such 
officer whose name was furnished by 
the Secret a r y of the Navy to the 
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immediately preceding selection board 
appointed to recommend officers on 
active duty in the Marine Corps for 
promotion to the next higher grade. 

3. Warrant officer eligibility require
ments are set forth in subparagraph 
6202.2b. 

4. The Secretary of the Navy may 
withhold from consideration by a se
lection board the name of any Reserve 
officer who is otherwise eligible for 
consideration for promotion but who 
has failed to meet the requirements 
for eligibility prescribed by the Secre
tary. Paragraph 6202 sets forth the 
requirements for eligibility for con
sideration for promotion prescribed 
by the Seer etary of the Navy. 

6104 REPORT OF RESERVE OFFI
CERS NOT ELIGIBLE FOR 
CONSIDERATION FOR PRO-

Example: Officer's anniversary date 
is 30 June, officer released 
to inactiveduty25 June 1959. 

1 Jul 58 - 30 Jun 59 1st Year 
1 Jul 59 - 30 Jun 60 2d Year 
1 Jul 60 - 30 Jun 61 3d Year 
1 Ju1 61 - 30 Jun 62 lst year point re

quirement goes to 
27 

(2) Those officers, excepting the 
category listed in ( l) above, who fail to 
accrue a minimum of 27 reserve re
tirement points. 

Personnel Accounting Instructions to 
reflect these determinations are con
tained in the Personnel Accounting 
Technical Manual (Reserve Establish
ment), paragraph 4230. 

b. Inform those officers and war
rant officers who fail to accrue the 
minimum number of points upon com
pletion of an anniversary year that: 

MOT~ION .• / , . • , () 
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~.(. ~~~; r their names will be withheld from such 
a. Determine, on an anniversary consideration. 

year basis: 

( 1) Those company grade offi
cers who have been released from 
initial tours of active duty or extended 
active duty within 3 years or less, and 
who have failed to accrue a minimum 
of 16 reserve retirement credits dur
ing their last anniversary year. The 
first year in which the officer has any 
inactive duty time is the first year he 
falls under the 16 point criteria. 
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(2) Upon resumption of satisfac
tory participation, after their names 
have once been withheld from such 
consideration, their eligibility will be 
restored if they are allowed to remain 
in an active status and accrue the 
minimum point requirement. 

c. Provide, on request, a listing of 
officers who fail to accrue the mini
mum point requirement. 
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PART D: EFFECTING PROMOTIONS OF OFFICERS 

6150 REGULAR COMMISSIONED 
OFFICERS (MALE) 

l. Officers recommended for promo
tion in the report of a selection board 
are considered as selected for p-romo
tion upon approval of the report by the 
President. Their names shall be placed 
upon a promotion list in the grade for 
which selected in the order of their 
precedence at the time of approval of 
such report following the names of any 
officers selected for promotion to the 
same grade in an earlier approved 
report. 

tz. Promotions shall be made from 
among officers whose names are on a 
promotion list in the order in which 
their names appear thereon. Officers 
become eligible for promotion as va
cancies occur in the appropriate grade 
among officers of the same categ,ory. 

3. Upon temporary promotion to a 
higher grade, an officer shall be as
signed such date of rank and registered 
number as will assure him precedence 
in accordance with the order in which 
his name appears on the ·promotion list 
for that grade. He shall be entitled to 
the pay and allowances of the higher 
grade from the date of the occurrence 
of the vacancy which he is promoted to 
fill. .4. The date of rank of an officer tem
porarily appointed in th<: grade of major 
general shall be the date of rank held 
by such officer in the grade of briga
dier general under permanent or tern-
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porary appointment, provided that such 
date of rank shall not be earlier than 
that of the j~ior officer in the grade of 
major general. Upon promotion to the 
grade of major generar an officer is 
entitled to the pay and allowances of 
the higher grade from the date of the 
occurrence of the vacancy which he is 
promoted to fill. 

• 5. Officers holding permanent appoint
ments in grades of second lieutenant 
and above in the Regular Marine Corps 
who have been temporarily promoted to 
a higher grade or who are on the pro
motion list for any grade may l;le per
manently promoted to that grade to fill 
vacancies in that perm.anent grade. 
However, no- such officer may be per
manently promoted to the grade of 
colonel prior to the fiscal year in which 
he and all such officers senior to him 
on the lineal list will have completed 
18 years total commissioned service. 

6151 REGULAR COMMISSIONED 
OFFICERS (WOMEN) 

1. Women officers of the Regular Ma
rine Corps recommended for promo
tion in the approved report of a selec
tion board shall be regarded as having 
been selected for promotion and their 
names shall be placed upon a promotion 
list for the grade for which recom
mended in the order of their seniority 
at the time of approval of such report 
following the names of women officers 
recommended in an earlier approved 
report. ProMotions to fill vacancies in 
any grade shall be made from among 
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women officers whose names appear 
on the promotion list for the grade 
concerned and in the order of place
ment on the said promotion list. 

2. Upon promotion to the grade of 
major or lieutenant colonel, a woman 
officer of the Regular Marine Corps 
shall be entitled to the pay and allow
ances of such grade from the date of 
the occurrence of the vacancy to which 
she is promoted to fill. 

3. Women officers recommended for 
promotion to the grade of captain in 
the approved report of a board on 
selection shall bee orne eligible for 
promotion to that grade on l July 
following the date of approval of the 
report of the board and upon promo
tion. They shall be entitled to the pay 
and allowances of the higher grade 
from the date of their eligibility for 
promotion. 

4. Upon promotion to a higher grade a 
woman officer shall be assigned such 
date of rank and precedence number 
as will assure her precedence in ac
cordance with the order in which her 
name appeared on the promotion list 
for that grade. 

5. The President may remove the 
name of any woman officer from the 
promotion list. A woman officer whose 
name is so removed from the promo
tion list, or one whose appointment is 
rejected by the Senate, shall continue 
to be eligible for consideration for 
recommendation for promotion. 

6. From among the women officers 
serving in the grade of major or above, 
one officer may be detailed to duty in 
the office of the Commandant of the 
Marine Corps to assist the Com
mandant in the administration of women 
affairs, and the incumbent shall be 
known as the Director of Women Ma
rines. She shall have the grade of 
colonel while so serving, and shall be 
entitled to the pay and allowances as 
are now or may be hereafter prescribed 
by law for a colonel of the Regular 
Marine Corps. Her permanent regular 
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status as a commissioned officer in the 
Marine Corps shall not be disturbed 
by reason of such detail. 

7. The llormal tour of duty for the 
Director of Women Marines shall be 
not more than 4 years. A woman officer 
shall not, under normal circumstances, 
immediately succeed herself in the 
assignment. 

6152 REGULAR WARRANT 
OFFICERS 

l. Title 10, U.S. Code provides that 
promotion of warrant officers shall be 
in accordance with such regulations as 
the Secretary of the Navy may pre
scribe. Regulations prescribed by the 
Secretary of the Navy for promotion 
of warrant officers are contained in 
subparagraph 6201.2. 

6153 RESERVE COMMISSIONED 
OFFICERS (MALE OR 
WOMEN) 

l. To be eligible for promotion an 
officer _must remain in an active status 
from the date of eligibility for con
sideration until the promotion is ef
fected. Any Reserve officer selected 
for promotion by a selection board who, 
at the time he otherwise would be 
promoted is not eligible therefore be
cause he/ she has been removed from 
an active status, shall not, if returned 
to an ac;,tiYl' status, be placed on a pro
motion list fQr promotiQn until subse
quently selected for promotion by a 
selection board and shall not be deemed 
to have been considered for promotion 
by the selection board which last con
sidered him prior to the time he is 
returned to an active status. 

2. An officer who becomes ineligible 
for consideration for promotion or who 
is selected for promotion but becomes 
ineligible for promotion by reason of 
being transferred to the inactive status 
list will be as signed a new running 
mate in the grade in which serving and 
will take relative precedence with that 
running mate. 
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CHAPTER 6--PROMOTION AND REDUCTION 6155 

3. Reserve officers (male) shall have, 
on promotion, the same date of rank 
which has been, or in due course will 
be, given the officer who is to be his 
running mate in the grade to which 
promoted, or if considered for pro
motion by reason by being senior to a 
Reserve officer on active duty in the 
promotion zone, the same date .of rank 
as that Reserve officer. Reserve offi
cers (women) shall have, o~ promotion, 
the same date of rank which has been, 
or in due course Will be, given the 
officer who is to be her running mate 
in the grade to which promoted. 

4. If the promotion of the running mate 
of a Reserve officer is on a temporary 
basis, the promotion of the Reserve 
officer shall be on a temporary basis. 
If subsequently the running mate is 
reverted to a lower grade (for reasons 
other than disciplinary), the Reserve 
officer so temporarily promoted on or 
after I July 1955 shall likewise revert 
to the same lower grade in the same 
manner as his/her running mate and 
take corresponding precedence. If the 
running mate is pe.rmanently appointed 
in the grade in which he is serving on 
a tempOrary basis, the Reserve officer 
likewise shall be permanently appointed 
to the grade in which he is serving on 
a temporary basis. 

6154 RESERVE WARRANT 
OFFICERS 

1. Sections of law provide that the 
Secretary of the Navy shall prescribe 
regulations on effecting the promotion 
of Reserve warrant officers.. Sub
paragraph 6202.2 contains the appro
priate regulations prescribed by the 
Secretary of the Navy. 

6155 SPECIAL PROVISIONS 

1.. The President may remove the name 
of any officer from a promotion list. 
An officer whose name is so removed 
from a promotion list, or one whose 
appointment is rejected by the Senate, 
shall continue to be eligible for con
sideration for promotion. If recom-

mended for promotion in the approved 
report of the next ensuing selection 
board, his name shall be placed on the 
promotion list without prejudice. If 
promoted, such officer shall take the 
same precedence and date of rank that 
he would have had had his name not 
been so removed. If such offi_cer is not 
recommended for- promotion in the 
approved report of the next ensuing 
selection board, or if the President 
shall again remove his name from the 
promotion list, or if the Senate shall 
again reject his appointment, he shall 
be held for all purposes to have twice 
failed of selection for promotion .. 

2. lo computing length of service in 
grade under any of the foregoing para
graphs, each officer shall be credited 
with service in grade from the date of 
his eligibility for promotion to that 
grade. (See subpar. 6!50.3.) 

3. Whenever the Secretary of the Navy 
determines there is an inadequate num
ber of officers to meet the needs ofthe 
service in the grade of major general 
or brigadier general in the Marine 
Corps who are specially qualified for a 
type of duty required of officers in the 
grade concerned, he may direct that, 
of the total number of officers which 
a selection board may recommend for 
promoUon to such a grade, a specified 
number shall be officers who are spe
cially qualified for the required type 
of duty. 

4. An officer whose precedence is 
below the junior officer in the promo
tion zone of the same grade and who 
may be promoted solely by operation 
of subparagraph 3, above, shall when 
one or more officers junior to the 
junior officers in such promotion zone 
are promoted pursuant to the report 
of the next selection board convened 
after the board which selected him, 
have his rank adjusted in the grade for 
which selected according to his rela
tive precedence with such other offi
cers in the grade from which promoted, 
unless at the time of his selection 
there was another officer junior to him 
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selected under prov1s1ons other than 
those of subparagraph 3, above. When 
all the officers concerned shall have 
been promoted to the grade for which 
selected, the President shall assign 
the first mentioned officer such later 
date of rank in his grade that will 
ensure the order of precedence above 
prescribed. Such officer thereafter 
shall take rank for all purposes from 
such later date. 

5. The President is authorized to 
designate officers of the active list 
of the Marine Corps for appropriate 
higher commands or for the perform
ance of duty of great importance and 
responsibility. Officers so designated 
may, by, andwiththeadviceandconsent 
of the Senate, be appointed to the grade 
of lieutenant general. Such an appoint
ment is effective while the officer is so 
serving. The nlliilber of officers serving 
in the grade of lieutenant general may 
not exceed two except in time of war or 
national emergency, and may not, at any 
time, exceed 10 percent of the number 
of officers not restricted in the per
formance of duty prescribed for grades 
above colonel. 

6. Whenever a Marine officer is as
signed as Chief of Staff to the Presi
dent, he shall be appointed by the 
President, by and with the advice and 
consent of the Senate, to the grade of 
general. Such an appointment is effec
tive while the officer is so serving. 

7. The designation of any officer as 
prescribed in subparagraphs 5 and 6, 
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above, does not create a vacancyinany 
grade of the Marine Corps nor increase 
the total number of officers allowed by 
law. 

8. In time of war or national emer
gency the designations provided in 
subparagraphs 5 and 6, above, shall be 
made from officers not below the grade 
of colonel, and at all other times from 
among officers above the grade of 
colonel. Each officer so designated 
shall receive the pay and allowances 
now or hereafter prescribed by law for 
the grade in which serving from the 
date of reporting for the duty desig
nated and until detached therefrom, at 
which time _he shall resume his regular 
grade and lineal position on the active 
list of the Marine Corps. 

9. Officers serving in the grade of 
lieutenant general shall, while so serv
ing, have such precedence among them
selves in that grade as may be deter
mined by the Secretary of the Navy. 

• .10. A Commander may delay delivery 
of an officer's promotion for any cause. 
In such cases the circumstances will 
be reported immediate! y to the Com
mandant of the Marine Corps by letter 
to include the commander's recom
mendation regarding eventual disposi
tion. A statement of the officer con
cerned should be forwarded with the 
commande";•s report. Information con
cerning withholding officer promotions 
and procedure for such action is con
tained in paragraph 1420, Marine Corps 
Manual. 



PARTE: SECRETARY OF THE NAVY REGULATIONS GOVERNING OFFICER 
PROMOTIONS 

6200 GENERAL 

I. Certain sections of law provide that 
officer promotions shall be governed 
by such regulations as the Secretary 
of the Navy may prescribe. The follow
ing regulations have been prescribed 
by the Secretary of the Navy for the 
administration of appropriate sections 
of law relating to officer promotions. 

6201 REGULAR COMMISSIONED 
AND WARRANT OFFICERS 

I. Commissioned Officers on Active 
Duty with the Regular Establishment 

a. Qualifications for promotion 

(1) No officer in the grade of 
second lieutenant in the regular Ma
rine Corps shall be permanently pro
moted to the grade of first lieutenant 
until he is found by a board of examin
ing officers convened by the Secretary 
of the Navy to be mentally, morally 
and professionally qualified to perform 
all the duties to which he might rea• 
sonably be expected to be assigned in 
the grade of first lieutenant. 

(Z) No officer shall be promoted 
to the grade of captain, major, lieuten
ant colonel, or colonel, until he is 
found by a board of examining officers 
convened by the Secretary of the Navy 
to be professionally qualified to per
form all the duties of the grade con
cerned to which he might reasonably 
be expected to be assigned, or until he 
is found by a selection board ern
powered by the Secretary of the Navy 
to act as an examining board to be 
professionally qualified to perform all 
the duties of the grade concerned to 
which he might reasonably be expected 
to be assigned. 

(3) The case of an officer who 
has been selected for promotion but 
who has not been found professionally 
qualified for promotion shall be re
ferred to a board of examining officers 
convened by the Secretary of the Navy, 
together with the officer's official rec-

ords, for a determination as to whether 
he is or is not professionally qualified 
for promotion. In any case in which an 
officer's official records do not demon
strate to the satisfaction of the board 
that he is qualified for promotion as 
prescribed in subparagraphs (1) and 
(2), above, the officer concerned shall 
have the right to a full and fair he;;Lring 
before the board, if he shall demand it. 
The proceedings of the board in such 
case shall be conducted and the record 
prepared in accordance with applicable 
provisions of JAG Manual, Chapter XIV. 
The record of proceedings of the board 
in any case in which the board finds that 
an officer is not qualified for promotion 
shall be forwarded to the Secretary of 
the Navy via the Judge Advocate Gen
eral of the Navy, for his approval, 
disapproval, or orders in the case. No 
determination that an officer is not 
qualified for promotion as prescribed 
in subparagraphs (I) and (2), above, 
shall be considered final until after 
hearing pursuant to this paragraph, or 
waiver thereof by the officer concerned 
and the Secretary of the Navy approves 
a finding that the officer concerned is 
not so qualified. 

(4) The provisions of the fore
going paragraphs relating to profes
sional qualification for promotion are 
not applicable to officers eligible for 
promotion pursuant to the provisions of 
10, U.S. Code, Section 5787. 

b. Physical qualifications for pro
motion 

(1) No officer ofthe Regular Ma
rine Corps or of the Marine Corps 
Reserve on active duty may be pro
moted to a grade above WO, W -1 in the 
Marine Corps until, as reflected by his 
most recent physical examination, it 
has been determined that he is physi
cally qualified for promotion, 

(Z) Subject to any further review 
of the records in the Navy Department 
which may be indicated, an officer will 
be, consider¢; pl}ysically q ~1alifi e d 
~,./ -· 'r· .. · {.• · '/.~-::-{ _,1 • / . - .,. .... - ·Q· ""·--.:..;(,: /, --· ' 

'. 6-19 
Ch, 2 



6201 MARCORPERSMAN 

provided he is not in one of the follow
ing statuses: 

(a) Undergoing hospitaliza-
tion. 

(b) On sick leave. 

(c) Assigned a physical lim
ited duty status as a result of action 
on the report of a board of medical 
survey. 

(d) Awaiting appearance be
fore a physical evaluation board. 

(e) Awaiting final action on 
the recommended findings of a physical 
evaluation board, a board of medical 
survey, or a medical board. 

(3) The foregoing may not ex
clude from promotion an officer who if 
otherwise eligible is determined to be 
not physically qualified for promotion 
when it is determined by the Chief of 
the Bureau of Medicine and Surgery 
that the officer's physical disqualifica
tion wa_s by reason of wounds received 
in the line of duty and that such wounds 
do not incapacitate the officer for the 
performance of useful service in the 
higher grade. 

(4) Officers having been found 
physically qualified for temporary pro
motion to a grade pursuant to these 
regulations and who are serving in that 
grade, shall not again be physically 
examined for permanent appointment 
in that grade. 

(5) Commanding officers shall 
report by message to the Commandant 
of the Marine Corps (Code DH) the 
name of: 

(a) Any officer on a promo
tion list who i_s in, or enters into, any 
of the statuses listed in subparagraph 
620l.lb(2), or 

(b) Any second lieutenant who 
is within 30 days of meeting the service 
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in grade requirement for promotion to 
firSt lieutenant who is in, or enters 
into, any of the statuses listed in sub
paragraph 6201.1 b(2). 

• (6) The standard which consti
tutes physical qualification for pro
motion of an officer is his physical 
fitness to perform all of the duties of 
the grade for which he is eligible to 
a degree that would reasonably fulfill 
the purpose of his employment on 
active duty in his category. "Category" 
as used here means an officer• s clas
sification as an officer not restricted 
in the performance of duty or an 
officer designated for limited duty. 
"Limited duty11 as used here means 
limited duty in the technical fields as 
distinguished from limited duty for 
physical reasons. 

2. Warrant Officers 

a. General. In accordance with the 
provisions of Title 10, U.S. Code, the 
regulations prescribed herein shall 
govern the permanent and temporary 
promotion of warr~nt officers. 

b. Selection Boards 

( 1) The board to consider war
rant officers for womc;>tion shall con
sist of not less than five officers, which 
null).be r shall be a quorum, of the 
Regular Marine Corps and of the 
peqnanent grade of lieutenant colonel 
or higher. When the second of two 
consecutive selection, boards ie: to con
sider any of the warrant oificer s who 
we:re considered by the first board, no 

· officer who served on the first board 
shall be eligible for member ship on 
the second board. 

(2) The selection board wUl con
sider the records of warrant officers 
sufficiently in advance of the warrant 
officer's date of eligibility for promo
tion so that normal administrative 
processing subsequent_ to selection may 
be completed prior to the date the war
rant officer is eligible for promotion. 

;--·_:_.-;;·;r; 
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c. Information furnished Selection 
Boards 

(1) The maximum number of 
permanent Regular warrant officers 
and temporary Regular warrant officers 
which the board may recommend for 
promotion to the grade ofchiefwarrant 
officer, W-3 and chief warrant officer, 
W-4 as appropriate. 

(2) The names of all warrant 
officers who are riot on a promotion 
list who will become eligible for con
sideration for promotion during the 
next ensuing year. 

(3) The records of all warrant 
officers whose names have been fur~ 
nished the board. 

d. Duties of Selection Boards 

(1) From the list of warrant 
officers, W -1 which the Secretary of 
the Navy has submitted to it, the selec
tion board shall select those warrant 
officers, W -1 whom the selection board 
considers fully qualified for promotion 
to the grades of chief warrant officer, 
W-2. 

(2) From among the chief war
rant officers, W -2 and chief warrant 
officers, W-3 whose names the Secre
tary of the Navy has submitted to it, 
the selection board shall select for 
pr amotion to chief warrant officer, 
W-3 and chief warrant offic.,r, W-4 
respectively, those officers whom it 
considers best qualified for promotion, 
in numbers not exceeding the number 
prescribed by the Secretary of the Navy. 

(3) From am on g the warrant 
officers whose names the Secretary of 
the Navy has submitted to it, the selec
tion board shall report the names of 
warrant officers whose records and 
reports in the opinion of the board, 
establish their unfitness or unsatis
factory performance of duty in their 
warrant officer grade. 

e. Reports of Selection Boards. 
Selection board reports shall be sub
mitted in writing to the Secretary of 

,- .,.,_ )t-,\-: 
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the Navy, via the Commandant of the 
Marine Corps. The names of perma
nent and temporary warrant officers 
who are selected for promotion shall 
be arranged in the report of the board 
in the order of their seniority, within 
each warrant officer grade. The report 
shall be signed by all members and 
they shall certify: 

( 1) That the board has carefully 
considered the records and reports of 
each warrant officer whose name was 
submitted to it by the Secretary of the 
Navy; and 

(2) That ill the opinion of at least 
two-thirds of th.e members, when the 
board is comprised of more than five 
members, or a maJority of the mem
bers when the board is comprised of 
five members, the warrant officers, 
W -1 selected for promotion are fully 
qualified for promotion to the grade of 
chief warrant officer, W-Z; and/ or, 

(3) That in the opinion of atleast 
. two-thirds of the members, when the 

board is comprised of more than five 
m·embers, or a majority of the mem
bers when the board is comprised of 
five members, the chief warrant offi
cers, W-2 and/ or chief warrant offi
cers, W-3 recommended for promotion 
are the chief warrant officers, W-2 
and the chief warrant officers, W -3 
who are best qualified to perform the 
duties of a chief warrant officer, W-3, 
and/ or chief ·warrant officer, W -4, 
respectively. 

(4) That in the opinion of at least 
two-thirds of the members, when the 
board is comprised of more than five' 
members, or a majority of the meM
bers when the board is comprised of 
five members, the warrant officers 
reported in accordance withprovisiori.s. 
of subparagraph d (3), above, have 
reports and recoras which establish 
their unfitness or unsatisfactory per
formance of duty in their present grade. 

f. Approval of Selection Board 
results 

(1) The Secretary of the Navy 
may approve the report of the selection 
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board as submitted or may remove 
names of one or more officers recom
mended for promotion. If the Secretary 
of the Navy removes the name of any 
officer he may return the report to the 
board for further consideration and 
recommendation. The board may rec
ommend additional officers for promo
tion in numbers equal to the number 
of names removed by the Secretary 
and shall resubmit the report to the 
Secretary. 

g. Qualification for promotion 

(1) No warrant officer shall be 
promoted to the grades of chief war
rant officer, W-2, W-3 or W-4, until 
he is found by a selectiGn board or 
other board of officers convened by the 
Secretary of the Navy to be morally 
and professionally qualified for pro
motion. 

(2) A warrant officer who has 
been selected for promotion but who 
has not been found morally or profes
sionally qualified shall be referred to 
a board of examining officers convened 
by the Secretary of the Navy for a 
determination as to whether he is or is 
not morally or professionally qualified 
for promotion. In any case in which an 
officer's official records do not dem
onstrate to the satisfaction ofthe board 
that he is morally or professionally 
qualified for promotion the officer 
concerned shall have the right to a full 
and fair hearing before the board, if 
he shall demand it. The proceedings of 
the board in such cases shall be con
ducted and the record prepared in 
accordance with applicable provisions 
of JAG Manual, Chapter XIV. The rec
ord of proceedings of the board in any 
case in whichtheboardfindsthatawar
rant officer is not morally or profes
sionally qualified for promotion shall 
be forwarded to the Secretary of the 
Navy via the Judge Advocate General 
of the Navy, for his approval, disap
proval, or orders in the case. No 
determination that a warrant officer is 
not morally or professionally qualified 
for promotion shall be consideredfinal 
until, after hearing pursuant to this 
paragraph or waiver thereof by the 
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officer concerned, the Secretary of the 
Navy approves a finding that the war
rant officer concerned is not so quali
fied. 

(3) A warrant officer who is 
found not professionally qualified for 
promotion in the approved report of a 
naval examining board shall be sus
pended from promotion and he shall be 
reexamined 6 months after the date 
upon which he was first examined. If 
he is found qualified upon reexamina
tion he shall be promoted with the same 
date of rank, and pay and allowances he 
would have if he had been found quali
fied when first examined. 

(4) A warrant officer who, in the 
approved report of a naval examining 
board, is found not morally qualified 
or who1 upon reexamination, is found 
not professionally qualified for pro
motion shall not be promoted to the 
higher grade and his case shall be 
governed by the provisions oflawwhich 
apply to officers who twice fail of 
selection for promotion. 

• (5) The regulations governing 
physical qualifications contained in 
paragraph 620l.lb are applicable to 
warrant officers, provided that the 
standard constituting physical qualifi
cation for promotion of permanent 
regular warrant officers is the same 
as that prescribed for retention on 
active duty (10 USC 557 (a)). 

h. Effective date of promotion 

(1) A warrant officer who has 
been selected for promotion to the next 
higher warrant officer grade by the 
first selection board which considered 
him for promotion to that grade and 
who has qualified for promotion in 
accordance with subparagraph 6201.2g 
shall be appointed to that higher war
rant officer grade for which selected. 
The date of his appointment thereto 
shall be the day after the date he com
pletes the following service in grade: 

(a) Warrant officer, W-1, 
3 years, 

(b) Chief warrant officer, 
W-2, 6 years, and 
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(c) Chief warrant officer, W-
3, six years. 

(Z) A warrant officer of the reg
ular service who has previously failed 
of selection for promotion to the next 
higher warrant officer grade, but who 
has been selected for promotion and has 
qualified for promotion in accordance 
with subparagraph 6ZO l.Zg shall be 
appointed to the next higher warrant 
officer grade. The date of his appoint
ment thereto shall be one of the follow
ing dates whichever is earlier: 

(a) That date which is 1 year 
after the date upon which such appoint
ment would have been effective had he 
been selected for promotion by the last 
selection board which failed to select 
him, or 

(b) The earliest date on which 
any warrant officer who not so failed 
of selection and Whose name follows 
his on the promotion list submitted to 
the Secretary of the Navy under sub
paragraph 6ZOl.2e, above, is promoted 
to such higher grade. 

(3) If prior to his appointment 
to the next higher grade, the promo
tion of a warrant officer i~;~ disapproved 
by the Secretary of the Navy, the 
President,· or the Senate, his name shall 
be removed from the list of officers 
who were selected for promotion by 
that board. A warrant officer whose 
name is thus twice removed from the 
promotion list for promotion to the 
same grade, shall be treated as if he 
had twice failed of selection for pro
motion. 

(4) A warrant office.r whose name 
is removed from a promotion list in 
accordance .with subparagraph 6ZOl.2, 
but, who is selected for promotion by 
the next selection board which con
siders his record and is qualified in 
accordance with subparagraph 6ZOl.Zg 
shall have his name restored to the 
promotion list from which it was first 
removed. The date of his appointment 
to the next higher warrant officer grade 
shall be the date oLappointment he 

would have had his name not been re
moved from the promotion list to which 
his name is restored. 

6202 RESERVE COMMISSIONED 
AND WARRANT OFFICERS 

1, Commissioned Officers 

a. Eligibility for consideration for 
promotion 

(1) Marine Corps Reserve com
missioned officers (male) in an active 
status on inactive duty and those on 
active duty with the Reserve Establish
ment in connection with Reserve pro
grams who are in established promotion 
zones or are otherwise eligible for 
consideration for promotion, artd those 
Reserve women officers who are eligi
ble for consideration shall be required 
to fulfill the following requirements in 
order to establish eligibility for con
sideration for promotion by a particular 
selection board: 

(a) Must be in an active status 
on the date the selection board con
venes to consider Reserve officers for 
promotion to the grade concerned and 
must have been in an active status the 
Z fiscal years immediately preceding 
the fiscal year in which the selection 
board is convened. 

(b) During the anniversary 
year immediately preceding the date 
on which the selection board is con
vened must· attain a minirnum number 
of 27 reserve retirement credit points 
except those company grade officers 
released from their initial tours of 
active duty or extended active duty 
within 3 or less years, in which case 
the minimum point requirement is 16 
(see par. 6104). The name of any officer 
who fails to attain the minimum number 
of retirement credit points, will be with
held from consideration for promotion. 
Each time a male officer's name is so 
withheld from consideration for pro
motion under this provision, he has 
failed of selection once. 

(2) A Reserve officer in the 
grade of second lieutenant __ shall be 
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eligible for temporary promotion to 
the rank of first lieutenant upon attain
ing the same service in grade as is 
required for the temporary promotion 
of Regular second lieutenants and shall 
be temporarily promoted if found phys
ically qualified. A second lieutenant to 
be eligible for temporary promotion 
must be in an active status at the time 
he/ she completes the period of serv
ice required for promotiOn and must 
remain in an active status until such 
promotion is effected. A second lieu
tenant whose temporary promotion is 
not effected by reason of being on the 
inactive status list will, if subsequently 
removed from the inactive status list, 
be promoted. The date of rank to which 
he was originally entitled shall be 
advanced by the length of time he re
mained on the inactive status list com
puted from the date of eligibility for 
promotion and he/ she shall lose prec
edence accordingly. 

(3) A Reserve officer in the 
grade of second lieutenant shall be 
eligible for .permanent promotion to 
the grade of first lieutenant upon com
pletion of 3 years service in grade in 
an active status computed from date 
of rank of second lieutenant and shall 
be promoted if found morally, profes
sionally and physically qualified. The 
date of rank assigned on permanent 
promotion to the grade of first lieuten
ant will be based on the date the 
officer completes 3 years in an active 
status. 

b. Qualifications for promotion 

(l) When a Reserve officer on 
inactive duty has been selected for 
promotion, he will be examined to 
determine his physical, moral and 
professional fitness. The physical 
qualifications for promotion of Reserve 
officers on active duty will be deter
mined by the provisions of subpara
graph 620l.lb. 

(2) Moral and professional ex
aminations for promotion may be con
ducted by the selection board simul
taneously with its other functions, 
provided the precept has established 
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the selection board as a naval examin
ing board. 

t c. Physical examination for pro
motion 

(1) When required, the physical 
examination for promotion of officers 
not on active duty may be conducted 
by any medical officer of the Depart
ment of Defense on active duty or 
inactive duty, by any medical officer 
of other U.S. Government agencies, 
or by a civilian physician. Any officer 
who has undergone an annual physical 
examination in accordance with the 
Manual of the Medical Department, 
article 15-76(1) will not require an 
additional promotion physical exam
ination during the ensuing 12-month 
period provided the medical examiner 
certifies by an entry on the SF 600 
that there. has been no significant 
change in the officer 1 s condition since 
date of annual physical examination. 

(a) The standard which con
stitutes physical qualification for prQ
motion of officers not on active ~uty is 
that for retention in the Marine Corps 
Reserve. 

(b) A promotion physical or 
an annual physical which is taken con
currently as a promotion physical on 
SF 88 shall be forwarded to Bureau of 
Medicine and Surgery via the Com
mandant of the Marine Corps (Code 
DHA). 

2. Warrant Officers 

a. Selection Boards 

( l) Selection boards shall be 
convened by the Secretary of the Navy 
from time to time, as may be required, 
for consideration of permanent war
rant officers of each grade except chief 
warrant officer, W-4 of the Marine 
Corps Reserve for permanent promo
tion to the next higher grade. Each 
board will be composed of not less than 
five officers of the grade of maJor or 
above, and a majority of the member
ship of such boards shall be Reserve 
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officers. When the second of two con
secutive boards is to consider· any 
individuals who were considered bythe 
first board, no officer who served on 
the first board shall be eligible for 
membership on the second board. 

(2.) The Secretary of the Navy 
shall furnish the selection board with: 

(a) The maximum number of 
warrant officers which the board may 
recommend for promotion to the grade · 
of chief warrant officer, W-3 and chief 
warrant officer, W-4, as appropriate. 
Such numbers shall not exceed mobili
zation requirements. 

(b) The names and grade of 
all warrant officers eligible for con
sideration for promotion whose names 
are not on a promotion list. 

(c) The records of all warrant 
officers whose names have been fur
nished the board. 

(3) The duties of selection boards 
are: 

(a) From the list of Reserve 
warrant officers, W-1 which the Secre
tary of the Navy has submitted to it, 
the selection board shall select those 
warrant office·rs, W -1, whom the selec
tion board considers fully qualified for 
promotion to the grade of chief warrant 
officer, W- 2., 

(b) From among the chief 
W~rJ:"ant officers, W-2 and chief war
ra,nt officers, W-3 whose names the 
Secret;try of the Navy has submitted to 
it, .. the sele_ction board shall select fo; 
promotion to chief warrant officer, W-3 
a,nd chief warrant officer, W-4, resp.,c
tively, tho.se_ officers whom it con.siders 
best qualified for promotion, iri.num.bers 
not exceeding the number prescribed by 
the Secretary of the Navy, 

(c) Selection boards may be 
constituted by their precept as Naval 
Examining Boards, and when so con
stituted, shall examine each officer on 
his record. 

(4) The reports of the selection 
boards shall be submitted in writing to 
the Secretary of the Navy via the Com
mandant of the Marine Corps. The 

names of Reserve warrant officers 
who are selected for promotion shall 
be arranged in the report of the board 
in order of their seniority, within each 
warrant officer grade, Provided the 
precept has been so worded as to es
tablish the selection board as a Naval 
Examining Board, the board shall ren
der its opinion of the moral, and pro
fessional qualification of each individual 
recommended for promotion in the re
port of the seleco.tion board. The report 
shall be signed by all members and 
they shall certify: 

(a) That the board ha:s care
fully considered the records and re
ports of each Reserve wa,rra,nt officer 
whose name was submitted to it by the 
Secretary of the Navy; and 

(b) That in the opinion of at 
least a majority of the members, the 
warrant officers, W•l selected for pro
motion are fully qualified for promotion 
to the grade of chief warrant officer, 
W-2.; and/or, 

(c) That in the opinion of at 
least a majority of the members, the 
chief warrant officers, W-2. and/or 
chief warrant officers, W-3 recom
mended for promotion are best qualified 
to perform the duties of chief warrant 
officer, W-3, and/or chief warrant 
officer, W-4, respectively. 

(5) The. Secretary of. the N<!vy 
may approve the re,po":rt of the selection 
board as submitted or may remove the 
names of one or more warrant officers 
recommended 'fo':r prori>otion. If the 
Secretary of the Navy removes the 
name of anr warr~t pfficer, he may 
return the report to the ~oard for 
further consideration and recommen
dation. The board may recommend 
additional warrant officers for promo
tion in numbers equal to the number of 
names removed by the Secretary and 
shall resubmit the report to the Secre
tary. 

b. Eligibility for consideration for 
promot1on 

( 1) The eligibility requirements 
for consideration for promotion of 
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(d) A Reserve warrant officer 
whose name is removed from a promo
tion list by the Secretary of the Navy 
but who is selected for promotion by 
the next selection board that considers 
his record and is found otherwise 
qualified, shall have his name restored 
to the promotion list from which it was 
first removed. The date of appointment 
to the next higher warrant grade shall 
be the date of appointment he would 
have had had his name not been so 
removed. 

(e) The term "failure of 
selection for prornotion 11 as used in 
these regulations, unless otherwise 
qualified, means the failure to select 
a warrant officer, whose name is being 
considered by the board, for promo
tion, or the removal of the name of 
the officer concerned from the recom
mended list in accordance with sub
paragraph 2a(5), above, or the failure 
of the officer to meet the examination 
to determine his moral and profe s
sional fitness. 
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PART F: ENLISTED PROMOTIONS 

6250 GENERAL 

1. Authority 

a, Enlisted Marines shall be se
lected and promoted as directed by 
the Commandant of the Marine Corps 
in detailed implementing instructions 
published by separate directives, 

b, In accordance with the Marine 
"Corps Manual, 1961, subparagraph 
1430,2c, the Commandant ofthe.Marine 
Corps may delegate the authority to 
the following Marine and Navy com
manders to promote enlisted Marines 
to the grades of private first class 
through sergeant, 

(1) Commanders having author
ity to convene special courts-martial 
in accordance with the Uniform Code 
of Military Justice, article 23 (10 
USC 823), as may be restricted by 
competent superior commanders. 

(2) Commanders of Marine de
tachments ashore. 

(3) Commanders of units of the 
Marine Corps Organized Reserve hav
ing custody of the service records of 
personnel under their command, 

(4) Commanders senior in the 
administrative chain of command to 
those specified above. 

2. Responsibility 

a, Commanders occupy a position 
of paramount importance in the enlisted 
promotion system, It is 'incumbent on 
the commander to satisfy himself that 
a Marine is fully qualified for promo
tion, 

b, Promotions e£f1>cted by the Com
mandant of the Mar.ille £orps require 
the certnic~~cti!ln of th1> indiv.idual Ma
rine'"s co~mander, A certificate of 
appointment will >lOt be delivered i£ 
the individual concerned failed during 
the period between his selection and 
actual promotion to maintain the high 
standard• !>Xpected of Marines serving 
in the higher grade, Undelivered cer-

tificates will be returned to the Com
mandant of the Marine Corps in accord
ance with subparagraph 6255,2b, 

c, The decision to promote enlisted 
Marines to the. grades of private first 
class through sergeant rests soll'lY 
with the Marine's commander. A· Ma
rine shall not be promoted if he is not 
capable of performing satisfactorily in 
the higher grade even though all other 
requirements have been met. 

3, Promotion System 

a. Promotions to staff noncommis
sioned officer grades will be effected 
by the Commandant of the Marine 
Corps on the basis of recommendations 
of Headquarters selection and review 
boards to be convened in accordance 
with subparagraph 6251.1. Promotions 
will normally be made in fall and 
spring increments to fill vacancies 
existing in the overall Marine Corps 
structure. 

b, Promotion to grades below that 
of staff noncommissioned officer will 
be effected by commanders having au
thority to do so, Existing vacancies in 
unit tables of organization/manning 
levels must exist prior to effecting 
promotion to the grades of lance cor
poral and corporal. Promotion to grade 
of sergeant will be authorized on the 
basis of vacancies .existing through
out the Marine Corps and will be ef
fected by commande.rs on the basis of 
co:inposite scores to be computed for 
each eligible Marine at such time as 
th<! Commandant of the Marine Corps 
shall direct. Promotion to the grade 
of private first class will be effected 
on the b;lsis of satisfactory perform
ance of duty of the individual private 
over a pres'crihed period of time. 

c. The enlisted promotion system 
provides a procedure whereby enlisted 
Marines within each grade, and gen
erally within each occupational field, 
compete among themselves for pro
motion to the next higher grade, The 
basic aim of the system is to fill 
vacancies in the enlisted structure 
through the advancement of Marines 
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deemed to be fully qualified to perform 
the duties and to assume the respon
sibilities of the next higher grade. 

d. Enlisted reservists on active 
duty will compete for promotion with 
enlisted personnel of the Regular Es
tabli~hment; enlisted reservists not 
on active duty will compete for pro
motion with enlisted personnel of the 
Reserve component. 

• e. Unless otherwise authorized by 
the Commandant of the Marine Corps, 
promotions will be effected on the first 
or sixteenth day of the month. 

4. Promotion Restrictions 

a. The enlisted promotion system 
prohibits promotion more than one pay 
grade at a time unless specifically 
directed by the Commandant of the Ma
rine Corps. 

b. Promotions to a higher grade 
will not be antedated for the purpose 
of increasing pay and allowances. 

c. Marines will not be promoted: 

(1) During the period from the 
date of orders to appear before a phy
sical evaluation board to the date of 
their return to active duty. 

( Z) While in any of the following 
categories: 

(a) In or awaiting transfer to 
a retired status. 

(b) On the inactive status list 
of the Marine Corps Reserve. 

(c) A student in any of the 
officer candidate programs. 

(d) Convicted by a general 
court-martial within lZ months of the 
date promotion is to be effected. 

(e) Convicted by a special 
court-martial within 6 months of the 
date promotion is to be effected. 

(f) Convicted by a summary 
court- martial within 3 months of the 
date promotion is to be effected. 

• (g) In a probationary status 
as the result of sentence by court
martial or as a result-Of nonjudical 
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punishment under the authority of the 
Uniform Code of Military Justice, 
article 15. 

(h) Awaiting, or during, trial 
by court- martial. 

(i) An interested party in a 
fact finding, or formal pretrial in
vestigation, which might result in rec
ommendation for trial by court- martial 
or administrative separation . 

(j) Awaiting results of an ad
ministrative board which might result 
in admi:ttistrative separation or re
duction. 

d. Commanders may waive, in part 
or in whole, the promotion restrictions 
imposed by subparagraphs c(Z)(d), (e), 
(f), and (g), above, in the cases of ex
ceptionally well qualified Marines in 
the grade of private who are otherwise 
eligible. 

6251 PROMOTION BOARDS 

1. Headquarters Noncommissioned OI-· 
ficer Selection and Review Boards 

a. The Commandant of the Marine 
Corps will periodically convene selec
tion and review boards for the purpose 
of examining the qualifications of Ma
rines in the grades of sergeant, staff 
sergeant, gunnery sergeant and first 
sergea~t/~ster .sergeant, l!.ndrecom
rnending those ·best quallfied for pro
motion to the neXt higher grade. In the 
course of its evaluations, these boards 
consider, among othe-r things, the fol
lowing facto~,S: service, achievement, 
leaderl!fhiJ?, e~perience, growth poten
tial, m9tivatio_n, military proficiency, 
physical condition, and moral char
acter. 

b, Selection and review boards will, 
when so directed, report to the Com
mandant of the Marine Corps the names 
of tl;mse }1/.(ar.ines,in the grades of ser
geant, staff· ·s-er·geartt and 'gunnery ser
geant found to be perfl)rming below the 
standards of proficilmcy, leadership 
l!.nd cha,racter expected of their grade 
and will recommend action to be taken 
to correct these deficiencies. Action 
approved by, the Commandant -of the 
Marine Corps as a result ofthe board's 
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recommendations will be administra
tive in nature and will not come under 
the purview of the Uniform Code of 
Military Justice, article 15 (10 USC 
815 ). 

c. The membership of Selection 
and Review Boards will be constituted 
as follows: 

(1) For selection to the grades 
of first sergeant/master sergeant and 
sergeant major/master gunnery ser
geant, Marine Corps officers of com
pany grade or above. 

(Z) For selection to the grades 
of staff sergeant and gunnery sergeant, 
when practicable, not more than one 
warrant officer, one sergeant major, -
one master gunnery sergeant and the 
remaining membership will be Marine 
Corps officers of the grade of captain 
or above. 

(3) Membership will include Ma
rine Corps Reserve representation in 
numbers substantially equal to the pro
portion of Reserve personnel under 
consideration and boards considering 
women Marines will have women Ma
rine representation. 

z. Local Enlisted Screening Boards 

a. The Commandant of the Marine 
Corps may direct the use of local en
listed screening boards by commanders 
having promotion authority. Screening 
boards are utilized to determine mental, 
moral and professional qualifications 
of eligible enlisted Marines. In addition 
to making recommendations for promo
tion, local screening boards may be 
utilized to conduct the administration of 
promotion tests and compute composite 
scores when directed. The recommen
dations of local screening boards are 
not binding upon the commander. 

b. Enlisted screening boards will 
consist of at least one Marine officer; 
normally membership of such boards 
will consist of at least two officers. 
Enlisted Marines in the grade of ser
geant major/master gunnery sergeant 
may be utilized as members provided 
they do not constitute more than one
third of the total membership. 

(1) Commanding officers will 
utilize Marine Corps Reserve members 
on the board when enlisted reservists 
are being considered, provided such 
membership is available within the or
ganization convening the board. Marine 
Corps Reserve membership on the 
board will be substantially equal to the 
proportion of the enlisted reservists 
being considered, except when reserv
ists only are being considered. Under 
these latter conditions, a majority of the 
membership will be reservists. 

(Z) When practicable, boards 
considering women Marines will have 
women Marine representation. 

(3) The commander of a Marine 
Air Reserve Training Detachment or 
the Inspe·ctor-Instructor of a ground 
unit, as appropriate, will act as a 
member of an enlisted screening board 
of an Organized Reserve Unit or assign 
an officer member of his staff, who is 
attached to the Regular Establishment, 
to act in his stead. However, if the 
commander, the Inspector-Instructor, 
or the officer representative is senior 
to the senior Reserve member of the 
board, he will sit on the board in an 
advisory capacity only. The com
mander, Inspector-Instructor, or of
ficer representative will not act as 
sole member of the unit 1 s screening 
board. 

6252 PROMOTION ELIGIBILITY 
AND QUALIFICATIONS 

1. General 

a. The Commandant of the Marine 
Corps shall prescribe such promotion 
qualifications and eligibility require
ments as he considers necessary to 
maintain the enlisted structure of the 
Marine Corps at the high standard of 
proficiency necessary to ensure con
tinued combat readiness. 

b. Qualification for promotion is 
defined as the manifestation of those 
personal and professional attributes 
necessary to perform the leadership 
functions and duties and to assume 
the responsibilities of the next higher 
grade at an acceptable level. 
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c. Eligibility requirements for 
promotion are those legal and admin
istrative prerequisites established to 
ensure a satisfactory level of per
formance of an individual in the next 
higher grade. 

2. Qualifications for Promotion 

a. Individual qualifications for pro
motion to staff noncommissioned of
ficer grades will be determined by 
the Commandant of the Marine Corps 
through the use of Headquarters non
commissioned officer selection and 
review boards convened in accordance 
with subparagraph 6251.1. 

b. Individual qualifications for pro
motion to grades below that of staff 
noncommissioned officer will be de
termined by the individual commander 
and, when directed, by local screening 
boards convened hi accordance with 
subparagraph 6251.2. 

c. Qualifications for promotion on 
the part of enlisted Marines of both the 
Regular and Reserve Establishments 
encompass, but are not lhnited to such 
factors as seniority, leadership, per
formance of duty, personal integrity, 
maturity, growth potential, profes
sional and technical knowledge, and 
motivation. 

3. Eligibility Requirements. Subject 
to the restrictions hnposed by sub
paragraph 6250.4c, above, to be eligible 
for promotion enlisted Marines of the 
Regular Establishment and of Class II, 
Marine Corps Reserve, must: 

a. For promotion to sergeant ma
jor/master gunnery ser eant and first 
ser eant master ser eant: 

(1) Complete the following 
periods of enlisted service as required 
by law as of a control date to be pre
scribed by the Commandant of the Ma
rine Corps: 

(a) For appointment to ser
geant major/master gunnery sergeant: 
10 years enlisted service for pay 
purposes. 
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(b) For appointment to first 
sergeant/master sergeant: 8 years en
listed service for pay purposes. 

(2) Complete the minimum serv
ice in grade requirement established 
by the Commandant of the Marine 
Corps. 

(3) Be recommended for ad
vancement by an appropriate Headquar
ters noncommissioned officer selection 
board as approved by the Commandant 
of the Marine Corps. 

• (4) Provided active duty totals 17 
years and 6 months or more, agree to 
serve for a period of 2 years from date 
of appointment. 

b. For promotion to gunnery ser
geant and staff sergeant: 

(1) Complete the minimum serv
ice in grade requirement as established 
by the Commandant of the Marine 
Corps. 

(2) Pass an appropriate General 
Military Subjects Test (GMST). 

(3) Be recommended for ad
vancement by an appropriate Headquar
ters noncommissioned officer selection 
board as approved by the Commandant 
of the Marine Corps. 

• (4) In the case of gunnery ser
geanl's who have completed 17 years 
and 6 months or more of active duty, 
agree to serve for a period of 2 years 
from date of appointment. 

c. For promotion to sergeant: 

( 1) Complete the minimum serv
ice in grade requirement as established 
by the Commandant of the Marine 
Corps. 

(2) Pass an appropriate General 
Military Subjects Test (GMST). 

(3) Have a composite score equal 
to or above the minimum established 
for his occupational field. 

(4) Be otherwise qualified as 
determined by his commander. 

. :;.....;-....... -~~-~-- ~·~~¥"';, 
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d. For promotion to corporal and 
lance corporal: 

(I) Complete the minimum serv
ice in grade requirement as established 
by the Commandant of the Marine 
Corps. 

(2) Pass an appropriate locally 
prepared examination. 

(3) Be otherwise qualified as 
determined by his commander. 

(NOTE: An appropriate vacancy in the 
unit table of organization/manning 
level must exist prior to promotion.) 

-, ., ' 1.-;f 

~-

e. For promotion to private first 
class: 

(I) Complete the minimum serv
ice in grade requirement as established 
by the Commandant of the Marine 
Corps. 

(2) Pass an appropriate locally 
prepared examination. 

(3) Be otherwise qualified as 
determined by his commander. 

serve. 
(4) Class II, Marine Corps Re-
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d. For promotion to corporal and 
lance corporal: 

(1) Complete the minimum serv
ice in grade requirement as established 
by the Commandant of the Marine 
Corps. 

(2) Pass an appropriate locally 
prepared examination. 

(3) Be otherwise qualified as 
determined by his commander. 

(NOTE: An appropriate vacancy in the 
unit table of organization/ manning 
level must exist prior to promotion.) 

e. For promotion to private first 
class: 

(1) Complete the minimum serv
ice in grade requirement as established 
by the Commandant of the Marine 
Corps. 

(2) Pass an appropriate locally 
prepared examination. 

(3) Be otherwise qualified as 
determined by his commander. 

(4) Class II, Marine Corps Re-
serve. 

(a) Have completed 3 con
secutive months in the unit and satis
factorily participated in 90 percent of 
the drills. 

(b) 11H'' and 11K" reservists 
must have completed the initial period 
of active duty for training. 

tr. Minimum service in grade will 
be computed from the seniority date 
of rank in the current grade except that, 
service in the current or higher grade 
satisfactorily performed in the previous 
enlistment will be included for the 
first promotion awarded the individual 
in his current enlistment. 

4. Class III, Volunteer Reserve 

a. Promotion of Class III, Volunteer 
Reserves, to grades of private first 
class through gunnery sergeant may 
be authorized by Commandant of the 
Marine Corps upon the specific rec
ommendation of the Commanding Gen
eral, Marine Air Reserve Training 

Command, or the Director, Marine 
Corps District. Volunteer reservists 
shall not be recommended for more 
than one promotion in one calendar· 
year. 

6253 PREPROMOTION EXAMINA
TIONS 

tl. General. Military proficiency to the 
degree required ofthe next higher grade 
is essential for promotion in both the 
Regular Establishment and the Reserve 
component. The acquisition of such 
military proficiency will be confirmed 
through examination as herein 
prescribed. Prepromotion examina
tions will not be administered to gun
nery sergeants and above. 

2. General Military Subjects Tests. 
Standardized General Military Subjects 
Tests (GMST) will be administered 
to eligible staff sergeants, sergeants, 
and corporals. The GMST will be of 
the multiple choice, objective type. 
There will be a separate GMST for 
each pay grade. Separate tests will be 
prepared for women Marines. 

3. Testing Periods. GMSTperiods will 
be administered in accordance with 
the following schedule: 

a. FOR THE REGULAR ESTAB
LISHMENT 

( 1) ALPHA Test Period: Test 
conducted at 0830 on the first Friday 
in August each year. (This test period 
to be identified in all correspondence 
and records as GMST-ALPHA fol
lowed by the last two digits of the 
fiscal year.) 

(2) BRAVO Test Period: Test 
conducted at 0830 on the first Friday 
in December each year. (This test 
period to be identified in all corre
spondence and records as GMST
BRA VO followed by the last two digits 
of the fiscal year.) 

(3) CHARLIE Test Period: Test 
conducted at 0830 on the first Friday in 
April each year. (This test period to be 
identified in all correspondence and 
records as GMST -CHARLIE followed by 
the last two digits of the fiscal year.) 
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(4) Late testing may be conducted 
only by specific authority of the Com
mandant of the Marine Corps. 

b. FOR THE MARINE CORPS RE
SERVE 

(I) Class II, Marine Corps Re-
serve 

(a) Testing will be conducted 
on the first Saturday or Sunday imme
diately following aBRAVOorCHARLIE 
test period, There will be no ALPHA 
test period for reservists. 

(b) No late testing will be 
authorized. 

(Z) Class III, Marine Corps Re-
serve 

t(a) Members of Class III, 
Volunteer Marine Corps Reserve, will 
not be administered prepromotion 
examinations unless serving on ex
tended active duty with the Regular 
Establishment when the provisions of 
subparagraph 6Z50,3d apply. 

4. Requisitioning of Test Materials. 
Requisitions for GMSTs will be sub
mitted to the Director, Marine Corps 
Institute, Box 1775, Marine Barracks, 
Washington, D.C. 20013, on Adminis
trative Action (NAVMC 10274-ADM), in 
triplicate, indicating the number of 
tests required, grade, type (Regular or 
Reserve, male or female), the identi
fying code letter of the testing period 
and the unit reporting code number. 

a. Tests will be requisitioned by 
the commander of the organization in 
which tests will be administered. Req
uisitions will not be consolidated by 
higher echelons. 

b. Requisitions will be submitted 
not more than 45 days or less than 30 
days in advance of the designated test
ing period. 

5. Security, Handling, Administration, 
Reporting and Processing. The specific 
instructions for the security, handling, 
administration, reporting, and process
ing of tests will be furnished to each 
testing organization by the Director, 
Marine Corps Institute. 
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a. Commanders are responsible to 
the Commandant of the Marine Corps 
for the strict compliance with these 
instructions within their organizations. 

b. The Director, Marine Corps 
Institute, will report any apparent 
maladministrative procedure or sus
pected compromise to the Commandant 
of the Marine Corps (Code DHB), 

... J6. Waiver of Tests. Waiver of the re
quirement to pass a General Military 
Subjects Test in order to be eligible to 
receive consideration for promotion to 
the grades of sergeant, staff sergeant 
and gunnery sergeant will be granted 
only under the circumstances stipulated 
in this paragraph. A waiver granted 
will be effective only for the next sue
ceeding appropriate promotion or test
ing period, whichever occurs first, 
unless otherwise stipulated by the 
Commandant of the Marine Corps. 
If a Marine is not promoted or selected 
for promotion during the effective pe
riod of a GMST waiver, he must be 
retested during the next testing period 
or again be granted a waiver. 

~a. Commander's certification. 
W~en a Marine's failure to pass the 
standardized General Military Subjects 
Test is obviously not a true reflection 
of his professional proficiency and 
ability and the commander feels that 
such action will be of benefit to the 
Marine Corps, he may request the 
Commandant of the Marine Corps (Code 
DHB) to grant the Marine a test waiver 
for the next higher grade. The com
mander will include, in detail, the rea
sons upon which he bases his request. 

b. Combat or tactical deployment. 
If conditions of training, combat, or 
other tactical deployment preclude 
the proper administration of the Gen
eral Military Subjects Test during a 
testing period, the commanding gen
eral of a fleet marine force may direct 
that the test be waived, for personnel 
within the effected elements of his 
command for that testing period only. 
The commanding general of a fleet 
marine force will forward to the 
Commandant of the Marine Corps (Code 
DHB), via airmail, the names, grades, 
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service numbers, and primary mili
tary occupational specialties of the 
sergeants and staff sergeants to whom 
such waivers are extended. 

c. Hospitalization. Marines hos
pitalized as. a result of disease or in
jury shall have tests waived provided 
they are otherwise eligible for testing. 
Names, grades, service numbers, and 
military occupational specialties ofthe 
Marines in the grades of sergeant and 
staff sergeant granted hospitalization 
waivers will be forwarded to the Com
mandant of the Marine Corps (Code 
DHB). 

td. Commandant of the Marine Corps 
Waiver. When the Commandant of the 
Marine Corps determines such action 
to be to the best interest of the Marine 
Corps, he will waive the standardized 
General Military Subjects Test for 
a specific period in the case of one or 
more grades, 

7. Service Record Book Entries. 
Entries concerning General Military 
Subjects Tests will be made on page 5 
of the service record book in accord
ance with paragraph 15109. 

8. T e s t in g of Lane e C o r p o r a 1 s, 
Privates First Class andPrtvates 

a. Locally prepared written and 
practical examinations based on gen
eral military subjects, primary mili
tary occupational specialization and 
duty assignment, will be administered 
to lance corporals and privates first 
class. The preparation, administra
tion, and scoring of these examinations 
is the responsibility of the individual 
commander. 

b. Proficiency of privates in gen
eral military subjects will be deter
mined by the successful completion of 
an examination based on instructions 
and training received by the Marine. 
The preparation, administration, and 
scoring of the examination will be the 
responsibility of the individual com
mander. 

6254 COMPOSITE SCORES 
1. General. The Commandant of the 
Marine Corps will control the number 
of Marines to be promoted to sergeant 
through the use of composite scores. 
The determination of the individual 
Marines who will be promoted, subject 
to the composite score stipulation, is 
the sole responsibility of the com
rnander. 

a. A composite score is a mathe
matical evaluation of certain elements 
used as a measuring factor for Marine 
Corps wide comparison of Marines of 
a given grade and occupational field. 

b. Composite scores will be com
puted for eligible corporals of the 
Regular Establishment and of Class II 
of the Reserve component only when 
such computation is directed by the 
Commandant of the Marine Corps. 

tc. To be eligible to have his com
posite score computed, a corporal 
must have passed the GMST at the ser
geant level, or have received a GMST
waiver which is still in effect, and not 
be restricted from promotion in ac
cordance with subparagraph 6250.4. 

2. C amputation. When directed, com
posite scores will be computed in 
accordance with the following: 

ELEMENT MULTIPLY BY 
EQUALS COMPOSITE 

SCORE SUBTOTAL 

Average of Duty and General 
Military Subjects Proficiency 
Marks 18.00 

Average Conduct Mark 8.0 

Total Months in Grade 0.5 

Total Months in Service o.z 

Carry out to tenths 
(do not round off sub
totals) 

TOTAL EQUALS 
COMPOSITE SCORE 
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Round off Composite Score Total t.o 
nearest who 1 e number. Five-tenths 
(.5), or higher, will be counted as a 
whole number (1.0); four-tenths (.4), 
or lower, will be dropped. 

a AVERAGE OF DUTY AND GEN
ERAL MILITARY SUBJECTS PROFI
CIENCY MARKS: The mark to be used 
is the average of all duty and general 
military subjects proficiency marks 
assigned prior to the cut-off da~e 
designated in the Commandant 1 s di
rective but on or after the date of last 
promotion, reduction, or enlistment 
(whichever is latest). In the absence 
of such marks a mark will be assigned 
by the commander for use in the com
posite score, however, this mark will 
not be entered in the service record 
book. Proficiency marks assigned 
solely for use in composite scores 
will be made in accordance with the 
standards of proficiency marking ~s 
set forth in paragraph 15106, and W1ll 
be determined through interview, ob
servation, proficiency marks received 
in lower grades, or any combination 
of these methods, (Proficiency marks 
assigned reservists prior to bei~g 
placed on extended active duty W1ll 
not be used in computing a composite 
score for a reservist subsequent to 
being assigned to extended active. duty. 
Instead a proficiency mark Will be 
assigned for use in the composite 
score in the manner described above.) 
In arriving at the average proficiency 
mark the computation will be carried 
out to the second decimal point, but 
will be rounded off to the nearest tenth 
(e.g., an average of 4.65 will be ex
pressed as 4. 7; an average of 3.62 
will be expressed as 3.6). 

b. AVERAGE OF CONDUCT 
MARKS: The mark to be used is the 
average of all conduct marks assigned 
prior to the designated cut-off date, 
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but on or after the date of last promo
tion, reduction, or last enlistment 
(whichever is latest). In the absence of 
such marks, a mark will be assigned 
by the commander for use.in the co~
posite score, however, this mark Will 
not be entered in the service record 
book. A conduct mark assigned for use 
solely in the composite score will be 
made in accordance with the standards 
for conduct marking and will be based 
on service record book entries in 
previous grades, interview, observa
tion, or any combination of these. 
(Conduct marks received byreservists 
in the Organized Reserve will be in
cluded when determining the average 
conduct marking.) The average mark 
will be computed to the nearest tenth 
as set forth in the preceding sub
paragraph. 

c. MONTHS IN GRADE: Total 
months in grade is the computation of 
the number of months in the present 
grade from the date of rank to the 
designated cut-off date. Months m 
present or higher grade sat~sfactori~y 
acquired in a previous enlistment .In 
the Regular Marine Corps, or while 
serving on extended active duty in the 
Marine Corps Reserve, will be in
cluded for only the first promotion 
subsequent to reenlistment. Service 
in grade from which a punitive or an 
incompetent reduction has been effected 
is not satisfactory service in that 
grade and will not be included. 

d. MONTHS IN SERVICE: Number 
to be used is the total months in serv
ice (Marine Corps and Marine Corps 
Reserve; active and inactive) which 
the Marine will have accrued on the 
designated cut-off date. (When co~
puting months in grade and months In 
service, a fraction of a month of 15 
days or more will be computed as 1 
month; less than 15 days will be dis
regarded.) 
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EXAMPLE: CORPORAL JOHN DOE 975601/0311: DATE RANK-15 FEB 
1961: CUT-OFF DATE: 30 Sep 1962 

General Military Subjects Proficiency: 3.9, 4.0, 4.5, 4.5, and 4.5 
Duty Proficiency: 4.0·, 4.5, 4.5, 3. 9, and 4.5 

COMBINED AVERAGE MARK: 4.3 
Conduct: 4.0, 4.2, 4.4, and 5.0: AVERAGE: 4.4 
Total Time in Grade: 19 month, 15 days EXPRESSED AS: 20 Months 
Total Time in Service: 33 months, 14 days EXPRESSED AS: 33 Months 

ELEMENT 

PROFICIENCY (combined average) 
CONDUCT (average) 
MONTHS IN GRADE 
MONTHS IN SERVICE 

SCORE MULTIPLE 

4.3 
4.4 

20 
33 

18.0 
8.0 
0.5 
0.2 

COMPOSITE 
SCORE 

SUB-TOTAL 

77.4 
35.2 
10.0 
6.6 

--TOTAL: 129.2 
129 COMPOSITE SCORE: 

6255 

3. Reporting, Composite scores will 
be reported to Headquarters, U.S. 
Marine Corps (Code DHB) by thedate 
stipulated by the Commandant of the 

Marine Corps. This report will show 
the numbers of composite scores within 
each occupational field, 

From: Commanding Officer (Reporting Unit Code Number __ _J 

To: Commandant of the Marine Corps (Code DHB) 

Subj: Composite Scores; Report of 

Ref: (a) ____ (CMC directive) 

L The composite scores required by reference (a) for the ALPHA-63 
period are ·as follows: 

OCCUPATIONALFIELD COMPOSITESCORES NUMBERACHIEVING 
(i.e., number of cor
porals having that 
score) 

01 

02 

03 

206 
199 
193 

198 
167 

210 
129 

1 
4 
1 

3 
1 

4 
6 

4, Service Record Entry. Composite 
scores will be entered in the service 
record book at the time of computing 
in accordance with paragraph 15110. 

during the period in which they have 
been delegated promotion authority for 
that particular grade. 

6255 EFFECTING PROMOTIONS 

1. General 

a. Commanders will effect promo
tions to a higher enlisted grade only 

.b. An appointment to a higher en
listed grade issued by the Commandant 
of the Marine Corps is effective for 
all purposes, including pay and allow
ances, on the date the certificate of 
appointment is signed by him, unless 
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subsequently withdrawn in accordance 
with subparagraph 2b, below, 

tc. An appointment to a higher en
listed grade issued by the commander, 
in accordance with specific instructions 
of the Commandant of the Marine Corps, 
will be dated and be effective for all 
purposes, including pay and allowances 
from: 

( 1) the date specified in the di
rective authorizing the is·suance of 
the promotion, or the date the author
izing directive was issued, whichever 
is later. 

(2) when no date is specified in 
the authorizing directive, the date the 
issuing authority affixes his signature 
to the certificate of appointment is the 
effective date of promotion. 

jd. An appointment to a higher en
listed grade will be onDD Form 216-MC 
(Certificate of Appointment), The orig
inal of the completed certificate of 
appointment will be delivered to the 
Marine concerned. 

2. Appointments Issued by the Com
mandant of the Marine Corps 

a. The commander will attest to 
the delivery of an appointment issued 
by the CommandantoftheMarineCorps 
in writing. This attestation will certify 
as to the Marine's continued merit for 
promotion. 

(1) Delivery of these appoint
ments will be made in a manner be
fitting the dignity and prestige of selec
tion and appointment by the Commandant 
of the Marine Corps and of the grade 
to which promoted. 

b. If, in the considered opinion of 
the commander, the appointment is no 
longer merited, he will return the 
appointment to the Commandant of the 
Marine Corps (Code DHB) with a de
tailed report of the circumstances in 
order that a final determination may 
be made. 
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3, Appointment Issued by the Com
mander 

a, A duplicate of each certificate 
of appointment issued by the com
mander will be forwarded to the Com
mandant of the Marine Corps (Code 
DHB), 

.b. Proper completion of the cer
t~ficate of appointment is shown in 
figures 6-1 and 6-2, 

4, Types of Appointments 

a. Permanent appointments. All 
appointments to the next higher grade 
except as specifically excepted in sub
par a graph b, and subparagraph 5, 
below, will be permanent appointments. 
Permanent appointments can be termi
nated only by the promotion, reduction 
or discharge of the individual con
cerned. 

b. Temporary appointments. Tem
porary appointments will be issued 
only upon authority of the Commandant 
of the Marine Corps. Temporary ap
pointments can be terminated in the 
same manner as permanerit appoint
ments, and, in addition, they may be ter
minated upon completion of the duty for 
which the appointment was effected. 

5. Probationary Periods. 

a. When d i r e c ted by the Com
mandant of the Marine Corps, promo
tion to a higher grade may be proba
tional and subject to revocation for 
failure of the individual Marine to 
demonstrate full qualification while 
serving in the new grade. 

b. Probational appointments may 
be terminated by the commander au
thorized to effect such promotion upon 
recommendation of a local promotion 
(screening) board. Final action in each 
case will be taken by the commander. 

c. Permanent confirmation of pro
bational appointments will be made (if 
individual is qualified) at the end of 6 
months, upon discharge, death, or 
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transfer outside the jurisdiction of the 
commander who effected the appoint
ment, whichever occurs first. 

6. Date of Rank. Upon advancement to 
a higher enlisted grade, and as directed 
by the Commandant of the Marine 
Corps, enlisted Marines will be as
signed a date of rank. The sole purpose 
of a date of rank is to establish rela
tive seniority within a particular grade. 

ta. Unless otherwise directed by 
the Commandant of the Marine Corps, 
the date of rank assigned on promotion 
to the next higher enlisted grade will 
be the first day of the month in which 
the promotion is effected. 

,b. Precedence of enlisted Marines 
having the same date of rank shall be 
determined by the Commandant for all 
enlisted Marines appointed by him. 

(l) A lineal precedence roster 
for Marines in the grades of sergeant 
major/master gunnery sergeant and 
first sergeant/master sergeant will be 
maintained and promulgated. 

(2) The order of precedence for 
Marines below the grade of first ser
geant/master sergeant will be indicated 
ori the certificate of appointment is sued 
by the Commandant. 

~c. Order of precedence for Ma
rines in the grade of sergeant and below 
will not be indicated on the certificate 
of appointment. Commanders may, 
should they so desire, establish and 
maintain within their own organizations 
precedence rosters for Marines in the 
grade of sergeant and below. 

6256 SPECIAL PROMOTION 
PROVISIONS 

1. Meritorious Promotion. Meritori
ous promotion to a higher enlisted 
grade is an accelerated pi-emotion. It 
is not a means of effecting the pro
motion of a well qualified Marine who 
could not be promoted through the 
normal promotion channeL 

a. The Commandant of the Marine 
Corps may recommend enlisted Ma
rines who demonstrate exceptional 
performance of duty in combat for 
appointment to commissioned grade. 

b. The Commandant of the Marine 
Corps may promote deserving enlisted 
Marines for meritorious reasons. 

(1) Meritorious promotions will 
not be made to the grades of sergeant 
major, master gunnery sergeant, first 
sergeant, and master sergeant. 

(2) Commanders may rec
ommend by letter to the Commandant 
of the Marine Corps (Code DHB) those 
enlisted Marines whose actions and 
performance warrant considerationfor 
accelerated advancement to the next 
higher grade. RecommendationS for 
meritorious promotion must be based 
on an exceptional, noteworthy, and 
commendatory performance of duty to 
a degree which merits consideration 
for accelerated promotion over other 
qualified Marines. 

(3) The Commandant of the Ma
rine Corps may, under certain condi
tions, delegate authority to promote 
Marines, in specific grades, for 
meritorious reasons. 

2. Temporary Appointments for 
Women Marines. Any woman Marine 
master gunnery sergeant who is as
signed to an authorized sergeant major 
billet and any woman Marine master 
sergeant who is assigned to an au
thorized first sergeant billet may be 
temporarily appointed to the billet 
grade by the Commandant of the Ma
rine Corps subject to such adminis
trative procedures and instructions 
as may be promulgated. 

3. Promotion of POW's or Those De
clared as Missing. Enlisted Marines 
who are held prisoners by enemy 
forces, or who are carried in a missing 
status, will, when returned to United 
States control, receive promotional 
consideration for the period during 
which they were not under United 
States control. 
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4. Posthumous Promotion. When the 
promotion of an enlisted Marine has 
officially been promulgated by the 
Commandant of the Marine Corps, or 
by the commander, and such Marine 
shall have been unable to receive the 
appointment solely by reason of death 
in the line '?f duty, a posthumous pro
motion shall be issued as of the date 
of such promulgation. The Marine's 
name shall then be carried in the rec ... 
ords as having served in the grade- to 
which he would have been promoted to 
the date of death. No beneficiary shall 
be en tit 1 e d to receive any bonus, 
gratuity, pay or allowances, by virtue 
of any posthumous advancement. 

5. Remedial Promotion 

a. Commanders of enlisted Ma
rines who are restored to active duty, 
as the result of a Physical Evaluation 
Board, shall notify the Commandant 
of the Marine Corps {Code DHB) in 
order that appropriate remedial pro
motion consideration may be afforded. 

·6-40 
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b. Commanders of Marines who 
are denied promotional opportunities, 
as a result of administrative error 
or as authorized by subparagraphs 
6250.4c{2)(h), (i), or (j), and who are 
acquitted or absolved of all responsi
bility, shall report the circumstances 
to the Commandant of the Marine Corps 
(Code DHB) in order that appropriate 
remedial promotional consideration 
may be afforded. 

c. No retroactive payor allowances 
will be included when remedial con
sideration is resolved in favor of the 
individual other than through individual 
petition to the Board for Correction of 
Naval Records in accordance with the 
provisions of 10 USC 1552. 

6. Promotion of Members of U.S. 
Marine Band. Promotion of enlisted 
members of the United States Marine 
Band will be effected by the Com
ma:ddant of the Marine Corps as 
vacancies therein occur. 
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!kait~IJiudtJee~/k.tw~~·· 
~@~..tkzt~~~.aRUt~iw/k~.aRUt~ 

-"/' John J. Doe 1234567/0)69 .fdo-

~ him.a Sergeant 

ilnitcd ~tatcs marine Q:orps 
./o-~,a,V~fJ-wfk first day,o/ July .~ 

IU~~ sixty one 

§"k;y~-:/k~~.aRUt~~fk~,o/fk 
~.to-~~Jr~.aRUt~n.rt/alb/71W/WIW1'~~~ 
~ stndfdo-~~amd~aib~,of~~.W 
~ ~.W~iak-~ stnd.<JU;y.af!!wVn£ee-~.to-d'~.aRUt~ 
~ ~ .aRUt ~ ,a,V /»uvy k ~ fJ-w ~.to- .6/nw- Jr Y'~ 
~ ~ .to- ,tk ~ .aRUt ~ ~ ,tk ~ ,of ,tk 

<armrd .:f orcrs of thr 'll:lnitrd .$tarrs of <amrrica 

~~mzr~.ab Marine Barracks, Headquarters, U,S,.Marine Corps 

.tJU;y first day</' July ,#w/k~.f',owJ&.:Jf-.t~ 
~ a-n.if. sixty one 

AUTHORITY MCO 1430.25 

DATE OF PROMOTION l July 1961 

. ' 

Figure 6-1 

/s/ 

John Smith, Colonel, USMC 
Connnanding 
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.%oLtwk~Me~~~·· 
~@<\"/kG~~~and~.iw.tk~and~ 

¥' John J. Doe 1234567/0369 ,../ao, 
~ him a Sergeant .iw,tk, 

ilnitcd ~tatcs marine Q:orps 
h~04/.oudvjk»w,tk, first ~T September .~ 
k~and sixty five 

ffM,~-:~t~~and~~.tk~T,tk, 
~£o-~~.6r~and~ait~"''~~ 
~ .szlndfao,~~omd~a/t~T~~/o 
~~/o~~ .sdnd£M..ofi~,bv£o-~and~ 
.oudv ~and~ ,ad/·~ k ~ jk»w kne £o- kne "''f' y~ 
~ ~ £o- ,tk ~and~~? ,tk ~ ¥ £k, 

Sinned ;forcts of the 'l:lniud ,States of Slmrrica 

~~'"'11'/u:w,d,cd Marine Barracks, Headquarters, U.S. Marine Corps 

£M.. sixteenth ~T September ,,iw,tk,~T,()WJ&!fl-t~ 
~and sixty five (Pursuant provisions par 6255.lc(l) MarCorPersMan) 

AuTHORITY MCBuJ 1430 of 2 Sen 1965 

DATE oF PRoMoTION 16 September 1965 

_6_-42 
.Qb. 10 

Figure 6-2 

John Smith, Colonel, USMC 
Commanding 



PART G: REDUCTION OF REGULAR AND RESERVE ENLISTED PERSONNEL 

6300 NONPUNITIVE REDUCTIONS 

1. The Commandant of the Marine 
Corps may reduce enlisted Marines to 
any grade, whennecessaryto reduce the 
total number of personnel in grade, and 
for incompetence in accordance with 
procedures prescribed by him. 

6301 PUNITIVE REDUCTIONS 
1. Enlisted personnel of any grade 
above private may be reduced as pun
ishment pursuant to the sentence of a 
court-martial or by the Commandant 
of the Marine Corps. 

2, Reductions will be effected between 
pay grades only. 

3. Commanders as defined in subpara
graph 6250.lb, may reduce enlisted 
personnel as nonjudicial punishment if 
the grade from which reduced is within 
the promotion authority of an equivalent 
or lower command. 

4, Statutory and additional regulatory 
provisions governing reductions of per
sonnel are contained in the Manual for 
Courts-Martial, United States, 1951, 
and the JAG Manual, chapter XIV. 

5. All service in grade privileges 
previously acquired in grade to which 
reduced are lost when a reduction is 
effected as punishment. 

6. A reduction in grade as nonjudicial 
punishment or as a result of court
martial shall be recorded in the serv
ice record as prescribed in chapter 15. 
The commander must notify the dis
bursing officer of any punishment or 
reduction as it becomes effective and 
affects the pay of an individual. Cor
responding entries and notification are 
required when subsequent action on 
review disapproves or otherwise modi
fies the reduction. 

6302 REDUCTION FOR INCOMPE
TENCE 

1. Action to reduce an enlisted person 
for incompetence will be initiated when, 
in the opinion of the commander, a 
Marine has demonstrated that he is not 
qualified to perform properly the duties 
of his present grade. 

2. Commanders are authorized to re
duce Marines in the grade of private 
first class for incompetence bywritten 
order and without convening a review 
board. 

3. A reduction for incompetence shall 
not be regarded as a punishment. Upon 
reduction for incompetence, a Marine 
will be given the same date of rank he 
previously held in the grade to which 
reduced. 

a. Commanders will convene a re
view board in the cases of Marines in 
the grade of lance corporal and above, 
for the purpose.of furnishing the officer; 
authorized to take final action, with a1l 
pertinent facts of the case, in order that 
proper administrative action may be 
taken. 

( 1) Review boards will consist 
of not less than three officers. If the 
Marine, whose qualifications are being 
examined is a reservist, the member
ship of the board shall include a 
majority of Reserve officers to the 
extent practicable. If a woman marine 
is being examined, the membership 
will, if practicable, include a woman. 
Marine officer. If convened to deter
mine the competence of a member of a 
Marine Detachment Afloat, a Marine 
officer will be included as a member 
of the board. 

(2) No reference will be made 
to any provisions of the JAG Manual, 
chapter XIV, in the precept convening 
a review board. 

(3) The findings and recommen
dations of the review board will be for
warded to the officer authorized to take 
final action, with any statement the in
dividual may care to make, together 
with the recommendation of the com
mander, 

(4) All commanding generals are 
authorized to take final action within 
their respective commands on reduc
tion of Marines for incompetence. Com
manders not under the jurisdiction of 
a commanding general will forward the 
report of the findings and recommenda
tions of the review board, together with 
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their recommendation, to the Comman
dant of Marine Corps (Code DHB), for 
final action. 

(5) In the event it is determined 
that the Marine is competent to perform 
duties commensurate with his grade, 
but incompetent to perform the duties 
of his assigned Military Occupational 
Specialty, he will be afforded the op
portunity to establish competence in 
another Military Occupational Specialty 
in either the same or another occupa
tional field without reduction in grade. 

(6) A professional deficiency, 
demonstrating a lack of the de sired 
characteristics and traits of leader
ship, should not be confused with a 
deficiency in technical proficiency. 

(7) When examining the qualifi
cations of Marines, review bo<>rds will 
be primarily concerned with current 
demonstrated performance of duty. 

(8) Marines shall not be reduced 
more than one grade as the result of 
any one review board. 

(9) When final action has been 
taken by a commanding general, the 
report of the findings and recommenda
tion of the review board, together with 
the commander's recommendation, and 
a report of the commanding general's 
action will be forwarded to the Com
mandant of the Marine Corps (Code 
DHB) to be made a part of .the individ
ual's official record. 

6303 EFFECTIVE DATE OF 
REDUCTION 

I. Reduction effected as a result of a 
court-martial is effective from and 
including the date the sentence is 
ordered executed. 
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2. Unless suspended when imposed 
reduction effected as a result of non
judicial punishment is effective from 
and including the date imposed. 

3. Reduction effected for incompetency 
is effective from and including the 
date of approval by the commander 
authorized to take final action. 

4. A vacated suspended reduction is 
effective on the date vacated. 

5. Marines whose sentence of re
duction is remitted, set aside, or 
mitigated to a lesser punishment, will 
be reassigned the same date of rank 
held before the reduction was imposed. 

6. 1£ an executed reduction is sub
sequently suspended or mitigated under 
the Uniform Code of Military Justice, 
article 15(d) or (e), the date of rank 
is the date of the suspension or mitiga
tion unless the authority authorized to 
take final action directs otherwise in 
especially deserving cases. 

REDUCTION ORDER 

1. Marines reduced in grade shall be 
informed in writing of such reduction. 
Court-martial orders, unit special or
ders, or individual letters are proper 
vehicles of notification. A copy of the 
notification will be forwarded to the 
Commandant of the Marine Corps (Code 
DHB) for each Marine reduced. 

z. Marines whose reduction is sus
pended, remitted, mitigated to a lesser 
punishment, or set aside will be in
formed in writing of their restoration 
in grade and assigned date of rank. A 
copy of the notification will be for
warded to the Commandant of the Ma
rine Corps (Code DHB) for each Marine 
reduced. 
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CHAPTER 7 

DISCIPLINE, LAW AND LEGAL MATTERS 

PART A: GENERAL 

7000 SCOPE 

l. This chapter sets forth procedures 
and responsibilities for the mainte
nance of discipline and for the adminis
tration of laws and regulations relating 
thereto. 

2. No attempt is made to reprint or 
discuss provisions of law or regula
tions established by higher authority. 
Reference to the various publications 
containihg such matter is a neceSsary 
adjunct to the complete and proper 
administration of discipline in the Ma
rine Corps. 

7001 INSTRUCTION IN THE UNI
FORM CODE OF MILITARY 
JUSTICE 

l. Article 137, Uniform Code of Mili
tary Justice will be complied with by 
the officer in charge or the commander 
having custody of the service record 
book of each of the enlisted personnel 
carried on rolls. Recruit depots or 
stations to which enlisted persons first 
report will normally accomplish the 
initial explanation. When an individual 
is temporarily detached from his parent 
organization and the service record 
book is retained by the permanent duty 
organization, the officer in charge or 
commander having possession of the 
service record book will advise the 
officer exercising temporary command 
of the date instruction is due and shall 
request that he accomplish same and 
report compliance. 

2. Instructions contained in paragraph 
15104 will govern the entries to be 
made in the service record book. 

7002 UNIT PUNISHMENT BOOK 

l. A unit punishment book shall be 
maintained in accordance with para
graph 15086 in every organization 
where the commander or officer in 
charge has authority to administer 
punishments to enlisted personnel. 

7003 DELIVERY TO AND BY CIVIL 
AUTHORITIES 

l. Manual of the Judge Advocate Gen
eral prescribes the procedure for de
livery or refusal of delivery of Ma
rines to civil authorities, and section 
1307 thereof requires a report upon 
delivery and upon completion of action 
by civil authorities. 

2. The Marine Corps does not desire 
delivery of Marines in the custody of 
civil authorities until all criminal pro
ceedings against them including con
finement, if any, are completed. Before 
accepting delivery of a Marine from 
civil authorities, the commander or 
officer in charge will obtain satisfac
tory assurance from the appropriate 
civil authorities, as well as the Marine, 
that no criminal charges are pending 
and will so state in the report of de
livery enclosing copies of all corre
spondence with civil authorities. 

3. No assurance shall be given civil 
authorities that a Marine will be tried 
by military court for violation of fed
eral or state laws, or that any par
ticular individual will be retained in 
or discharged from the service. 

4. In the event civil authorities bring 
charges against a Marine after custody 
of him has been accepted in accordance 
with subparagraphs 2 and 3, above, the 
provisons of subparagraph l, above, 
will apply. 

5. Marines against whom civil charges 
are pending, who have surrendered 
to, or have been apprehended by 
civil authorities and have not been 
released from custody, will remain 
on the rolls of the parent organization 
unless their being joined on the rolls 
of another organization is directed 
by the Commandant of the Marine 
Corps. 
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• 6. Marine Corps activities having 
knowledge of a Marine being held or 
charged by civil authorities with a 
felony or any offense which may result 
in adverse publicity to the Marine 
Corps, shall inform the Commandant 
of the Marine Corps (Code DK), of the 
facts and circumstances. 

7. The nearest (local) Marine Corps 
activity receiving information that a 
Marine, including absentee or deserter, 
whose parent organization can be rea
sonably assumed to be unaware of his 
whereabouts, against whom c i vi 1 
charges are pending, has surrendered 
to, or been apprehended by civil au
thorities, shall: 

a. Investigate and notify the Corn
mandant of the Marine Corps (Code 
DK), and the individual's organization 
of the date and place of arrest, charges 
pending, prospective date of trial and 
status of the Marine. 

• b. Maintain liaison with civil au
thorities to enable the following to be 
accomplished: 

(1) Report to the Commandant of 
the Marine Corps (Code DK), and the 
Marine's parent command, any change 
in date of trial or its continuance; any 
change in the status of civil charges; 
any action by Grand Jury or other change 
in status of the Marine concerned, in
cluding movement to another geographi
cal location; or release of Marine upon 
bail or his own recognizance. 

• c. Upon conclusion of the action by 
civil authorities, the following shall be 
accomplished: 

(1) Report results to the Corn
mandant of the Marine Corps (Code 
DK). 

(2) Send copy of report and in 
the event of conviction of a felony or 
an offense involving moral turpitude 
(see subpar. 13267.2c), acertifiedcopy 
of judgment to parent organization for 
action in accordance with paragraph 
13267. 
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(3) Provided the Marine is con
fined as a result of sentencing by the 
civil court, a request for or waiver of 
privileges will be obtained from the 
individual (see subpar. 13266.3), to
gether with a physical examination 
(see ManMed, art. 16-13), and for
warded to theM arine' s parent command 
and the Commandant of the Marine 
Corps (Code DK) furnished with an 
information copy of the letter of trans
mittal. 

• d. Comply with the appropriate pro
visions of subparagraph 7051.2. 

7004 AMENABILITY TO THE UNI
FORM CODE OF MILITARY 
JUSTICE OF MEMBERS OF 
THE MARINE CORPS RE
SERVE 

1. ~ Amenability to the Code. Under the 
proviSIOns of the Uniform Code of 
Military Justice, article 2, clause (1), 
members of the Marine Corps Reserve 
lawfully called or ordered to active 
duty, or active duty for training, are 
subject to the Code from the date when 
they are required by the terms of the 
order to obey it. Also, while perform
ing certain types of inactive dutytrain
ing, members of the Marine Corps 
Reserve shall be subject to the Code 
only if the training is authorized by 
written orders, voluntarily accepted 
by them, which orders specify that 
they are subject to the Code in ac
cordance with the Uniform Code of 
Military Justice, article 2, clause (3), 

2. jurisdiction and Continuation, For 
info.rmation concerning jurisdiction 
having attached by commencement of 
action with a view to trial see the 
Manual for Courts-Martial, United 
States, 1951, subparagraph lld. 

3. Inactive Duty Training Categories. 
Inactive duty training as presently 
authorized by the Marine Corps, con
sists of the following types of training 
duty (see MAR CORMAN, par. 1570): 

a. Regular Drills. 

b. Equivalent Instruction or Duty. 

c. Associate Duty. 
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d. Appropriate Duty. 

e. Volunteer Training Unit Meeting. 

4. Inactiore Duty Training Categories 
Wherein Members of the Marine Corps 
Reserve Shall be Subject to the Code. 
Members of the Marine Corps Reserve 
shall be made subject to the Uniform 
Code of Military Justice while per
forming the following types of inactive 
duty training: 

a. Regular drills and equivalent 
instruction or duty. Upon enlistment 
or reenlistment for immediate assign
ment to Class II, Organized Marine 
Corps Reserve and upon transfer from 
Class ill, Volunteer Marine Corps 
Reserve, to Class II, an assignment 
or transfer order shall be issued 
containing the elements stated in sub
paragraph 6, below. 

b. Associate duty with a unit of a 
Reserve component of another Armed 
Force. When members are authorized 
to perform associate duty with units of 
the Armed Forces other than the Ma
rine Corps, the policy of the Army 
force with "'hich associated should 
govern whether they will be made sub
ject to the Code. 

c. Volunteer trainiafJ: unit meeting. 
The commander and members of 
Volunteer Training Units (VTU) shall 
be made subject to the Code. Com
manders of VTU's shall be responsible 
for assuring that no member attending 
a meeting of a unit under their com
mand shall be given access to or 
custody of any classified matter during 
such meeting unless that member has 
voluntarily accepted orders subjecting 
him to the Code. Orders to members 
of VTU's subjecting them to the Code 
as herein provided, shall be issued by 
the district director concerned upon 
request of the commander ofthe unit. 

5. Discretion of Order-Writing Au
thority. Members of the Marine Corps 
Reserve who are authorizedtoperform 
inactive duty training other than as 
stated in subparagraph 4, above, will 
not normally be made subject to the 
Code. However, in exceptional cases a 

member authorized to perform appro
priate duty may be made subject to the 
Code as prescribed herein for a par
ticular period or series of periods in 
the discretion of the order-writing 
authority. 

6. Assignment Orders. The following 
elements shall be made a part of the 
written orders assigning or transfer
ring a member to an Organized Marine 
Corps Reserve Unit or otherwise au
thorizing or directing a member to 
perform inactive duty training when it 
is required or desired that he be made 
subject to the Code: 

a. Each such order shall state: 

"Subject to your voluntarily ac
cepting these orders, you are (assigned 
to - , transferred to - , authorized to 
perform, etc.). These orders are null 
and void unless you indicate by en
dorsement hereon that they are volun.
tarily accepted by you. 

"During the actual (performance 
of regular drills and periods of equiva
lent instruction or duty) (performance 
of periods of associate duty) (attend
ance at Volunteer Training Unit meet
ings, etc.) pursuant to this order, you 
are subject to the Uniform Code of 
Military Justice. Upon acceptance by 
you of these orders, you will be subject 
to the Code during any subsequent 
periods of inactive duty training per
formed which are the same or an 
interrupted cc.ntinuation of the training 
contemplated by these orders." 

b. The member concerned shall 
be requested to endorse on the original 
and one copy of his orders the follow
i .g: 

"(date, place) I hereby voluntarily ac
cept these orders. 

Signature 
Grade, USMCR, Service Number)" 

The member shall be further requested 
to deliver a eopy bearing the above 
endorsement signed by him to his 
commander, for attachment to his 
qualification record or service record 
book. (See fig. 5-3 of chap. 5.) 
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7. Explanation of Certain Articles of 
the Uniform Code of Military Justice. 
In order to ensure that members of 
the Marine Corps Reserve who accept 
orders subjecting them to the Code are 
cognizant of their responsibilities, 
duties, and rights, and the penalties to 
which they are subject for their failure 
to meet those responsibilities, articles 
of the Uniform Code of Military Justice 
listed in the Uniform Code of Military 
Justice, article 137, shall be explained 
to them as soon after acceptance of 
subjecting orders as possible, but not 
later than the sixth training period 
following acceptance of those orders. 
Paragraph 7001 requires that this ex
planation be given to enlisted personnel 
on active duty and indicates the ref
erence which requires service record 
book entries to be made. 

7005 ENLISTED PERSONNEL 
AWAITING OR UNDER
GOING TRIAL 

I. When action is initiated with a view 
to trial because of an offense com
mitted by an individual prior to ter
mination of his enlistment, or extension 
thereof, even though the term of enlis't
ment may have expired, he may be 
retained in the service for trial to be 
held after his period of service would 
otherwise have expired. However, an 
individual may not be retained beyond 
the term of his enlistment for the 
purpose of being a witness in a court
martial. 

NOTIFICATION TO PARENTS, 
SPOUSES, OR GUARDIANS OF 
ENLISTED PERSONS TO BE 
TRIED ON SERIOUS CHARGES 
OR WHO ARE TO BE DIS
CHARGED PRIOR TO THE 
EXPIRATION OF THEIR 
ENLISTMENT . 

I. Whenever an enlisted person is to 
be tried by a general or special court
martial, is to be tried by a civil court 
charged with a felony, or is charged 
with serious offenses before a foreign 
court and trial appears probable, it is 
considered desirable that the parents, 
spouse or guardian, as appropriate, be 
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advised of the circum stances. A serious 
offense before a foreign court is con
strued to include any offense for which 
6 months' confinement, whether or not 
suspended, is normally imposed. 

2. When any of the above occurs, the 
commander should ensure that the in
dividual is counseled to advise his 
parents, spouse or guardian, as appro
priate, of the circumstances, or, in 
the alternative, to authorize the com
mander to do so: 

a. If the enlisted person is 21 years 
of age or over and refuses to do either, 
no further action will be taken except 
to have the fact of his refusal and the 
name of the officer receiving such 
refusal recorded on page II of the 
individual's service record; 

b. If the enlisted person is under 21 
years of age and refuses to do either, 
th_e commander will, unless some com
pelling reason to the contrary appears, 
inform the parents, spouse, or guardian, 
as appropriate, by letter or other 
means of the details considered perti
nent and proper under the circum
stances. In the event the commander 
decides not to make such notification, 
he will record his reasons for this 
decision on page II of the individual's 
service record. 

3. Whenever an enlisted person under 
21 years of age is to be involuntarily 
separated from the service prior to 
the expiration of his enlistment with 
either a punitive or anyadministrative 
type discharge, his parents, spouse, 
or guardian, as appropriate, shall be 
notified I 0 days in advance of the time, 
date, and place of discharge. A copy 
of the letter of notification will be 
forwarded to the Commandant of the 
Marine Corps (Code DGH). This notifi
cation is required in order to permit 
parents or guardians to assume custody 
of their minor son or daughter upon 
separation. 

4. Whenever an enlisted person over 
21 years of age is to be involuntarily 
separated from the service prior to the 

--;-·expiration of his service, with either a 

-i 
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punitive or administrative type dis
charge, he shall be counseled 
to advise his parents, spouse, or 
guardian, as appropriate, of the cir
cumstances or, in the alternative, 
to authorize the commander to do 
so. If the individual refuses to 
do either, no further action will be 
taken other than to have the fact 
of his refusal and the name of the 
officer receiving such refusal re-

corded on page 11 of the individual's 
service record. 

7007 CERTIFICATION OF OFFI
CERS UNDER ARTICLES 26 
AND 27 UNIFORM CODE OF 
MILITARY JUSTICE 

l. For instructions concerning certi
fication of officers under the Uniform 
Code of Military Justice, articles 26 
and 27, see paragraph 4067. 
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PART B: ABSENTEES AND DESERTERS 

7050 PROCEDURE WHEN UNAU
THORIZED ABSENCE 
OCCURS 

l. When an individual has been in an 
unauthorized absence status for a 
period of 24 hours, the following shall 
be accomplished: 

a. An entry will be made in the 
service record and unit diary, as pre
scribed in paragraphs 15116 and 16084. 

b. The disbursing officer will be 
notified of the absence by furnishing 
him copies of the unit diary in accord
ance with paragraph 16100, in order 
that checkage of pay action may be 
taken as set forth in NAVEXOS P-
1000, Navy Comptroller Manual, chap
ter 4, volume 4. 

c. All government property and 
personal effects shall be inventoried 
and stored in a secure place. 

• z. The inventory prescribed in sub
paragraph lc, above, will be accom
plished by an officer or staff noncom
missioned officer, under the direction 
of the commander, as follows: 

a. Inventory of government prop
erty (other than individual uniform 
clothing): An inventory of government 
property, less individual uniform cloth
ing, will be prepared and signed in 
duplicate. The originalofthis inventory 
will be affixed in the service record 
book of the absentee and a copy re
tained in the office of the commander. 
The commander will promptly advise 
the property control officer /supply of
ficer, in writing, via the unit property 
officer/responsible officer, if appli
cable, of any prop&rty which is missing 
or damaged and on charge to the indi
vidual. Property recovered from an 
individual in an absentee or deserter 
status shall be returned to the control 
of the unit property officer/responsible 
officer. 

b. Inventory of individual uniform 
clothing: Coincident with the prepara
tion of the foregoing inventory, an in
ventory will also be prepared of the 
articles of individual uniform clothing 

left behind by the absentee. The inven
tory ,will be prepared in two parts. 
The first part will list only clothing 
which is in a serviceable condition, 
except for worn undergarments, head
gear, and footwear. The second part 
will list all recovered articles which 
are in an unserviceable condition and 
will likewise include worn undergar
ments, 'headgear, and footwear. This, 
inventory will be prepared and signed 
in quadruplicate. The original of the 
inventory shall be incorporated into 
the service record book ofthe absentee 
and one copy will be retained in the 
office of the commander. In the event 
that no articles of individual uniform 
clothing were left behind by the absen
tee, or the whereabouts of the mem
ber 1 s uniform clothing is not known, a 
certificate to that effect shall be placed 
in the individual1 s service record book. 
(See subpar. 3a, below, for the disposi
tion of the remaining copies.) 

c. An inventory shall also be made 
of the personal effects left by the 
absentee. This inventory will be pre
pared and signed in sextuplicate. The 
original of the inventory shall be in
corporated into the service record of 
the absentee and one copy retained in 
the office of the commander. (See sub
par. 3b, below, for the disposition of 
the remaining copies.) 

d. Money in excess ofthree dollars 
($3) found in the personal effects of 
an absentee will be delivered to the 
local disbursing officer in exchange for 
a government check to be drawn in 
favor of the absentee's commander. 
Money in amounts of three dollars 
($3), or less will be entered in the 
inventory of personal effects- as 11cash" 
and turned over to the unit accountable 
officer with the personal effects. 
Checks obtained from the disbursing 
officer in exchange for cash found in 
the personal effects of an absentee 
shall be retained by the commander for 
a period of 90 days, Should the absentee 
return to Marine Corps control prior 
to the expiration of 90 days from the 
date of absence, the exchange for cash 
check shall be endorsed by the com
mander and delivered to the individual 
concerned. 
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3. At the expiration of 90 days from 
the date of absence of a Marine, and 
provided the Marine has not returned 
to military control, the commander 
shall: 

• a. Deliver the in:dividual uniform 
clothing recovered from the absentee's 
effects, together with two copies of the 
inventory of such clothing, to the unit 
property/supply officer for disposition 
as provided in MCO Pl0120,Z8, 
Individual Clothing Regulations. 

b. Deliver the personal effects of 
the absentee, less any exchange for 
cash check or checks, with four copies 
of the inventory of such effects, to 
the unit accountable officer for dispo
sition as provided in Marine Corps 
Supply Manual. The commander, prior 
to delivery of the personal effects to 
the unit accountable officer, shall re
move therefrom any discharge certifi
cates, promotion warrants, medals, 
badges, etc., and such items will be 
forwarded to the Commandant of the 
Marine Corps (Code DGK), with a 
letter of transmittal listing the items 
recovered. A copy of the letter of 
transmittal will be inserted in the indi
vidual's service record book. 

c. Endorse any exchange for cash 
check or checks, representing cash 
recovered from such effects, in favor 
of the officer in charge of the Marine 
Corps Personal Effects and Baggage 
Center, Camp Lejeune, or Camp Pen
dleton, as appropriate, and forwardthe 
check(s) to that officer with a letter of 
transmittal explaining the circum
stances. One copy of the letter of 
transmittal shall be inserted in the 
absentee's service record book. 

4. Coincident with turning over the 
personal effects to the accountable 
officer for disposal as provided in 
Marine Corps Supply Manual, the com
mander will contact the next of kin or 
legal representative of the absentee or 
del!erter to determine whether or not 
the personal effects, not to include ex
change for cash check or checks, will 
be accepted. The next of kin or legal 
representative shall also be advised 
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that further correspondence should be 
addressed to the unit accountable offi
cer and the designation and address 
of that officer should be set forth in 
the letter, 

5. When an individual has been in an 
unauthorized absence status for a 
period of 10 days, the commander 
shall notify the next of kin by letter to 
that effect, A copy of this letter will 
be forwarded to the Commandant ofthe 
Marine Corps (Code DGH) and to the 
Director of the Reserve and Recruit
ment District in which the individual 
was enlisted. The following is a sample 
letter of notification: 

"My dear Mr. and Mrs. Brown: 

"I regret the necessity of informing 
you that your son (or other relation
ship) (grade, name, service number 
and service component) has been in a 
status of unauthorized absence from 
this organization since (hour and date)/ 
(and has been declared a deserter). 

"Absence without leave (desertion) 
is a serious military offense. The 
longer the absence continues, the more 
serious the offense becomes. 

"Should youknowofhis whereabouts, 
it is suggested that you inform me 
thereof, and urge him to return to this 
organization or to the nearest post or 
station of any of the Armed Forces, as 
it is desired that he not suffer the 
status of a fugitive at large or the 
penalties attached to desertion from 
the service. 

Sincerely yours, 

JOHN J. DOE 
Major, U. S. Marine Corps 

Commanding'' 

6. For instructions relative to stop
page of allotments, see NAVEXOS P-
1000, Navy Comptroller Manual, 
chapter 4, volume 4. 

7. When an individual is declared a 
deserter, a Notice of Absentee Wanted 
by the Armed Forces (DD Form 553), 
will be prepared and distributed in 
accordance with instructions set forth 

.. ~·~ .. -,---:::r 
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in paragraph 15070, and addressees 
will be listed on reverse side of 
DD Form 553. 

8. On declaration of desertion, a con
duct mark shall be assigned on page 3 
of the service record and desertion 
entry shall be made on page 1 Z in 
accordance with instructions set forth 
in paragraphs 15106 and 15116. 

9. Service record books of persons 
declared deserters will be retained 90 
days from the date of commencement 
of unauthorized absence. On the 91 st 
day of absence the service record book 
will be transmitted to the Commandant 
of the Marine Corps (Code DK). In the 
event the organization is being dis
banded or is scheduled to move before 
the 9lst day of absence, the service 
record book will be forwarded to the 
Commandant of the Marine Corps (Code 
DK) with an explanation as to reason 
for its being forwarded prior to the 
9lst day of absence. 

10. When an officerhasbeeninastatus 
of unauthorized absence for a period 
of 7 days, a report shall be submitted 
to the Commandant ofthe Marine Corps 
(Code DK). The report will include the 
date and hour of the commencement of 
the absence and any known circum
stances in connection therewith. 

7051 PROCEDURE WHEN ABSEN
TEES AND DESERTERS 
(MARINE CORPS PERSON
NEL) ARE RETURNED TO 
CUSTODY OF THE MARINE 
CORPS 

1. When an absentee or deserter sur
renders, or is delivered, to the organ
ization from which he absented him
self, the following shall be. accomplished 
by that organization: 

a. Absentee: 

(1) Make appropriate entries in 
service record book in accordance 
with paragraph 15ll6, and a unit diary 

entry in accordance with paragraph 
16084. 

b. Deserter: 

( 1) Prepare and distribute a 
Forma1 Report of Deserters or Absen
tees (NAVMC 10044-PD), in accord
ance with paragraph 15071, if not 
previously submitted byanotherorgan
ization. If service records are not 
held, the request for same will be 
included in the report of return. 

(Z) Join the individual on rolls. 

(3) Make appropriate entries in 
service record book inaccordancewith 
paragraph 15ll6, and a unit diary entry 
in accordance with paragraph 16077. 

.(4) Prepare and distribute Notice 
of Return Absentee/Deserter (Form 
NAVMC lOZ63-PD), to addressees 
shown on the distribution list of Ab
sentee Wanted by the Armed Forces 
(DD Form 553) with the exception of 
the Commandant ofthe Marine Corps. 
(See par. 15070.) 

2. When an absentee or deserter sur
renders, or is delivered, to an organi
zation other than the organization from 
which he absented himself, the following 
shall be accomplished by the receiving 
organization: 

a. Prepare and distribute a For
mal Report of Deserters or Absentees 
(Form NAVMC 10044-PD), in accord
ance with instructions contained in 
paragraph 15071, and on the form. 

b. If an absentee/deserter has been 
absent less than 60 days, and has not 
previously been issued orders and 
transportation with which he failed to 
comply, he shall be issued orders and 
transportation to report to the organi
zation from which he absented himself. 
Where the individual is en route to a 
new duty station, his change of station 
orders should be endorsed in lieu of 
the issuance of a new set of orders. 
Authenticated copies of these orders, 
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endorsements, and all other docu
ments relevant to the absence or deser
tion will be attached to all copies of 
the Formal Report of Deserters and 
Absentees prepared in accordance with 
subparagraph Za, above. 

( l) If, in the opinion of the re
ceiving activity, the absentee or deser
ter will not obey absentee orders, or 
he states that he will not obey such 
orders, if issued, the Commandant of 
the Marine Corps (Code DK), shall be 
notified by message. The report will 
contain sufficient information concern
ing his probable refusal ~o.obeyorde~s 
upon which to base a dec1s1on as to h1s 
disposition. Upon submission of this 
report, no further action shall be taken 
except as set forth in subparagraph Za, 
above, pending instructions from higher 
authority. 

c. A message report will be made 
to the Commandant of the Marine 
Corps (Code DKB), in the case of an 
absentee or deserter: 

(l) Whose absence is more than 
60 days, or 

(Z) Who has previously been is
sued orders and transportation during 
the current period of unauthorized 
absence and has failed to comply with 
such orders, or 

(3) Who, in the opinion of the 
activity having custody of the individual, 
would not comply with orders, if is
sued. Disposition shall be directed by 
the Commandant of the Marine Corps. 

3. When an absentee or deserter is 
delivered to a Marine Corps organiza
tion for disciplinary action or other 
disposition in accordance with a direc
tive issued by the Commandant of the 
Marine Corps, the procedures seUorth 
in subparagraph 1, above, shall be 
accomplished by the receiving organi
zation. 

7052 ESCAPED PRISONERS 
l. An escape by a prisoner is his 
deliberate absence from his place of 
arrest, confin~ment, or from his guard. 
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z. The following procedure shall be 
carried out in the cases of escaped 
prisoners: 

a. As soon as it is known that a 
prisoner has escaped, the commander 
shall: 

( l) Immediately institute search 
and security of the area if such action 
is indicated. 

(Z) Within one hour, declare the 
escapee a deserter from the time of 
escape. A copy of the DD Form 55.3 
will be forwarded immediately to the 
Commandant of the Marine Corps 
(Code DK). 

(3) As soon as possible, notify 
the commandant of the naval district, 
Armed Forces police activities in the 
area, and local and State police agen
cies. Give a complete description of 
the escapee, all significant facts re
gaiding the time, place, and circum
stances of the escape, and the names 
and addresses of relatives, friends, or 
places, under the jurisdiction of such 
police, to which the escapee might go. 

b. In the cases of prisoners being 
transferred, the commander of a trans
ferring activity shall be considered to 
be the prisoner's commander until the 
prisoner has been delivered to his 
destination or until otherwise notified 
to the contrary by higher authority. 
When a prisoner escapes, while en 
route to another activity, the guard 
shall immediately notify the prisoner's 
commander by telephone or message 
giving the necessary information so 
that the commander may proceed as 
prescribed in subparagraph Z, above. 

c. When an escapee surrenders, is 
apprehended, or is delivered, the re
ceiving activity will follow the proce
dure prescribed in paragraph 7051, 
and will notify all persons who have 
previously been notified of the escape. 

d. In addition to the above, the 
following procedure shall be carried 
out in cases of personnel convicted by 
general courts-martial; convicted by a 
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special courts-martial if a disciplinary 
command has been designated for con
finement or temporary custody; con
fined as a result of the alleged com
mission of an offense( a), the maximum 
punishment for which exceeds confine
ment of one year; or considered dan
gerous due to physical or mental con
dition, or nature of the offense(s) 
alleged: Immediately after an escapee 
in one of the above categories is de
clared a deserter, the organization 
from which he escaped will notify by 
telephone the nearest field office of 
the Federal Bureau of Investigation, 
giving all significant information re
garding the escapee. Such notification 
shall never be made by the guard unless 
so instructed by his commander. Spe
cial agents of the Federal Bureau of 
Investigation shall be given access to 
all records and effects of escapee 
including addresses of relatives, 
friends, or places to which the escapee 
might go. Also, the Federal Bureau of 
Investigation field office should be 
given a signed copy of DD Form 553 
(Absentee Wanted by the Armed 
Forces), as soon as possible, in addi
tion to the distribution indicated in 
paragraph 15070. 

7053 REMOVAL OF MARK OF 
DESERTION .1. Commanders or officers in charge 

shall remove as an erroneous entry 
the mark of desertion from the service 
record book of any individual who was 
declared a deserter but who subse
quently has been: 

a. Awarded nonjudicial punishment 
for unauthorized absence only. 

b. Tried and convicted of unau
thorized absence only. 

c. Tried and acquitted. 

d. Determined by an approved 
Board of Medical Survey to have been 
mentally incompetent at the time of 
absence. 

Z. All other cases regarding the re
moval of marks of desertion, when re
moval is recommended, will be referred 
to the Commandant ofthe Marine Corps 
(Code DK), for dechion. In this con-

nection, it is to be noted that in the 
absence of a clear showing that a mark 
of desertion was erroneously entered, 
such entry cannot be removed. Re
moval of mark of desertion is not 
necessary prior to discharge. 

3. The mark of desertion shall be 
removed as soon as possible after 
determination that the entry was er
roneous, in accordance with subpara
graph 1, above, or approval of the 
Commandant of the Marine Corps, as 
appropriate. The removal of the mark 
of desertion will be reported to the 
Commandant of the Marine Corps (Code 
DK), with copy to the disbursing officer 
carrying the accounts of the individual 
in order that he may be credited any 
monies due on the date of the recorded 
desertion entry. This report shall show 
the reason for removing the mark of 
desertion and the date the mark of 
desertion was actually removed from 
the records of the individual. 

4. Instructions for removal of a mark 
of desertion are contained in para
graph 15116. 

7054 PROCEDURE WHEN ABSEN
TEES AND DESERTERS OF 
OTHER SERVICES COME 
INTO CUSTODY OF THE 
MARINE CORPS 

1. Commanders of the Marine Corps 
activities will take the actions indi
cated in thia paragraph when the fol
lowing categories of personnel who are 
members of another military depart
ment, or the U. S. Coast Guard, sur
render . themselves or report to a 
Marine Corps activity: 

a. Unauthorized absentees. 

b. Personnel on leave who are with
out funds and who request that they be 
provided with transportation. 

Z. When personnel in the aforemen
tioned categories report to a Marine 
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Corps activity, the commander will 
take the following action: 

a. Telephone or wire the mem
ber's commander requesting: 

(1) Confirmation of the status 
of the individual, 

(2) Disposition to be made in 
the member's case, and 

(3) The applicable appropriation 
data to be shown on the transportation 
request and meal tickets which the 
member may be provided, as appro
priate. 
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b. Upon receipt of the above re
quested confirmation and disposition 
instructions, provide transportation in 
kind to transfer the member to the 
station designated in the disposition 
instructions received. The Marine 
Corps (Bill To) address shown at the 
top of the transportation request and 
meal ticket will be crossed out and the 
name of the department to which such 
transportation is chargeable will be 
inserted. 

c. A Pay Adjustment Authorization 
(DD Form 139), will then be prepared 
and forwarded by mail to the activity 
to which the member is being trans
ferred. 



PART C: INVESTIGATIONS 

7100 REGULATIONS GOVERNING 
INVESTIGATIONS AND 
COURTS OF INQUIRY 

.1. Regulations governing investiga
tions and courts of inquiry are con
tained in the Manualfor Courts-Martial, 
United States, 1951, and the Manual of 
the Judge Advocate General. 

7101 INVESTIGATION OF 
OFFENSES 

l. The proper and thorough investiga
tion of all complaints and reports 
alleging offenses is a major function 
in the proper administration of disci
pline. 

2. Any complaint made with a view of 
instigating disciplinary action will be 
reduced to writing and signed by the 
complainant. Such complaints are not 
required to be under oath and need not 
be so precise in language or content as 
formal charges or specifications, but 
must set forth the complaint in such 
detail as will permit intelligent dispo
sition of same. 

3. A woman officer, designated by the 
commander shall be consulted con
cerning investigation of offenses sus
pected to have been committed by 
women Marines, and concerning con
templated disciplinary action for such 
offenses, except where a woman officer 
of the Armed Forces is not available. 
Interrogation of a woman Marine by 
male personnel in connection with of
fenses of which she is suspected shall 
be conducted in the presence of another 
woman, preferably an officer or ma
ture noncommissioned officer, senior 

to the woman being interrogated, who 
is qualified to counsel the suspect 
and advise her in disciplinary matters, 
unless: (a) the woman being interro
gated specifically requests in writing 
that no other woman be present; or 
(b) such woman is not available in 
cities, and areas remote from military 
installations where womenofthe Armed 
Forces are not assigned, and the inter
rogator has determined that the nature 
of the suspected offense is such that 
delay would jeopardize the· proper in
vestigation of the offense. In this latter 
event, the interrogator, as soon as 
possible, will make a full report of 
the incident in writing to the woman 1 s 
commander. In connection with the 
above mentioned request, it shall be 
made. in the presence of a woman offi
cer or the commander, if no woman 
officer is available. In connection with 
the selection of a woman to advise and 
counsel the suspect, it is de sir able to 
designate a person acceptable to the 
suspect and one who has her confidence. 

7102 INVESTIGATION OF MOTOR 
VEHICLE ACCIDENTS 

l. The Marine Corps Supply Manual 
contains instructions relating to the 
investigation of motor vehicle acci
dents. 

7103 INVESTIGATION INVOLVING 
WORN, LOST, DAMAGED OR 
STOLEN PROPERTY 

l. The Marine Corps Supply Manual 
contains instructions relating to the 
investigation of worn, lost, damaged 
or stolen property. 
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PART D: OFFICERS PUNISHMENT 

7150 TRIAL OF OFFICERS 

1. When recommendation for trial of 
an officer by court-martial is made, 
the commander shall immediately 
notify the Commandant of the Marine 
Corps (Code DK), by airmail or mes
sage, whichever is considered appro
priate, stating the name of the com
mand to which such recommendation 
was made and enclosing or forwarding 
a copy of charges and specifications 
for which trial has been recommended. 

2. Upon receipt of the above informa
tion, the command to which such recom
mendation for trial has been made will 
be advised whether or not current 
Headquarters files reveal any record 
of previous convictions. 

3. When recommendation for trial has 
been approved, the convening authority 
shall immediately forward copies of 
the charges and specifications to the 
Commandant of the Marine Corps (Code 
DK), by airmail and to the Judge Advo
cate General of the Navy. Immediately 
upon completion of the trial, the con
vening authority shall notify the Com
mandant ofthe Marine Corps (Code DK), 
by airmail or message of the findings 
and sentence. 

4. When a trial has beencompleted and 
the convening authority has reviewed 
and acted upon the proceedings, the 
usual case will then fall into one of the 
following categories: 

a. When the officer is acquitted or 
when the findings and sentence have 
been disapproved and entirely set aside, 
the convening authority should: 

(1) Release the officer from re
straint, if any, and restore him to duty. 

(2) Take steps to have appro
priate field orders issued to the offi
cer, or request the Commandant of the 
Marine Corps to originate orders re
assigning the officer, as appropriate. 

(3) Notify the Commandantofthe 
Marine Corps (Code DK), by airmail 
or message making known the findings 

and sentence of the court and his action 
thereon. 

b. When an officer is convicted, 
but where the sentence imposed is not 
one requiring the confirmation or ap
proval of the President or the Secretary 
of the Navy prior to executing the sen
tence, the convening authority should, 
in addition to the above: 

(1) Issue the normal order of 
promulgation of the court-martial, and 
forward a copy thereof to the Com
mandant of the Marine Corps (Code 
DK). 

c. Upon conviction where the sen
tence imposed is one requiring the con
firmation or approval of the President 
or the Secretary of the Navy prior to 
its execution, and the officer is in 
Alaska or Hawaii or outside the United 
States, the convening authority should: 

( 1) Take steps to have orders 
originated in the field, if appropriate, 
or request the Commandant of the 
Marine Corps to originate orders which 
will direct the officer's immediate 
return to a specific post or station 
within the continental limits of the 
United States, to await final action in 
his case. Orders of this nature should 
name the specific post or station rather 
than use the more commonly employed 
phrase· "nearest naval district"; should 
be for temporary duty(not temporary 
additional duty); should include the 
words ''proceed immediately"; and 
should clearly indicate the degree of 
custodial security under which the 
officer sentenced should travel. 

(2) Advise the commander ofthe 
post or station to which the officer 
is ordered both intermediately and ulti
mately, as well as any other commands 
which should be cognizant, and make 
the Commandant of the Marine Corps 
(Code DK), an information addressee, 
as to the charges, findings, sentence, 
and the convening authority's action 
thereon; and as to any other facts 
deemed pertinent which will enable 
all commands concerned to take ade
quate precautions regarding proper 
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custodial security of the officer sen
tenced. Such information should be 
forwarded to all addressees by airmail 
or by message. 

d. Where the sentence imposed is 
one requiring the confirmation or ap
proval of the President or the Secre
tary of the Navy prior to its execution, 
and the officer is within the United 
States except Alaska and Hawaii, then 
the convening authority should advise 
the Commandant of the Marine Corps 
(Code DK), by airmail or message, as 
appropriate, of the findings, sentence, 
and his action thereon; the local com
mand to which the officer will be phy
sically attached; and the exact nature 
and extent of the custodial measures 
being employed. 

5. When an officer has beenorderedto 
a post or station to await final dis
ciplinary action in the manner pre
scribed in subparagraph 4c, above, the 
commander shall notify the Comman
dant of the Marine Corps by speed
letter as soon as the officer joins his 
command, with an information copy to 
the originator of field orders issued to 
the officer. The commander should 
indicate to which local organization, if 
any other than his oW!l, the officer is 
being attached and should set forth 
the exact nature and extent of the 
custodial measures contemplated while 
the officer awaits final action on his 
sentence. 

6. It should be noted that it is con
trary to the policy of the Navy Depart
ment to dismiss an officer at any 
point in Alaska or Hawaii or outside 
the United States, except under special 
circumstances and by request to the 
Navy Department. 

7. Where recommendation is being 
made to the Secretary of the Navy via 
the Commandant of the Marine Corps 
to execute a previous sentence of dis
missal by reason of alleged failure on 
the part of the officer sentenced to 
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comply with the conditions of his pro
bation, the commands concerned should 
follow the same procedure prescribed 
in subparagraphs 4 and 5, above, as 
appropriate. 

8. All reports of the character dis
cussed in this paragraph, when made 
by message or letter, should refer to 
this paragraph and should be designated 
"Official Use Only" unless classifica
tion is required by reason of the con
tents. 

7151 REPORT OF OFFICERS' 
PUNISHMENT 

1. Nonjudicial punishment imposed 
upon officers shall be reported to the 
Commandant of the Marine Corps (Code 
DK), via official channels; but such 
report shall not be made until a rea
sonable time has elapsed to permit the 
officer punished to appeal in accord
ance with paragraph 134, Manual for 
Courts-Martial, United States, 1951. 
In the event an appeal is filed, the 
report should not be made. until the 
appeal has been adjudicated by the 
officer next superior in command to 
the officer who imposed the punishment. 

2. There will be enclosed with the re
port of punishment made to the Com
mandant of the Marine Corps copies of 
all correspondence incident thereto, 
and a narrative statement of the cir
cumstances giving rise to the imposi
tion of punishment if the circumstances 
are not fully set forth in the en
closures. A signed statement from the 
officer punished, setting forth any mat
ter in his defense or in mitigation or 
extenuation, shall be included unless 
the officer concerned does not avail 
himself of his right to make such 
statement, in which case a signed 
statement that he does not desire to 
make a statement shall be included. A 
report of nonjudicial punishment will 
not be filed in officer's record unless 
accompanied by a statement relating 
thereto signed by the officer against 
whom the report is made. 



PARTE: COMPLAINTS ALLEGING INDEBTEDNESS, FAILURE TO SUPPORT 
DEPENDENTS AND PATERNITY OF ILLEGITIMATE CHILDREN 

• 7200 INDEBTEDNESS 

1. When a complaint alleging indebted
ness is received, the following action 
will be taken: 

a. Commanders will examine the 
complaint to ascertain if the com
plainant has complied with the require
ments of SECNAVINST 1740,2 or re
visions thereof. If the complaint fails 
to meet the requirements specified 
therein, the commander will return the 
complaint to the sender with an ex
planation of why the complaint was not 
processed. 

b. When a complaint is received 
that complies with the requirements 
of SECNAVINST 1740.2 or revisions 
thereof, the person against whom the 
complaint is directed will be inter
viewed in private. Before the inter
view, he shall be read and have ex
plained to him Article 31, Uniform 
Code of Military Justice. He will then 
be afforded the opportunity to examine 
the complaint and will be advised that 
dishonorable disregard of private in
debtedness is an offense under the Uni
form Code of Military Justice (see 
Manual for Courts-Martial, United 
States, 1951, par. 213b), 

c. If the indebtedness is acknowl
edged, the individual will be advised to 
communicate with the complainant 
setting forth his intentions in the matter. 
The commander will reply to the com
plainant, if the provisions of SEC
NAVINST 1740.2 have been complied 
with, and will state that the matter has 
been brought to the attention o£the per
son concerned and that he has been ad
vised to notify_ the complainant as to 
intended disposition of the matter. 

d. If the debt is denied or disputed, 
or if the individual does not desire to 
make a statement after considering the 
provisions of the Uniform Code of Mili
tary Justice, Article 31, the commander 
will so advise the complainant. The 
reply to the complainant will include a 
statement to the effect that: 

(1) The Marine Corps exercises 
no jurisdiction or control over Federal 
pay or savings of its personnel and can
not, therefore, adjudicate the matter. 

(2) A dishonorable failure to pay 
a just debt is a military offense and, 
in such cases, disciplinary action may 
be taken. However, a n1ere negligent 
omission or financial inability to pay 
is not criminally punishable under the 
Uniform Code of Military Justice. 
Where disciplinary action is appro
priate and taken, this action cannot 
provide for settlement of the indebted
ness. 

(3) Marine Corps personnel do 
not, by their service connection, escape 
the jurisdiction of the civil courts, and 
that any further action on the claim 
must be pursued through a civil court 
of competent jurisdiction. 

e. In preparing correspondence re
lating to indebtedness, the use of forms 
similar to figures 7- 1 through 7-5 is 
aut h o r i z e d and encouraged. Addi
tionally, the use of rubber stamps and 
embossing equipment is' encouraged. 

2. When an individual declines to make 
a statement, or when his statement is 
vague, uncertain, indefinite, or the in
debtedness is denied or disputed, the 
commander will cause an investigation 
to be conducted into the matter in order 
to determine the facts and validity ofthe 
complaint. 

3. A valid complaint of indebtedness is 
one where a debt has been incurred: 

a. By a Marine, or 

b. On his behalf by his legal de
pendents, with or without his consent, 
for necessities {including but not limited 
to food, shelter, clothing and medical 
expenses) and 

c. The debt is past due, or 

d. There is a court order tn exist
ence ordering the Marine to pay ali
m.ony, as distinguished from support of 
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dependents, and payment thereon is 
past due. 

4. In the case of officers, warrant of
ficers, and sergeants and above, all 
valid letters of indebtedness with a 
copy of the commanding officer's reply 
and the signed statement of the indi
vidual concerned will be forwarded to 
the Commandant of the Marine Corps 
(Code DK). Provided it is not contrary 
to local command administrative pro
cedures, these documents may be for
warded direct to the Commandant of the 
Marine Corps (Code DK), without letters 
of transmittal (only ·one complete set 
stapled securely together) by the indi
vidual's immediate commanding of
ficer. The Commandant of the Marine 
Corps (Code DK) will review all cor
respondence received to determine 
whether it is to be filed in the indi
vidual's official personnel file or in the 
central files of Headquarters Marine 
Corps. In the case of enlisted person
nel, the provisions of subparagraph 
15115.3z apply. In the case of officers 
and warrant officers, the provisions of 
subparagraph 15157.2g apply. 

5. In the case of enlisted personnel in 
the grade of corporal and below, in
debtedness correspondence will be re
tained in the files of the indi vidual 1s 
unit or organization, as appropriate, 
Even though this correspondence is not 
forwarded to the Commandant to the 
Marine Corps, an entry will be made 
on page ll of the indi vidual 1s service 
record, as required by subparagraph 
15115.3z. 

6. Piior to forwarding valid complaints 
to the Commandant of the Marine Corps 
(Code DK), the individual shall be ad
vised thereof and of his right to sub
mit a statement in connection therewith 
along with any relevant evidence. In the 
event he does not desire to submit a 
written statement, he shall so certify in 
writing. 

7. Complaints of indebtedness not com
plying with SECNAVINST 1740.2, and 
those determined to be invalid by the 
commander, and other correspondence 
concerning financial affairs of Marines, 
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are not to be forwarded to the Com
mandant of the Marine Corps. 

8. No person will, in his official capac
ity, furnish information regarding the 
personal credit rating or financial 
responsibility of any individual of the 
naval service. The mailing addresses 
of personnel may be furnished by the 
Commandant of the Marine Corps (Code 
DGH), if requested. A service fee of 
$1.50 shall be charged for each address 
furnished. 

9. All commanders are directed to con
tinually indoctrinate and counsel mem
bers of their commands concerning 
the pitfalls of installment buying, in
curring debts beyond capacity to pay 
and the necessity for liquidating debts 
in a timely manner. The counseling and 
indoctrination should include informa
tion regarding the need for a full dis
closure of the terms of the agreement, 
how finance and interest rates are 
quoted and computed, the standards of 
fairness which should be observed, and 
the forms available for this purpose. 

a. Consultation with the Legal As
sistence Officer when contemplating 
large purchases on credit will assist 
personnel to avoid commitments which 
may be difficult or impo::;sible to carry 
out. Personnel who did not seek or heed 
advice beforehand or otherwise en
counter difficulties in paying their debts 
should be encouraged to consult with the 
Legal Assistance Officer. See the Sec
retary of the Navy 1 s directive dealing 
with the legal assistance program. 

b. Personnel are to be advised 
that legitimate complaints forwarded 
to the Commandant of the Marine 
Corps become a matter of record 
and may have adverse effect on pro
motions and other aspects of their 
careers. In addition, it must be stressed 
that appropriate administrative action 
with a view towards effecting discharge 
from the Marine Corps, or stringent 
disciplinary measures will be taken 
promptly in flagrant cases where there 
are dishonorable failures to properly 
liquidate incurred debts. 



CHAPTER 7--DISCIPLINE, LAW AND LEGAL MATTERS 

MARINE COMPANY 
MARINE BATTALION, MARINE REGIMENT 

NUMBER MARINE DIVISION 
NAME OF CAMP, LOCATION 

1610 
28 Sep 1966 

TO: IN REFERENCE TO: 

7200 

MILITARY COLLECTION CORPORATION MARINE, LEATHERNECK .J. JR., 
SUITES 1000-1020 CREDIT BUILDING 9876543, Sgt. 5000/0000/0000 
200 INDEBTEDNESS ROAD 1540001 
CHARGEATOWN, ALLSTATES 

Gentlemen: 

Receipt of your letter alleging indebtedness of the person 
indicated above is acknowledged. The matter has been brought 
to his attention and he has been advised to communicate with 
you setting forth his intentions in the matter. 

The Marine Corps exercises no jurisdiction or control over 
Federal pay or savings of its personnel and cannot, therefore, 
adjudicate the matter. 

A dishonorable failure to pay a. just debt is a military 
offense and, in such cases, disciplinary action may be taken. 
However, a mere negligent omission or financial inability to 
pay is not criminally punishable under the Uniform Code of 
Military Justice. Where disciplinary action is appropriate 
and taken, this action cannot provide for settlement of the 
indebtedness. 

Marine Corps personnel do not, by their serv1ce connection, 
escape the jurisdiction of the civil courts. Unless this 
matter can be resolved satisfactorily by direct correspondence 
with the individual, the appropriate forum for settlement is 
a civil court. 

Sincerely yours, 

;.;.~ 
J. J. A~~ORIT~~ ~OR, USMC 
COMMANDING OFFICER 

(STANDARD FORM OF COMMANDER'S REPLY TO COMPLAINANT 
ALLEGING INDEBTEDNESS OF A MEMBER OF HIS COMMAND) 

J Figure 7-1 
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MARCORPERSMAN 

MARINE COMPANY 
MARINE BATTALION, MARINE REGIMENT 

NUMBER MARINE DIVISION 
NAME OF CAMP, LOCATION 

1610 
28 Sep 1966 

From: Comman~ing Officer 
To: 
Via: 

Commandant of the Marine Corps (Code DK) 
(1) CO, MARBN, MARREGT, 3dMARDIV 
(2) CO, MARREGT, 3dMARDIV 
(3) CG, 3dMARDIV 

Subj: Report of unsatisfactory resolution of indebtedness 
case of: MARINE, LEATHERNECK J. JR., 9876543, Sgt. 
5000/0000/0000 1540001 

Ref: (a) MARCORPERSMAN, par 7200 

Encl: (1) Letter of complaint 
(2) Investigation of unsatisfactory resolution of 

indebtedness 
(3) Individual's statement 

1. Enclosures (1) through (3) are forwarded in compliance 
with reference (a). 

I; ~ .. ;;z,l ~ r1-
. AUTHORITY 

(STANDARD TRANSMITTAL OF REPORT OF UNSATISFACTORY 
RESOLUTION OF INDEBTEDNESS) 

t Figure 7-2 
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MARINE COMPANY 
MARINE BATTALION, MARINE REGIMENT 

NUMBER MARINE DIVISION 
NAME OF CAMP , LOCATION 

1610 
28 Sep 1966 

TO: IN REFERENCE TO: 
MILITARY COLLECTION CORPORATION 
SUITES 1000-1020 CREDIT BUILDIN 
200 INDEBTEDNESS ROAD 
CHARGEATOWN, ALLSTATES 

MARINE, LEATHERNECK J. JR., 
9876543, Sgt. 
SECOND MARINE DIVISION, FMF 
CAMP LEJEUNE, NORTH CAROLINA 

Gentlemen: 

Receipt of your letter alleging indebtedness of the person 
indicated above is acknowledged. 

The individual is no longer a member of this command. 
be advised records of this unit indicate that the last 
address of the individual is as shown in the reference 
above. 

Please 
known 
box 

Therefore, your letter is returned herewith. Please refer 
all future correspondence to the person or his commanding 
officer at the address shown above. 

Sincerely yours, 

J.·R~~oR. USMC 
COMMANDING OFFICER 

Encl: 
(1) Your letter 

(STANDARD FORM OF COMMANDER
1
S REPLY TO COMPLAINANT 

ALLEGING INDEBTEDNESS OF A FORMER MEMBER OF HIS COMMAND) 

t Figure 7-3 
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MARINE COMPANY 
MARINE BATTALION, MARINE REGIMENT 

NUMBER MARINE DIVISION 
NAME OF CAMP, LOCATION 

1610 
28 Sep 1966 

TO: IN REFERENCE TO: 
MILITARY COLLECTION CORPORATION 
SUITES 1000-1020 CREDIT BUILDING 
200 INDEBTEDNESS ROAD 
CHARGEATOWN, ALLSTATES 

MARINE, LEATHERNECK J. JR., 
9876543, Sgt. 

Gentlemen: 

Receipt of your letter alleging indebtedness of the person 
indicated above is acknowledged. 

The individual is not a member of this Command, consequently, 
your letter is returned herewith. In addition, a search of 
local records does not show his location. 

In this connection, if it is known that the individual is a 
Marine, you may request the individual's present location 
from the Commandant of the Marine Corps (Code DGH) , Head
quarters, u. S. Marine Corps, Washington, D. c. 20380. 
Inquiries of this nature must include the individual's full 
name and service number. Please be advised that there is a 
service fee of $1.50 for each address supplied. 

Sincerely yours, 

llu~~Ca;, USMC 
COMMANDING OFFICER 

Encl: 
(1) Your letter 

(STANDARD FORM OF COMMANDER'S REPLY TO COMPLAINANT ALLEGING 
INDEBTEDNESS OF A PERSON NOT A MEMBER OF HIS COMMAND NOR CAN 

BE LOCATED FROM LOCAL RECORDS) 
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TO: 

MARINE COMPANY 
MARINE BATTALION, MARINE REGIMENT 

NUMBER MARINE DIVISION 
NAME OF CAMP, LOCATION 

1610 
28 Sep 1966 

IN REFERENCE TO: 
MILITARY COLLECTION CORPORATION 
SUITES 1000-1020 CREDIT BUILDING 
200 INDEBTEDNESS ROAD 
CHARGEATOWN, ALLSTATES 

MARINE, LEATHERNECK J. JR., 
9876543, Sgt. 5000/0000/0000 
1540001 

Gentlemen: 

Your letter alleging indebtedness of the person indicated 
above is returned as enclosure (l}. The letter does not 
establish that the requirements prescribed by the Secretary 
of Defense in DOD Directive 1344.7 of 2 May 1966, and 
promulgated in the Federal Register, Volume 31, No. 96, 
pp 7228-7233, have been complied with. 

Upon compliance with the Department of Defense Directive and 
return of the letter to this command, the complaint will be 
processed. Enclosure (2} is furnished for your use, if you 
so desire.* 

Sincerely your&, 

p. ;. ~:lk-dtf 
J. J. AUTHORITY, MAJOR, USMC 
COMMANDING OFFICER 

Encl: 
(l} Your letter 
(2} Standards of Fairness, Full Disclosure, and 

Certificate of Compliance 

* Forms should not be furnished to large commercial users on 
a recurring basis. 

(STANDARD FORM OF COMMANDERS REPLY TO COMPLAINANT NOT 
COMPLYING WITH SECNAVINST 1740.2} 

t Figure 7-5 

7200 
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· 10, The responsibility to indoctrinate 
and counsel. Marine Corps personnel in 
this matter is a basic precept of mili
tary leadership. The receipt of the too 
numerous complaints of indebtedness, 
the failure of personnel to liquidate 
indebtedness in a timely manner, and 
the failure to take prompt corrective 
action relative thereto are indicative of 
a lack of genuine interest and per
formance of duties on the part of re
sponsible commanders. It is the non
delegable responsibility of command, 
at every echelon, to ensure that Ma
rines are indoctrinated and counseled 
concerning this matter and that prompt, 
effective corrective action is taken to 
eliminate, insofar as is possible, the 
number of complaints of indebtedness 
concerning Marines. 

7201 SUPPORT OF DEPENDENTS 

l. All Marine Corps personnel are 
expected to provide continuous and 
adequate support for their legal de
pendents until legal exemption is, in 
fact, produced, It is expected that the 
conditions of valid court orders will 
be carried out until the responsibility 
for compliance therewith is terminated 
by a civil court of competent jurisdic
tion or by mutual agreement, in writing, 
of the persons concerned. 

2. Where a valid court order is in 
existence, and the individual concerned 
is financially unable to comply there
with, he shall be advised that by non
compliance with the terms of such 
order he renders himself liable to 
further action by the civil courts. He 
shall be advised further to seek relief 
in a civil court of competent jurisdic
tion or by mutual agreement with the 
party in whose favor a court order 
has been rendered. Requests for leave 
for the purpose of settling support 
matters will be given favorable con
sideration unless the public interest 
would be seriously prejudiced thereby. 
In such cases, the complainant wi 11 be 
advised of the circumstances and of the 
information given to the individual 
complained againsta 

3, In general, the following rules will 
govern the interpretations of divorce 
or annulment decrees unless it is 
shown that the local applicable rule 
of law requires another interpretation: 

a. If the decree is silent as to 
alimony payments to the wife, it is 
presumed the court intended that no 
such payments be made. 

b. If the decree is silent as to 
support of minor dependent children, 
it is presumed the court inten.ded such 
payments be made. A father is re
lieved of the responsibility for support
ing his children only when the court 
by express language decrees such sup
port is not payable. 

4. The failure of personnel to provide 
for the support of their legal dependents 
may constitute an offense under the 
Uniform Code of Military Justice or 
warrant administrative action with a 
view toward early discharge under the 
applicable provisions of chapter 13, 
No authority exists under the Uniform 
Code of Military Justice, however, for 
military authority to enforce civil court 
orders a If the question of support is in 
dispute, the following will be used as 
a guide for support: 

For wife only--BAQ plus 20o/o of 
basic pay 

For wife and one minor child--BAQ 
plus 25o/o of basic pay 

For wife and two or more minor 
children- -BAQ plus 30% of basic 
pay 

For one child--o:rte-sixth of basic 
pay 

For two minor children- -one -fourth 
of basic pay 

For three or more minor children-
one-third of basic pay 

In the use of the above table, in no 
event should the amount of support be 
less than: 

For wife only--one-third of basic 
pay 

For wife and one minor child-
one-half of basic pay 
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For wife and two or more minor 
children- -three-fifths of basic 
pay 

a. The support requirements spec
ified above are subject to the following: 

( 1) For enlisted personnel in pay 
grades E-4 (4 or less years service) 
and below, support may not fall below 
the amount of the minimum allotment 
requirement of the Dependents Assist
ance Act of 1950 as amended. 

(2) The amount ot "upport to a 
dependent for whom basic allowance for 
quarters is claimed in the case of an 
officer or an enlisted member of pay 
grades E-4 (over 4 years' service) and 
above should not be less than the ap
plicable rate of basic allowance for 
quarters to which that member is en
titled. 

b. The above guide is not intended 
as a permanent solution to nonsupport 
or insufficient support problems. The 
guide will be referred to as a basic 
instrument ior determining the amount 
of support to be provided for a com
plaining dependent. When more than 
one household is involved, support 
requirements will be determined sepa
rately for ~ach household. For example, 
if a member has a present wife and 
child and a complaint of nonsupport or 
insufficient support is received in be
half of two children of a former mar
riage, the member should provide ap
proximately one-fourth of his basic pa~ 
for the two children of the former 
marriage. If the complaint is in behalf 
of the present wife and child, the mem
ber should provide approximately the 
amount of his basic allowance for quar
ters plus 25 percent of his basic pay 
or one-half of his basic pay, whichever 
is the greater. 

5. The Commandant of the Marine 
Corps will give consideration to waiving 
the requirements of this section as re
gards support of the wife upon receipt 
of credible evidence of infidelity or 

desertion on the part of the wife. Such 
evidence must contain corroboration of 
any statements of the Marine con
cerned and should be forwarded to the 
Commandant of the Marine Corps, 
Code DN in the case of enlisted per
sonnel, and Code DK in the case of 
officers, with appropriate comment 
and recommendation by the com
mander. Pending the issuance of waiver, 
support is required. 

6. Upon failure of enlisted personnel 
to provide support, Commanders will 
initiate action to cause the involuntary 
establishment of allowances provided 
by the Dependents Assistance Act of 
1950, supra, or other legislation pro
viding allowances in behalf of depend
ents. Correspondence on such matters 
shall be directed to the Commandant 
of the Marine Corps, Code DN in the 
case of enlisted personnel, and Code 
DK in the case of officers. 

7. All complaints alleging failure to 
provide support will be promptly ac
knowledged and the complainant shall 
be advised of the action taken or con
templated in every instance except that 
no reference will be made to discipli
nary action. 

8. Every complaint received alleging 
nonsupport of dependents will be 
referred to the individual concerned 
and that individual shall be advised 
of the action to be taken thereon. All 
valid complaints will be transmitted 
to the Commandant of the Marine 
Corps, Code DN in the case of en
listed personnel, and Code DK in the 
case of officers, along with a report 
of the action taken thereon. Prior to 
forwarding such complaints, the indi
vidual shall be advised of the content 
of the Uniform Code of Military Jus
tice, Article 31, and of his right to 
transmit any statement he may care 
to make relative to the complaint for 
inclusion in his official record. When 
an individual does not desire to make 
a statement, a certification to that 
effect will be forwarded. 
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7202 

7202 

MARCORPERSMAN 

PATERNITY OF ILLEGITI
MATE CHILDREN 

1. Where there has been official ad
judication of paternity by a judicial 
order or decree of paternity or sup
port duly rendered by a United States 
or foreign court of competent juris
diction directing personnel to contrib
ute toward the support "f a child or 
children, the personnel shall be in
formed of their moral and legal ob
ligations as well as of their legal 
rights in these matters. They will be 
encouraged to render the neceSsary 
financial support. They shall be in
formed also that they are expected to 
contribute toward the support of the 
child or children whether or not pa
ternity is admitted or acknowledged. 
If the court order or decree specifies 
an amount to be paid, the officer or 
enlisted person is obligated to pay 
such amount as the order or decree 
requires. If no amount is specified, 
the support should be rendered in 
accordance with an agreement made 
with the mother or legal guardian of 
the child or children; and in the ab
sence of such an agreement, in ac
cordance with subparagraph 7201.4. 

2. Where there is no official adjudica
tion of paternity or obligation for 
support, or the child is unborn, the 
officer or enlisted man shall be pri
vately consulted, advised of the 
proVISIOns of the Uniform Code of 
Military Justice, Article 31, and asked 
whether he admits paternity or a 
reasonable probability that he may be 
the father of the child in question. 
If the answer is in the affirmative, 
he shall be informed that he is ex
pected to furnish support as set forth 
above. The complainant shall then be 
advised that the officer or enlisted 
man has indicated that he will fur
nish support currently although such 
action does not necessarily imply ad
mis sian of paternity nor, a continuing 
obligation to furnish support. If an 
officer or enlisted man admits pa
ternity or a reasonable probability 
that he is the father of an unborn 
child, he will be further expected to 

furnish an adequate contribution to
ward the expenses incidental to birth. 

3. In the event the Marine declines 
to make a statement after consider
ing the provisions of the Uniform Code 
of Military Justice, Article 31, or 
where there ha~ been nothing in the 
nature of an official adjudication and 
the officer or enlisted man denies 
paternity or denies any reasonable 
probability that he may be the father 
of the child, the complainant shall 
be promptly advised of that fact and 
that the complainant is left to such 
recourse as may be afforded by civil 
courts. Orders will not be issued to 
officers or enlisted personnel for the 
sole purpose of subjecting them to 
the jurisdiction of a particular court. 
However, requests for leave to settle 
a complaint relative to paternity should 
be favorably considered. 

4. Under no circumstances will an of
ficer or enlisted man be told or be left 
with the impression that either civil or 
naval law requires him to marry the 
mother of an illegitimate child. 

5. In all cases, copies of adjudications 
or court orders and a signed state
ment of the man concerned shall be 
forwarded to the Commandant of the 
Marine Corps (Code DK), with the com
ment of the commander. Prior to for
warding such complafnts, the individual 
shall be advised of the content of the 
Uniform Code of Military Justice, Ar
ticle 31. and of his right to transmit 
any statement he may care to make 
relative to the complaint for inclusion 
in his official record. Where an indi
vidual does not desire to make a state
ment. a certification to that effect will 
be forwarded. 

6. All inquiries containing allegations 
of paternity against personnel who are 
not on active duty will be forwarded to 
the individual concerned in such a man
ner as to ensure that the inquiry is de
livered to the addressee only. Official 
channels will be used for forwarding 
when practicable. 
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7. When inquiries received contain al
legations of paternity against personnel 
who are not on active duty and indicate 
a necessity to obtain information from 
the alleged father to protect the physical 
health of either the prospective mother 
or the unborn child, the last known ad
dress of the former Marine maybe fur
nished to the complainant, If a certified 
copy of a judicial order or decree of 
paternity or support duly rendered by 
United States or foreign court of compe
tent jurisdiction against a former Ma
rine is received, the last known address 
of the former Marine will be furnished 
to the complainant with return of the 
correspondence and the court order or 
decree, In these cases, the complainant 

will also be informed of the date of the 
separation of the person from the serv
ice and that the individual concerned is 
no longer in the service in any capacity. 

a. In all other cases the corre
spondence will be returned to the com
plainant with an appropriate. letter 
stating that the individual concerned is 
no longer in the service in any capacity 
and giving the date of final separation. 
In such cases the address will not be 
furnished and the complainant will be 
informed the Marine Corps assumes 
no responsibility for the whereabouts 
of individuals no longer under its 
jurisdiction. 
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CHAPTER 8 

DECORATIONS, MEDALS, AND A WARDS 

PART A: GENERAL 

8000 DEFINITION .1. Awards encompass all decorations 
and unit awards, including those made 
by foreign governments as well as 
the United States; battle streamers; 
medals; ribbons; certificates of com
mendation or letters of commendation 
and appreciation; meritorious mast; 
miscellaneous badges, buttons and aux
iliary insignia; and other forms of 
public recognition merited by Marines 
and Marine Corps units •. 

8001 SCOPE 

1. This chapter contains information 
concerning the administration of cer
tain awards for Marine Corps per
sonnel and Marine Corps organizations. 
It supplements the detailed instructions 
contained in the Navy and Marine Corps 

Awards Manual (SECNAVINST 
Pl650.1C), which shall serve as the 
consulting authority for the Marine 
Corps in all matters pertaining to 
decorations, medals and awards. 

8002 RESPONSffiiLITY 
1. Awards are an important aspect of 
command responsibility at all levels. 
Prompt and judicious recognition of an 
individual's, as well as an entire unit's, 
meritorious achievements is a vital 
factor of morale. Recommendations 
for all awards will be initiated by the 
per son cognizant of the meritorious 
achievement and all recommendations 
worthy of consideration will be sub
mitted through official channels. Pre
sentation of authorized awards will be 
made as soon as practicable and with 
appropriate ceremony. 
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PART B: AWARDS 

8050 GENERAL 

1, For detailed instructions beyond the 
scope of this chapter refer to the fol
lowing manuals: 

a, Navy and Marine Corps Awards 
Manual (SECNAVINST P 1650,1C) -eli
gibility requirements, administrative 
procedures for recommending awards, 
including sample citations, time limita
tions and presentation of awards. 

b. Marine Corps Uniform Regula
tions - wear1ng of and precedence of 
all awards, including those awards 
received from other branches of the 
Armed Forces and from foreign coun
tries. 

c, Marine Corps Flag Manual
award of, uses and display of stream
ers. 

d. Marine Corps Orders and Bul
letins - small arms and competitive 
marksmanship awards. 

e. Marine Corps Personnel Man
ual - chapter 15 contains instructions 
for recording eligibility for awards 
and issuances thereof in the officer 
qualification record and enlisted serv
ice record book. 

CERTIFICATE OF COMMEN
DATION AND LETTER OF 
APPRECIATION 

1. A certificate of commendation and/ 
or letter of appreciation will be issued 
for exceptional performance of duty 
above and beyond that which is nor
mally required and expected of an 
officer or enlisted person. Such cer
tificate or letter will be issued only 
by general officers and those who 
command brigades or equivalent or
ganizations on separate duty, In ex
ceptional cases they will be issued by 
the Commandant of the Marine Corps. 

2, All other officers desiring to make 
recommendations for certificates of 
commendation or letters of apprecia
tion will submit them via chain of 
command to officers designated in 
paragraph 1, above, for issue. For 
commendatory services where certifi-

cates of commendation or letters of 
appreciation are not deemed warranted, 
reporting seniors are urged to include 
appropriate remarks on fitness re
ports, or award meritorious mast if 
deemed warranted. 

3, Copies of such certificates of com
mendation and/or letters of apprecia
tion will be forwarded to the Com
mandant of the Marine Corps (Code 
DGH), and notation made in the officer 
qualification record or service record 
as set forth in paragraphs 15162 and 
15114. 

8052 MERITORIOUS MAST 

1. Whenever the performance of an 
enlisted person is considered note
worthy or commendable beyond the 
usual requirements of duty, or he 
demonstrates exceptional industry, 
judgment, or initiative, the senior who 
has observed him will make a report 
of this to the individual's commander, 
All such reports will be sent to the 
commander of a battalion or equivalent 
echelon. These reports will be given 
careful consideration and if appropri ... 
ate, meritorious mast will be held. 
For details pertaining to the recording 
of meritorious mast in the service rec
ord book, see subparagraph 15114,1£, 

• 2. Meritorious mast will not ordinarily 
be conducted when the services or 
performance of individuals is recog
nized through the award of certificates 
of commendation or letters of appre
ciation, or personal decorations. 

3, The command to which the individual 
is assigned will publish information 
conce.rning the mast and entries per
taining thereto which were made in the 
individual 1s service record book. 

4, Copies of meritorious masts will be 
forwarded to the Commandant of the 
Marine Corps (Code DGH) for personnel 
in the gradeofcorporalandbelow, For 
sergeants and above, copies will be 
forwarded with fitness reports in ac
cordance with subparagraph 15068,5e. 
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8053 MARCORPERSMAN 

8053 AWARDS FROM OTHER 
BRANCHES OF THE ARMED 
FORCES 

I. General 

a. Personnel of the Marine Corps 
serving with other branches of· the 
Armed Forces of the United States 
are authorized to accept awards pre
sented by such other service provided 
that they are not given for the same 
act -or service for which a previous 
award has been made. 

b. Commanders are responsible to 
have copies of all citations for decora
tions awarded to personnel under their 
command by other branches of the 
Armed Forces for heroism or meri
torious service made a part of the 
official records on file at Headquar
ters, U.S. Marine Corps of the indi
vidual concerned. This includes per
sonnel of the Marine Corps serving 
with other branches of the Armed 
Forces of the United States as well 
as those who were previously mem..; 
bers of other branches. 

Z. Distinguished Unit Emblem (Army) 

a, The Distinguished Unit Emblem 
is awarded to units of the· Armed 
Forces of the United States and 
co belligerent nations for extraordinary 
heroism in action against an armed 
enemy occurring on or after 7 Decem
ber 194!. It is considered an individual 
decoration for persons engaged in the 
cited actions, and so may be worn by 
them, whether or not they continue as 
members of the unit, A member of the 
naval service attached to a unit cited 
by the Army subsequent to the cited 
period will not wear the Army Dis
tinguished Unit Emblem while so at
tached, 

8054 FOREIGN AWARDS 

1. No person in the naval service 
shall without the consent of Congress 
accept any decoration or award of 
any kind whatsoever from any king, 
prince, or official of a foreign govern
ment. 

a. A decoration or award tendered 
to a Marine on active or inactive 
duty by any foreign government shall 
be forwarded to the Commandant of 
the Marine Corps with a statement in 
explanation of the award. After ap
proval by the Chief of Naval Operations 
the award will be forwarded to the 
Department of State where it will be 
held In escrow pending the consent of 
Congress. This policy shall also be 
observed where the decoration or 
award is tendered to a member of 
the immediate family of a Marine. 
The Department of State is directed 
by law to furnish the second session 
of each alternate Congress with an 
omnibus bill authorizing all officers 
and employees named therein to ac
cept the decorations, awards, and gifts 
tendered to them by foreign govern
ments. The bill shall include only 
those officials and employees who have 
ret~red permanently from Federal 
service. 

b. Individuals may participate in 
a formal presentation ceremony upon 
invitation of a foreign nation and re
ceive the tender of an award. Such re
ceipt does not constitute an acceptance 
of the award by the recipient. This 
permission does not apply, however, 
to personnel performing any duty what
sOever in connection with the Military 
Assistance Program unless the award 
is in recognition of actual combat 
services or heroism involving the sav
ing of life. 

2. French Fourragere 

a. The fourragere was awarded by 
the French Ministry of War to those 
units which were cited two or more 
times in the French Orders of the 
Army during World War I. The four
ragere became a part of the uniform of 
the unit so recognized. 

b. The Fifth and Sixth Marine Regi
ments have been so cited and all per
sonnel are authorized to wear the 
fourragere while serving in these units. 
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c. In order for an individual to be 
entitled to wear the fourragere perma
nently he must have been a member of 
one of the above-named organizations 
or of the Sixth Machine Gun Battalion 
(since disestablished) on at least two of 
the occasions for which they were cited. 

d. The Commanders of the Fifth and 
Sixth Marine Regiments are authorized 
to issue the fourragere. 

8055 STARS AWARDED FOR COM
BAT AIRCREW INSIGNIA 
(formerly called Airci-ew 
Insignia) 

1. Individual combat stars shall be 
authorized by unit commanders to those 
aircrewmen who have engaged: 

a. Enemy aircraft.. 

b. Enemy vessels with bombs, 
rockets, torpedoes, guns or missiles. 

c. In offensive or defensive op
erations against enemy fortified posi
tions. 

2. Combat air crewmen qualified under 
the provisions of paragraph 1, above, 
to wear combat stars, may wear the 
combat aircrewmen insignia on a per
manent basis. A maximum of three 
combat stars may be awarded for dis
play on the combat aircrew insignia. 
Combat action reports in excess of 
three stars shall be credited on the 
individual's service record only. A 
copy of the authorization granted on 
a permanent basis as defined herein 
will be forwarded to the Commandant 
of the Marine Corps (Code DGH) for 
inclusion in the individual's perma
nent record. All inquiries concerning 
this insignia shall be addressed to 
Commandant of the Marine Corps (Code 
AAZ). 

3. Appropriate notation shall be made 
in the officer qualification record or 
enlisteQ. service record of each person 
who receives this award. 

4. Regulations concerning the Combat 
Aircrew Insignia and procurement 
thereof are contained in paragraph 
4019. 



PART C: INSIGNIA FOR CIVILIAN DRESS 

8100 HONORABLE DISCHARGE 
BUTTON AND PIN 

• l. Each enlisted person of the Marine 
Corps who is honorably discharged or 
discharged under honorable conditions 
from the service and does not reenlist 
will be issued a Marine Corps honor
able discharge button, or pin in the 
case of women, to be worn only with 
the civilian dress, 

• 2, Each enlisted member of the Marine 
Corps Reserve, who has served on con
tinuous active duty for 30 days or more, 
will be issued one of these buttons upon 
honorable discharge or discharge under 
honorable conditions from the Marine 
Corps Reserve, provided he does not 
reenlist, 

3, Discharged personnel who are au
thorized to receive a button and have 
not, or have lost such insignia, should 
make application to Commandant of the 
Marine Corps (Code DL), For issuing 
authority refer to paragraph 8151. 

8101 RETIRED LAPEL BUTTON 

l. The Retired Lapel Button denotes 
affiliation with the Marine Corps and 
is to be worn only with civilian dress. 
This button will be issued by the Com
mandant of the Marine Corps to all 
Marine Corps and Marine Corps Re
serve personnel upon their permanent 
retirement on or after 1 July 1955, 
Those personnel retired prior to 1 July 
1955 and those personnel desiring re
placements may purchase these buttons 
from Marine Corps exchanges ormili
tary shops. 

2. Further information may be found 
in The Handbook for Retired Marines. 

8102 DELETED (Ch. 4) 

8103 GOLD STAR LAPEL BUTTON 

1. Upon application to the Commandant 
of the Marine Corps (Code DL), one 
Gold Star Lapel Button will be fur
nished, without 'cost, to the widow and 

to each of the parents of a Marine. 
who lost or loses his or her life in 
service during World War I, World 
War II or during any subsequent war 
or period of armed hostilities in which 
the United States may be engaged. 
Gold Star Lapel Buttons will also be 
furnished to other next of kin, as set 
forth in paragraph 3, below, upori ap
plication and payment of an amount 
sufficient to cover the cost of manu
£~ cture and distribution . 

2. Not more than one button will be 
furnished to any one individual except 
in those cases where the button has 
been lost, destroyed or rendered unfit 
for use through no fault or neglect on 
the part of the person to whom it was 
issued. Such button may be replaced, 
upon application, and by payment of an 
amount sufficient to cover the cost of 
manufacture and distribution. 

3. As used above, the term "widow" 
also shall include widower. The term 
"parents" shall include mother, father, 
stepmother, stepfather, mother and/or 
father through adoption, and foster 
parents who stood in loco parentis. 
The term "next of kin" shall only in
clude children, brothers, sister, half 
brothers and half sisters. The term 
children shall include stepchildren and 
children through adoption. The term 
"World War I" shall include the period 
extending from 6 April 1917 to 3 March 
1921; and the term "World War II" 
shall include the period extending from 
8 September 1939 to 25 July 1947 at 
12 o'clock noon. The period covered by 
the Korean conflict is from 27 June 1950 
to 27 July 1954, inclusive. 

4. Application forms, Form NME 
Form No. 3 dated 1 May 1948, and 
assistance in completing them may be 
obtained from any nationally recog
nized veterans organization and Gold 
Star Organizations. If unable to obtain 
forms from these sources, requests 
should be addressed to Commandant of 
the Marine Corps (Code DL), Head
quarters, U.S. Marine Corps, Washing
ton, D.C. 20380, 
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PART D: ADMINISTRATION AND ISSUE PROCEDURES 

8150 COMBAT AWARD RECOM
MENDATION CARDS (NAVMC 
539-PD (Rev. 5-52)) 

1. These cards are utilized by the 
Navy Department Board of Decora
tions and Medals and by delegated 
authorities in the consideration of 
recommendations for personaldecora
tions of a ·meritorious or heroic nature, 
or in operations in support of combat 
actions. 

2. Commanders of all units down to 
and including squad level, or any other 
individual cognizant of the meritorious 
achievement are authorized to prepare 
a combat award recommendation card 
as soon as practicable after an act 
meriting recommendation for an award 
is performed. 

3. The cards which are self-explana
tory will be completed in full, signed 
by the person making recommendation 
and submitted via official channels to 
the cognizant commander as soon as 
practicable. 

8151 INITIAL AND REPLACE
MENT ISSUE 

1. General 

a. Whenever a decoration, medal, 
lapel button or auxiliary insignia 
awarded in accordance with existing 
laws and regulations becomes lost, 
destroyed, or rendered unfit for use 
through no fault or neglect of the per-· 
son to whom originally awarded, it 
shall be replaced without charge upon 
presentation of satisfactory evidence 
of the cause of loss, etc. However, 
if lost through negligence, the loser 
may replace such awards only by 
purchase at current published prices. 

2. Issued by Headquarters Marine 
Corps 

a. The Commandant of the Marine 
Corps (Code DL) issues decorations, 
campaign and service medals, ap
purtenances thereto, expert rifle and 
pistol requalification bars, and lapel 

buttons to members and former mem
bers of the Marine Corps and to the 
next of kin of deceased Marines. 

(1) Above items are issued in 
response to individual applications. 
Commanders may originate applica
tions for members of their commands 
provided they itemize the awards de
sired and identify the intended re
cipient in each instance. 

(2) Applications for above items 
(original issue or replacement) should 
reach the Commandant of the Marine 
Corps (Code DL) not later than six 
weeks prior to the date desired. Ap
plications should be individual re
quests. 

(3) Applications requesting re
placement of above items will include 
statement giving circumstances under 
which item was lost, destroyed or 
rendered unfit for use. Commanders 
will state whether or not the requested 
item waa .lost, etc., through the fault 
or neglect of the person to whom it 
was awarded. Applications not con
.taining this statement will be returned. 

(4) Personnel who have served 
in both officer and enlisted grade, or 
in other branches of the U.S. Armed 
Forces should include all service num
bers. 

(5) Stock necessary to support 
issues of items listed in subparagraph 
a, above, resulting from individual 
applications is maintained at Head
quarters Marine Corps. The Marine 
Corps Stock Fund is reimbursed for 
this inventory at Headquarters level, 
therefore commanders are nOt to cite 
funds in the application. 

b. Purple Heart Certificates 

( 1) Application for Purple Heart 
Certificates should be made to Com
mandant of the Marine Corps (Code 
DL). Wounds must be substantiated in 
the records of this Headquarters be
fore certificate can be issued. 
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3. Issued by Field 

a. Commanders are currently au
thorized to is sue the following as 
appropriate to members of their com
mands: 

(1) Good Conduct Awards with 
Certificates 

• (2) Organized Marine Corps Re-
serve Awards with Certificates. 

• (3) All small-arms qualification 
badges and bars except Rifle and Pistol 
Expert Requalification Bars. 

• (4) Honorable Discharge Button. 

• (5) French Fourragere (only by 
commanders of the Fifth and Sixth 
Marine Regiments). 

b. In making replacement, com
manders will be guided by the pro
visions of subparagraph la, above, and 
will only issue those items stocked 
for regular issue in the activity in-
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valved. Since these items come under 
the cognizance of the Single Manager 
Program, requisitions for .authorized 
stocks should be submitted to the 
normal source of supply. Under no 
circumstances are requisitions for 
stocks of these items to be submitted 
to Commandant of the Marine Corps. 

4. Items not Issued 

a. Ribbon bars, except initialissue 
for personal decorations and unit 
awards, will not be issued by the 
Commandant of the Marine Corps. 
Replacements for ribbon bars of per
sonal decorations and all other bars 
must be purchased at the individual's 
expense from Military Exchanges or 
commercial sources. 

b. Combat Aircrewlnsigniawillnot 
be issued by the Commandant of the 
Marine Corps or the appropriate com
mander. Insignia may be procured 
from Military Exchanges upon presen
tation of appropriate letter of authori
zation. 
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CHAPTER 9 

LEAVE AND LIBERTY 

PART A: GENERAL 

9000 SCOPE 

1. This chapter contains detailed in
formation and instructions for the ad
ministration of leave and liberty 
policies established by the Secretary 
of the Navy and paragraph 1050 Marine 
Corps Manual. Instructions for report
ing and recording leave are set forth 
in paragraph 16090 and 15119. 

9001 RESPONSmiLITY 

1. Experience indicates that vacations 
and short periods of rest from duty 
provide benefits to health and welfare 

which are necessarytothemaintenance 
of maximum effectiveness. Therefore, 
persons authorized to grant leave and 
liberty as set forth in paragraph 9150 
will establish and regulate quotas to 
provide for maximum utilization of 
leave and liberty consistent with work
load and their responsibility for main
taining the degree of readiness required 
to accomplish the mission of their 
organization. 

2. It is not intended that large leave 
balances be accrued for settlement upon 
separation or release from active duty. 
Taking of leave shall not be mandatory. 
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PART B: LEAVE ENTITLEMENT AND COMPUTATION 

9050 ENTITLEMENT 

1. Members of the Marine Corps and 
the Marine Corps Reserve on active 
duty earn leave at the rate of two and 
one-half calendar days for each month 
of active service, except that: 

a. No leave can be earned for 
periods of less than 30 consecutive days 
of active duty or active duty for train
ing with pay, or any period of active 
duty for training without pay. 

b. No leave can be earned during 
periods of time lost. Although officers 
do not lose. time for the types of ab
sences set forth in paragraph 15111 
they do not earn leave during such 

absences. (See paragraph 15111 for 
instructions on computing time lost 
and paragraph 15119 for method of 
recording leave deductions due to 
absence.) 

c. No leave can be earned while 
in an authorized leave status without 
pay. 

9051 COMPUTATION 

,1. Leave is accounted for on a fiscal 
year basis (1 July to 30 June). The 
following tables will be used as an 
aid in computing leave provided that 
utilization of such tables does not 
result in any individual receiving more 
than two and one -half days 1 leave credit 
for each actual month of service. 

.a. This table will be used to determine leave earned from day of enlistment 
or entry on active duty to 30 June. 

Date of month 
entered active 
duty during 
current fis-
cal year 

Jul Aup. Sep Oct Nov Dec Jan Feb Mar Apr May Jun 
1-b------ 30 27 2 25 22i 20 17i 15 12i 10 72 5 2.!. 

29i Z4i 
z 

7-12----- 27 22 19i 17 l4i 12 9i 7 4i 2 
13-lS 29 26i 24 2li 19 16i 14 lli 9 6f 4 1.!. z 
19-24 2si 26 23i 21 lSi 16 13! 11 st 6 3.!. 1 z 
25-31 2S 25! 23 20i lS 15! 13 lOi s Si 3 1 

2 

.b. This table will be used to compute leave earned from 1 July to date of 
separation. 

Date of month 
of separation 

Jul Aug Sep Oct Nov 
1-6------ 1 3 s.!. s lOi 2 z 
7-12----- 1 3.!. 6 st 11 z 
13-lS 1.!. 4 6i 9 ll! z 
19-24---- 2 4.!. 7 9i 12 

2.!. 
z 7i 25-31---- z 5 10 12i 

tc. To compute either leave accruals 
or deductions for periods which neither 
start on 1 July nor end on 30 June, the 
above tables will be used in the follow
ing manner: 

( 1) For periods that start and 
end in the same fiscal year (leave 
year), these three steps are necessary: 

(a) Step One. Use the table 
in subpa-7agraph b, above, to determine 

Dec Jan Feb Mar Apr May Jun 
13 lSi lS 20! 23 25! 2S 
Bi 16 lSi 21 23i 26 2Si 
14 16i 19 21! 24 26i 29 
14i 17 19i 22 24.!. 27 29! ,z 
15 17! 20 22i 25 27i 30 

the amount of leave that can be accrued 
from 1 July, the start of the fiscal year, 
through the last day of the period in
volved. 

(b) Step Two. Use the table 
in subparagraph b, above, todetermine 
the amount of leave that can be accrued 
from 1 July, the startofthefiscal year, 
through the day immediately preceding 
commencement of the period involved. 

!. 

' , 
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9052 }·--

(ct.§tep Three, Subtrac~o t~ 
a~ount obti~,iMc:lo ~l),. 0 ~tep t'l'? ,£'!'(?~ o~l}!l 
amo-ql)t ~tained in step p:qe; tlli~ will 
be the leave accrual or. ded\l,ctiPn.fQ,r 
the period involved. · · 

1. Assume that we wish 
to determine- lea:v.e. 11-ccr:l)al for the 
period 2.5 August to' fi)·'J'Ioverriber 1962, 
inclusive •. Using the ·table in subpar a~ i•. 
graph b, we first determine that llj 
days . can be ·accrued for the • period 
1 July to 16 NoveMber, inelusive.Next, 
we find from the ·table .that 4j' days' 
leave can be·· accrued for the period 
1 July through 24 August, the day 
immediately• pr·eceding commencement 
of the period involved. Then, subtract
ing 4! from llj days we fihd th-at the 
proper accrual for the period 2.5 August 
through 16 November is 7 days. 

2. Assume that we wish 
to determine the proper leave deduction 
for a period of nonaccrual, 1 February 
19q2 tP}.• Ma>;c.h 19(>~., in,clusive. Usi:ng 
the. table in subparagl'aP/".11• above, Wf! 
fir~t det~:>rmihe that. 20z .c;lays,oan be 
accrued ):or the period .-1 July to . 2 
Mill'ch il'clushte. Nf!xt, ...,e f~d from 
the tabl~that· 17j days' leave· can be 
accrued for the period 1 July through 
31 January, the d:ay immediateLy. pre• 
ceding commencement of the period 
involved. Then, subtracting 17j from 
2. oj we find that 3 days is the proper 
leave deduction for the period 1 Febru-
~y thr,wgh 2 :March.. ., 

(~) Fo:t,peri9c:l' th".t 'stat~ in 6~e 
f~~¢al ~ar (ll<_ave Y:ef\r) ~-rJd enp in ~lj.e 
n~# fi}l\:,1<1 ye'~J·. th~!l.e thf~e st.ws are 
nec!essary: . 

'~'~" '!::,;." '. ,_,, ., -"··''·'-''"" --·· 

,_ , ,ta},5lep ,Qp~, IJ:~ tll!!!~~bl-.'1 ~'lc 
s~~lltNlfM:J "'" 'l:b,<;>ve., "~o ,,~t~~~'i!li'' 
the amoum of leave that can be ac;<;;r,\lec:l.• 
from the first day of the period involved 
to. ~he end o{. the f~rst fisc .. a.l year in
vb'fWd HFtll'€ 'tompdtatlOn; ',[\ 
~)~fifX~·:~_·~~<\,~·i.:,nJ i'J',J"{I--f(: ,(; ~-i,jF ·.;~\ hL·.:.~>: .. 1:.:. 

i:';:·:Vf '·:' -,,_\;::":_·, ~-f_,i_:: .>\ ·-~>; 'i'(~;~~.: 

1::·v _:_. ,,,JJ:)):.JJ.~ttPL,'ty.(!P~- -Use. ,JAe~ t~Qhr' 
'!!mW!'I-csilil<, '!\ll)R"it"'!Pi~Ph .. \!, .,Po~,, ·til' 

determine the ~ollJlt pf· le'!-ve thi>.t· 
can be accrued frorri the start of the 
fi'/!'.1, fis,cj>l year under co11sic:leration 
tJqo~gh. the ~ast. d;;>.y of the Peripd 
if1Yr>~ved. 

(c) Ste£ Three .. · Add the· 
amounts obtaine in steps one and two 
to determine the total accrual :for the 
pe·riod involved. 

(d) :Example. Auv,meU>,atw~ 
wish to determine the proper leave 
qec:lu~~ion .or acprual {9r .. the. period 
2Z .. February 1961 to 19 July , 1961, 
incJu~live •. Usi!lg. the ta~le i!l subpar a• 
graph a, l!.b9Ve, We finc:l, th;;>.t, 11, c:jays I 
~eave PO,n J>e accrued for. the period 
22 February 1961 to 30 June 1961. 
Next, using .the table in subparagraph 
b, aboye, We find .that 2 days I leave !'an 
be accrued· for the period 1 july to 
19 July 1961, inclusive. Addition of-the 
amounts obtained by the first two •steps 
indicates that 13 days is the total 
amount of leave that can be:earned or 
deducted for the period 22 Februal'y 
1961,to 19 July l'i/61, inclusive. 

.d. The fc:>llowiJjcg ta~le will be used 
. to compute •·accruals and deductions of 
. l~ave ·for periods 'within one speCific 
' c alel).dli:r month. 1'his table will not be 
used thr cozilputaHons illvolvihg rriore 
than one month. 

;'" ' - ' <. - .'-'' 

Number of days' 
leave or 
time lost 

J-6 ··················-·····~······ ··_v -~z--~;: ... . ';·~;~~-.... ,:·:~; .... ~.· .... . 
< i3-18_~·/·····-'·~····· .. :-...... -~ ... . 
-?~-24-::.:;_.·····~:!'.-: ....... i······;·;··· 
~-.5-31 '•!·····i .. ~-······--·············· 

'9052 ' LIMITATION 

· · -L·eave,
accrual or 
di<dll.t:tion 

i d~y 
l day 
rt d;;>.ys 
2 da')":S . 
zj'days 

• 1 ~.!.''Ace riiell lea \Nil 1tialatices 'ttilrst-be re·
dut:ii'd''tb 160' 'dati"'oil.''the 1o11-c?~ilrg bc<:a:
stl\h~; •':!is .bf. ffiebJfi'rsf\iay"8f th\O'fili!:al 
year' brU'p'clri ii ejY.l''taf!on' bii''ri':l'o! iii j, fi'6m 
active duty, whichever occu'fs 'fi'rst: 
~!\VI!! wJli.c l.>.cR<!-S JutJ~~ J,q st, ~~ t\>!' 1be gin
njl).ge<J>f t~,~S'J'M.M!a~ ~l'. c~•~l!-1 s!>,pa:11a~ 
ti91k ,q,I>, ,J:,ll:~;l§ll dJii>"!! · ~l'!t~*l'-. :\l~~,i~ 
irrevocably lost and may not be taken 
all' Jli'l'V.!': pr feml!lm'l'a~:#(?'f' 1in cash. 
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CHAPTER 9--LEAVE AND LIBERTY 

9053 DAY OF DEPARTURE 

l. The calendar day of departure from 
duty station is a day of duty. 

9054 DAY OF RETURN 

l. If return is after the beginning of 
working hours on shore station, or 
after the hour of 0900 aboard ship, 
the calendar day of return is a day of 
leave. If return is before the beginning 
of working hours, or before the hour 
of 0900 aboard ship, the calendar day 
of return is a day of duty. 

9055 LEAVE INTERRUPTED BY 
HOSPITALIZATION 

l. Personnel hospitalized while on 
leave will not be charged with leave 
for the period of hospitalization. Day 
of admission and day of discharge 
from hospital, as well as intervening 
dates, will be days of hospitalization 
regardless of hour of admission or 
release. 

2. Any person who is hospitalized 
while in a leave status shall report 
his status and request instructions 
from his commander. Upon release 
from hospitalization, personnel shall 
revert to a leave status unless other
wise ordered. Reversion to leave status 
and leave address shall be reported to 
his commander, preferably by tele
gram, upon release from the hospital. 
The pertinent section of the leave form 
(NA VMC 3- PD Revised 4-51) must be 
completed by proper authority to verify 
hospitalization. If hospitalized while 
on leave in ·conjunction with change 
of station or temporary additional duty 
orders, an endorsement of such orders 
showing period of hospitalization is 
required. 

9056 LEAVE INTERRUPTED BY 
TEMPORARY ADDITIONAL 
DUTY AND TEMPORARY 
DUTY 

l. When personnel are ordered totem
pora'!'y additional duty or temporary 
duty while on leave or delay counted 
as leave, the period of temporary duty 

9057 

or temporary additional duty plus travel 
time, if required, will not be counted 
as leave. 

2. Unless directed otherwise, per
sonnel ordered to temporary additional 
duty while on leave or to temporary 
duty while on delay, revert to leave 
or delay status. at their leave address 
upon the completion of such duty and 
travel, if any is involved. 

3. Personnel ordered to temporary 
additional duty. or temporary duty as 
set forth above will endorse their or
ders to indicate the date and hour of 
departure from and return to their 
leave address. 

9057 EMERGENCY LEAVE IN
VOLVING TRAVEL OUTSIDE 
THE CONTINENTAL UNITED 
STATES 

1, The following shall apply in com
puting leave in the case of personnel 
authorized emergency leave involving 
travel out side the continental United 
States: 

a. Emergency leave to visit con
tinental United States commences on 
the date of departure for leave desti
nation from the port, or aerial port, 
of debarkation within the continental 
United States. Return to duty status 
commences when the individual reports 
to the port, or aerial port, of embarka
tion within the continental United States 
for return to duty outside the conti
nental United States. 

b. Emergency leave to visit an 
area other than the continental United 
States will commence upon the individ
uate ·departure from the port, or aerial 
port, of debarkation in the area of the 
emergency. Emergency leave will ter
minate upon return to such port, or 
aerial port, or other designated sta
tion, Leave will also be charged for 
all travel performed in the continental 
United States. 

c. Ordinarily, the periods to be 
chargeci as leave in case of emergency 
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9058 MARCORPERSMAN 

leave involving travel outside the 
United States will be determined bythe 
endorsements on leave authorization 
forms or travel orders. However, when 
it is impossible or impracticable to ob. 
tain such endorsements, members will 
furnish a certificate showing complete 
itinerary, including dates, hours, and 
places of all departures and arrivals, 

2. For the purpose of computing emer
gency leave in accordance with sub
paragraph 1, above, the continental 
United States is defined as the United 
States less Alaska and Hawaii, 

9058 ABSENCE PENDING ACTION 
ON DISABILITY RETIREMENT 

1. When personnel are ordered horne 
pending action on disability retirement 
proceedings, the time awaiting orders 
will be charged against accrued leave, 
If the period awaiting orders is greater 
than the accrued leave, the difference 
will be dropped; it will not be charged 
as excess leave. 

9-8 
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.9059 ABSENCES EXCUSED AS 
UNAVOIDABLE 

1. Absence Over Leave, A period of 
absence over leave, if excused as un
avoidable, will be charged to leave, 

2, Absence Without Leave, A period of 
absence without leave, if excused as 
unavoidable, will be charged to leave, 

3, Absence Over Liberty, A period of 
absence over liberty, if excused as un
avoidable, will be charged to leave, 
Moreover, if the excused period plus 
the period of the authorized liberty 
total more than 72 hours, the entire 
period will be converted to leave, 

4, Exception, As an exception to above 
policies, commanders may waive any 
charge to leave for absences they ex
cuse as unavoidable due to mental in
capacity or detention by civil autho~i
ties. 



PART C: DEFINITIONS 

9100 LEAVE 

1. Leave is the authorized absence of 
an individual from a place of duty, 
chargeable against the individual in 
accordance with regulations pre scribed 
by the Secretary of the Navy. 

9101 LIBERTY 

1. Liberty is the authorlZed absence 
of an individual from a place of duty 
not chargeable as leave. 

9102 ACCRUED LEAVE 

1. Accrued leave is the term used to 
describe the amount of leave accumu
lated to the individual's credit. 

9103 ADVANCE LEAVE 

1. Advance leave is leave granted to 
a service member with pay and allow
ap.ces prior to its accrual. 

9104 EXCESS LEAVE 

t1. Excess leave is authorized leave 
over and beyond any· accrued or ad
vanced leave that can be granted. Per
sonnel are not entitled to pay and allow
ances, including leave accrual, during 
periods of excess leave. In addition, 
the term ''exc_ess l~ave 11 is used to 
describe a minus balance of leave at 
the time of separation, reenlistment, 
or extension of enlistment. 

9105 SICK LEAVE 

1. Sick leave is the term used to 
de scribe a period of authorized ab
sence granted personnel while under 
medical care and treatment. Such leave 
is considered to be a part of the period 
of medical care and treatment and 
therefore is not chargeable as leave. 

9106 GRADUATION LEAVE 

1. Graduation leave is the term used 
to describe a period of authorized ab
sence granted as delay in reporting to 
the first duty station in the case of 
graduates of a service academy who 
are appointed commissioned officers 
in the Armed Forces. Graduation leave 
is not chargeable as leave. 

9107 EMERGENCY LEAVE 

I. Emergency leave is absence from 
duty granted for humanitarian reasons. 
That is, to enable a Marine to take 
care of an unusual or serious problem 
affecting him or a member of his im
mediate family. Emergency leave is 
chargeable as leave. 

9108 REENLISTMENT LEAVE 

l. Reenlistment leave is leave granted 
as an incentive to reenlistment. Such 
leave is chargeable. 
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PART D: GRANTING OF LEAVE AND LIBERTY 

9150 AUTHORITY 

l. Subject to any restrictions and in
structions established by higher au
thority and this manual, liberty, leave, 
and extensions of leave may be granted 
or canceled by: 

a, The Commandant of the Marine 
Corps 

b. Commanding Generals 

c. Commander, Marine Air Re
serve Training 

d. Commanding Officers 

e. Directors, Marine Corps Dis
tricts 

f. Officers in Charge of Recruiting 
Stations 

g. Inspector-Instructors 

h. .A:ny officer or noncommissioned 
officer authorized by the Commandant 
of the Marine Corps. 

2. Officers and noncommissioned of
ficers authorized to grant leave and 
liberty, as designated in the above 
subparagraphs, may also grant leave 
and liberty to Navy personnel under 
their command or in their charge. 

3, Commanding officers of ships, and 
commanding officers or officer in 
charge of naval shore stations having 
Marine detachments assigned thereto, 
may grant leave and liberty to the Ma
rine personnel of the detachment or 
delegate the authority to do so to the 
detachmertt commander. 

4. Any of the officers authorized to 
grant leave and liberty, as designated 
in the above subparagraphs, may au
thorize subordinates to grant leave 
and/or liberty to Marines or Navy 
personnel temporarily placed under 
their command or in their charge. 

9151 GUIDES AND LIMITATIONS 
IN THE GRANTING OF LEAVE 

l. General. No period of routine vaca
tion from duty shall exceed 60 days. 

Moreover, routine leave may not be 
granted to exceed a total of 60 days in 
any fiscal year. 

• 2, Advance Leave. Advance leave may 
be granted in an amount not to exceed 
45 days provided that the number of 
days granted does not exceed that which 
would normally be earned by the mem
ber during the remaining period of his 
obligated active duty. For this purpose, 
leave that may be earned due to exten
sion of enlistment will not be advanced 
prior to the effective date of such ex
tension. Requests for advance leave of 
greater duration will be forwarded to 
the Commandant of the Marine Corps. 

3. Emergency Leave 

a. Up to !05 days accrued and ad
vance leave may be granted as emer
gency leave when the individual has 
already accrued 60 days leave. When 
the amount of accrued leave is less 
than 60 days, the period which may be 
authorized will be correspondingly less, 
Requests for leave or extensions thereof 
of greater duration granted under this 
subparagraph will be referred to the 
Commandant of the Marine Corps 
(Code DN). 

b. Excess leave may be used for 
emergency leave provided that the 
aggregate leave granted {regular + ad
vance + excess) does not t·otal more 
than 60 days. Requests for excess leave 
of greater duration will be forwarded 
to the Commandant of the Marine 
Corps. 

c. Emergency return to the United 
States on an individual basis will nor
mally be authorized in the following 
circumstances which must be verified 
by appropriate means: 

(1) Upon death of a member of 
the Marine 1 s imm.ediate family; i.e., 
father, mother, person standing inloco 
parentis, spouse, children, brother, 
sister, or any only living relative. 

(2) When the return of the Ma
rine will contribute to the welfare of 
a dying member of his immediate family 
(see subpar, c(l), above). 
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9151 MARCORPERSMAN 

( 3) When due to any serious ill
ness or accident to a member of the 
immediate family (see subparagraph• 
c( 1), above), important responsibilit_ies 
are placed upon the member which can
not be performed by anyone else or by 
other means and which cannot be ac
complished from his duty station. 

( 4) When failure of the rnernl>er 
to return home would create a serious 
and unusual hardship on either himself 
or his family. 

d. The basis for granting emer
gency leave within the United States 
will be the same· as the basis for 
granting emergency return to the 
United States as stated in sub para

graph c, above. 

e. When emergency leave is 
granted, instructions will be given 
personnel prior to departure that any 
application for extension must be made 
to their commander. 

4. Reenlistment Leave. Personnel may 
be granted reenlistment leave within 
the following limitations: 

a. Only one period of reenlistment 
leave may be granted during an enlist
ment. 

b. Reenlistment leave should be 
granted immediately following reen
li.strnent. When not granted immed
iately, reenlistment leave may be 
granted at any time during an enlist
ment subject to exigencies of the 
service. 

c. For those who reenlist on the 
day following discharge, reenlis.tment 
leave may consist of accrued leave 
carried over from the pr,~vious enlist
ment plus 30 days advance leave. Such 
a cqrnbination of leave shall not exceed 
90 days. 

d. For those who reenlist two or 
more days, excluding Sundays and holi
days, following the day of discharge 30 
days leave may be granted as reenlist
ment leave. 

9-12 

5. Sick Leave 

a. Only the Commandant of the Ma
rine Corps may grant sick leave when 
recommended by the Bureau of Medi
cine and Surgery in action taken on 
report of a Board of Medical Survey, 
a Clinical Board, or on findings of a 
Physical Evaluation Board. When a 
Marine is released from the hospital 
and sick leave is recommended, a 
request will be submitted to the Corn
mandant of the Marine Corps_ (Code 
DF) for authority to grant such leave. 

b. Commanding officers of service 
hospitals within the United States in
clusive of Hawaii and Alaska may grant 
up to 30 days sick leave to personnel 
while they are on the sick list in that 
hospital. 

c. Managers of Veterans' Admin
istration hospitals may grant sick leave 
to Marines while they are patients in 
such hospitals. 

d. The Commandant of the Marin .. , 
Corps may grant sick leave to re
patriated prisoners of war upon their 
return to the United states with or 
without reference to a board, or a 
physical evaluation board. 

6. Leave to Await Results of Appellate 
Review 

a. Personnel who have been sen
tenced to a punitive discharge or dis
missal by couTt-martial may be grant"d 
indefinite perio&s of leave pending com
pletion of appellate review. 

b. When such leave is granted, it 
may be tel"minated at any time by the 
authority granting the leave or superior 
authority by- wrttten notification to the 
member c:oJlcerned. 

c:. Befolle l'!ai'N!· ·t1:1 await result of 
appellate revi~~>w gan· be granted, the 
following conditions must exist: 

-~. ;· -n.J;,J (L--;A ;-:;;~\ULc 

( 1) 'l'hii'~ftfu'l!i!· i!l'n~t sentenced 
t? confine'r-o:nt q:r t}\e ~~~rnber.' s con
finement has b'eeh ¢o~H;ted. 

' . ' ,.,•;··· · .. , 
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CHAPTER 9--LEAVE AND LIBERTY 

(2) The member has requested 
such leave in writing. 

(3) If the individualis an enlisted 
member, the Court-Martial Progress 
Report (NAVPERS 3047) has been sub
mitted and the member has either exe
cuted a Waiver of Restoration (NAV
PERS 3049) or has requested and been 
denied suspension of his punitive dis
charge or restoration to duty. 

d. Leave granted in accordance 
with subparagraph a, above, will be 
charged to accrued leave to the extent 
available. In addition, excess leave 
may be granted. The individual will not 
receive pay and allowances for the 
portion granted as excess leave. 

ve: Leave to await appellate review 
will be gr~nted by means of individual 
orders containing explicit instructions. 
Two copies of the orders will be signed 
by the individual concerned acknowl
edging instructions and receipt thereof, 
and his signature will be witnessed im
mediately for retention on file. 

~ Prior to departure, 
rnander will ensure that 
has been: 

the corn
the Marine 

(1) Physically examined in ac
cordance with the requirements of 
chapter 15 of the Manual for the Med
ical Department. Such physical exami
nation is to be made in lieu of the 
examination required to be given en
listed personnel within 72 hours of 
discharge. 

(2) Required to surrender all 
government property in his possession 
or on charge to him. 

( 3) Informed that while on such 
leave he remains subject to orders of 
competent military authority and that 
he shall keep his commander informed 
of a change of leave address. In addi
tion, it should be made clear that in the 
event the punitive discharge or dis
missal is not approved, he may be 
ordered to return to his organization 
for a rehearing or other disposition 
of the case. 

7(19~185 0- 63 - 4 
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( 4) Informed in writing that upon 
completion of appellate review, copies 
of the decision of the appellate tribunals 
and any action taken thereon shall be 
forwarded to him at his leave address. 
It should be made clear that in the 
event punitive discharge or dismissal 
is affirmed and clemency action has 
been completed, separation processing 
may be completed without requiring 
his presence. Appropriate discharge 
papers, including a check for such 
amount as may be due him, if any, 
shall be forwarded to his leave address. 

7. Leave as Delay upon Transfer 

/' 
(a. Leave may be granted to officers 

as delay en route upon permanent 
change of station./Such leave will be 
authorized by the Commandant of the 
Marine Corps. The commander will 
grant the maximum amount of delay 
to count as leave authorized by the 
Commandant unless exigencies of the 
service require that he reduce it. 

LH Officers, when requesting 
extension of leave granted as delay en 
route, will apply by telegram to the 
Commandant of the Marine Corps. The 
message will include the reason for 
request, and a statement as to whether 
or not the requested extension would 
result in excess leave. 

(2) Forofficerpersonnelgranted 
leave til count as delay en route, en
dor sernents of detaching orders will 
contain the leave address of the officer 
being detached. This address should be 
one where the officer plans to spend 
his leave or the address of an individ
ual who will know the location of the 
officer at all times while the officer 
is in a delay status. A copy of the of
ficer's orders with the endorsement 
will be forwarded promptly by the de
taching command to the Commandant 
of the Marine Corps (Code DF) and to 
the officer 1 s new duty station. 

(;}) While on delay counting as 
leave, all officers are required to 
keep the Commandant of the Marine 
Corps (Code DF) and their new duty 
stations informed of any changes to 
their leave address. 
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; b. Leave may be granted to enlisted 
personnel as delay en route upon per
manent change of station. Authorization 
for such leave will be included in the 
orders or endorsements thereto by the 
commander and may be in any amount 
to which the individual is entitled. 

(1) Commanders granting leave 
to enlisted personnel to count as delay 
en route will include, in the orders or 
in endorsements thereto, the leave ad
dress and the number of days accrued 
leave standing to the credit of the in
dividual after he has taken the leave 
so auth,ized. 

(Z) For enlisted personnel 
granted leave to count as delay en route, 
a copy of orders will be forwarded 
promptly to the command to which they 
are to report, by the commander de
livering the orders. 

I 

(3{ Enlisted personnel, when re
questing extension of leave granted as 
delay en route, will apply by telegram 
direct to the command to which they 
are ordered to report, stating the rea
son for the request and the number of 
days of leave remaining to their credit 
as stated in their orders. 

(J While on delay counting as 
leave, all enlisted personnel are re
quired to keep the command to which 
they are to report informed of any 
change in leave address. 

~:(fommands delivering orders to 
enlisted personnel who are ordered 
overseas, will afford them the oppor
tunity of taking all their accrued leave 
prior to transfer or as .delay en route 
to a staging command or port of em-
barkation. · 

8. Leave in Con'unction with Tern o
rary Additional Duty TAD) 

a. Leave in conjunction with tempo
rary additional duty may be granted 
only when specifically authorized by the 
Commandant of the Marine Corps. Au
thorization will be granted only in ex
ceptional or unusual circumstances that 
must be explained when request for 
leave is submitted. 
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b. As an exception to the foregoing, 
leave in conjunction with TAD under 
instruction will be granted by leave 
granting authorities in accordance with 
the following: 

(I) When the course or period of 
instruction is in excess of 2 weeks, 
leave may be granted at the discretion 
of the leave granting authority for such 
periods as he is authorized to grant. 

(Z) When the course or period of 
instruction is of Z-week duration or 
less, leave may be granted at the dis
cretion of the leave granting authority 
for a period not exceeding the length 
of the course. 

(3) Such leave may be granted 
while en route to or returning from 
place of TAD, or if specifically in
cluded in orders, both en route to and 
returning from TAD. 

• c. As a further exception to the 
Provisions of subparagraph a, above, 
leave granting authorities may grant 
leave in conjunction with TAD to escort 
deceased Marine Corps personnel. 

9. Leave while Awaiting Separation 

a. Leave may be granted while 
awaiting separation, providing the in
dividuals accounts have not been closed 
for settlement. 

b. Leave will not be granted toper-. 
sonnel awaiting separation under other 
than honorable conditions except as in
dicated in paragraph 6, above. 

10. Visits to the United States 

a. Commanders of ·organizations 
stationed outside the continental United 
States may grant leave to return to the 
United States as follows: 

( 1) Emergency leave may be 
granted inaccordancewithparagraph 3, 
above. 

(Z) Reenlistment leave may be 
granted when the Marine reenlists for 
the purpose ofprolongingpresentover
seas tour. If not taken immediately 
upon reenlistment, reenlistment leave 
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may not be authorized until completion 
of overseas tour of duty. 

(3) When leave would be lost if 
not taken during current overseas tour. 

(4) When the circumstances of 
the case are such that the conunander 
deems the leave to be warranted and 
the service of the individual can be 
spared. 

(5) Additional administrative re
quirements are contained in subpara
graphs 9201.1, 9202.1, 9203.1 and 
9204.1 and 2. 

(6) Refer to subparagrapli 9057.2 
for definition of continental United 
States. 

11. Visits Outside the United States 

• a, Written permission by the Com
mandant of the Marine Corps is re
quired for visits on leave to areas 
outside the United States except as 
indicated below, Requests for such per
mission will list each country to be 
visited, Civilian ~>lothing will be worn 
during the period while visiting or 
traveling in such areas. 

b, Permission from the Comman
dant of the Marine Corps is not re
quired for unofficial visits while on 
leave to Puerto Rico, the Virgin Islands, 
Bahamas, Bermuda, Jamaica, Canada, 
Mexico, the Canal Zone, and Guam. 
Civilian clothing will be worn while on 
leave in these areas unless such wear 
conflicts with area uniform regulations. 

c. In the event passports are re
quired for entry into the area to be 
visited while on leave, they will be 
obtained by the traveler, 

d. Additional administrative re
quirements are contained in subpara
graphs 9201.1,9202,1 and 9204.land2. 

9152 GUIDES AND LIMITATIONS IN 
THE GRANTING OF LIBERTY 

1. Limitation. Liberty may not be 
granted in conjunction with leave. 

2. Overnight Libert~. Liberty may be 
granted from the en of normal work
ing hours until the commencement of 
working hours on the following day. 

9152 

3. Weekend Liberty. Liberty may be 
granted on Friday or Saturday from 
such time as the commander deter
mines until the commencement of work
ing hours on Monday morning. 

4. Forty-eight Hour Liberty. Liberty 
may be granted at any time for 48 hours 
or less. Moreover, liberty granted for 
48 hours which expires between the 
hours of 1600 and midnight may be 
extended to 0800 the next day. 

5. Seventy-two Hour Liberty. A 48-
hour period of liberty may be extended 
to 72 hours by the commander if the 
period will include a legal holiday, as 
prescribed in the U.S. Navy Regula
tions, article 2186, or a holiday which 
is authorized by the President or the 
Secretary of the Navy. When 72-hour 
liberty is granted, an extension similar 
to that permitted by paragraph 4, 
above, may also be applied. 

6. Ninety-six Hour Liberty. When spe
cifically authorized by the Commandant 
of the Marine Corps, commanders may 
grant liberty for periods up to 96 hours 
provided that the days of Saturday and 
Sunday are both included in such liberty. 
96-hour liberty may not be extended in 
the manner provided by paragraph 4, 
above, since, in no event, may liberty 
exceed a total of 96 hours. Current 
Marine Corps directives will specify 
the commands authorized to grant 96-
hour liberty. 

7. Travel Limits for Liberty 

a. Liberty includes permission to 
leave the duty station, but it does not 
include permission to leave the general 
vicinity of the post or station. The 
general vicinity of the duty station is 
defined as being any point at such dis
tance from the duty station to which 
personnel may normally travel and 
return during the period of liberty 
granted by using the usual means of 
commercial transportation, excluding 
air. 

b. In special circumstances, com .. 
mands may authorize personnel to 
travel beyond normal liberty limits 
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by issuing a Liberty Request/Out 
of Bounds Pass (NAVMC 10471-PD 
(4-60)). 

8. Liberty lists will be maintained 
through the use of NAVMC 10472-PD. 

9153 COMMAND RESPONSffiiLITY 

1. When commanders grant leave to 
attached personnel, they must provide 
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the parent unit a timely and accurate 
report of leave taken. 

9154 PERSONAL RESPONSffiiLITY 

I. It is the personal responsibility of all 
pers-onnel to keep-themselves informed 
as to the numberofdaysleavetheyhave 
earned. This must be done in order that 
they may keep requests for leave within 
amounts to which entitled, 



PARTE: MISCELLANEOUS ADMINISTRATIVE REQUIREMENTS 

9200 REGULATION PUBLICATION 

1. All commands will publish leave 
and liberty regulations in local orders. 

9201 INSTRUCTIONS TO BE IN
CLUDED IN LOCAL LEAVE 
AND LIBERTY REGULATIONS 

1. Commanders will include the fol
lowing instructions in their leave and 
liberty regulations: 

a. Military police, air police and 
shore patrols of the Armed Forces 
and all officers, warrant officers, petty 
officers, and noncommissioned officers 
are authorized to take preventive or 
corrective measures, including appre
hension if necessary, in the case of any 
member of the Armed Forces who 
commits a breach of the peace, dis
orderly conduct, or any other offense 
which reflects discredit upon the serv
ices. Personnel so apprehended will 
be returned to the jurisdiction of their 
respective services as soon as pos
sible. 

b. Personnel on leave or liberty 
must understand that this authority 
has its foundation in law and that they 
are required to conduct themselves 
accordingly. Those exercising such 
authority are enjoined to do so with 
judgment and tact. Particularly, ap
prehension should not be resorted 
to where corrective measures will 
suffice. 

9202 RESPONSIBILITY FOR RE
TURN FROM LEAVE 

l. Leave is granted under the condi
tion that the individual can return to 
duty upon termination of leave at the 
place and time specified in the au
thorization. --~efore authorizing leave, 
leave granting authorities must ascer
tain that personnel going on leave have 
sufficient funds to reach their leave 
address as well as for returning to 
their duty station. In addition, prior 
to leaving, personnel should be advised 
that they may, when circumstances 
require, request assistance in obtaining 
return transportation at any service 

installation. Cost of such transportation 
will be checked against their accounts. 
It also should be made clear to per
sonnel that such requests for assistance 
in returning from leave will be in
vestigated, and tl).at despite checkage 
of their account, they may still be 
liable to disciplinary action for failure 
to comply with such instructions as 
may be issued on the subject by the 
officer granting the leave. Thorough 
instructions in these responsibilities 
will be given to personnel granted au
thority to visit areas inside the United 
States or outside the United States in 
accordance with subparagraph 9151.10 
and 11; to record the individual's 
acknowledgment of awareness of the 
extra costs involved, his responsibility 
to obtain transportation, and that his 
leave commences and expires at his 
duty station, the following certificate 
will be placed on the reverse of the 
leave authorization. 

" CERTIFICATE: 

I have sufficient funds for expenses 
and round trip commercial transpor
tation, and will not rely on the avail
ability of space available government 
transportation even though it may be 
made available to me. 

I under stand that this leave com
mences at my duty station and that it 
expires at my duty station. Also it is 
clear that l am required to report for 
duty at my duty station upon expiration 
of leave and that failure to do so may 
make me subject to disciplinary action 
under the Uniform Code of Military 
Justice, 10 U.S.C. 801-940. 

9203 

(Signature) 

SPECIAL INSTRUCTIONS RE
GARDING HUMANITARIAN 
TRANSFER 

" 

1. Personnel returning to the United 
States on emergency leave will be 
given written instructions as to the 
proper procedure for submitting re
quests for humanitarian transfer. Such 
instructions shall indicate that requests 
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may be submitted direct to the Com
mandant of the Marine Corps should 
the circumstances warr_ant and that 
personnel should contact the nearest 
Marine Corps activity for assistance 
in preparing such requests. (See par. 
4150.) 

9204 LEAVE AUTHORIZATION 

1. Leave Authorization(NAVMC 3-PD) 
is prescribed as standard for request
ing leave as well as authorizing leave 
and will be used in all instances for 
officer and enlisted personnel, except: 

a. For emergency leave granted 
for the purpose of visiting within the 
United States while on foreign duty, 
in which case travel orders including 
leave authorization will be used. These 
travel orders will include: The balance 
of leave accrued; instructions to report 
to the Marine Corps activity nearest 
the port of entry prior to commencing 
leave and at the expiration of such 
leave; a requirement that any request 
for extension shall be made to the 
leave granting authority. 

b. For delay en route to count as 
leave upon transfer, in which case 
change of station travel orders in
cluding leave authorization will be 
used. 

c. For leave in conjunction with 
temporary additional duty, in which 
case leave auth-orization will be in
cluded in the orders or endorsements 
thereto. 

Z. The instructions contained on the 
reverse of the Leave Authorization 
form, NAVMC 3-PD, constitute the 
conditions under which leave is granted. 
Prior to approval, commanders will 
ensure that personnel requesting leave 
have read the instructions and under
stand their requirements. 

9205 LIBERTY PASSES 

t1. O_ffi c e r s and noncommissioned 
officers in pay gradeE-Sandabovewill 
not be issued liberty passes except when 
under liberty regulations of another 
service. that require passes. Identifica
tion Ca-rd (DD Form ZMC) will suffice. 
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• 2. Enlisted Marines in pay grade E-4 
and below will be provided with an 
Armed Forces Liberty Pass (DD Form 
345) prior to departing on liberty. This 
liberty pass will not be issued for use 
in conjunction with leave or while 
absent from station on official duty. 

3. It will be the responsibility of each 
individual issued a liberty pass to have 
his own pass in his possession during 
the period of his authorized absence 
from station on liberty. Except when 
in the execution of his duties, no en
listed Marine will at any time, have in 
his possession a liberty pass issued 
for another individual, or one which 
has been altered, or which is unsigned 
by the appropriate officer of his unit 
authorized to sign as issuing officer. 

4. The liberty pass form will be com
pleted as indicated except that: 

a. The space titled "Card No." may 
be used at the option of the com
mander. 

b. The space titled 11 Time Limits 11 

will have inserted the word ''None'' 
unless the commander desires the 
insertion of a specific time limitation. 

c. The reverse side of the pass 
may be used by local commands for 
the entry of any additional information 
required by local conditions. 

9206 LIBERTY REQUESTS/OUT OF 
BOUNDS PASS 

1. Liberty Requests/Out of Bounds 
Pass (NAVMC 10471-PD (4-60)) will 
be issued to personnel authorized to 
leave the general vicinity of post and 
stations during liberty hours and for 
special liberty. 

9207 SPECIAL PASSES 

1. When deemed appropriate, com
manders granting liberty may require 
use of special passes for visitS while 
on liberty in foreign countries listed in 
subparagraph 915l.llb which are con
tiguous to local liberty areas. 



PART F: TRAVEL AND TRANSPORTATION IN CONJUNCTION WITH LEAVE 

9250 TRAVEL TIME 

l. No travel time will be granted in 
conjunction with leave. In the case of 
delay to count as leave, the travel time 
involved is related to the change of 
station and not the leave. 

9251 TRANSPORTATION 

1. General. Transportation costs and 
expenses for leave are not payable by 
the government, except as indicated 
below. 

2. Emergency Leave 

a. Transportation for emergency 
leave from overseas maybe authorized 
at government expense via Military Air 
Transport Service or Military Sea 
Transportation Service. 

b. When transportation is autho
rized in accordance with subpara
graph a, above, it will be on a space 
requirement basis, cost of fares for 
which will be paid by appropriated 
funds. The appropriation chargeable 
will be that which supports the tempo
rary additional duty travel of the com
mand to which the member is at
tached. 

c. The procurement of commer-
cial transportation inside or 
outside the United States is not 
authorized at government expense for 
emergency travel. However, the use 
of other government transportation 
such as aircraft or fleet units, for 
which there are no applicable charges, 
are not precluded for emergency leave 
travel. 
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PART G: SETTLEMENTS FOR UNUSED LEAVE 

9300 GENERAL 

1. Settlements for unused leave for 
personnel will be made in accordance 
with this paragraph and instructions 
contained in the Navy Comptroller 
Manual, chapter 4, volume 4. 

2. The term 11 separated11 as used in 
this paragraph means: 

a. Discharged, or discharged as a 
result of resigna~ion. 

b. Released from a period of active 
duty or active duty for training of 30 
or more consecutive days. 

c. Transferred or returned to in
active status in the Fleet Marine Corps 
Reserve. 

d. Transferred or returned to in
active status on the retired list. 

t.e. First voluntary extension of en
listment. 

3. Cash settlements for unused leave 
may be made to living members or 
living former members of the Marine 
Corps. Cash settlements may also be 
made to the survivors of a deceased 
member or former member if death 
occurs after separation without receipt 
of ~ompensation due. 

4. Members of the Marine Corps sepa
rated under conditions other than hon
orable forfeit all unused leave at the 
time of separation. 

5. If the total accrued, advance, or 
excess leave upon separation includes 
a fraction of a day, settlement shall 
be made on a whole day basis. For 
example, one and one-half days excess 
leave will be checked as 2 days. 

• 6. Advance leave will not result in 
a checkage for excess leave at the time 
of change in status where the carrying 
forward of the leave balance to the new 
leave record is required; provided that 
such advance does not exceed the maxi
mum advance leave permitted by cur
rent regulations. In all other cases; 
i.e., where the member has an option 
as to cash settlement or carrying for-.. 

ward, advance leave existing at the time 
of separation or on the date prior to the 
effective date of a first voluntary ex
tension· of enlistment, will result in a 
checkage for excess leave. The member 
may not, however, elect to carry for
ward an advance (excess) leave balance. 

9301 GUIDES FOR SETTLEMENTS 

1. When personnel are separated from 
active duty, leave records will be 
closed and balanced to include the date 
of separation. Unless the leave balance 
is to be carried into a new status, the 
dis bur sing officer concerned will be 
advised of the number of days' unused 
leave that is to be compensated for in 
cash. 

2. Personnel entering upon an immed
iate reenlistment may elect cash settle
ment for unused leave or carry over 
the balance of leave due, not to exceed 
60 days, into the new enlistment. This 
provision also applies to Regular and 
Reserve personnel entering upon a first 
extension of enlistment. 

3. Leave balances of personnel who 
undergo the following types of status 
change while remaining on active duty 
in the Marine Corps will be carried 
forward to their new records, and no 
cash settlements may be made: 

a. Discharge prior to expiration of 
enlistment for purposes of immediate 
reenlistment. 

b. Discharge of enlisted personnel 
to accept permanent commission or 
warrant. 

c. Reversion from temporary com
missioned or warrant officer to en
listed status. 

d. Enlisted pe,rsonnel accepting ap
pointment to temporary commission or 
warrant . 

.e. Second and subsequent exten
sions of enlistment. 

4. Enlisted personnel rece1v1ng ap
pointments as midshipmen or cadets 
and for whom enlistment is not termi
nated by reason of the acceptance of 
such appointment will receive settle-

. ment for unused leave as of the day 
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50 . T~inpb'riJ.rY'off~cers wliosi. appobrt•' 
rnent;sj:\ir'~ 'tteftn}nitted; '.. a~4' who ·ate' 
sepax'lirtild ff'6rh ol:t!tive lhity dn t!ie siirlt.e 
d>l.f'"f:i'tirii'''tM>i~· 'eHlisted ilt:itus:, are 

e ~\ ~H~A .~Pr~)'!ff'.-P;-~urT+ s,etuen:'n1l~ 
cdmputed''as' ii separation were nia:de 
fJ"o;q>, p!A,c~r,,liFa~~s. 

&.· • bfff.Cel'-li• e£ i the Marine . Cerp'S• or 
Mal.'iheJeorp~ •R\!serve are·not entitl<i'd 
to' a lump"sllm •set~le:ment upon transfer 
to tJUi· .. ·Aio'tl:iyl. Air F<'>r~e. ·or; Navy,• or 
the•Riese1''1te'~.~J?Oneht~ .tliin:'eoo!, · · · 

9302 SETTLEMENTS INVOL VINd. 
TRAVEL 

1.·· Su'bject to the·, prov>uons of tl~e 
Navy cComptroller. Ma'lluah c]).sptex · 
4,. volume•. 4,-,.,,the. tilute to Pe.r,form 

I ~i J 
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travel home over tit<!. s'hdrtest usU.il:lly 
traveled route will be included in 
com'pUtati'ol!' of· unused 'leave 
for~ ·· · · ·· ·•.· 

•. · .. · a,. i~eet M;:!:l'ipt! C:q~p,s' rese;rvl~ts 
returned to inacth:e status: . ' 0 

' • 

• '-o •'"'o. • ' , '"-''·'''d.--

.. 1;>,. Marine,.Co;rps Res.er,ve enlisted 
personnel released.jo),na~~i,ve status. 

__ . c. Ma,O!'in!'-~Cotps .~eAArve officers 
released from active _d_uty;, .. 

d·. Retired enlisted•personnel re
leased··from actiVe liUty. ·.-

e. Retired 
ac:ti~e duty: 

offic.er s relieved from 
~... ' ' ' ., : .' " 

2. The date of separation is the con" 
structive . date of, arrival. .•bo)lle based 
on the tra'it.el time authol'ized by the 
indi:vidual' s orders. 



PART H: OFF-DUTY EMPLOYMENT 

9350 CIVILIAN EMPLOYMENT 

I. Title 10, U. s. Code, section 6114, 
contains the following rule of law: 
"Except. as provi,ded in section 62.23 
ofthili title, no enlisted member of the 
naval . service on active duty may be 
ordered or p¢rmitted to leave his post 
to engage in a eivillan pursuit or busi

·rtess, Or a perfoi-nianCe, in' civil life, 
for emolument, hir•e, __ or ~~herWise, if 
the pursuit, bilsirie_s_s,_._ o~·:p_e·rforrn.ance 
interferes with the ·custdmary or regu
lar employment of local civilians in 
their art, trade, or profession."'This 
provision •of law is interpreted as pro
hibiting cornmlinding officers, either 
directly or indirectly, from requiring 
enlisted men on active duty to engage 
in private employri>.ent in competition 
With civilian ~abot<; or permitting them 
to leave their posts·. e>f duty during 
working hours for such purpose. It 
imposes no requkement that command
ing officers restrict personnel from 
engaging in civilian employment on 
their own volition while on leave or 
liberty, nor is such employment pro
hibited. As an exception, however, sec
tion 6223(b) of Title 10, U, S, Code, 
provides, "No member of the United 
States Marine Corps Band, as an indi
vidual, may furnish music in competi
tion with any civilian musician or 
receive remuneration for furnishing 
music except under special circum
stances when authorized by the Presi
dent.•• 

2, Subject to the limitations set forth 
herein, it is, in general, considered 
that Marine Corps personnel, whether 
officer or enlisted, should not be re
strained from engaging in legitimate 
and ethical enterprise or employment 
during their off-duty hours. However, 
personnel on active duty are in a 24-
hour duty status, and therefore, their 
military duties shall at all times take 
precedence on their time, talents, and 
attention. 

3, Personnel shall not engage in any 
civilian employment which, by reason 
of the hours or nature of the work, 

interferes With the proper and effident 
performance of their military duties, 

a,, Personnel shall not engage in 
any civilian employment or enterprise: 

( 1) Which reflects discredit on 
the ser-ViCe. 

(2) Which is unethical in view 
of the pOss~ble exercise of influe-nce 
attending one's military position br 
otherwise; 

(3) When such employment pro
vides income direct from -the United 
States Government which, when com
bined with service pay, exceeds the 
sum of $2000 per annum (5 U,S,C, 58), 
This limitation is not applicable to 
employment for which compensatidn is 
paid to enlisted personnel from non
appropriated funds as in the case of 
off-duty employment at Marine e:X:-

1 changes, officers' messes and enlisted 
men•s clubs. 

b. Personnel shall not engage in 
any civilian employment for an organi
zation involved in a strike or lockout. 
Personnel employed by a firm which 
becomes involved in a strike or lockout 
shall immediately cease such employ
ment until the strike or lockout has 
ended. 

.c, Military personnel on active duty 
are prohibited from representing any 
commercial company for the solicita
tion and sale of life and automobile 
insurance, mutual funds, and other 
invesbnent plans, commodities, arid 
services on any installation, with or 
without compensation. 

.d. Military personnel who are en
gaged in off-duty, part-time employ
ment are prohibited from personal 
commercial solicitation and sale to 
military personnel who are junior in 
grade or rank. This prohibition is 
applicable to activities on or off an 
installation, in or out of uniform, 
while on or off duty, and includes, but 
is not limited to the personal solicita
tion and sale of life and automobile 

9-23 
Ch..lO 



9350 MARCORPERSMAN 

insurance, stocks, mutual funds, real 
estate or other commodities, goods, 
or services. As used in this sub
paragraph, 11personal commercial so
licitation" refers to those situations 
where a military member is employed 
as a sales agent on commission or 
salary, and contacts prospective pur
chasers suggesting they buy the com
modity, real or intangible, that he is 
offering for sale. This prohibition is 
not applicable to the one-time sale of 
personal property or a privately-owned 
dwelling, or such authorized off-duty 
employment as a salesman ina depart
ment store, attendant in a service 
station, employee in a restaurant, etc. 
It is not the intent of this subparagraph 
to discourage the off-duty employment 
of military personnel, but it is the 
intent to eliminate any and all in
stances where it would appear that 
coercion, intimidation or pressure 
was used based on rank, grade or 
position. 
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te. Members ofMarineCorpsbands, 
as individuals, shall not engage, for 
remuneration, in civilian employment 
as a musician outside a military res
ervation. 

.f. Personnel shall not engage in 
civilian employment as law enforce
ment officers for a public police force. 
Civilian employment of personnel as 
security guards for a private civilian 
employer is permissible, provided it 
does not place the individual in a posi
tion analogous to that of a police officer. 
An analogous position would be any in 
which he is armed, wears a uniform 
similar in appearance to a police offi
cer, and performs some or all of his 
duties in crowded public areas. In con
trast, employm.ent as a uniformed, 
armed guard at a gate, entrance or 
other locality not normally trafficked 
by the general public is not considered 
analogous or apparently analogous to 
duty as a police officer. 
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CHAPTER 9 

LEAVE AND LIBERTY 

PART A: GENERAL 

9000 SCOPE 

1. This chapter contains detailed in
formation and instructions for the ad
ministration of leave and liberty 
policies established by the Secretary 
of the Navy and paragraph 1050 Marine 
Corps Manual. Instructions for report
ing and recording leave are set forth 
in paragraph 16090 and 15119. 

9001 RESPONSmiLITY 

1. Experience indicates that vacations 
and short periods of rest from duty 
provide benefits to health and welfare 

which are necessarytothemaintenance 
of maximum effectiveness. Therefore, 
persons authorized to grant leave and 
liberty as set forth in paragraph 9150 
will establish and regulate quotas to 
provide for maximum utilization of 
leave and liberty consistent with work
load and their responsibility for main
taining the degree of readiness required 
to accomplish the mission of their 
organization. 

2. It is not intended that large leave 
balances be accrued for settlement upon 
separation or release from active duty. 
Taking of leave shall not be mandatory. 
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PART B: LEAVE ENTITLEMENT AND COMPUTATION 

9050 ENTITLEMENT 

1. Members of the Marine Corps and 
the Marine Corps Reserve on active 
duty earn leave at the rate of two and 
one-half calendar days for each month 
of active service, except that: 

a. No leave can be earned for 
periods of less than 30 consecutive days 
of active duty or active duty for train
ing with pay, or any period of active 
duty for training without pay. 

b. No leave can be earned during 
periods of time lost. Although officers 
do not lose. time for the types of ab
sences set forth in paragraph 15111 
they do not earn leave during such 

absences. (See paragraph 15111 for 
instructions on computing time lost 
and paragraph 15119 for method of 
recording leave deductions due to 
absence.) 

c. No leave can be earned while 
in an authorized leave status without 
pay. 

9051 COMPUTATION 

,1. Leave is accounted for on a fiscal 
year basis (1 July to 30 June). The 
following tables will be used as an 
aid in computing leave provided that 
utilization of such tables does not 
result in any individual receiving more 
than two and one -half days 1 leave credit 
for each actual month of service. 

.a. This table will be used to determine leave earned from day of enlistment 
or entry on active duty to 30 June. 

Date of month 
entered active 
duty during 
current fis-
cal year 

Jul Aup. Sep Oct Nov Dec Jan Feb Mar Apr May Jun 
1-b------ 30 27 2 25 22i 20 17i 15 12i 10 72 5 2.!. 

29i Z4i 
z 

7-12----- 27 22 19i 17 l4i 12 9i 7 4i 2 
13-lS 29 26i 24 2li 19 16i 14 lli 9 6f 4 1.!. z 
19-24 2si 26 23i 21 lSi 16 13! 11 st 6 3.!. 1 z 
25-31 2S 25! 23 20i lS 15! 13 lOi s Si 3 1 

2 

.b. This table will be used to compute leave earned from 1 July to date of 
separation. 

Date of month 
of separation 

Jul Aug Sep Oct Nov 
1-6------ 1 3 s.!. s lOi 2 z 
7-12----- 1 3.!. 6 st 11 z 
13-lS 1.!. 4 6i 9 ll! z 
19-24---- 2 4.!. 7 9i 12 

2.!. 
z 7i 25-31---- z 5 10 12i 

tc. To compute either leave accruals 
or deductions for periods which neither 
start on 1 July nor end on 30 June, the 
above tables will be used in the follow
ing manner: 

( 1) For periods that start and 
end in the same fiscal year (leave 
year), these three steps are necessary: 

(a) Step One. Use the table 
in subpa-7agraph b, above, to determine 

Dec Jan Feb Mar Apr May Jun 
13 lSi lS 20! 23 25! 2S 
Bi 16 lSi 21 23i 26 2Si 
14 16i 19 21! 24 26i 29 
14i 17 19i 22 24.!. 27 29! ,z 
15 17! 20 22i 25 27i 30 

the amount of leave that can be accrued 
from 1 July, the start of the fiscal year, 
through the last day of the period in
volved. 

(b) Step Two. Use the table 
in subparagraph b, above, todetermine 
the amount of leave that can be accrued 
from 1 July, the startofthefiscal year, 
through the day immediately preceding 
commencement of the period involved. 

!. 

' , 
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9052 }·--

(ct.§tep Three, Subtrac~o t~ 
a~ount obti~,iMc:lo ~l),. 0 ~tep t'l'? ,£'!'(?~ o~l}!l 
amo-ql)t ~tained in step p:qe; tlli~ will 
be the leave accrual or. ded\l,ctiPn.fQ,r 
the period involved. · · 

1. Assume that we wish 
to determine- lea:v.e. 11-ccr:l)al for the 
period 2.5 August to' fi)·'J'Ioverriber 1962, 
inclusive •. Using the ·table in subpar a~ i•. 
graph b, we first determine that llj 
days . can be ·accrued for the • period 
1 July to 16 NoveMber, inelusive.Next, 
we find from the ·table .that 4j' days' 
leave can be·· accrued for the period 
1 July through 24 August, the day 
immediately• pr·eceding commencement 
of the period involved. Then, subtract
ing 4! from llj days we fihd th-at the 
proper accrual for the period 2.5 August 
through 16 November is 7 days. 

2. Assume that we wish 
to determine the proper leave deduction 
for a period of nonaccrual, 1 February 
19q2 tP}.• Ma>;c.h 19(>~., in,clusive. Usi:ng 
the. table in subparagl'aP/".11• above, Wf! 
fir~t det~:>rmihe that. 20z .c;lays,oan be 
accrued ):or the period .-1 July to . 2 
Mill'ch il'clushte. Nf!xt, ...,e f~d from 
the tabl~that· 17j days' leave· can be 
accrued for the period 1 July through 
31 January, the d:ay immediateLy. pre• 
ceding commencement of the period 
involved. Then, subtracting 17j from 
2. oj we find that 3 days is the proper 
leave deduction for the period 1 Febru-
~y thr,wgh 2 :March.. ., 

(~) Fo:t,peri9c:l' th".t 'stat~ in 6~e 
f~~¢al ~ar (ll<_ave Y:ef\r) ~-rJd enp in ~lj.e 
n~# fi}l\:,1<1 ye'~J·. th~!l.e thf~e st.ws are 
nec!essary: . 

'~'~" '!::,;." '. ,_,, ., -"··''·'-''"" --·· 

,_ , ,ta},5lep ,Qp~, IJ:~ tll!!!~~bl-.'1 ~'lc 
s~~lltNlfM:J "'" 'l:b,<;>ve., "~o ,,~t~~~'i!li'' 
the amoum of leave that can be ac;<;;r,\lec:l.• 
from the first day of the period involved 
to. ~he end o{. the f~rst fisc .. a.l year in
vb'fWd HFtll'€ 'tompdtatlOn; ',[\ 
~)~fifX~·:~_·~~<\,~·i.:,nJ i'J',J"{I--f(: ,(; ~-i,jF ·.;~\ hL·.:.~>: .. 1:.:. 

i:';:·:Vf '·:' -,,_\;::":_·, ~-f_,i_:: .>\ ·-~>; 'i'(~;~~.: 

1::·v _:_. ,,,JJ:)):.JJ.~ttPL,'ty.(!P~- -Use. ,JAe~ t~Qhr' 
'!!mW!'I-csilil<, '!\ll)R"it"'!Pi~Ph .. \!, .,Po~,, ·til' 

determine the ~ollJlt pf· le'!-ve thi>.t· 
can be accrued frorri the start of the 
fi'/!'.1, fis,cj>l year under co11sic:leration 
tJqo~gh. the ~ast. d;;>.y of the Peripd 
if1Yr>~ved. 

(c) Ste£ Three .. · Add the· 
amounts obtaine in steps one and two 
to determine the total accrual :for the 
pe·riod involved. 

(d) :Example. Auv,meU>,atw~ 
wish to determine the proper leave 
qec:lu~~ion .or acprual {9r .. the. period 
2Z .. February 1961 to 19 July , 1961, 
incJu~live •. Usi!lg. the ta~le i!l subpar a• 
graph a, l!.b9Ve, We finc:l, th;;>.t, 11, c:jays I 
~eave PO,n J>e accrued for. the period 
22 February 1961 to 30 June 1961. 
Next, using .the table in subparagraph 
b, aboye, We find .that 2 days I leave !'an 
be accrued· for the period 1 july to 
19 July 1961, inclusive. Addition of-the 
amounts obtained by the first two •steps 
indicates that 13 days is the total 
amount of leave that can be:earned or 
deducted for the period 22 Februal'y 
1961,to 19 July l'i/61, inclusive. 

.d. The fc:>llowiJjcg ta~le will be used 
. to compute •·accruals and deductions of 
. l~ave ·for periods 'within one speCific 
' c alel).dli:r month. 1'his table will not be 
used thr cozilputaHons illvolvihg rriore 
than one month. 

;'" ' - ' <. - .'-'' 

Number of days' 
leave or 
time lost 

J-6 ··················-·····~······ ··_v -~z--~;: ... . ';·~;~~-.... ,:·:~; .... ~.· .... . 
< i3-18_~·/·····-'·~····· .. :-...... -~ ... . 
-?~-24-::.:;_.·····~:!'.-: ....... i······;·;··· 
~-.5-31 '•!·····i .. ~-······--·············· 

'9052 ' LIMITATION 

· · -L·eave,
accrual or 
di<dll.t:tion 

i d~y 
l day 
rt d;;>.ys 
2 da')":S . 
zj'days 

• 1 ~.!.''Ace riiell lea \Nil 1tialatices 'ttilrst-be re·
dut:ii'd''tb 160' 'dati"'oil.''the 1o11-c?~ilrg bc<:a:
stl\h~; •':!is .bf. ffiebJfi'rsf\iay"8f th\O'fili!:al 
year' brU'p'clri ii ejY.l''taf!on' bii''ri':l'o! iii j, fi'6m 
active duty, whichever occu'fs 'fi'rst: 
~!\VI!! wJli.c l.>.cR<!-S JutJ~~ J,q st, ~~ t\>!' 1be gin
njl).ge<J>f t~,~S'J'M.M!a~ ~l'. c~•~l!-1 s!>,pa:11a~ 
ti91k ,q,I>, ,J:,ll:~;l§ll dJii>"!! · ~l'!t~*l'-. :\l~~,i~ 
irrevocably lost and may not be taken 
all' Jli'l'V.!': pr feml!lm'l'a~:#(?'f' 1in cash. 
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CHAPTER 9--LEAVE AND LIBERTY 

9053 DAY OF DEPARTURE 

l. The calendar day of departure from 
duty station is a day of duty. 

9054 DAY OF RETURN 

l. If return is after the beginning of 
working hours on shore station, or 
after the hour of 0900 aboard ship, 
the calendar day of return is a day of 
leave. If return is before the beginning 
of working hours, or before the hour 
of 0900 aboard ship, the calendar day 
of return is a day of duty. 

9055 LEAVE INTERRUPTED BY 
HOSPITALIZATION 

l. Personnel hospitalized while on 
leave will not be charged with leave 
for the period of hospitalization. Day 
of admission and day of discharge 
from hospital, as well as intervening 
dates, will be days of hospitalization 
regardless of hour of admission or 
release. 

2. Any person who is hospitalized 
while in a leave status shall report 
his status and request instructions 
from his commander. Upon release 
from hospitalization, personnel shall 
revert to a leave status unless other
wise ordered. Reversion to leave status 
and leave address shall be reported to 
his commander, preferably by tele
gram, upon release from the hospital. 
The pertinent section of the leave form 
(NA VMC 3- PD Revised 4-51) must be 
completed by proper authority to verify 
hospitalization. If hospitalized while 
on leave in ·conjunction with change 
of station or temporary additional duty 
orders, an endorsement of such orders 
showing period of hospitalization is 
required. 

9056 LEAVE INTERRUPTED BY 
TEMPORARY ADDITIONAL 
DUTY AND TEMPORARY 
DUTY 

l. When personnel are ordered totem
pora'!'y additional duty or temporary 
duty while on leave or delay counted 
as leave, the period of temporary duty 

9057 

or temporary additional duty plus travel 
time, if required, will not be counted 
as leave. 

2. Unless directed otherwise, per
sonnel ordered to temporary additional 
duty while on leave or to temporary 
duty while on delay, revert to leave 
or delay status. at their leave address 
upon the completion of such duty and 
travel, if any is involved. 

3. Personnel ordered to temporary 
additional duty. or temporary duty as 
set forth above will endorse their or
ders to indicate the date and hour of 
departure from and return to their 
leave address. 

9057 EMERGENCY LEAVE IN
VOLVING TRAVEL OUTSIDE 
THE CONTINENTAL UNITED 
STATES 

1, The following shall apply in com
puting leave in the case of personnel 
authorized emergency leave involving 
travel out side the continental United 
States: 

a. Emergency leave to visit con
tinental United States commences on 
the date of departure for leave desti
nation from the port, or aerial port, 
of debarkation within the continental 
United States. Return to duty status 
commences when the individual reports 
to the port, or aerial port, of embarka
tion within the continental United States 
for return to duty outside the conti
nental United States. 

b. Emergency leave to visit an 
area other than the continental United 
States will commence upon the individ
uate ·departure from the port, or aerial 
port, of debarkation in the area of the 
emergency. Emergency leave will ter
minate upon return to such port, or 
aerial port, or other designated sta
tion, Leave will also be charged for 
all travel performed in the continental 
United States. 

c. Ordinarily, the periods to be 
chargeci as leave in case of emergency 
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9058 MARCORPERSMAN 

leave involving travel outside the 
United States will be determined bythe 
endorsements on leave authorization 
forms or travel orders. However, when 
it is impossible or impracticable to ob. 
tain such endorsements, members will 
furnish a certificate showing complete 
itinerary, including dates, hours, and 
places of all departures and arrivals, 

2. For the purpose of computing emer
gency leave in accordance with sub
paragraph 1, above, the continental 
United States is defined as the United 
States less Alaska and Hawaii, 

9058 ABSENCE PENDING ACTION 
ON DISABILITY RETIREMENT 

1. When personnel are ordered horne 
pending action on disability retirement 
proceedings, the time awaiting orders 
will be charged against accrued leave, 
If the period awaiting orders is greater 
than the accrued leave, the difference 
will be dropped; it will not be charged 
as excess leave. 

9-8 
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.9059 ABSENCES EXCUSED AS 
UNAVOIDABLE 

1. Absence Over Leave, A period of 
absence over leave, if excused as un
avoidable, will be charged to leave, 

2, Absence Without Leave, A period of 
absence without leave, if excused as 
unavoidable, will be charged to leave, 

3, Absence Over Liberty, A period of 
absence over liberty, if excused as un
avoidable, will be charged to leave, 
Moreover, if the excused period plus 
the period of the authorized liberty 
total more than 72 hours, the entire 
period will be converted to leave, 

4, Exception, As an exception to above 
policies, commanders may waive any 
charge to leave for absences they ex
cuse as unavoidable due to mental in
capacity or detention by civil autho~i
ties. 



PART C: DEFINITIONS 

9100 LEAVE 

1. Leave is the authorized absence of 
an individual from a place of duty, 
chargeable against the individual in 
accordance with regulations pre scribed 
by the Secretary of the Navy. 

9101 LIBERTY 

1. Liberty is the authorlZed absence 
of an individual from a place of duty 
not chargeable as leave. 

9102 ACCRUED LEAVE 

1. Accrued leave is the term used to 
describe the amount of leave accumu
lated to the individual's credit. 

9103 ADVANCE LEAVE 

1. Advance leave is leave granted to 
a service member with pay and allow
ap.ces prior to its accrual. 

9104 EXCESS LEAVE 

t1. Excess leave is authorized leave 
over and beyond any· accrued or ad
vanced leave that can be granted. Per
sonnel are not entitled to pay and allow
ances, including leave accrual, during 
periods of excess leave. In addition, 
the term ''exc_ess l~ave 11 is used to 
describe a minus balance of leave at 
the time of separation, reenlistment, 
or extension of enlistment. 

9105 SICK LEAVE 

1. Sick leave is the term used to 
de scribe a period of authorized ab
sence granted personnel while under 
medical care and treatment. Such leave 
is considered to be a part of the period 
of medical care and treatment and 
therefore is not chargeable as leave. 

9106 GRADUATION LEAVE 

1. Graduation leave is the term used 
to describe a period of authorized ab
sence granted as delay in reporting to 
the first duty station in the case of 
graduates of a service academy who 
are appointed commissioned officers 
in the Armed Forces. Graduation leave 
is not chargeable as leave. 

9107 EMERGENCY LEAVE 

I. Emergency leave is absence from 
duty granted for humanitarian reasons. 
That is, to enable a Marine to take 
care of an unusual or serious problem 
affecting him or a member of his im
mediate family. Emergency leave is 
chargeable as leave. 

9108 REENLISTMENT LEAVE 

l. Reenlistment leave is leave granted 
as an incentive to reenlistment. Such 
leave is chargeable. 

9-9 
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PART D: GRANTING OF LEAVE AND LIBERTY 

9150 AUTHORITY 

l. Subject to any restrictions and in
structions established by higher au
thority and this manual, liberty, leave, 
and extensions of leave may be granted 
or canceled by: 

a, The Commandant of the Marine 
Corps 

b. Commanding Generals 

c. Commander, Marine Air Re
serve Training 

d. Commanding Officers 

e. Directors, Marine Corps Dis
tricts 

f. Officers in Charge of Recruiting 
Stations 

g. Inspector-Instructors 

h. .A:ny officer or noncommissioned 
officer authorized by the Commandant 
of the Marine Corps. 

2. Officers and noncommissioned of
ficers authorized to grant leave and 
liberty, as designated in the above 
subparagraphs, may also grant leave 
and liberty to Navy personnel under 
their command or in their charge. 

3, Commanding officers of ships, and 
commanding officers or officer in 
charge of naval shore stations having 
Marine detachments assigned thereto, 
may grant leave and liberty to the Ma
rine personnel of the detachment or 
delegate the authority to do so to the 
detachmertt commander. 

4. Any of the officers authorized to 
grant leave and liberty, as designated 
in the above subparagraphs, may au
thorize subordinates to grant leave 
and/or liberty to Marines or Navy 
personnel temporarily placed under 
their command or in their charge. 

9151 GUIDES AND LIMITATIONS 
IN THE GRANTING OF LEAVE 

l. General. No period of routine vaca
tion from duty shall exceed 60 days. 

Moreover, routine leave may not be 
granted to exceed a total of 60 days in 
any fiscal year. 

• 2, Advance Leave. Advance leave may 
be granted in an amount not to exceed 
45 days provided that the number of 
days granted does not exceed that which 
would normally be earned by the mem
ber during the remaining period of his 
obligated active duty. For this purpose, 
leave that may be earned due to exten
sion of enlistment will not be advanced 
prior to the effective date of such ex
tension. Requests for advance leave of 
greater duration will be forwarded to 
the Commandant of the Marine Corps. 

3. Emergency Leave 

a. Up to !05 days accrued and ad
vance leave may be granted as emer
gency leave when the individual has 
already accrued 60 days leave. When 
the amount of accrued leave is less 
than 60 days, the period which may be 
authorized will be correspondingly less, 
Requests for leave or extensions thereof 
of greater duration granted under this 
subparagraph will be referred to the 
Commandant of the Marine Corps 
(Code DN). 

b. Excess leave may be used for 
emergency leave provided that the 
aggregate leave granted {regular + ad
vance + excess) does not t·otal more 
than 60 days. Requests for excess leave 
of greater duration will be forwarded 
to the Commandant of the Marine 
Corps. 

c. Emergency return to the United 
States on an individual basis will nor
mally be authorized in the following 
circumstances which must be verified 
by appropriate means: 

(1) Upon death of a member of 
the Marine 1 s imm.ediate family; i.e., 
father, mother, person standing inloco 
parentis, spouse, children, brother, 
sister, or any only living relative. 

(2) When the return of the Ma
rine will contribute to the welfare of 
a dying member of his immediate family 
(see subpar, c(l), above). 

9-11 
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9151 MARCORPERSMAN 

( 3) When due to any serious ill
ness or accident to a member of the 
immediate family (see subparagraph• 
c( 1), above), important responsibilit_ies 
are placed upon the member which can
not be performed by anyone else or by 
other means and which cannot be ac
complished from his duty station. 

( 4) When failure of the rnernl>er 
to return home would create a serious 
and unusual hardship on either himself 
or his family. 

d. The basis for granting emer
gency leave within the United States 
will be the same· as the basis for 
granting emergency return to the 
United States as stated in sub para

graph c, above. 

e. When emergency leave is 
granted, instructions will be given 
personnel prior to departure that any 
application for extension must be made 
to their commander. 

4. Reenlistment Leave. Personnel may 
be granted reenlistment leave within 
the following limitations: 

a. Only one period of reenlistment 
leave may be granted during an enlist
ment. 

b. Reenlistment leave should be 
granted immediately following reen
li.strnent. When not granted immed
iately, reenlistment leave may be 
granted at any time during an enlist
ment subject to exigencies of the 
service. 

c. For those who reenlist on the 
day following discharge, reenlis.tment 
leave may consist of accrued leave 
carried over from the pr,~vious enlist
ment plus 30 days advance leave. Such 
a cqrnbination of leave shall not exceed 
90 days. 

d. For those who reenlist two or 
more days, excluding Sundays and holi
days, following the day of discharge 30 
days leave may be granted as reenlist
ment leave. 

9-12 

5. Sick Leave 

a. Only the Commandant of the Ma
rine Corps may grant sick leave when 
recommended by the Bureau of Medi
cine and Surgery in action taken on 
report of a Board of Medical Survey, 
a Clinical Board, or on findings of a 
Physical Evaluation Board. When a 
Marine is released from the hospital 
and sick leave is recommended, a 
request will be submitted to the Corn
mandant of the Marine Corps_ (Code 
DF) for authority to grant such leave. 

b. Commanding officers of service 
hospitals within the United States in
clusive of Hawaii and Alaska may grant 
up to 30 days sick leave to personnel 
while they are on the sick list in that 
hospital. 

c. Managers of Veterans' Admin
istration hospitals may grant sick leave 
to Marines while they are patients in 
such hospitals. 

d. The Commandant of the Marin .. , 
Corps may grant sick leave to re
patriated prisoners of war upon their 
return to the United states with or 
without reference to a board, or a 
physical evaluation board. 

6. Leave to Await Results of Appellate 
Review 

a. Personnel who have been sen
tenced to a punitive discharge or dis
missal by couTt-martial may be grant"d 
indefinite perio&s of leave pending com
pletion of appellate review. 

b. When such leave is granted, it 
may be tel"minated at any time by the 
authority granting the leave or superior 
authority by- wrttten notification to the 
member c:oJlcerned. 

c:. Befolle l'!ai'N!· ·t1:1 await result of 
appellate revi~~>w gan· be granted, the 
following conditions must exist: 

-~. ;· -n.J;,J (L--;A ;-:;;~\ULc 

( 1) 'l'hii'~ftfu'l!i!· i!l'n~t sentenced 
t? confine'r-o:nt q:r t}\e ~~~rnber.' s con
finement has b'eeh ¢o~H;ted. 

' . ' ,.,•;··· · .. , 
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CHAPTER 9--LEAVE AND LIBERTY 

(2) The member has requested 
such leave in writing. 

(3) If the individualis an enlisted 
member, the Court-Martial Progress 
Report (NAVPERS 3047) has been sub
mitted and the member has either exe
cuted a Waiver of Restoration (NAV
PERS 3049) or has requested and been 
denied suspension of his punitive dis
charge or restoration to duty. 

d. Leave granted in accordance 
with subparagraph a, above, will be 
charged to accrued leave to the extent 
available. In addition, excess leave 
may be granted. The individual will not 
receive pay and allowances for the 
portion granted as excess leave. 

ve: Leave to await appellate review 
will be gr~nted by means of individual 
orders containing explicit instructions. 
Two copies of the orders will be signed 
by the individual concerned acknowl
edging instructions and receipt thereof, 
and his signature will be witnessed im
mediately for retention on file. 

~ Prior to departure, 
rnander will ensure that 
has been: 

the corn
the Marine 

(1) Physically examined in ac
cordance with the requirements of 
chapter 15 of the Manual for the Med
ical Department. Such physical exami
nation is to be made in lieu of the 
examination required to be given en
listed personnel within 72 hours of 
discharge. 

(2) Required to surrender all 
government property in his possession 
or on charge to him. 

( 3) Informed that while on such 
leave he remains subject to orders of 
competent military authority and that 
he shall keep his commander informed 
of a change of leave address. In addi
tion, it should be made clear that in the 
event the punitive discharge or dis
missal is not approved, he may be 
ordered to return to his organization 
for a rehearing or other disposition 
of the case. 

7(19~185 0- 63 - 4 

9151 

( 4) Informed in writing that upon 
completion of appellate review, copies 
of the decision of the appellate tribunals 
and any action taken thereon shall be 
forwarded to him at his leave address. 
It should be made clear that in the 
event punitive discharge or dismissal 
is affirmed and clemency action has 
been completed, separation processing 
may be completed without requiring 
his presence. Appropriate discharge 
papers, including a check for such 
amount as may be due him, if any, 
shall be forwarded to his leave address. 

7. Leave as Delay upon Transfer 

/' 
(a. Leave may be granted to officers 

as delay en route upon permanent 
change of station./Such leave will be 
authorized by the Commandant of the 
Marine Corps. The commander will 
grant the maximum amount of delay 
to count as leave authorized by the 
Commandant unless exigencies of the 
service require that he reduce it. 

LH Officers, when requesting 
extension of leave granted as delay en 
route, will apply by telegram to the 
Commandant of the Marine Corps. The 
message will include the reason for 
request, and a statement as to whether 
or not the requested extension would 
result in excess leave. 

(2) Forofficerpersonnelgranted 
leave til count as delay en route, en
dor sernents of detaching orders will 
contain the leave address of the officer 
being detached. This address should be 
one where the officer plans to spend 
his leave or the address of an individ
ual who will know the location of the 
officer at all times while the officer 
is in a delay status. A copy of the of
ficer's orders with the endorsement 
will be forwarded promptly by the de
taching command to the Commandant 
of the Marine Corps (Code DF) and to 
the officer 1 s new duty station. 

(;}) While on delay counting as 
leave, all officers are required to 
keep the Commandant of the Marine 
Corps (Code DF) and their new duty 
stations informed of any changes to 
their leave address. 
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; b. Leave may be granted to enlisted 
personnel as delay en route upon per
manent change of station. Authorization 
for such leave will be included in the 
orders or endorsements thereto by the 
commander and may be in any amount 
to which the individual is entitled. 

(1) Commanders granting leave 
to enlisted personnel to count as delay 
en route will include, in the orders or 
in endorsements thereto, the leave ad
dress and the number of days accrued 
leave standing to the credit of the in
dividual after he has taken the leave 
so auth,ized. 

(Z) For enlisted personnel 
granted leave to count as delay en route, 
a copy of orders will be forwarded 
promptly to the command to which they 
are to report, by the commander de
livering the orders. 

I 

(3{ Enlisted personnel, when re
questing extension of leave granted as 
delay en route, will apply by telegram 
direct to the command to which they 
are ordered to report, stating the rea
son for the request and the number of 
days of leave remaining to their credit 
as stated in their orders. 

(J While on delay counting as 
leave, all enlisted personnel are re
quired to keep the command to which 
they are to report informed of any 
change in leave address. 

~:(fommands delivering orders to 
enlisted personnel who are ordered 
overseas, will afford them the oppor
tunity of taking all their accrued leave 
prior to transfer or as .delay en route 
to a staging command or port of em-
barkation. · 

8. Leave in Con'unction with Tern o
rary Additional Duty TAD) 

a. Leave in conjunction with tempo
rary additional duty may be granted 
only when specifically authorized by the 
Commandant of the Marine Corps. Au
thorization will be granted only in ex
ceptional or unusual circumstances that 
must be explained when request for 
leave is submitted. 
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b. As an exception to the foregoing, 
leave in conjunction with TAD under 
instruction will be granted by leave 
granting authorities in accordance with 
the following: 

(I) When the course or period of 
instruction is in excess of 2 weeks, 
leave may be granted at the discretion 
of the leave granting authority for such 
periods as he is authorized to grant. 

(Z) When the course or period of 
instruction is of Z-week duration or 
less, leave may be granted at the dis
cretion of the leave granting authority 
for a period not exceeding the length 
of the course. 

(3) Such leave may be granted 
while en route to or returning from 
place of TAD, or if specifically in
cluded in orders, both en route to and 
returning from TAD. 

• c. As a further exception to the 
Provisions of subparagraph a, above, 
leave granting authorities may grant 
leave in conjunction with TAD to escort 
deceased Marine Corps personnel. 

9. Leave while Awaiting Separation 

a. Leave may be granted while 
awaiting separation, providing the in
dividuals accounts have not been closed 
for settlement. 

b. Leave will not be granted toper-. 
sonnel awaiting separation under other 
than honorable conditions except as in
dicated in paragraph 6, above. 

10. Visits to the United States 

a. Commanders of ·organizations 
stationed outside the continental United 
States may grant leave to return to the 
United States as follows: 

( 1) Emergency leave may be 
granted inaccordancewithparagraph 3, 
above. 

(Z) Reenlistment leave may be 
granted when the Marine reenlists for 
the purpose ofprolongingpresentover
seas tour. If not taken immediately 
upon reenlistment, reenlistment leave 



CHAPTER 9--LEAVE AND LIBERTY 

may not be authorized until completion 
of overseas tour of duty. 

(3) When leave would be lost if 
not taken during current overseas tour. 

(4) When the circumstances of 
the case are such that the conunander 
deems the leave to be warranted and 
the service of the individual can be 
spared. 

(5) Additional administrative re
quirements are contained in subpara
graphs 9201.1, 9202.1, 9203.1 and 
9204.1 and 2. 

(6) Refer to subparagrapli 9057.2 
for definition of continental United 
States. 

11. Visits Outside the United States 

• a, Written permission by the Com
mandant of the Marine Corps is re
quired for visits on leave to areas 
outside the United States except as 
indicated below, Requests for such per
mission will list each country to be 
visited, Civilian ~>lothing will be worn 
during the period while visiting or 
traveling in such areas. 

b, Permission from the Comman
dant of the Marine Corps is not re
quired for unofficial visits while on 
leave to Puerto Rico, the Virgin Islands, 
Bahamas, Bermuda, Jamaica, Canada, 
Mexico, the Canal Zone, and Guam. 
Civilian clothing will be worn while on 
leave in these areas unless such wear 
conflicts with area uniform regulations. 

c. In the event passports are re
quired for entry into the area to be 
visited while on leave, they will be 
obtained by the traveler, 

d. Additional administrative re
quirements are contained in subpara
graphs 9201.1,9202,1 and 9204.land2. 

9152 GUIDES AND LIMITATIONS IN 
THE GRANTING OF LIBERTY 

1. Limitation. Liberty may not be 
granted in conjunction with leave. 

2. Overnight Libert~. Liberty may be 
granted from the en of normal work
ing hours until the commencement of 
working hours on the following day. 

9152 

3. Weekend Liberty. Liberty may be 
granted on Friday or Saturday from 
such time as the commander deter
mines until the commencement of work
ing hours on Monday morning. 

4. Forty-eight Hour Liberty. Liberty 
may be granted at any time for 48 hours 
or less. Moreover, liberty granted for 
48 hours which expires between the 
hours of 1600 and midnight may be 
extended to 0800 the next day. 

5. Seventy-two Hour Liberty. A 48-
hour period of liberty may be extended 
to 72 hours by the commander if the 
period will include a legal holiday, as 
prescribed in the U.S. Navy Regula
tions, article 2186, or a holiday which 
is authorized by the President or the 
Secretary of the Navy. When 72-hour 
liberty is granted, an extension similar 
to that permitted by paragraph 4, 
above, may also be applied. 

6. Ninety-six Hour Liberty. When spe
cifically authorized by the Commandant 
of the Marine Corps, commanders may 
grant liberty for periods up to 96 hours 
provided that the days of Saturday and 
Sunday are both included in such liberty. 
96-hour liberty may not be extended in 
the manner provided by paragraph 4, 
above, since, in no event, may liberty 
exceed a total of 96 hours. Current 
Marine Corps directives will specify 
the commands authorized to grant 96-
hour liberty. 

7. Travel Limits for Liberty 

a. Liberty includes permission to 
leave the duty station, but it does not 
include permission to leave the general 
vicinity of the post or station. The 
general vicinity of the duty station is 
defined as being any point at such dis
tance from the duty station to which 
personnel may normally travel and 
return during the period of liberty 
granted by using the usual means of 
commercial transportation, excluding 
air. 

b. In special circumstances, com .. 
mands may authorize personnel to 
travel beyond normal liberty limits 
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by issuing a Liberty Request/Out 
of Bounds Pass (NAVMC 10471-PD 
(4-60)). 

8. Liberty lists will be maintained 
through the use of NAVMC 10472-PD. 

9153 COMMAND RESPONSffiiLITY 

1. When commanders grant leave to 
attached personnel, they must provide 

9;,.1£ 
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the parent unit a timely and accurate 
report of leave taken. 

9154 PERSONAL RESPONSffiiLITY 

I. It is the personal responsibility of all 
pers-onnel to keep-themselves informed 
as to the numberofdaysleavetheyhave 
earned. This must be done in order that 
they may keep requests for leave within 
amounts to which entitled, 



PARTE: MISCELLANEOUS ADMINISTRATIVE REQUIREMENTS 

9200 REGULATION PUBLICATION 

1. All commands will publish leave 
and liberty regulations in local orders. 

9201 INSTRUCTIONS TO BE IN
CLUDED IN LOCAL LEAVE 
AND LIBERTY REGULATIONS 

1. Commanders will include the fol
lowing instructions in their leave and 
liberty regulations: 

a. Military police, air police and 
shore patrols of the Armed Forces 
and all officers, warrant officers, petty 
officers, and noncommissioned officers 
are authorized to take preventive or 
corrective measures, including appre
hension if necessary, in the case of any 
member of the Armed Forces who 
commits a breach of the peace, dis
orderly conduct, or any other offense 
which reflects discredit upon the serv
ices. Personnel so apprehended will 
be returned to the jurisdiction of their 
respective services as soon as pos
sible. 

b. Personnel on leave or liberty 
must understand that this authority 
has its foundation in law and that they 
are required to conduct themselves 
accordingly. Those exercising such 
authority are enjoined to do so with 
judgment and tact. Particularly, ap
prehension should not be resorted 
to where corrective measures will 
suffice. 

9202 RESPONSIBILITY FOR RE
TURN FROM LEAVE 

l. Leave is granted under the condi
tion that the individual can return to 
duty upon termination of leave at the 
place and time specified in the au
thorization. --~efore authorizing leave, 
leave granting authorities must ascer
tain that personnel going on leave have 
sufficient funds to reach their leave 
address as well as for returning to 
their duty station. In addition, prior 
to leaving, personnel should be advised 
that they may, when circumstances 
require, request assistance in obtaining 
return transportation at any service 

installation. Cost of such transportation 
will be checked against their accounts. 
It also should be made clear to per
sonnel that such requests for assistance 
in returning from leave will be in
vestigated, and tl).at despite checkage 
of their account, they may still be 
liable to disciplinary action for failure 
to comply with such instructions as 
may be issued on the subject by the 
officer granting the leave. Thorough 
instructions in these responsibilities 
will be given to personnel granted au
thority to visit areas inside the United 
States or outside the United States in 
accordance with subparagraph 9151.10 
and 11; to record the individual's 
acknowledgment of awareness of the 
extra costs involved, his responsibility 
to obtain transportation, and that his 
leave commences and expires at his 
duty station, the following certificate 
will be placed on the reverse of the 
leave authorization. 

" CERTIFICATE: 

I have sufficient funds for expenses 
and round trip commercial transpor
tation, and will not rely on the avail
ability of space available government 
transportation even though it may be 
made available to me. 

I under stand that this leave com
mences at my duty station and that it 
expires at my duty station. Also it is 
clear that l am required to report for 
duty at my duty station upon expiration 
of leave and that failure to do so may 
make me subject to disciplinary action 
under the Uniform Code of Military 
Justice, 10 U.S.C. 801-940. 

9203 

(Signature) 

SPECIAL INSTRUCTIONS RE
GARDING HUMANITARIAN 
TRANSFER 

" 

1. Personnel returning to the United 
States on emergency leave will be 
given written instructions as to the 
proper procedure for submitting re
quests for humanitarian transfer. Such 
instructions shall indicate that requests 
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may be submitted direct to the Com
mandant of the Marine Corps should 
the circumstances warr_ant and that 
personnel should contact the nearest 
Marine Corps activity for assistance 
in preparing such requests. (See par. 
4150.) 

9204 LEAVE AUTHORIZATION 

1. Leave Authorization(NAVMC 3-PD) 
is prescribed as standard for request
ing leave as well as authorizing leave 
and will be used in all instances for 
officer and enlisted personnel, except: 

a. For emergency leave granted 
for the purpose of visiting within the 
United States while on foreign duty, 
in which case travel orders including 
leave authorization will be used. These 
travel orders will include: The balance 
of leave accrued; instructions to report 
to the Marine Corps activity nearest 
the port of entry prior to commencing 
leave and at the expiration of such 
leave; a requirement that any request 
for extension shall be made to the 
leave granting authority. 

b. For delay en route to count as 
leave upon transfer, in which case 
change of station travel orders in
cluding leave authorization will be 
used. 

c. For leave in conjunction with 
temporary additional duty, in which 
case leave auth-orization will be in
cluded in the orders or endorsements 
thereto. 

Z. The instructions contained on the 
reverse of the Leave Authorization 
form, NAVMC 3-PD, constitute the 
conditions under which leave is granted. 
Prior to approval, commanders will 
ensure that personnel requesting leave 
have read the instructions and under
stand their requirements. 

9205 LIBERTY PASSES 

t1. O_ffi c e r s and noncommissioned 
officers in pay gradeE-Sandabovewill 
not be issued liberty passes except when 
under liberty regulations of another 
service. that require passes. Identifica
tion Ca-rd (DD Form ZMC) will suffice. 
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• 2. Enlisted Marines in pay grade E-4 
and below will be provided with an 
Armed Forces Liberty Pass (DD Form 
345) prior to departing on liberty. This 
liberty pass will not be issued for use 
in conjunction with leave or while 
absent from station on official duty. 

3. It will be the responsibility of each 
individual issued a liberty pass to have 
his own pass in his possession during 
the period of his authorized absence 
from station on liberty. Except when 
in the execution of his duties, no en
listed Marine will at any time, have in 
his possession a liberty pass issued 
for another individual, or one which 
has been altered, or which is unsigned 
by the appropriate officer of his unit 
authorized to sign as issuing officer. 

4. The liberty pass form will be com
pleted as indicated except that: 

a. The space titled "Card No." may 
be used at the option of the com
mander. 

b. The space titled 11 Time Limits 11 

will have inserted the word ''None'' 
unless the commander desires the 
insertion of a specific time limitation. 

c. The reverse side of the pass 
may be used by local commands for 
the entry of any additional information 
required by local conditions. 

9206 LIBERTY REQUESTS/OUT OF 
BOUNDS PASS 

1. Liberty Requests/Out of Bounds 
Pass (NAVMC 10471-PD (4-60)) will 
be issued to personnel authorized to 
leave the general vicinity of post and 
stations during liberty hours and for 
special liberty. 

9207 SPECIAL PASSES 

1. When deemed appropriate, com
manders granting liberty may require 
use of special passes for visitS while 
on liberty in foreign countries listed in 
subparagraph 915l.llb which are con
tiguous to local liberty areas. 



PART F: TRAVEL AND TRANSPORTATION IN CONJUNCTION WITH LEAVE 

9250 TRAVEL TIME 

l. No travel time will be granted in 
conjunction with leave. In the case of 
delay to count as leave, the travel time 
involved is related to the change of 
station and not the leave. 

9251 TRANSPORTATION 

1. General. Transportation costs and 
expenses for leave are not payable by 
the government, except as indicated 
below. 

2. Emergency Leave 

a. Transportation for emergency 
leave from overseas maybe authorized 
at government expense via Military Air 
Transport Service or Military Sea 
Transportation Service. 

b. When transportation is autho
rized in accordance with subpara
graph a, above, it will be on a space 
requirement basis, cost of fares for 
which will be paid by appropriated 
funds. The appropriation chargeable 
will be that which supports the tempo
rary additional duty travel of the com
mand to which the member is at
tached. 

c. The procurement of commer-
cial transportation inside or 
outside the United States is not 
authorized at government expense for 
emergency travel. However, the use 
of other government transportation 
such as aircraft or fleet units, for 
which there are no applicable charges, 
are not precluded for emergency leave 
travel. 
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PART G: SETTLEMENTS FOR UNUSED LEAVE 

9300 GENERAL 

1. Settlements for unused leave for 
personnel will be made in accordance 
with this paragraph and instructions 
contained in the Navy Comptroller 
Manual, chapter 4, volume 4. 

2. The term 11 separated11 as used in 
this paragraph means: 

a. Discharged, or discharged as a 
result of resigna~ion. 

b. Released from a period of active 
duty or active duty for training of 30 
or more consecutive days. 

c. Transferred or returned to in
active status in the Fleet Marine Corps 
Reserve. 

d. Transferred or returned to in
active status on the retired list. 

t.e. First voluntary extension of en
listment. 

3. Cash settlements for unused leave 
may be made to living members or 
living former members of the Marine 
Corps. Cash settlements may also be 
made to the survivors of a deceased 
member or former member if death 
occurs after separation without receipt 
of ~ompensation due. 

4. Members of the Marine Corps sepa
rated under conditions other than hon
orable forfeit all unused leave at the 
time of separation. 

5. If the total accrued, advance, or 
excess leave upon separation includes 
a fraction of a day, settlement shall 
be made on a whole day basis. For 
example, one and one-half days excess 
leave will be checked as 2 days. 

• 6. Advance leave will not result in 
a checkage for excess leave at the time 
of change in status where the carrying 
forward of the leave balance to the new 
leave record is required; provided that 
such advance does not exceed the maxi
mum advance leave permitted by cur
rent regulations. In all other cases; 
i.e., where the member has an option 
as to cash settlement or carrying for-.. 

ward, advance leave existing at the time 
of separation or on the date prior to the 
effective date of a first voluntary ex
tension· of enlistment, will result in a 
checkage for excess leave. The member 
may not, however, elect to carry for
ward an advance (excess) leave balance. 

9301 GUIDES FOR SETTLEMENTS 

1. When personnel are separated from 
active duty, leave records will be 
closed and balanced to include the date 
of separation. Unless the leave balance 
is to be carried into a new status, the 
dis bur sing officer concerned will be 
advised of the number of days' unused 
leave that is to be compensated for in 
cash. 

2. Personnel entering upon an immed
iate reenlistment may elect cash settle
ment for unused leave or carry over 
the balance of leave due, not to exceed 
60 days, into the new enlistment. This 
provision also applies to Regular and 
Reserve personnel entering upon a first 
extension of enlistment. 

3. Leave balances of personnel who 
undergo the following types of status 
change while remaining on active duty 
in the Marine Corps will be carried 
forward to their new records, and no 
cash settlements may be made: 

a. Discharge prior to expiration of 
enlistment for purposes of immediate 
reenlistment. 

b. Discharge of enlisted personnel 
to accept permanent commission or 
warrant. 

c. Reversion from temporary com
missioned or warrant officer to en
listed status. 

d. Enlisted pe,rsonnel accepting ap
pointment to temporary commission or 
warrant . 

.e. Second and subsequent exten
sions of enlistment. 

4. Enlisted personnel rece1v1ng ap
pointments as midshipmen or cadets 
and for whom enlistment is not termi
nated by reason of the acceptance of 
such appointment will receive settle-

. ment for unused leave as of the day 
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50 . T~inpb'riJ.rY'off~cers wliosi. appobrt•' 
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travel home over tit<!. s'hdrtest usU.il:lly 
traveled route will be included in 
com'pUtati'ol!' of· unused 'leave 
for~ ·· · · ·· ·•.· 

•. · .. · a,. i~eet M;:!:l'ipt! C:q~p,s' rese;rvl~ts 
returned to inacth:e status: . ' 0 

' • 

• '-o •'"'o. • ' , '"-''·'''d.--

.. 1;>,. Marine,.Co;rps Res.er,ve enlisted 
personnel released.jo),na~~i,ve status. 

__ . c. Ma,O!'in!'-~Cotps .~eAArve officers 
released from active _d_uty;, .. 

d·. Retired enlisted•personnel re
leased··from actiVe liUty. ·.-

e. Retired 
ac:ti~e duty: 

offic.er s relieved from 
~... ' ' ' ., : .' " 

2. The date of separation is the con" 
structive . date of, arrival. .•bo)lle based 
on the tra'it.el time authol'ized by the 
indi:vidual' s orders. 



PART H: OFF-DUTY EMPLOYMENT 

9350 CIVILIAN EMPLOYMENT 

I. Title 10, U. s. Code, section 6114, 
contains the following rule of law: 
"Except. as provi,ded in section 62.23 
ofthili title, no enlisted member of the 
naval . service on active duty may be 
ordered or p¢rmitted to leave his post 
to engage in a eivillan pursuit or busi

·rtess, Or a perfoi-nianCe, in' civil life, 
for emolument, hir•e, __ or ~~herWise, if 
the pursuit, bilsirie_s_s,_._ o~·:p_e·rforrn.ance 
interferes with the ·custdmary or regu
lar employment of local civilians in 
their art, trade, or profession."'This 
provision •of law is interpreted as pro
hibiting cornmlinding officers, either 
directly or indirectly, from requiring 
enlisted men on active duty to engage 
in private employri>.ent in competition 
With civilian ~abot<; or permitting them 
to leave their posts·. e>f duty during 
working hours for such purpose. It 
imposes no requkement that command
ing officers restrict personnel from 
engaging in civilian employment on 
their own volition while on leave or 
liberty, nor is such employment pro
hibited. As an exception, however, sec
tion 6223(b) of Title 10, U, S, Code, 
provides, "No member of the United 
States Marine Corps Band, as an indi
vidual, may furnish music in competi
tion with any civilian musician or 
receive remuneration for furnishing 
music except under special circum
stances when authorized by the Presi
dent.•• 

2, Subject to the limitations set forth 
herein, it is, in general, considered 
that Marine Corps personnel, whether 
officer or enlisted, should not be re
strained from engaging in legitimate 
and ethical enterprise or employment 
during their off-duty hours. However, 
personnel on active duty are in a 24-
hour duty status, and therefore, their 
military duties shall at all times take 
precedence on their time, talents, and 
attention. 

3, Personnel shall not engage in any 
civilian employment which, by reason 
of the hours or nature of the work, 

interferes With the proper and effident 
performance of their military duties, 

a,, Personnel shall not engage in 
any civilian employment or enterprise: 

( 1) Which reflects discredit on 
the ser-ViCe. 

(2) Which is unethical in view 
of the pOss~ble exercise of influe-nce 
attending one's military position br 
otherwise; 

(3) When such employment pro
vides income direct from -the United 
States Government which, when com
bined with service pay, exceeds the 
sum of $2000 per annum (5 U,S,C, 58), 
This limitation is not applicable to 
employment for which compensatidn is 
paid to enlisted personnel from non
appropriated funds as in the case of 
off-duty employment at Marine e:X:-

1 changes, officers' messes and enlisted 
men•s clubs. 

b. Personnel shall not engage in 
any civilian employment for an organi
zation involved in a strike or lockout. 
Personnel employed by a firm which 
becomes involved in a strike or lockout 
shall immediately cease such employ
ment until the strike or lockout has 
ended. 

.c, Military personnel on active duty 
are prohibited from representing any 
commercial company for the solicita
tion and sale of life and automobile 
insurance, mutual funds, and other 
invesbnent plans, commodities, arid 
services on any installation, with or 
without compensation. 

.d. Military personnel who are en
gaged in off-duty, part-time employ
ment are prohibited from personal 
commercial solicitation and sale to 
military personnel who are junior in 
grade or rank. This prohibition is 
applicable to activities on or off an 
installation, in or out of uniform, 
while on or off duty, and includes, but 
is not limited to the personal solicita
tion and sale of life and automobile 
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insurance, stocks, mutual funds, real 
estate or other commodities, goods, 
or services. As used in this sub
paragraph, 11personal commercial so
licitation" refers to those situations 
where a military member is employed 
as a sales agent on commission or 
salary, and contacts prospective pur
chasers suggesting they buy the com
modity, real or intangible, that he is 
offering for sale. This prohibition is 
not applicable to the one-time sale of 
personal property or a privately-owned 
dwelling, or such authorized off-duty 
employment as a salesman ina depart
ment store, attendant in a service 
station, employee in a restaurant, etc. 
It is not the intent of this subparagraph 
to discourage the off-duty employment 
of military personnel, but it is the 
intent to eliminate any and all in
stances where it would appear that 
coercion, intimidation or pressure 
was used based on rank, grade or 
position. 
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te. Members ofMarineCorpsbands, 
as individuals, shall not engage, for 
remuneration, in civilian employment 
as a musician outside a military res
ervation. 

.f. Personnel shall not engage in 
civilian employment as law enforce
ment officers for a public police force. 
Civilian employment of personnel as 
security guards for a private civilian 
employer is permissible, provided it 
does not place the individual in a posi
tion analogous to that of a police officer. 
An analogous position would be any in 
which he is armed, wears a uniform 
similar in appearance to a police offi
cer, and performs some or all of his 
duties in crowded public areas. In con
trast, employm.ent as a uniformed, 
armed guard at a gate, entrance or 
other locality not normally trafficked 
by the general public is not considered 
analogous or apparently analogous to 
duty as a police officer. 
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11000 PERSONAL AFFAIRS PRO- published to the command by special 
GRAM order or company order, as appro

1. Purpose. The purpose of the Per
sonal Affairs Program is to assist in 
developing and maintaining a high state 
of morale by providing assistance to 
Marines and their dependents through 
appropriate counseling and dissemina
tion of pertinent information in matters 
relative to theil:- personal welfare. 

2. Scope. From time to time legisla
tion has been enacted providing certain 
rights, benefits, and privileges for 
members of the Armed Forces, per
sons retired therefrom, veterans, and 
their dependents and/or beneficiaries. 
The Marine Corps has a responsibility 
to assist and counsel Marines regard
ing these rights, benefits, and privi
leges accruing as a result of their 
military service, including the fulfill
ment of certain obligations to the 
Government, This chapter has been 
designed as a guide to assist com
manders in satisfying the Marine Corps' 
responsibility to its member by pro
viding information for use in counseling 
Marines on personal affairs matters. 
In this chapter are brief discussions 
regarding these benefits, including 
those administered by the Armed 
Forces and those administered by other 
governmental agencies (Veterans' Ad
ministration, Social Security, etc.). 

3. Responsibility 

a, It is the responsibility of the 
commander to ensure that adequate 
counseling on personal affairs matters 
is provided to all personnel. 

b. The commander may designate 
a personal affairs officer to assist him 
in carrying out the functions of the 
organizational Personal Affairs Pro
gram. Such assignments will be made 
as additional duty unless tables of 
organization specifically provide for a 
personal affair a officer, and will be 

priate, The organizational personal 
affairs officer will function as a special 
staff officer, and while in such capacity, 
will advise the commander regarding 
the organization, conduct, and effec
tiveness of the organizational Personal 
Affairs Program. 

4. Sources of Information 

a. In order to cope with the many 
problems affecting the welfare and 
morale of the members of the organi
zation and their dependents, the com
mander or his designated organizational 
personal affairs officer must be a 
source of accurate and current infer
mation on the many rights and benefits 
accruing to persons as a result of 
service in the Armed Forces, as pro
vided by the following: 

(1) The Servicemen's and Vet
erans 1 Survivor Benefits Act; 

(a) Dependency and Indemnity 
Compensation, 

(b) Death gratuity, 

(c) Social Security, 

(d) Government Insurance 
(USGLI--NSLI), 

(2) The Dependents' 
Care Act; 

Medical 

(3) The Soldiers and Sailors Civil 
Relief Act of 1940, as amended; 

(4) Unif<:>rmed Services Contin
gency Option Act of 1953; 

(5) Veterans' Readjustment As
sistance Act of 1952; 

f6) Servicemen's Readjustment 
Act of 1944; 

(7) The Housing Act of 1954; 
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(8) The Career Compensation 
Act of 1949; and 

(9) Other pertinent laws and pro
grams, 

b. The commander or his desig
nated personal affairs officer must be 
familiar with current Marine Corps 
personal affairs and civil readjustment 
publications, and he must ensure that 
adequate stocks are available in his 
organization. In addition,current pam
phlets and publications on personal 
affairs subjects are available from the 
nearest regional office ofthe Veterans 1 

Administration, Social Security Admin
istration, and other pertinent agencies. 
Annually, a current list of available 
pamphlets is published in the Marine 
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Corps Directives System (series 
1740,1 0). Other detailed information on 
benefits is contained in chapter 12 of 
this manual. 

5, Civilian Organizations, Close liai
son with the following civil agencies 
will prove to be of invaluable assist
ance as well as a sourceofinformation 
pertinent to the program: 

a. American Red Cross, 

b. Navy Relief Society, 

c. Veterans' Administration. 

d. Social Security Administration. 

e. Welfare organizations, 



PART B: DEPENDENTS' ASSISTANCE 

BASIC ALLOWANCE FOR 
QUARTERS 

l, Authority. Under· statutory provi
sions (37 U.S.C. 403, 50 U.S,C. App. 
2201-2216), a member of the Armed 
Forces is entitled to basic allowance 
for quarters when the Government does 
not provide adequate public quarters 
for the member and his dependents at 
his duty station. Members in pay grades 
E-4 (4 years or less service) and below 
are entitled to this allowance only if 
they have in effect an allotment of 
their pay in the amount of the allow
ance plus $40, unless in the case of a 
wife or child a separation agreement or 
court order specifies a lesser amount, 
in which case the allotment must be at 
least equal to the amount of the allow
ance or the amount so specified, which
ever is greater. 

2. Eligibility. Certain limitations and 
restrictions concern the eligibility for 
this allowance. The Navy Comptroller 
Manual, volume 4 contains a listing of 
dependents as well as several cate
gories of ineligible dependents. In ad
dition to those listed as ineligible in 
the Navy Comptroller Manual, the fol
lowing . are also considered ineligible 
dependents: 

a. A divorced wife regardless of 
whether she was awarded alimony in 
the divorce decree. 

b. An illegitimate child of the mem
ber unless adopted by the service mem
ber. However, where the blood parents 
of an illegitimate child marry, the child 
is presumed to be legitimate from and 
including the date of marriage. 

c. An illegitimate child of the mem
ber's wife when the member is not the 
blood parent. The child may become an 
eligible dependent through adoption by 
the service member. 

d. A child not related to the mem
ber by blood or marriage, to whom the 
member has stood in the place of a 
parent, unless the child is adopted by 
the service member. 

e. A stepchild after divorce of the 
service member from the blood parent 
unless the child is adopted by the 
service member. Death of the blood 

parent while marTied to the service 
member does not dissolve the step
child- stepfather relationship. 

f. A legitimate stepchild receiving 
all or almost all of its support from 
sources other than the Marine's con
tributions to its welfare, e.g., from 
its natural father or from veteran's 
survivor benefits. However, the fact 
that a stepchild is receiving more than 
one-half of its support from sources 
other than the Marine will not neces
sarily result in a finding that the child 
is not the Marine 1 s eligible dependent, 
provided that the Marine contributes 
to the child's welfare to an extent that 
it would be deprived of reasonable 
necessities if such contributions were 
not made. 

g. A service member's child who 
has been adopted by third parties. 

h. The parents of the member's 
spouse; i.e., mother-in-law, father-in
law. 

i. Mernber 1 s grandparents unless 
such grandparents stood in a loco 
parentis relationship for a minimum 
of 5 years during the minority of the 
Marine. 

j. Brothers and sisters. 

k. Stepparent after divorce from 
blood parent. However, a stepparent 
separated but not divorced from a blood 
parent may still be eligible. 

-t •. A dependent currently claimed 
for purposes of basic allowance for 
quarters by another service person. 

3, Acceptable Forms of Marriage. Not 
all forms of marriage are acceptable 
for the purpose of determining a mem
ber's eligibility to receive a quarters 
allowance. For example, proxy mar
riages and 11telephone marriages'' in 
the absence of legislation or court de
terminations to the contrary, are not 
recognized. Recognizable marriages 
include: 

a. Indian tribal marriages, if con
tracted between tribal Indians accord
ing to usages and customs of their tribe 
at the time when the tribal Government 
relations existed. 
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b. Ceremonial marriages. 

c. Common law marriages if rec
ognized in the State where contracted. 
In this type of marriage, a couple be
comes husband and wife withoutformal 
solemnization of marriage by mutually 
and publically holding themselves out 
and assuming the obligations of husband 
and wife. The couple must have had 
the same capacity. to marry prior to 
common law marriage that would have 
been required upon entry into a cere
menial marriage. While requirements 
of a valid common law marriage vary 
in different states, basically they in
clude the above stipulations. Common 
law marriages are as binding as cere
monial marriages and can only be ter
minated by death or divorce. 

4. Validity of Marriage and/or Di
vorce. In order for a person to be 
determined a lawful wife for whom the 
Marine is entitled to receive credit of 
basic allowance for quarters, the Ma
rine1 s marriage to her must be lawful 
and valid in accordance with the law of 
the State or country in which the mar
riage took place. 

a. Many states require that the 
parties to a divorce go through a wait
ing or ••cooling off11 period before 
divorces become finaL Due to a gen
eral lack of knowledge regarding the 
divorce laws of the various states, 
many service members find that they 
are not legally married upon applying 
for basic allowance for quarters be
cause it is discovered that they and/or 
their purported wives have previous 
marriages that have not been dis
solved by divorce. In this instance 
competent legal advice must be ob
tained. 

b. Divorce in a 'foreign country 
where the parties to a marriage go 
for a temporary period, and where they 
do not have a legal residence (resi
dence for a substantial period other 
than while on leave or vacation, etc.), 
and where neither of them is a citizen, 
will not be recognized. This means that 
unless a court within the United States 
holds such a divorce valid, it will not 
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be recognized for the purpose of au
thorizing basic allowance for quar
ters to a Marine who marries aperson 
whose earlier marriage is supposed to 
have been dissolved by a foreign di
vorce; also if it is the Marine's earlier 
marriage which was supposed to have 
been dis solved by such a foreign di
vorce his remarriage may not be 
recognized in the absence of a court 
order holding the divorce, or his pres
ent marriage, valid. 

5. Special Parent Cases 

a. A parent is not necessarily re
quired to exhaust his assets as a con
dition for establishing dependency. 

b. If all conditions of eligibility 
have been met and the member claims 
parents as dependents, residence in a 
charitable institution will not neces
sarily bar the Marine from receiving 
a quarters allowance. 

c. Contributions received by par
ents from charitable organizations are 
not considered a part of their income 
for dependency purposes. 

d. A mother living with her husband 
in a family unit, in which the husband 
provides over 50 percent of the ex
penses of the unit, cannot be considered 
the member 1 s dependent even if the 
husband is not providing adequately 
for her needs. 

e. Social security and/or unem
ployment compensation benefits re
ceived by the parents are considered 
income in determining whether they 
receive more than one-half of their 
income from sources other than the 
member and whether the member is 
their chief support. 

f. A Marine claiming entitlement 
to basic allowance for quarters in be
half of a parent(s) by virtue of the 
parent having become dependent upon 
him due to a change of circumstances, 
i.e., loss of job, death of breadwinner, 
etc., is expected to apply for basic 
allowance for quarters within a reason
able period of time subsequent to such 
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change. If the Marine does not apply 
within l year following the date the 
change occurred, normally it will not 
be considered that the parent became 

... dependent as a result of the change. 

.,.6, Application, The indi-
vidual Martne is primarily 
responsible for making appllcatwn tor 
quarters allowance. Each enlisted Ma
rine will submit NavPers 668 Applica
tion for Dependents Allowance, listing 
all his dependents and will submit a 
new corrected NavPers 668 whenever 
there is an increase in the number of 
his dependents. An application on be
half of all dependents is required al
though no increase in allowances will 
accrue. The relationship ofthe member 
to any dependent applied for, with the 
exception of parents, must be verified 
by appropriate documents. In order to 
eliminate any unnecessary delay in the 
approval of the application, the service 
member (applicant) should have certi
fied copies of all supporting documents 
in his possession at the time of the 
initial application. Examples of re
quired documents, depending on the 
circumstances, are certified copies 
of: marriage certificates; divorce de
crees; separation agreements; com
plaints of annulments and annulment 
decrees; statement of prior marital 
status of spouse; death certificates; 
birth certificates; adoption decrees; 
etc. If the service member is unable 
to secure the required documents for 
any reason, he should consult his com
mander or legal assistance officer. 

7. Separate Maintenance. When a Ma
rine has more than one dependent and 
his dependents live in separate house
holds and the amount of support to be 
paid to each dependent results in a 
dispute, in the absence of a court order 
or legal agreement to the contrary, the 
amount of support to each dependent is 
determined by the Commandant of the 
Marine Corps (Code DN). In such cases 
of dispute see subparagraph 7201.4. 

8. Changes That May Add to the Rate 
of Basic Allowance for Quarters: 

a. Birth of child. 

b. Marriage, adding wife as de
pendent (also stepchildren in many 
cases), 
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c. Legal adoption of a child. 

d. A change of parents' circum
stances whereby they become depend
ent on the Marine for over one-half 
of their support • 

e. Promotion of the member to a 
higher grade. 

9. Changes That May Decrease the 
Rate of Basic Allowance for Quarters 
or Terminate Entitlement: 

a. Emancipation of a child by mar
riage, entry into the Armed Forces, etc. 

b. Death of a dependent. 

c. Final divorce from wife, whether 
or not a court awards alimony. 

d. A change in circumstances 
whereby a parent whose eligibility is 
based on support provided by the Ma
rine is no longer dependent on him for 
over one-half of his or her support. 

e. Demotion, such as from pay 
grade E-4 to E-3. 

f. Entry of wife or husband into 
the Armed Forces. 

g. Under certain circumstances, 
when all, or a portion of the depend
ents occupy government quarters. 

10. Allotment. The dependents of en
listed personnel in pay grades of E-1 
through E-4 (4 years or less of service) 
receive each month a 11Q 11 allotment 
check. The amount of the allotment is 
the sum of the member's basic allow
ance for quarters plus $40 deducted 
from the member's pay, unless in the 
case of a wife or child a separation 
agreement or court order specifies a 
lesser amount, in which case the allot
ment is in an amount at least equal to 
the allowance for quarters or the amount 
so specified, y.rhichever is greater. 

a. Allotment checks are drawn and 
issued by the Allotment Branch of the 
Disbursing Division, Headquarters Ma
rine Corps, Washington, D.C. Checks 
are normally mailed on the last day of 
each month representing payment of 
the allotment for that month. As a rule 
authorization to start allotments, Allot
m_ent Authorization, NavCompt 545, 
w1ll be forwarded so as to reach the 
Commandant of the Marine Corps (Code 
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CDC) prior to the last day of the month 
preceding the month of first payment. 
Due to the time consumed in processing 
the allotment application both at the 
local disbursing office and at Head
quarters Marine Corps, it is advisable 
for the Marine to make application for 
basic allowance for quarters. and to 
register the appropriate allotment as 
soon as possible after dependency com
mences in order to avoid unnecessary 
delay in receipt of allotment checks by 
the dependent. 

. b. ill the case of members in pay 
grades E-1 through E-4 (4 years or 
less of service), the guidegiveninsub
paragraph 7201.4 must not be con
strued to mean that the support to be 
paid can fall below the minimum allot
ment requirement. 

c. If an enlisted member in pay 
grade E-1 through E-4 (4 years or less 
of service) refuses or is unable to make 
application, the dependent lawful wife 
or person acting on behalf of the mem
ber 1 s legitimate children in his or her 
custody may request that an allotment 
be administratively established. Cor
respondence in such matters will be 
directed to the Commandant of the 
Marine Corps (Code DN). 

11. Submis sian of Applications to the 
Commandant of the Marine Corps for 
Action. Before forwarding basic allow
ance for quarters applications to the 
Commandant of the Marine Corps for 
action in those cases wherein the com
mander is not authorized to act, com
manders will attach to the original 
NavPers Form 668 the appropriate 
supporting documents mentioned in 
subparagraph 11050.6 above. Submis
sion of NavPers Form 668 to the Com
mandant of the Marine Corps will not 
be delayed in cases where the Marine 
does not have in his possession the 
necessary supporting documents and 
cannot obtain them immediately. In 
such cases, commanders will attach 
remarks to the NavPers Form 668 in
dicating the nature of the supporting 
documents which are temporarily un
available, the steps being taken by the 
Marine to obtain them, and the probable 
date of submission thereof to the Com
mandant of the Marine Corps. 
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11051 UNIFORMED SERVICES 
IDENTIFICATION AND PRIVI
LEGE CARD, DD FORM 1173 
FOR DEPENDENTS OF MA
RINE CORPS PERSONNEL, 
AND CERTAIN OTHERS 

1. The Uniformed Services Identifica
tion and Privilege Card, DD Form 
1173, is a means of identification and 
designates those privileges for which a 
dependent and/or su;-vivor o~anactive, 
retired, or deceased member of the 
Marine Corps is eligible. Application 
for the DD Form 1173 is made on a DD 
Form 1172, Application for Uniformed 
Services Identification and Privilege 
Card. DD Form 1173 may be issued 
by Marine Corps commands in behalf 
of dependents of members of other 
branches of the Uniformed Services and 
likewise, dependents of Marine Corps 
personnel may be issued DD Form 
1173 by a commander of any Army, 
Navy, Air Force, or Coast Guard ac
tivity. This cross-service arrangement 
is applicable only when the application, 
DD Form 1172, has been properly exe
cuted and certified by the parent serv
ice. DD Form 1173 also may be issued 
to certain civilian personnel as indi
cated in the Marine Corps Commissary 
Stores Management Manual, Marine 
Corps Exchange Manual, and the Special 
Services Manual, which entitles such 
persons to commissary, exchange, and 
theater privileges. Possession of the 
DD Form 1173 does not, in itself, 
authorize entry into any classified or 
security area, nor does it replace any 
security system now in effect or to be 
placed into effect. Although DD Form 
1172 is designed to provide a means 
whereby dependents may make appli
cation for DD Form 117 3 in their own 
behalf, it is the responsibility of all 
military members, active duty and re
tired, to apply for the card in behalf 
of their lawful dependents. 

2. Eligible Persons and Method of 
Application and Verification. Upon re
ceipt of Application for Uniformed 
Services Identification and Privilege 
Card, DD Form 1172, the certifying 
officer will in all instances verify the 
information contained therein to as
certain whether or not the applicant is 
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eligible for medical care, commissary, 
exchange, and/or theater privileges as 
prescribed in current Secretary of the 
Navy Instructions on medical care 
{series 6320), Marine Corps Commis
sary Stores Management Manual, Ma
rine Corps Exchange Manual, and the 
Special Services Manual. The following 
are guidelines upon which the depend
ency status and/or eligibility of per
sons may be predicated: 

a. Active duty members will make 
application for DD Form 1!73 in behalf 
of their dependents by the submis sian 
of DD Form 1172 to their commander. 

(1) The dependency status of 
wives and children will be verified with 
NAVMC 10526-PD, Record of Emer
gency Data and/or NavPers 668,Appli
cation for Dependents Allowance. In 
the event a child is claimed who has 
been born subsequent to the execution 
of NAVMC 10526-PD or there is a 
discrepancy in the date of birth, the 
birth certificate of such child should 
be requested for verification. 

(2) lf a child claimed is not the 
legitimate child or stepchild of the 
service member, a decree of adoption 
will be required unless the service 
records disclose that the child has been 
adopted by the member. An interlocu
tory decree of adoption is sufficient. 
If a state does not issue an adoption 
decree, an amendatory birth certificate 
will suffice. A child of a service mem
ber who has been adopted by a third 
party is not an eligible dependent. 

(3) In cases of children over 21 
years of age incapable of self-support, 
a doctor 1 s statement will be required 
setting forth that the child is incapable 
of self- support by reason of mental or 
physical incapacitation that existed 
prior to attainment of age 21. 

(4) If the children are under the 
age of 23 and are in school, a state
ment from the registrar of the school 
certifying that the child is enrolled in a 
full-time course of study must be sub
mitted by the applicant. 
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.(5) The dependency status of 
parents will be verified with NavPers 
668, Application for Dependents Allow
ance, or NavCompt Form 2040-l, De
pendency Certificate (Mother and/ or 
Father), If the Marine has not previously 
applied for Basic Allowances for Quar
ters on behalf of the parent(s), an iden
tification and privilege card will not be 
issued until an approved application or 
certificate is received from the Corn
mandant of the Marine Corps (Code DN), 

. . f:<.6) Requests for determination of 
ehg1b1hty for parents-in-law for iden
tification and privilege cards will be 
forwarded to the Commandant of the 
Marine Corps (Code DN). 

t(7) Commanders of members 
who are ordered overseas, afloat, or 
otherwise away from the place of resi
dence of their dependents will have 
Section IV and items e, k, and 1 of 
Section II of the DD Form 1!7 2 in the 
case of each listed dependent com
pleted and returned to the applicant. 
The applicant will be instructed to 
forward the completed DD Form 1!7 2 
to his dependents for presentation to 
the commander or officer in charge of 
the nearest Armed Forces activity 
where laminating and photographic fa
cilities are available, for the issuance 
of a DD Form 1!73. Personnel being 
ordered overseas, afloat, or otherwise 
away from the place of residence of 
their dependents, will be instructed to 
provide their dependents with the ap
propriate DD Form 1!73 prior to de
parture. 

b~ Retired members 

(1) Retired reservists will sub
mit applications for DD Form 117 3 in 
behalf of their dependents to the Com
mandant of the Marine Corps (Code 
DN), Washington, D.C. 20380. After 
verification of the member's service 
and certification of the benefits for 
which the dependents are eligible, the 
application will be returned to the re
tired member who may then present it 
to the commander of any Armed Forces 
installation which is equipped for issu
ance of DD Forms 1173. 
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(2) Other reti¥¢d M'lrin<!'!f in
cluding mernbe:rs of .the Fleet Marine 
Co-rps R.esetve may subx:nit appli,cations 
for DD Form U73 in .. b.ehal£ of their 
de-pendents in. person to the c.ommantle~
o:r. office-r _i_n -ch;;trge_ of the :p.eaxest 
Marine Corps activity, <;>r. by mail to 
the Commandant of the Marine Corps 
(Code DN), Washington, D.C. 20380, for 
verification_ and ce-rtific~tion of benefits: 
for which their dependents are eligible. 
An application submitted to the Com
mandant of the Marine Corps will be 
returned- after verification and certifi
cation to the retired member, who may 
then present it to the commander ci£ 
any Armed Forces installation equipped 
to issue DD Form 1173. 

• (3) Retired members who apply 
at an activity othe-r than Headquarters 
Marine Corps will be required to es
tablish their identity and the eligibility 
of their dependents for DD Form 117 3 
to the satisfaction. Of the certifying offi
cer by presenting appropriate docu
ments such as! DD Form 2-MC and/or 
DD Form 1173, as appropriate; copy of 
retirement orders; old or superseded 
DD Form 1173; birth certific-ates; mar
riag-e certificateS; divorce de.crees; 
adoption papers; death.certificates; and 
other documents -as necessary. After 
serving their purposet all documents 
furnished to establish relationship will 
be returned to the applicant. Request for 
determination of eligibility of parents 
and parents-in-law of a retired member 
will be forwarded to'the Commandant of 

. the Marine Corps (Code DN) and must 
· be supported by a sworn affidavit as 
prescribed in figure 11-l. An identi
fication and priV'ilege card will not be 
issued for parents or parents-in-law 
of a retired member until approval is 
received from the Commandant of the 
Marine Corps (C:i>de'DN). 

~· Applications· submitted, by or·in 
behalf of th'i> ·.surviving 'dependents of 
deoe'l'!e!i active duty 'Ind. reti.redmein
bers ·.wiH ;be· forwar.ded to the Corn• 
mandant of the JMarin<l Corps. Com
manders ;wilL r . .e;nder all possible 
assi~tan_~~· _i;l} .CO®~-ction-_with informing 
s.uc.h, depen<!~nts; · <:>f this p;rovision and 
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as~h·~ t_hem. whenever .practic~ble_ in 
coll;ipleting DD Forrp.s 1172 f<:>r for
warding to the Comm'!ndant o£ .the M'l-
riti.e Corps (Code DN). · 

d., Armed Services . personnel of. 
foreign nations shall apply for PD Form 
117 3 by submitting DD Form 1172 to the 
installation commander where privi
leges are desired. As indicat~d in the 
Marine Corps COmmissary Stores 
Management Manual, Marine Corps 
Exchange Manual, and the Special Serv
ices Manual, they must establish their 
identity and status to the satisfiaction of 
the issuing agency through appropriate 
identification cards, orders, etc., fOr 
commissary, exchange and theater 
privileges . 

e. American Red Cross personnel 
and other uniformed and nonuniformed 
personnel of recognized welfare and 
serv-ice organizations, civilian ei'n
pldyees, hospitalized Veterans, and 
other categories of civilian personnel 
as outlined in the Marine Corps Com
missary Stores -Managem_ent Manual, 
the Marine· Corps Exchange Manual, 
and the Special Services Manual, shall 
apply for DD Form 1173 by submitting 
DD Form 1172 to the ins.tallation com
ma_nder_ where privileges are .desired. 
Upon receipt: of -such applications, and 
afte_r reviewing the credentials of the 
applicant,_ installation commanders will 
spe-c.if.Y ,by ~:qdqr"sement und~r 
''Remark!;llt in _ltem 18 the·- facilitie_s 
for- wh~c.h patronage .. 1&:- ;,;t,uthori~ed.and 
specialc .in~tructions for th:e use and sur
render <;>f the c.ard- in all cases where 
applications -arja approved. Jn cases of 
disapproval, reasons therefor will be 
indicated on the DD Form 1!72. 

f, Questionable cases. All ques
tionable cases will be forwarded to the 
Commandant of the Marine Corps (Code 
DN,) for determination with.a brief state
ment relative .to, the..fac,ts .which· raised 
the issue of doubt together with any 
available ·supporting documents. ;J::n such 
instances a DD Form, U 71 will not be 
is sued until so authori:z;ed by the Com
mandant of the Marine Corps (Code 
DN). 
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3. Special Instructions to Issuing Of
ficers. Issuing officers shall be guided 
by the following special instructions in 
preparation and issuance of the Uni
formed Services Identification and 
Privilege Card: 

a. Application for, and issuance of, 
DD Form 117 3 will be accomplished at 
the following times for all military de
pendents 10 years of age and over: 

(1) Upon entry of a service mem
ber on active duty for a period in ex
cess of 30 days. 

(2) Upon reenlistment of a serv
lce member. 

(3) Upon retirement or death of 
a service member. 

(4) Upon change in dependency 
status stated on current card. 

(5) Upon certification of loss of 
card. 

(6) When administratively ap
propriate, DD Form 1173 will not nor
mally be issued to minor childre·n under 
10 years of age. Certification and 
identification of such minors for m-ed
ical care and other benefits -to which 
entitled will be the responsibility of 
the service member, an adult depend
ent, accompanying parent or-_- acting 
guardian. However, under- .extenuating 
circurnstanc_es, DD Form ll7J may 
be is sued to minor children under I 0 
years of age for medical care. Ex• 
ample: A service member- was' di
vorced and the court awarded custody 
of the children, ages 3 and 4, to the 
spouse and further de<;r~ed that the 
serVice member provide fOr their-sup
port~ Under s·uch ·circumstances the 
children would be dependent ort the 
service member and entitled. to medi
cal care and other benefits.· 

b. Surrender. DD Forms 1173 shall 
be surrendered: 

(1) Whenever a ·new card is 
issued, eXcept to replace cards_ lost, 
stolen or destroyed. 
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(2) Upon expiration date. 

(3) Whenever the card holder be
comes ineligible. 

(4) Upon death, retirement or 
relea-se of member to inactive duty. 

(5) When otherwise required for 
administrative purpoSes whiCh are in 
the best interest' of the service. 

4. Preparing the DD Form 117 3 

a. Card issued will bear a 1 rr by 
1-1/411 uncovered, full.:face,- front view, 
pas sport- type photograph of the bearer. 

b. Item #I, Card number. Card 
n_umbers will be preprinted. 

c. Item #2, Issue date. Enter the 
date of authentication by the .is suing 
officer. 

d. Item #3, Expiration date. 

(I) Cards issued to adult de·· 
pendents shall be effective for the 
contracted period of service of the 
sponsor upon whom the entitlement is 
based in the case of members of the 
Uniformed Services, or 6 Years -from 
the date of issue, whichever is the 
earlier. 

·. .(2) Cards issued to the widows of 
deceased (actiVe Or .-retired) service 
members shall be effe·ctiYe fOr a ·period 
not 'to exceed 4 years-. 

(3) Cards issued 'to children 
under 21 years of age shall be effective 
for the contracted period of service of 
the sponsor as outli~ed in $ubparali!raph 
(1), above, or until the child attainsthe 
age of 21, or 6 years froni the date of 
is sue, whichever is the ear lie;. 

·. . .(4) Cards issued tQ child:I'en over 
21 years of ag.e .gut under 2_3 yea,rs of 
age who are attending sch0 ol sh<;ll be 
effective for the contracted period of 
service of the sponsor as _outlined in 
subparagraph (1 ), above, or until the 

11-11 
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child attains the age of 23 years, or 
until graduation and/ or conclusion of 
the schooling, whichever is the earliest. 

(5) Cards issued to children over 
21 years of age who are incompetent 
due to mental or physical incapacity 
shall be effective for the contracted 
period of the sponsor, or 6 years from 
the date of is sue, whichever is the 
earlier. 

(6) Cards issued to personnel 
other than dependents of members of 
the Uniformed Services, or to depend
ents of personnel having no contracted 
period of service such as retired mili
tary personnel, shall be effective for a 
period not to exceed 6 years from the 
date of issuance. 

(7) Cards shall not be issued 
when eligibility for or usage of the 
card is indicated for 30 days or less. 

(8) Under no circumstances will 
cards be issued for an 11indefinite 11 

period. 

(9) Cards issued to personnel 
transferred to the temporary disability 
retired list shall be effective for a 
period of 5 years from the effective 
date of such transfer. 

( l 0) Cards issued to dependents 
of temporary disability retired per son
nel shall be effective for a period of 5 
years from the effective date of tem
porary disability retirement, except 
in the case of children. Cards issued 
to dependent children shall be effective 
for a period of 5 years from effective 
date of temporary disability retirement 
or until the child attains the age of 21, 
or if attending school, age 2 3, whichever 
is earlier. 

e. Item #4, Issued to. Type the full 
name (first name, middle initial and 
surname) of the per son to whom is sued 
and code the relationship to the spon
sor as follows: 

w 
H 

11-12 
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Wife 

Husband 

s Son 

D Daughter 

F Father 

M Mother 

FL Father- in-law 

ML Mother-in-law 

u Unremarried Widow 

UW Unremarried Widower 

When issued to a person who is ·not a 
dependent, the words 11 and relation
ship11 will be lined out. 

f. Items #5, 6, 7, and 8, Color of 
eyes, hair, height, and weight. Self
explanatory. 

g. Item #9, Date of birth of bearer. 
When issued to dependent children 
over 21 years. of age, indicate after 
date of birth 11 (INC) 11 for incompetency, 
or 11 (SCH) 11 for attendance of an ap
proved school, as appropriate. 

h. Item #10, Grade and name of 
sponsor. Enter grade appropriately 
abbreviated followed by the first name, 
middle initial and surname. Normally, 
cards will not be reissued solely be
cause of change ingradeofthesponsor. 
However, upon promotion of personnel 
from sergeant to staff sergeant and 
advancement of enlisted personnel to 
officer grade, reissuance may be au
thorized at the discretion of local 
commanders. 

i. Item #ll, Service and status of 
sponsor. Enter USMC; USMCR; etc., 
as appropriate, and code the status as 
follows: 

AD Active Duty 

RET Retired 

D Deceased 

CIV Civilian 

FM Foreign Military 
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j, Item #12, Service number of 
sponsor. Self-explanatory. When issued 
to persons other than military depend
ents, enter 11 (CIV).'' 

k. Item #13, Authorized patronage. 
To make determination of eligibility, 
refer to figure 11-2 and/or the Marine 
Corps Commissary Stores Management 
Manual, the Marine Corps Exchange 
Manual, and the Special Services Man
ual, as appropriate. Privileges and 
facilities to which the cardholder is 
not authorized will be completely oblit
erated. 

l. Item #14, Signature. Cards 
issued to a person who is incompetent 
or otherwise cannot sign, enter 11 (INC). 11 

All others will sign first name, middle 
initial and surname with blue, blue
black, or black ink. 

11051 

m, Item #15, Medical care facili
ties authorized, Refer to figure 11-2 
and SecNav Instructions on medical 
care (series 6320) in making a deter
mination. Medical facilities not author
ized for the cardholder will be blocked 
out. If the bearer is eligible for medical 
care, items l5a and ISh will be com
pleted as follows: 

( 1) In block 15a, the positive 
entry 11 YES'' is required when the bearer 
is entitled to medical care in Uniformed 
Services facilities. 

(2) In block 15b, the positive 
entry 11 YES 11 is required when the 
bearer is entitled to civilian medical 
care. The effective date entered must 
be the latest of the following: 

(a) 7 December 1956 (effect
ive date of the Dependents• Medical Care 
Act, Public Law 569, 84th Congress): or 

11-12a 
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(b) Date of marriage to a 
sponsor; or 

(c) Date of sponsor 1 s last 
entry on active duty after a break in 
service of more than Z4 hours; or 

(d) Date of sponsor's initial 
entry on continuous active duty (no 
break in service of more than 24 
hours); or 

(e) In case of children, the 
date: of birth; of adoption by sponsor; 
or on which the child became a de
pendent of the sponsor. 

(3) A new card will not be issued 
to a dependent in possession of DD 
Form 1173 (1Jan57) for the sole pur
pose of showing an effective date for 
civilian medical care. 

n. Item #16, Place of issue. Enter 
organizational address. 

o. Item #17, Issuing officer. Self
explanatory. Issuing officers will not 
use facsimile _signature stamps. 

p. Lamination. All cards will be 
laminated between two pieces of plastic 
prior to issue. Commanders and offi
cers in charge who do not have laminat
ing facilities should arrange for such 
service with any other military activity 
within the proximity of his command, or 
headquarters of the appropriate naval 
district or naval command. 

q. Alterations. No DD Form 1173 
on which any alterations, erasures, or 
strikeovers have been made will be 
issued. 

r. Instructions upon delivery. All 
dependents at the time of 1 s suance of 
DD Form 1173 will be advised that the 
card must be in his/her possession 
when requesting authorized privileges, 
the conditions under which the holder 
is entitled to the card, and that any 
changes in status which would modify 
or terminate these conditions must be 
reported immediately to the nearest 
Armed Forces military installa
tion. 
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s. Reissue, renewal. Reissue or 
renewal of DD Form 1173 will be 
effected by the same procedure as pre
scribed for initial issuance. 

t. Responsibility of sponsors. Spon
sors will be directed to notify the ap
propriate issuing activity immediately 
upon any change in status that would 
terminate or modify the right to any 
of the benefits for which the card may 
be issued. 

5. Figure 11-2 is furnished as a ready 
reference for issuing officers in ascer
taining what privileges certain cate
gories of patrons are entitled. Person
nel on active duty or active duty for 
training for a period of 30 days or less, 
and their dependents, who are author
ized commissary, exchange, and/or 
theater privileges will be required to 
present a copy of their orders to active 
duty, the appropriate Armed Forces 
identification card, or whatever privi
lege card is provided or required by 
the commander of the facility con
cerned. 

6. The loss or theft of DD Form 1173 
will be reported promptly by the serv
ice member, the dependent concerned, 
or holder, through the resubmission of 
DD Form 1172 to the appropriate 
is suing activity with the following state
ment completed under the ''Remarks" 
heading (Item #18): 

"I certify that DD Form 1173 pre
viously issued to me was lost or stolen 
under the following circumstances: 
(Explain in detail) and that such card 
has not been located after diligent 
search. If it is subsequently found, it 
will be surrendered to the appropriate 
issuing agency. '/ s/ · 1 

" 

7. Disposition of Applications. DD 
Form 1172 completed by or in behalf of: 

a. Dependents of active duty Ma
rine Corps personnel will be filed on 
the document side of the Service Record 
Book or Officers Qualification Record 
of the sponsor. 

11-13 
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b. Dependents of retired (ex
cept retired reserve, see paragraph 
II OSl.Zb(l)) or deceased Marine Corps 
personnel will be forwarded to Com
mandant of the Marine Corps (Code 
DGH) for file. 

c. Dependents of members of the 
Uniformed Services ofthe United States 
other than the Marine Corps will be 
forwarded to the appropriate organiza
tion or service department for disposi
tion. 

d. All other persons including for
eign military personnel and civilians 
will be retained in the appropriate or
ganizational files in accordance with 
current regulations and destroyed si
multaneously with and at the time of 
surrender of DD Form 1173 upon 
termination of eligibility therefor. 

8. Members of the Marine Corps who 
decline to sponsor their lawful depend
ents for appropriate identification 
media to obtain medical care and other 
authorized privileges may in certain 
instances be required to submit a sworn 
statement to the Commandant of the 
Marine Corps (Code DN) setting forth 
the reasons for such refusal. Such 
statements when received will be made 
a part of the member's official records. 
Where such refusal appears unjustified, 
certification of eligibility will be is sued 
by the Commandant ofthe Marine Corps 
(Code DN). 

9. Security and Accountability of DD 
Forms 1173 

a. Supply activities will maintain 
proper security over stocks of DD Form 
1173, issue cards in blocks, maintain 
a record by serial number of all cards 
issued, and obtain signed receipts for 
all issues. 

b. Commanders shall perform, or 
designate in writing an officer or offi
cers who shall be responsible for per-

11-14 

forming, the following security and 
accountability functions: 

(I) Upon receipt of a shipment 
of DD Forms 1173, immediately make 
a record of the serial numbers and of 
the total number received. If the ship
ment is accompanied by a requisition 
which lists the serial numbers, verify 
its accuracy with those received. 

(Z) Provide adequate storage fa
cilities to ensure security and account
ability of DD Forms II 73. They will 
be allocated only in amounts sufficient 
for average daily requirements. 

(3) Maintain a permanent log of 
the final disposition of each DD Form 
II 73 in serial number sequence indicat
ing the name, grade or rate, and file 
or service number of the service mem
ber, or' status if a civilian. Recipient 
shall sign the log, acknowledging re
ceipt of the DD Form 1173. When de
livery by mail is necessary, certified 
or registered mail will be utilized and 
the certified or registry number shall 
be entered in the log in lieu of the re
cipient 1 s signature. 

(4) Destroy all DD Forms 1173 
not issued because of spoilage and 
make an appropriate signed entry in the 
permanent log indicating date and rea
son for the destruction. Cards sur
rendered will be destroyed by the desig
nated officer performing the security 
and accountability functions for the 
command. 

(5) Every 6 months or upon re" 
lief of the issuing agent, inventory 
blank DD Forms 1173, sight those in 
the process of issuance, and inspect the 
permanent log to ensure that each one 
is accounted for. An entry will be placed 
in the log indicating compliance with 
this paragraph. 

(6) When blank DD Forms 1173 
cannot be accounted for, the circum
stances shall be investigated immedi
ately and the Commandant ofthe Marine 
Corps (Code DN) informed ofthe serial 
numbers of those missing, and of the 
action taken. 
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AFFIDAVIT 

NOTE: Penalty for presenting false claims or making false statements in con
nection with claim: Fine of notmorethan$10,000or imprisonment for not 
more than 5 years, or both (18 U.S. C. Z87; i!! 1001 ). 

I hereby (swear) (affirm) that I am the {parent) {parent-in-law) of 

---------------------and (am) (was) dependent on him 

for over one-half of my support and actually (reside) (resided) in his household 

(at the time of his death) at --------------------~----

(address) 

Date ------------Signature __________________ _ 

NOTARY PUBLIC 

Subscribed and duly sworn (or affirmed) to before me according to law by the 

above-named affiant( a), 

This day of------- 19_, at city (or town) of _____ _ 

----------------- , county of 

and State of ________________________________ _ 

(OFFICIAL SEAL) 

NOTARY 

OFFICIAL TITLE 

MY COMMISSION EXPIRES:----------

Figure 11-1 
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AUTHORIZED PATRONS FOR: 

MEDICARE 

CATEGORY OF PATRONS 
CIVILIAN SERVICE 

FAG FAC1 

1. Active Duty Members of the Uniformed Services 2 .••• EMERGENCY YES 
ONLY 

2. Dependents of Active Duty Members of the Uniformed 
Services as Follows: 

A - I.awful Wife ..............•.•.................. YES YES 

B - :Lawful llu.sband • ..•••.•.•••.•.....•.•.••.•..•.. YES5 YES5 

C - Unmarried Legitimate Children Including 
Adopted and Stepchildren--

(1) Under 21 years of age ••••••••••••.••••.••• YES YES 

( 2) Over 21 years of age ••••.••••••••••••••••• YES7 YES7 

D - Parents . ...................................... NO YES9 
E - Parents-in-law ................................ NO YES9 

3. Dependents of Deceased Members of the Uniformed 
Services Who Died in Line of Duty While in an 
Active status as Follows: 

A - Unremarried Widow •...••••••••••••.•..•.••••••• NO YES21 

B- Unremarried Widower ••••••••••••.•.••...•...•.. NO YES10 

C - Unmarried Legitimate Children Including 
Adopted and Stepchildren--

(l) Under 21 years of age ....•.••••••••••••••. NO YES23 

(2) Over 21 years of age ••••••••••••••.•••.••• NO YES11 

D- Parents ............. ~·························· NO YES12 

E - Parents-in-law ••••••••••••••••.•••••••••••.••• NO YES12 

4. Retired Members of the Uniformed Services ••••••••• NO YES13 
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AUTHORIZED PATRONS FOR: 

MEDICARE 
CATEGORY OF PATRONS 

CIVILLIAN SERVICE 
FAC FAC1 

5. Dependents of Retired Members of tbe Uniformed 
Services as Follows: 

A - Lawful Wife •••••••• · •••.••••••••.••••••...••• NO YES 

B - Lawful Husband •••••••••••••••••.••.••••••••• NO YES5 

C - Unmarried Legitimate Children Including 
Adopted and Stepchildren--

(1) Under 21 years of age ••••••••••••••••••• NO YES 

( 2) Over 21 years of age •••••••••••••••••••• NO YES7 

D - Parents ••••••••••••••.••.••.••.••.••..•••••• NO YES 9 

E - Parents -in-la"' ••••••••••••••.••.••••••••••• NO YES 9 

6. Dependents of Deceased Retired Members of the 
Uniformed Services as Follows: 

A- Unremarried Widow ........................... NO YES 

B - Unremarried Widower ......... ····~ .............. NO YESl5 

C - Unmarried Legi tima'te Children Including 
Adopted and stepchildren--

(l) Under 21 years of age •••••••••••••••••.. NO YES 

( 2) Over 21 years of age •.••••••••••••••.••• NO YEsl6 

D - Parents •••••••••..••••.•••••.••••••••••••••• NO YESl7 

E - Parents -in-law ••••••••••••••••••••••.••••••• NO YESl7 

7. Hospitalized and Totally Disabled Veterans •••..• NO NO 
A - Lawful Wife ••••••••••••••....•••..•••..••••• NO NO 
B - Other Family Member •••••.•••••..•••...••••.. NO NO 

Figure 11-2. --Continued. 
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FOOTNOTES 

1. All authorized patronage depends upon the availability and adequacy of the facility concerned. 

2. Includes a person appointed, enlisted, inducted, called, ordered or conscripted in a Uniformed Service who 
is serving on active duty or active duty for training pursuant to call or order that does not specify a 
period of 30 days or less. 

3. Includes a person appointed, enlisted, inducted, called, ordered or conscripted in a Uniformed Service (in
cluding members of the Reserve components) who is serving on active duty or active duty for training pursu
ant to a call or order that does not specify a period less than 72 hours. 

4. If in fact designated by the authorized patron as the adult member of the family to act as agent for the 
purpose of making purchases on his behalf. 

5. If he is in fact dependent on the member for over one-half of his support. 

6. If in fact dependent upon tbe member for over one-half of their support. 

7. If the child is incapable of self-support because of a mental or physical incapacity that existed prior to 
his reaching the age of 21, and is in fact dependent on the service member for over one-half of his support, 
or has not passed his 23rd birthday and is enrolled in a full-time course of study in an institution of 
higher learning as approved by the Secretary of Defense or Secretary of Health, Education, and Welfare, and 

.8. in fact dependent on the service member for over one-half of his support. 

Honorably discharged veterans are required to furnish a Veterans' Administration certification every 3 years 
following initial application, stating that they have a 100% service-connected disability. Identification 
card privileges will be authorized for a 3-year period. 

9. If in fact dependent on the service member for over one-half of their support and actually reside in the 
household of the member. See Note below. 

10. If in fact dependent upon the member at the time of her death for over one-half of his support because of a 
mental or physical incapacity. 

11. If the child is incapable of self-support because of a mental or physical incapacity that existed prior to 
his reaching the age of 21 and was at the time of the member's death, in fact dependent on him for over one
half of his support, or has not passed his 23rd birthday and is enrolled in a full-time course of study in 
an institution of higher learning as approved by the Secretary of Defense or Secretary of Health, Education, 
and Welfare, and was at the time of the member's deathy in fact dependent on him for over one-half of his 
support. 

Figure 11-2. --Continued. 

.... .... 
0 
C}1 .... 

~ 
@ 
"d 
trl 
~ 

~ 



.... 
f,l'l' .... 
"'"' 

12. If at the time of the member's death, in fact dependent on the said member for over one-half of their sup
port and were at the time of the member's death, actually residing in the household of the said member. See 
Note below. 

13. Includes a member or former member of a uniformed service who is entitled to retired, retirement, or re
tainer or equivalent pay as a result of service in a uniformed service, other than a member or former member 
entitled to retired pay under the provisions of 10 USC 1331-1337, who has served less than 8 years on full
time duty in the active military service, other than active duty for training. 

14. Includes a member (excluding a former member) of a uniformed service who is entitled to retired, retirement 
or retainer or equivalent pay as a result of service in a uniformed service. 

15. If he was in fact dependent upon the retired member at the time of her death for over one-half of his sup
port because of a mental or physical incapacity. 

16. If the cbi1d is incapable of self-support because of a mental or physical incapacity that existed prior to 
his reaching the age of 21 and was at the time of the retired member's death, in fact dependent on him for 
over one-half of his support, or has not passed his 23rd birthday and is enrolled in a full-time course of 
study in an institution of higher learning as approved by the Secretary of Defense or Secretary of Health, 
Education, and Welfare, and was at the time of the retired member's death, in fact dependent on him for over 
one-half of his support. 

17. If the said parent or parent-in-law was at the time of the retired member's death, in fact dependent on the 
said retired member for over one-half of his support and was at the time of the retired member's death, 
actually residing in the household of the said retired member. See Note below. 

18. If actually residing in the home of the service member. When service member and wife are divorced and 
children do not reside with service member, commissary privileges are not authorized. 

19. Includes unremarried widows of members of Marine Corps Reserve who died in line of duty during performance 
of active duty for training or drill. 

20. Each authorized patron shall be permitted to designate one adult member of his family, who is actually 
res~ing in his household, as his agent for the purpose of making purchases in his behalf. 

21. Includes the unremarried widow of a member of the Marine Corps or Marine Corps Reserve whose death oc
curred during a period of active duty or active duty for training, the orders to which do not specify a 
period of duty of 30 days or less. 

Figure 11-2. --Continued. 
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22. Each disabled veteran who is authorized these privileges shall be permitted to designate one member of his 
fami~ as his agent for the purpose of making purchases in his behalf. "Limited" Exchange will no longer be 
indicated on the DD 1172 for veterans. It has been found that "Limited" Exchange privileges have frequent~ 
been misinterpreted to mean health and comfort items on~. Instructions concerning the restrictions on 
purchase of articles of the uniform will be furnished the veteran by Headquarters Marine Corps on the DD 
1172 when the application is certified • 

• 23. 

• 24. 

Applies on~ to dependent children of a member of the Marine Corps or Marine Reserve whose death occurred 
during a period of active duty or active duty for training, the orders to which did not specify a period of 
30 days or less • 

A widow may designate one of her dependent children to act as an agent in her behalf for commissary and 
exchange privileges. Admittance of these children to the commissary or exchange will be controlled by reg
ulations promulgated by the local command. 

NOTE: For the purposes of implementing 10 USC 1071-1085 (the Dependents Medical Care Act of 1956) the re
quirement of actual~ residing in the household shall be fulfilled when the parent or parent-in-law 
actual~ resides, or was residing at the time of death of a member or retired member, in a dwelling 
place provided or maintained by said member or retired member. 

Figure 11-2.--Continued. 
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PART C: INSURANCE AND PENSIONS 

11100 GOVERNMENT LIFE 
INSURANCE 

l. National Service Life Insurance 

a. All Marines while in the active 
service during the period from 8 Oc
tober 1940 through 25 April 1951 were 
eligible to apply for National Service 
Life Insurance (NSLI--maximum 
$10,000) on one or more of sevenplans 
as provided by the National Service 
Life Insurance Act of 1940, as amended. 
With the enactment of the Servicemen's 
Indemnity and Insurance Acts of 1951 
and the Servicemen's and Veterans' 
Survivor Benefits Act of 1956, isRu
ance of such insurance after 25 April 
1951, as distinguished from reinstate
ment or replacement, is not authorized 
except as provided in the following 
subparagraph: 

(I) Any person who is released 
from active service under other than 
dishonorable conditions and who is 
found by the Administrator of Veterans' 
Affairs to be suffering from a dis
ability ·or disabilities for which com
pensation would be payable if 10 per
cent or more in degree but is other
wise in good health, may apply for 
insurance within 1 year from the date 
such service-connected disability was 
determined by the Veterans' Adminis
tration on any of the following plans: 

(a) Five- Year Level Pre
mium. Term 

(b) Ordinary Life 

(c) Thirty-Payment Life 

(d) Twenty-Payment Life 

(e) Twenty-Year Endowment 

(f) Endowment at Age 60 

(g) Endowment at Age 65 

Totally disabled personnel may apply 
for any of the above plans except the 
endowment plans. 

b. Those insured under a National 
Service Life Insurance contract may 
designate as a beneficiary any person 
or persons, firm, corporation, or other 
legal entity, including his estate, either 
individually or as a trustee. Further, 
the insured may cancel and change th" 
beneficiary designation at any time 
without the consent or knowledge ofthe 
beneficiary. 

c. An insured under a National 
Service Life Insurance policy may 
elect any one of the following four 
settlement options for payment of in
surance benefits upon his death, or 
may elect that a part of the proceeds 
be paid under one option and the bal
ance under another option: 

(I ) Option I - One lump sum in 
cash. 

(2) Option 2 - Limited Monthly 
Installments - A spec).fied number of 
equal monthly installments ranging 
from 36 to 240 in multiples of 12. 

(3) Option 3 - Monthly Install
ments for Life - With 120 monthly in
stallments guaranteed. 

(4) Option 4 - Monthly Install
ments for Life - With total installments 
equal to face amount of the policy 
guaranteed (Refund Life Income). Fur
ther information cin the above benefits 
may be obtained in chapter 12. 

d. All National Service Life In
surance policies provide for the waiver 
of premiums in the event of total dis
ability existing for a period of 6 or 
more consecutive months; further, upon 
evidence of insurability (good health) 
and payment of an additional premium, 
a total disability income proVlSlOn 
granting disability income to the in
sured may be added to existing poli
cies, _except nonparticipating policies 
issued on or after 25 April 1951. 

e. Any permanent planpolicywhich 
has lapsed and has not been surrendered 
for cash or paid-up insurance may be 
reinstated at any time by the payment 
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of all premiums in arrears with inter
est and by compliance with the health 
requirements. Any indebtedness against 
the policy which existed at the date of 
lapse must be reinstated or paid with 
interest. A lapsed policy which is in 
force under extended insurance maybe 
reinstated without a medical statement 
or other medical evidence, if applica
tion and payment of premiums and 
interest are made not less than 5 
years prior to the date the extended 
insurance will expire. 

f. Policies surrendered for cash. 
A Marine who formerly had a National 
Service Life Insurance permanent plan 
policy which he surrendered for cash 
after 2 5 April 19 51 and before 1 Jan
uary 1957 while on active duty, and 
who has had continuous active duty 
since that time, may obtain, either 
while in the active service or within 
120 days after separation, a new policy 
of insurance (replacement} on the same 
plan and not in excess of the amount 
surrendered at the premium for his 
current insurance age; or he may 
reinstate his surrendered policy by the 
payment of the required reserve and 
the premium for the current month. 
No medical examination is required. 
(At the same time an application for 
replacement or reinstatement is sub
mitted, a Marine may submit an appb
cation for conversion to a higher or 
lower premium rate plan.) 

g. Five-year level premium insur
ance 

( 1) A Marine who had a 5-year 
level premium term National Service 
Life Insurance policy, the term of 
which expired while he was in active 
service after 25 April 1951 or within 
120 days after separation, and in either 
case the insurance expired prior to 
1 January 1957, and who has had con
tinuous active duty since the date of 
the expiration of the term of his policy 
rna y be granted an equivalent amount 
of government insurance on the 5-year 
level premium term plan at the pre
mium rate for his then current insur
ance age. Such application must have 
been made while in active service, or 
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within 120 days after separation from 
active service, accompanied by pay
ment of premiums and evidence of good 
health satisfactory to the Administra
tor of Veterans• Affairs. 

(2) National Service Life Insur
ance policy holders whose 5-year level 
premium term policies lapsed for non
payment of premium not earlier than 
2 months prior to the expiration of the 
term period, and such term period ex
spired on or after 23 July 1953, may 
renew and reinstate such term insur
ance prior to the expiration of the next 
succeeding term period. The policy 
holder must submit the required pre
miums and evidence of good health in 
order to reinstate such insurance. 

h. Conversion of term insurance to 
permanent plan 

( 1) A National Service Life In
surance policy on the Five- Year Level 
Premium Term Plan (except Post
Service Term Insurance issued after 
25 April 1951 under Section 621 of the 
National Service Life Insurance Act, 
as amended)" may be converted without 
physical examination at any time within 
the term period for National Service 
Life Insurance in the same or less 
amount, in multiples of $500 (minimum 
$1000), on the Ordinary Life, 20-Pay
ment Life, 30-Payment Life, 20- Year 
Endowment, Endowment at Age 60, or 
Endowment at Age 65 plan. However, 
conversion to an endowment plan may 
not be made while the insured is totally 
disabled. A policy, to be convertible, 
must be in force either by payment or 
waiver of premiums. 

• (2) Change in plan. Any perma-
nent plan National Service Life In
surance policy which is in force under 
premium paying conditions may be 
exchanged wholly or in part, in multi
ples of $500 (minimum $1,000), for a 
National Service Life Insurance policy 
on any other permanent plan with the 
same policy number prefix, bearing 
the same effective date, and based 
upon the same age, under the following 
conditions: 

(a) To a higher premium 
rate or reserve. Upon payment of 
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the difference between the reserve on 
the new plan and the reserve on the 
old plan and the payment of the first 
premium on the new plan. Physical 
examination is not required, but the 
exchange may not be made if the in
sured is totally disabled. 

(b) To a lower premium rate 
or reserve. Report of physical ex
amination is required. The difference 
in reserve on the old plan and the 
reserve on the new plan, less any 
indebtedness, may be applied to the 
payment of premiums on the new policy 
or withdrawn in cash. However, if the 
old plan has been in force less than 12 
months the difference in reserves may 
be applied only to the payment of 
premiums on the new policy. 

2. United States Government Life In
surance 

a. Eligibility. This insurance was 
granted to any person who served at 
any time from 6 October 1917 to 
8 October 1940. The Servicemen's 
Indemnity and Insurance Acts of 25 
April 1951 terminated the issuance 
of United States Government Life In
surance. Marines on active duty who 
formerly had one of these policies of 
insurance in effect have the same 
privileges of reinstatement or replace
ment as outlined in subparagraphs If 
and lg, above, and have the same 
rights as holders of policies of National 
Service Life Insurance with the follow
ing exceptions: 

(I) No post- service United States 
Government Life Insurance is issued 
because of service-connected dis
ability. 

(2) The provisions of National 
Service Life Insurance Five- Year 
Level Premium Term Insurance as 
cited in subparagraph lg (2), above, do 
not apply to United States Government 
Life Insurance. 

3. Responsibility. It is the responsi
bility of the commander to ensure that: 
all Marines within his command are 
apprised of the Government insurance 
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provisions of the Servicemen's and 
Veterans' Survivor Benefits Act; Ma
rines having contractual rights to re
place or reinstate United States Gov
ernment Life Insurance and National 
Service Life Insurance are made aware 
of the privileges afforded them under 
this law; the proper forms are avail
able to the individuals concerned; 
assistance in completing the forms is 
rendered; and that the following dispo
sition is made of the forms: 

a. Original and one copy will be 
forwarded to the Veterans' Administra
tion (VA will return the second copy 
after verification to the individual)e 

b. One copy to the Marine's Service 
Record Book. 

c. One copy to the Commandant of 
the Marine Corps (Code DGH). 

4. Additional Sources of Information 
Concerning Insurance 

a. Information concerning United 
States Government Life Insurance and 
National Service Life Insurance is 
contained in the Navy Comptroller 
Manual, volume 4, and various pam
phlets issued by the Veterans' Adminis
tration on government life insurance as 
set forth in a current Marine Corps 
directive in the 1740 series. 

b. If a serviceman or veteran dies 
from a service- connected cause on or 
after I May 1957 with an in- service 
waiver of premiums on his government 
life insurance in effect at the time of 
his death, his survivors are eligible 
only for the old form death compensa
tion which is ordinarily lower than the 
Dependency and Indemnity Compensa
tion to which they otherwise would be 
eligible (38 USC 417). 

It 5. Servicemen 1 s G _!OUp Life Insurance 
(SGLI) 

a. Effective 29 September 1965 
every Marine then on active duty in 
excess of 30 days and every Marine 
who entered on such duty thereafter 
(unless he elects to be covered by 
$5,000 or not to be covered) is auto
matically covered by $10,000 life 

11-23 
Che 11 



11100 MARCORPERSMAN 

insurance {SGLI) at a current cost to 
him of $2.00 per month, which is de
ducted from his Marine Corps pay. 

b. Coverage. SGLI coverage ex
tends to all eligible personnel less 
those who voluntarily withdraw from 
the program and those who are absent 
without leave for a period of more than 
31 days. Further, this coverage is ef
fective for 120 days following separa
tion or release from active dutyunless 
SGLI is converted while on active duty 
or prior to the expiration of such 120 
days. SGLI coverage is in addition to 
all other government insurance that a 
Marine may have retained; i.e., Na
tional Service Life Insurance and 
Government Service Life Insurance, 
A Marine may elect, in writing, to 
receive only $5,000 SGLI coverage 
(at a premium cost to him of $1.00 
per month), or he may elect, also in 
writing, not to participate in the SGLI 
Program; i.e., not to be covered in 
any amount, 

c. Settlement. A Marine may 
choose, in writing, a settlement of 
either one lump-sum to his bene
ficiary(ies) or 36 equal monthly in
stallments. If no settlement option is 
elected by a Marine, at the time of his 
death his beneficiary(ies) may elect 
either settlement; if a Marine has a 
written election of lump-sum pay
ment, his beneficiary(ies) may change 
this election to .the monthly payment 
method. See subparagraphs e and f, 
below. 

d. Beneficiary(ies) 

(1) A Marine may deeignate any 
person or persons to receive any 
amount of his SGLI coverage. He may 
also designate leg-"'~1 entities such as 
charities, institutions, schools, etc., 
to receive any or all of his SGLI 
coverage. See also subparagraphs e 
and f, below. 

(2) If no beneficiary is desig
nated in writing by a Marine, payment 
of his SGLI will be made to the eligible 
person or persons highest in the follow
ing order: 
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widow or widower 
child or children 
parent or parents 
duly appointed executor or 

administrator of his estate 
other next of kin entitled 

under the laws of his domi
cile 

e. A designation of beneficiary and 
of a settlement option is automatically 
canceled: 

(l} When coverage ceases; 

(2) When the member reenters 
upon active duty in another Uniformed 
Service; 

(3) When the member reenters 
upon active duty with the same Uni
formed Service after a break in serv
Ice. 

f. If a prior designation of bene
ficiary is terminated for any reason 
shown above and the member wants 
the insurance proceeds paid to a desig
nated beneficiary, he must complete a 
new designation. 

g. Policy provisions. The insur
ance afforded under this Program re
sembles term insurance in that it has 
no loan, cash, or paid-up or extended 
insurance values. There is no provision 
for disability or other waiver of 
premiums. 

h. Restor~tion. All Marines on ac
tive duty in excess of 30 days .who do 
not have $10,000 SGLI coverage for any 
reason may request to be insured in the 
amount of $10,000 or $5,000 by making 
written application and by demon
strating proof of good health for insur
ance purposes. Deduction of premiums 
from military pay will begin as of the 
month in which application to have 
SGLI restored is submitted. 

i. Conversion. SGLI coverage for 
120 days following release from active 
duty or discharge is granted without 
payment of premiums. At any time 
auring this 120-day period (or at any 
time during his period of active duty} 
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a Marine may convert his SGLI cover
age to a commercial individual policy 
of insurance with any insurance com
pany in the SGLI Program, A listing 
of the qualified companies will be made 
available to a separated Marine or 
former Marine at his request, nor
mally, after his separation from active 
service. He may then choose an eligible 
insurance company which offers the 
program most suited to his needs. The 
converted insurance policy will be 
issued in an amount not in excess of the 
SGLI coverage being replaced and with
out the necessity of taking a medical 
examination. Payment of premiums for 
converted insurance will not be auto
matically withheld from any Marine 
Corps pay but may be deducted from 
active duty or retired pay upon sub
mission of an appropriate allotment 
authorization by the Marine. If a Ma
rine converts his SGLI coverage to a 
commercial policy while he is on ac
tive duty he may not obtain new SGLI 
coverage thereafter until either (1) his 
converted policy of insurance is no 
longer in effect, or (2) he has had a 
break in service; i.e., he is released 
from active duty or is discharged and 
returns to active duty after having not 
been on active duty for at least one full 
day, The converted policy of insurance 
that replaces a Marine's or former 
Marine's SGLI coverage will not con
tain a war clause. 

j. Insurance administration. The 
administration of the SGLI Program 
will be handled by commercial insur
ance companies under the auspices of 
the Office of the Servicemen's Group 
Life Insurance (OSGLI), 212 Washing
ton Street, Newark, New Jersey 07!02. 

k. Commanding officers will ad
vise all personnel under their authority 
of the general provisions of SGLI, with 
particular emphasis on the desirable 
features of this insurance program and 
the fact that no action is required by 
the Marine if he desires to continue to 
have the $10,000 coverage and is satis
fied with the succession of beneficiaries 
and method of settlement provided by 
law, All personnel will be strongly 
encouraged to retain this low-cost 
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insurance which provides excellent 
coverage for younger Marines who have 
not yet obtained dependents and an 
economical addition to the personal 
insurance programs of those Marines 
who have dependents. 

( 1) No administrative action is to 
be taken unless a Marine makes a 
written or verbal request to designate a 
beneficiary, to select a method of pay
ment, or to reduce or terminate insur
ance coverage. He will be individually 
counseled by his commanding officer 
before taking such action on SGLI. 

(2) Elections 

(a) If a Marine, after indi vid
ual counseling by his commanding offi
cer, desires to designate benefici
ary(ies) in writing or to choose the 
method of settlement, the Servicemen's 
Group Life Insurance Election (VA 
Form 29-8286) will be completed in 
triplicate. The original will be placed 
in the document side of the service 
record, the first copy will be given to 
the Marine concerned, and the second 
copy will be forwarded to the Com
mandant of the Marine Corps (Code 
DGH) for inclusion in the Marine's 
personnel records. 

(b) The Federal law pertain
ing to SGLI does not contain a definition 
of the term 11parent 11

; i.e., if a Marine 
is not survived by a designated bene
ficiary, widow, widower, or child, the 
law does not stipulate whether the SGLI 
payment should be made to riatural 
parent(s), adoptive parent(s), step
parent(s), guardian(s), custodian(s) or 
foster parent(s). If a Marine does not 
designate which of the above persons 
is to receive his SGL!t adjudication by 
OSGLI or the courts would probably 
be based on the definition of the term 
"parent11 which is contained in the laws 
of the State where he was domiciled 
when he died, Accordingly, in all those 
cases in which a Marine desires his 
SGLI to be paid to adoptive or step
parent(s), guardian(s), custodian(s) or 
foster parent(s) rather than to his 
natural parent(s), he should be advised 
to submit an SGLI Insurance Election 
Form (VA Form 29-8286) to that effect. 
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(c) Unusual beneficiary des
ignations. Whenever a member is likely 
to be survived by dependents or parents 
and he designates some other person 
or entity as beneficiary, a responsible 
officer of his parent unit will counsel 
the member, reminding him that the 
Servicemen's Group Life Insurance 
Act was specifically designed to pro
vide some form of security for his de
pendents or parents; and he should be 
encouraged to designate ·such depend
ents or parents as beneficiaries. If 
the unusual designation is to be con
tinued an entry will be made on page 
ll of the members service record 
indicating that counseling was provided. 

(d) Designation of benefici
aries who are minors. When a member 
wishes to name minors as benefici
aries such as his own children, nephews, 
nieces, etc., the member should be 
advised that the proceeds of the insur
ance cannot be paid to a minor bene
ficiary without a court-appointed 
guardian, The appointment of a guardian 
is often time consuming and costly and 
for that reason may delay the payment 
of the insurance for the benefits of a 
minor beneficiary. 

(e) If a Marine desires to 
terminate his SGLI coverage or reduce 
the amount of coverage to $5,000, he 
must so elect on VA Form 29-8286. 
Before taking such action he will be 
individually counseled by his command
ing officer, who will make an entry on 
page 11 of the service record that the 
Marine has been counseled but that he 
does not wish to retain or wishes to 
reduce SGLI coverage and reason 
therefor, if given, or that he desires 
to reduce the coverage. Distribution 
of the completed form will be the same 
as noted in subparagraph 5k (2), above 

(f) Additionally, individual 
counseling by the commanding officer 
is required for every Marine with an 
election of reduced or no SGLI coverage 
prior to arrival ofthe Marine's organi
zation in any area .in which action by 
hostile forces is expected. An appro
priate page 11 entry will then be made 
as to the counseling and the Marine 1 s 
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desires regarding coverage. If this 
administrative action cannot be ef
fected prior to arrival in a hostile 
area, it must be taken as soon after 
arrival as practicable. 

(3) Restoration of SGLI 

(a) If a Marine is not covered 
by $10,000 SGLI because he was in an 
unauthorized absence status (UA) for 
more than 31 days or because he elected 
not to be covered in that amount, he 
may request SGLI restoration (in the 
case of UA, upon return to duty; in all 
other cases, at any time) by submitting 
a Request for Insurance Application 
(VA Form 29-8285) in triplicate. The 
original will be forwarded to OSGLI 
and the detachable portion of the form 
will be placed in the document side of 
the service record. 

(b) The medical question
naire portion (Part II) of VA Form 
29-8285 should be completed by a 
medical doctor, if one 1s available. 
(A civilian doctor's charge for com
pleting the questionnaire may not be 
paid by the Government.) If a medical 
doctor is not available, a Marine 1 s 
commanding officer may certify to that 
fact and may indicate in Part III of the 
VA Form that in his opinion the Ma
rine applying for restoration of SGLI 
appears to be in good health, if that is 
the case. 

(c) When a Marine returns 
from unauthorized absence in excess of 
31 days, he will be counseled by his 
commanding officer as to his loss of 
SGLI coverage and as to procedures 
for applying for restoration. An entry 
to this effect will then be made on page 
11 of the service record. 

(4) Certificate of Coverage. One 
SGLI Certificate (VA Form 29-8290) 
will be presented to each Marine in
sured under SGLI. This certificate 
corresponds generally to an insurance 
policy by which the insurance company 
and the Marine who is insured are in
formed of the nature of the insurance 
coverage being provided. This certifi
cate need not and should not be inscribed 
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with the Marine's name, his organiza
tion, the amount of insurance coverage, 
or any other information. 

(5) Conversion. A certificate of 
SGLI conversion rights; i.e., Certifi
cation of Servicemen's Group Life 
Insurance (VA Form 29-8284) will be 
prepared in duplicate upon release from 
active duty, discharge, retirement or 
other separation from active duty, or 
upon the request of a Marine on active 
duty. This certificate, when completed, 
indicates the amount of coverage held 
and the eligibility of the Marine or 
former Marine to convert his SGLI 
coverage to a commercial policy. The 
original and the copy will be given to 
the Marine or former Marine. 

(6) Payment of death benefits. 
The Claim for Death Benefits (VA 
Form 29-8283) will be forwarded by 
this Headquarters to the appropriate 
beneficiary(ies) upon the death of a 
Marine, with instructions to submit the 
completed claim form direct toOSGLI. 

(7) Military pay. The Military 
Pay Order (DD Form 114) will be used 
in conjunction with the above forms in 
those cases in which: 

(a) A Marine elects $5,000 
SGLI coverage 

(b) A Marine elects not to be 
covered by SGLI 

(c) A Marine submits an ap
plication for restoration of SGLI 

(8) Form procurement. All 
forms referred to in the SGLI Pro
gram, less VA Form 29-8283, will be 
requisitioned through Cognizance I 

avy Supply System. 

(9) Additional information. 
Ready refe renee material pertaining 
to the SGLI Program may be found in 
the SGLI Handbook (VA Handbook 29-
66-l). 

11101 SOCIAL SECURITY BENEFITS 

1. Under Title IV, Servicemen 1s and 
Veterans' Survivor Benefits Act, mili
tary personnel on active duty or active 
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duty for training on or after 1 January 
l 95 7, are covered under the Social Se
curity Program on the same basis as 
individuals working in social security 
covered civilian employment. Coverage 
under this Act provides wage credits 
for active military service toward 
Social Security benefits. 

2. Even though military or naval serv
ice prior to 1 January 1957 was not 
under the Social Security Law so as 
to subject base pay to Social Security 
type taxes, a member or veteran may 
be entitled to a wage credit of $160 
for each month or part of a month 
during which he was on active duty 
after 15 September 1940 and before 
l January 1957, provided his discharge 
or release was under conditions other 
than dishonorable. These gratuitous 
or 11free 11 wage credits, either standing 
alone or combined with credits from 
covered employment or self-employ
ment, may give an individual an insured 
status for the purpose of his own re
tirement or ·disability benefits, his 
dependents' or his survivors' benefits 
and lump sum death payments. Such 
credits need not be used if a larger 
benefit would be payable without them, 
and, in general, theY will not be allowed 
if the member 1 s or veteran's months 
of service are counted in whole or in 
part towards an Armed Forces retire
rnent or other Federal pension. (See 
subpar. 8, below). However, the credits 
will not be affected by any benefits or 
other payments based entirely on a 
disability. For example: A man retired 
before 1957 with his retirement based 
on 20 years active service, generally, 
could not obtain the $160 social se
curity wage credits for any month of 
his active service. But if he were 
retired before 1957 because of disa
bility and if his retired pay were based 
entirely on percentage of disability, or 
if he obtained benefits from the Vet
erans' Administration because ofdisa
bility, his months of active duty might 
make him eligible for Social Security 
wage credits of $160 and consequent 
Social Security benefits. 

3. If an individual becomes disabled 
before age 65, after being on active 

11-26a 
Ch. 11 



11102 MARCORPERSMAN 

duty or working long enough under 
Social Security, he may qualify for 
monthly disability benefits at any age, 
and certain members of his family may 
also be paid monthly benefits. 

4. To qualify for monthly retirement 
benefits beginning at age 65, or at age 
62 at a reduced rate, an individual 
must have a certain number of quar
ters of coverage. The number of 
quarters of coverage is used to deter
mine only whether a person is eligible 
for benefits. The amount of benefits 
to an eligible member and/ or his 
dependents or survivors is computed 
from the eligible meri1ber 1 s average 
monthly earnings up to the date of 
eligibility for retirement benefits. The 
exact amount of payments can be de
termined only after an application has 
been made to the Social Security Ad
ministration. 

5. Social Security tax payments are 
made by payroll deductions. There are 
no provisions of law which permit the 
waiver of these payments. Personnel 
receiving pay in other covered em
ployment in addition to their military 
pay will be required to contribute the 
tax qn both earnings but the overpay
ment may be applied to Federal income 
tax payment or it will be refunded on 
application to the Internal Revenue 
Service. 

6. It is important to remember that 
Social Security payments are not made 
automatically. An application must be 
made for all Social Security payments 
(retirement, disability, survivor, and 
lump sum death payments). The appli
cation should be filled out and sent in 
as soon as the eligibility requirements 
have been met because retroactive 
payments are limited by law. 

7. In order that wage credits and 
deductions may be credited to the 
Marine 1 s account, he must have a 
Social Security Account Number Card, 
Form OA-702, and the Social Security 
number thereon recorded in his indi
vidual service and pay records in 
accordance with the provisions of para
graph 15081. 
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8. If an individual has active duty after 
1956, he may be entitled to benefits 
under another provision of the Social 
Security laws. In that situation the free 
wage credits of $160 per month may 
apply for active service after 1950 and 
before 1957 even though retired pay 
from the Marine Corps is based in 
part on that same period of service. 

9. Warning. The $160 wage credits are 
not automatically added to the veteran 1 s 
social security earnings record, but 
must be claimed when an application 
for benefits is filed. Hence, service 
and discharge or retirement papers 
should be kept in a safe place, readily 
available to the individual or his sur
vivors. 

10. Additional information concerning 
the above benefits may be obtained 
from chapter 12 and pamphlets pub
lished by the Social Security Admin
istration. A Marine Corps order in 
the 1740 series, which is revised 
annually contains a list of available 
booklets and literature on the above 
benefits. 

11102 PENSIONS 

1. Under certain provisions of law, the 
Veterans' Administration is authorized 
to make payments known as ''pensions'' 
to the widow and children of a deceased 
veteran. Such pensions are payable 
even though the veteran's death was 
not the result of a service-connected 
disability. These pensions may be paid 
to the widow who has no minor children 
if her -other income does not exceed 
$1800 annually, or to a widow who has 
minor children if her other income 
does not exceed $3000 annually. 

2. Exceptions. In computing the amount 
of a widow's "other income" for this 
purpose, monies received from any 
source are counted except: 

a. Payments of 6-months' death 
gratuity. 

b. Donations from public or private 
relief or welfare 01 ganizations. 
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c. Payments of Veterans' Admin
istration compensation or pension. 

d. Proceeds of U.S. Government 
Life Insurance, National Service Life 
Insurance, or Servicemen's Indemnity. 

e. Lump sum death payments under 
the Social Security Act. 

f. Payments received from public 
and private retirement plans which 
equal the Marine 1 s c on t rib uti on s 
therein. 

g. Proceeds from fire insurance 
policies. 

3. Deductions. In computing annualin
come, the widow or child may deduct 
certain expenses such as: 

a. The veteran's just debts. 
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b. Expenses of his last illness. 

c. Burial expenses not reimbursed 
by the Veterans' Administration. 

4. There is no deadline by which a 
widow must apply for this pension. 
However, if she applies after the ex
piration of l year following the service
man 1 s death, the pe~.Lsion, if approved, 
is payable from the date of application. 

5. Pensions are not payable to the 
parents of a deceased veteran. 

6. Application for the above benefits 
may be made at any office of the Vet
erans' Administration. 

7. Additional information concerning 
the above benefits may be obtained 
from chapter 12 and pamphlets pub
lished by the Veterans' Administration. 
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11150 WELFARE ORGANIZATIONS 

1. Welfare organizations offer the mil
itary invaluable assistance in solving 
the personal problems confronting Ma
rines and their dependents and can do 
much for the betterment of the morale 
of the servicemen. In this respect, the 
Marine Corps works closely with the 
American National Red Cross, the Navy 
Relief Society, and their chapters and 
auxiliaries. 

2, The American National Red Cross 

a. Mission. The American National 
Red Cross under its congressional 
charter, in accordance with Navy regu
lations, and by tradition, conducts a 
broad program of assistance to the 
Armed Forces in matters relating to 
the health, welfare, recreation, and 
morale of military personnel and their 
dependents. 

b. Military relationship. The Com
mandant of the Marine Corps is charged 
with the responsibility for policy de
terminations concerning the relation
ship between the Marine Corps and the 
American National Red Cross. The 
Commandant of the Marine Corps main
tains liaison with the ·National Head
quarters and area offices of the Red 
Cross. The Red Cross field director 
on the naval installation is the medium 
through which every phase of Red 
Cross service is made available to 
Marine Corps personnel. 

c. Services offered service per
sonnel. The services of the Red Cross 
field director are available to all per
sonnel of the Marine Corps. The wel
fare activities fall into the following 
general classifications: 

(I) Consultation and guidance on 
personal and family problems. 

(2) Assistance with communica
tions on behalf of service personnel 
and their families. 

(3) Financial assistance. 

(4) Obtaining reports on home 
conditions, social histories, and the 
like. 

(5) Providing information on 
regulations and benefits affecting serv
ice personnel. 

(6) Referral service. 

(7) Assistance with programs of 
recreation. 

d. Services offered the dependents 
of service personnel 

(1) Assistance from field direc
tors and home service in local chapters 
of the American Red Cross is available 
to dependents of Marine Corps per son
nel to help meet personal and family 
problems that arise in relation to or 
as a result of military service. Home 
service is distinguished by its setting 
in the civilian community and its em
phasis on service to families. 

(2) Dependents of military per
sonnel who request Red Cross assist
ance should be referred to the Red 
Cross Chapter in the community in 
which the dependent lives for specific 
information about the Services avail
able. In general, these serVices include: 

(a) Counseling in personal 
and family problems. 

(b) Assistance in providing 
reports and social histories needed 
by the military authorities. 

(c) Guidance concerning di
rect communication with service per
sonnel. 

(d) Information transmitted 
or requested through Red Cross chan
nels when direct communication will 
not meet the need. 

(e) Assistance in applying for 
government benefits. 

(f) Referral to other re
sources, and, 
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(g) Fina:(lcia1 assistance on 
the basis of need during the period 
pending receipt of allotment and during 
periods when such payments as maybe 
due are delayed or interrupted. 

e. American Red Cross reports 

( 1) At the request of either a 
service member of the commander, 
to allay the fears of the serviceman 
on a particular problem, the Red Cross 
field director will obtain reports from 
home chapters regarding the details of 
the servic~ person's home situation. 

(2) Red Cross field directors 
also will obtain reports regarding 
emergencies in the service member's 
home that may be used as a basis for 
determining the need for emergency 
leave. The Red Cross will not make any 
recommendation that leave be granted 
or not granted; the function of the Red 
Cross is to submit factual reports and to 
transmit recommendations of the family 
physician, lawyer, or the like. 

(3) Red Cross reports will not 
be requested by commanders from 
local chapters of the American Red 
Cross. Commanders desiring reports 
will present such requests to the Red 
Cross field director, if one is avail
able, otherwise to the Commandant of 
the Marine Corps. In urgent cases, such 
requests maybe forwarded by message. 

(4) Requests for American Red 
Cross home reports for use in con
nection with dependency or hardship 
discharges will l;>e initiated onlyby: 

(a) The Commandant of the 
Marine Corps (Code DN) by referring 
to the appropriate area office of the 
American Red Cross, or 

(b) Commanding ge n e r a 1 s 
and the Commandant of Marine Corps 
Schools through the local Red· Cross 
field director. 

!·Commanders except 
those in subparagraph (b), above, will 
not request home reports for the pur
pose of supporting a dependency or 
hardship discharge applicatio:(l. 
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(5) All information furnished by 
American Red Cross concerning home 
conditions will be treated with strictest 
confidence, and reports will not be 
filed in the service records. Reports 
will not be showntothe service member 
even though the report may have been 
requested by him, but portions that 
would not violate the confidence of the 
Red Cross chapters, physicians, or 
others from whom the· information was 
obtained, may be discussed to the extent 
that the inquiry may be satisfactorily 
answered. 

f. Financial assistance and repay
ment of loans. Financial assistance is 
extended by American National Red 
Cross field dir-ectors to service per
sonnel in the form of loans or grants, 
on the basis of need, to meet emergen
cies that arise from causes beyond the 
control of the individual and for which 
the individual cannot reasonably expect 
to make provision. No interest or se
curity charge is permitted. 

g. Administrative assistance fur
nished American Red Cross. Upon 
request, Marine Corps commands may 
furnish the American Red Cross and 
area offices thereof with the following 
when locally available (information not 
locally available may be requested 
from the Commandant of the Marine 
Corps (Code DN)): 

(1) Current addresses of Ma-
rines. 

(2) Casualty status of Marines. 

(3) Information concerning sta
tus of "011 allowances and allotments, 
registration of allotment for repayment 
of loans or for the benefit of depend
ents. 

(4) Reports on status of claims 
for the benefit of dependents. 

(5) Reports of status of claims 
for death gratuity. 

(6) Reports concerning arrears 
of pay and information of similar nature 
which has been requested in the interest 
of Marines or their dependents. 
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h. Assignme11t of America11 Red 
Cross personne1.to posts a11d stahons, 
Requests for the initial assignment of 
American Red Cross workers to Ma
rine Corps posts and stations will be 
made to the Commanda11t of the Marine 
Corps·. After initial staffing, requests 
for replacements of American Red 
Cross personnel are made through the 
field director. 

i. Classification of American Red 
Cross personnel. Red Cross personnel 
assigned to duty with the Marine.Corps 
are classified as follows: 

(!)Uniformed, full-time, paid 
professional staff, consisting of ad
ministrative and supervisory officers, 
field directors and assistant field di
rectors, field office assistants, recrea
tion workers, case aides and recrea
tion aides. 

(2) Uniformed, full-time, paid 
secretarial and clerical workers on 
duty outside the continental United 
States, 

(3) Nonuniformed, full-time, 
paid secretarial and clerical wOrkers 
on duty in Red Cross offices at activi
ties within the continental United States. 

(4) Volunteer workers, uni
formed and nonuniformed, both within 
and outside of the continental United 
States, 

j. Privileges afforded Red Cross 
uniformed personnel. Commanders are 
authorized to extend to the categories 
of Red Cross personnel listed in para
graphs 2i( 1) and 2i(2), above, the follow
ing privileges and courtesies: 

(1) Use of messing facilities. 

(2) Exchange privileges. 

(3) Commissary privileges. 

(4) Recreational facilities and 
similar privileges on the same basis 
as civilian employees of the Depart
ment of Defense. 

(5) Subsistence, providing the 
cost of such subsistence and surcharges 
thereto, as required by existing law, are 
borne by such personnel or the Red 
Cross. 
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.{6) Use . of clothing . and small 
stores. Permission to purchase for 
cash those items of clothing normally 
sold to enlisted personnel under the 
clothing monetary allowance system at 
current prices. 

(7) Permission to wear, at no 
expense to the governm.ent, such uni
forms as are prescribed by the Red 
Cross. 

(8) Issuance, on a temporary 
basis, of those items of uniform nor
mally issued to military personnel 
during the performance of a specific 
duty or required because of climatic 
conditions. 

(9) Public quarters, when avail
able, under the following conditions: 

(a) In the United States and 
its Possessions, American Red Cross 
personnel or the American Red Cross 
will pay a rental rate based upon com
parability. of the quarters furnished 
with other private rental housing in 
the adjacent ar_ea, in accordance with 
Bureau of the Budget Circular A-45 
(Rev.). In other areas, American Red 
Cross personnel will be furnished quar
ters on the same basis as civilian 
employees of the Department of De
fense. 

(b) Inforeigncountrieswhere 
civilian employees of the Department 
of Defense are furnished quarters with
out charge, or an allowance in lieu 
thereof, Red Cross personnel will also 
be furnished quarters on the same basis 
without charge, 

(c) When serving afloat or 
when traveling to or from duty stations 
abroad, such personnel shall be as
signed quarters in accordance with the 
provisions of articles 1802(5) and (6) 
of U. S, Navy Regulations, 1948, and 
shall be permitted to join the ward
room mess. 

(10) Such personnel may be ex
tended the privileges of commissioned 
officers' mess OPEN and CLOSED 
when facilities permit and subject to 
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such regulations as the commanding 
officer may prescribe. Their depend
ents may be extended the same. privi
leges accorded to dependents of Marine 
Corps officers. 

( 11) Medical and dental care may 
be furnished such personnel in accord
ance with the provisions of article Z 1-
ZS of the Manual of the Medical De
partment, U. S. Navy. 

k. Identification card. The Uni
formed Services Identification and 
Privilege Card is authorized for 
issuance to Red Cross personnel and 
will be used to identify such personnel 
for the privileges and courtesies to 
which entitled. 

I. Office space for Red Cross offi
ces and activities 

( 1) Where office space is not 
provided by the Red Cross in Red Cross 
administration buildings, installation 
commanders will provide the Red Cross 
with adequate office space, whenavail
able, without charge therefor. Every 
effort will be made to assign space 
which will be readily accessible to all 
military personnel and afford privacy 
for interview. 

(Z) Custodial services as de
termined by the commands concerned 
will be furnished at Government ex
pense in those buildings owned or leased 
to the military services which are occu
pied by representatives of the Red 
Cross. Utilities and maintenance serv
ices will be furnished at Government 
expense in buildings owned by or leased 
to the military services which are occu
pied by representatives of the Red 
Gross, and in buildings owned by the 
Red Cross on government-owned land, 
subject, however, to such limitations 
as may be prescribed by the commands 
concerned. No charge will be made for 
utilities services provided for office 
space occupied by the American Na
tional Red Cross. 

m. Warehousing. When facilities 
therefor are available, Red Cross sup
plies and property will be afforded 
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storage and protection similar to that 
.given government property, without 
cost to the Red Cross. 

n. Communication facilities. The 
Red Cross will be authorized to uti
lize communication facilities of the 
Department of Defense for sending and 
receiving administrative. and emer
gency welfare messages in connection 
with the activities, functions, and duties 
necessary to the accomplishment of 
the Red Cross mission, subject to 
military expediency. Such communica
tions service, when available, will 
be provided without charge to the Red 
Cross except under the following con
ditions: 

( 1) Telephone service will be 
furnished the Red Cross in accordance 
with policies announced in the Navy 
Comptroller Manual regarding unof
ficial telephone service at naval ac
tivities. 

(Z) The cost resulting from the 
transmission, or partial transmission. 
of messages through commercial tele
graph facilities will be borne by the 
Red Cross. 

3. Navy Relief Society 

a. Mission. The Navy Relief So
ciety is organized to aid, in time of 
need, all naval personnel on active 
duty (other than for training) or re
tired (and drawing retired pay) and 
their dependents, as well as the sur
viving dependents of deceased naval 
personnel regardless of rate, grade, or 
length of service. "Time of need" is 
defined as a situation which necessi
tates_ an unavoidable nonrecurrent ex
pense which cannot be met from indi
vidual or family resources. In addition 
to financial assistance, the Navy Relief 
Society and its auxiliaries will render 
assistance with personal problems and 
secure information for applicants about 
such problems as allotments, nonre
ceipt of basic allowance for quarters, 
and referral service to other welfare 
agencies. In general, many other serv .. 
ices may be rendered that do not in
volve expenditure of Navy Relief funds. 
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Further, so rn e auxiliaries employ 
nurses to provide care for dependents 
who are unable to provide nursing care 
from their own resources. 

b. Organization 

• ( 1) The Navy Relief Society is a 
pr1vate organization operating under 
the policy guidance of a board of man
agers. The board of managers is com
posed of the Chief of Naval Operations 
who is the President of the Society; 
the Commandant of the Marine Corps; 
Chief of Naval Personnel; Chief of the 
Bureau of Medicine and Surgery; Chief 
of the Bureau of Supplies and Accounts; 
Chief of Chaplains; an Executive Vice 
President; an assistanttotheExe!:cutive 
Vice President; a Secretary-Treas
urer; and ten elected members at least 
four of whom are women. Members of 
the board of managers are elected by 
the members, presidents of auxiliaries, 
and commanders of fleets. 

(2) The Navy Relief Societypro
vides its services through Auxiliaries 
established at the larger Naval and Ma
rine Corps installations and Branch 
offices located on the smaller stations. 
Each auxiliary serves those living in 
the immediate vicinity which is defined 
as the territory reached by local tele
phone and transportation systems. 

c. Policy concerning applicants for 
assistance. It is the policy of Navy 
Relief Society to have the service 
member or his dependent make the 
original application for assistance in 
person or by letter to the appropriate 
Navy Relief Society office, whenever 
possible. 

d. Policy concerning financial as
sistance. In general, when eligibility 
is determined, the Navy Relief Society 
may render assistance to meet real 
financial need. Under this concept, the 
policy has been established that the fol
lowing are not within the purview of 
the Navy Relief Society: 

(1) To assist in maintaining a 
standard of living incommensurate with 
the pay and allowances. 
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(2) To finance business ventures, 
the purchase of homes, or similar per
manent investments. 

(3) To purchase automobiles, 
radios, or similar nonessentials. 

(4) To finance vacations, liberty, 
or leave, except emergency leave in 
case of critical illness, death, or equiv
alent urgent situation. 

(5) To finance marriage or di
vorce, except in rare and critical situa
tions. 

(6) To pay taxes, interest on 
mortgages, etc. 

(7) To pay court fines, furnish 
bail, or to assist, except to alleviate 
temporary dire distress, dependents of 
men convicted of serious military of
fenses. 

(8) To assist dependents of men 
who refuse to contribute to the extent of 
their ability to support their families. 

e. Policy regarding medical care 

( 1) It is the policy of the Society 
to help active service members secure 
hospital, medical and surgical care for 
their dependents provided: 

(a) Medical care authorized 
is not available or, for some good 
reason, is not used. 

(b) The service member and 
family do all they can to meet their 
obligations. 

(c) Community resources 
such as Crippled Children's Service, 
National Foundation for Infantile Paral
ysis, etc., are used as far as possible. 

(d) Care is arranged at mini
mum rates. 

(e) The case is not one of chron
ic illness involving long-term commit
ments, though assistance may be 
granted on a temporary basis pending 
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arrangements for securing care from 
a public or specialized agency. 

(2) Navy Relief Society funds 
cannot be used to finance excessive 
medical or dental bills. U Navy Relief 
funds are to be used, it is important 
that arrangements be made to secure 
needed care at minimum expense. The 
local Red Cross chapter will be glad 
to assist with such arrangements. "Pay 
ward service, •• where free medical 
service care is provided by doctors of 
the staff, should be used whenever 
possible. Payment of the cost of private 
or semiprivate room and special nurs
ing services will be considered only if, 
in the opinion of the doctor, they are 
necessary. 

f. Type of financial assistance ren
dered 

( 1) The Navy Relief Society gives 
financial assistance to naval personnel 
and their dependents either as a loan 
to be repaid without interest or as a 
gratuity or a combination of the two. 
Gratuities are given if the investiga
tion shows that repayment will cause 
undue hardship. 

(2) When the service member is 
available, plans for assisting depend
ents are usually discussed with him by 
the Navy Relief Auxiliary. U he is 
not available for an interview, it is the 
usual procedure of the Society, unless 
the applicant for some good reason 
considers it inadvisable, to write to 
the service member to consult with 
him about meeting the needs of his de
pendents. Repayment ofloans made with 
the consent of the service member is 
usually provided for by allotment. 

(3) Financial assistance given 
by the Navy Relief Society to the de
pendents of deceased members of the 
naval service is usually in the form of 
a gratuity. 

g. Eligibility for financial assist-· 
a nee 
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( 1) Eligibility for financial as
sistance from the Navy Relief Society 
depends upon two factors: 

(a) Established Navy or Ma
rine Corps status, and in the case of 
dependents, established state of de
pendency. 

(b) Determination that need 
exists. 

(2) Decision regarding 
bility for assistance is made 
Navy Relief Society. 

eligi
by the 

h. Applications for assistance by 
naval personnel 

(1) The service member should 
apply to his local auxiliary for assist
ance for himself or his dependents 
whether or not his dependents are living 
in the vicinity. 

(2) U the service member is 
transferred to sea or foreign duty 
before the auxiliary can complete action 
on his application for assistance to de
pendents living outside the vicinity, the 
case becomes the responsibility of the 
Navy Relief Society Headquarters, Navy 
Department, Washington 2.5, D. C. If 
he is transferred to another station 
within the United States for permanent 
duty, the application may be transferred 
to the auxiliary at his new station. 

i. Applications for assistance· by 
dependents 

( 1) Dependents who live within 
the vicinity of an auxiliary should ap
ply for a~sistance in person. 

(2.) In the Ninth Naval District, 
when a personal visit is impracticable, 
applications may be made by letter or 
telegram to the Great Lakes Navy Re
lief Auxiliary, U. S. Naval Training 
Center, Great Lakes, Illinois. 

(3) Service members and de
pendents who do not reside within the 
jurisdiction of an auxiliary should write 
or telegraph Navy Relief Society Head
quarters, Navy Department, Washing
ton 2.5, D. C. 
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(4) A dependent who writes or 
telegraphs Navy Relief Society Head
quarters or the Great Lakes Auxiliary 
will receive an application form and a 
covering letter instructing the depend
ent to take the form to the local Red 
Cross chapter for completion. If the 
service member in such a case is 
permanently assigned to a duty station 
within the United States, the application 
may be transferred to the auxiliary at 
his station. 

j. Applications for assistance by 
dependents of· deceased naval person
nel. The Navy Relief Society is advised 
or the death of each member of the 
naval forces. When the next of kin is a 
wife, minor child, mother, or unmarried 
sister, a letter of sympathy is sent the 
next of kin, either by the Navy Relief 
Society Headquarters or by an Auxil
iary. Application forms are enclosed 
and instructions are given to take them 
to the auxiliary from which received or 
to the local chapter of the American 
National Red Cross for completion, 
provided dependency actually exists and 
financial assistance is needed pending 
the receipt of government benefits. 
This letter also suggests that the de
pendent may request the Red Cross to 
assist with applications for government 
benefits. 

k. Applications for assistance by 
relatives. Relatives, other than wives, 
minor children, mothers and unmarried 
sisters, who were receiving substantial 
support from a member of the Marine 
Corps prior to his death may apply 
to the appropriate office of the Navy 
Relief Society for assistance, but they 
do not receive letters of sympathy and 
application forms. 

1. Applications for assistance by 
patients in naval hospitals. Patients in 
naval hospitals having problems which 
involve hospital, social service and 
medical after-care will be referred to 
the local Red Cross staff. Navy Relief 
Society funds may be available for 
financial assistance in such cases. 

m. Liaison 

(1) The Commandant of the Ma
rine Corps maintains liaison with 

11151 

National Headquarters, Navy Relief 
Society, and corresponds with the auxil
iaries when information is requested 
regarding Marines or their dependents. 

(2) In areas where auxiliaries 
or branches are accessible, the com
mander will refer· dependents and serv
ice members to them for assistance 
when available facilities of the post or 
station cannot cope with ·their problem. 

11151 WELFARE REPORTS 

1. When the mission of an organization 
and the communication facilities make 
such action feasible, it is desirable to 
obtain reports on the welfare of Marines 
when requested by the families. 

2. Welfare Reports (WELREP) are 
reports concerning the physical and 
mental well-being of individuals. They 
are submitted by overseas units to, and 
upon request of, the Commandant of the 
Marine Corps; They may be made by 
units in the United States in direct 
answer to inquiries by message or 
letter, dependent upon the merits of 
each case. Requests for welfare reports 
on individuals from either a member 
of the immediate family or of a recog
nized welfare organization should be 
honored. Abbreviations will not be used 
in reports to the next of kin or welfare 
organizations. 

a. Message requests for welfare 
reports within and between Marine 
Corps units and such other units as 
may be designated will be in the form 
described below: 

(1) The standard forrn formes
sage request for a welfare report on 
one or more individuals will consist 
of the normal heading and a special text. 

(2) The special text consists of 
the word "WELREP," in a request on 
one individual, followed by numerals, 
the meanings of which are listed in sub
paragraph c, below, and the name, 
grade, and service number of the 
Marine upon whom the report is de
sired (see figure 11-3), The text may 
also include the inquirer (i.e., mother, 
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wife, etc.) which indicates the ad
dressee is to submit the report to that 
person (see figure ll-4). When the in
quirer is not indicated the report will 
be submitted to the originator of the 
message. 

(3) In welfare requests on sev
eral individuals, the first word in the 
text will be "WELREP," and will be 
followed by the numerals to indicate 
the desired information which is com
mon to all personnel named. Each 
name, grade and service number will 
be listed next. After the service number 
of an individual, the word "ADD" may 
be inserted and followed by additional 
numerals to indicate specific informa
tion desired in his case only. Example: 
BROWN JOHN C CPL 1234567 ADD 
6 X 7 X 9. (See figure ll-5.) 

b. The standardized message reply 
between military units to a standard
ized message request for a welfare 
report consists of a normal heading and 
a special text. The special text of the 
reply consists of the authorized form 
for referencing the requesting message 
followed by the name, grade, and serv
ice number of individuals concerned, 
then followed by the same numerals 
listed in the request. Each numeral 
is then followed by a phrase, modified 
as appropriate to the case, containing 
the tenor of the information as shown 
in the table listed in subparagraph c, 
below. (See figure ll-5.) 
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c. The following is a table of nu
merals and their related meanings: 

Numeral Meaning 

1 Advise nature and extent 
of wound, injury, or ill
ness. 

2 

3 

4 

5 

6 

Present welfare. 

Whereabouts (location 
such as hospital or unit 
with mailing address). 

If wounded in action ad
vise nature and extent of 
wound. 

Advise write (if to other 
than primary next of kin, 
identification of inquirer 
will be indicated). 

Diagnosis. 

7 Prognosis. 

8 

9 

• 10 

ll 

Advise number of times 
wounded in action (give 
date and nature of each). 

Periods of hospitaliza
tion and reasons. 

If contemplate evacua
tion to another hospital 
over seas and /or return 
to CONUS (see subpar. 
12055.1) advise destina
tion and probable date of 
departure. 

Probable date return to 
duty. 
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TEXT OF MESSAGE REQUEST (ONE PERSON) FOR WELFARE REPORT 

(DTG 012345Z) 

UNCLAS. WELREP 2. 3. 8 JONES JOHN J PFC 1234567 

REPLY TO ABOVE REQUEST 

UNCLAS. YOUR 012345Z. 2 • WELL AND CONFINED DIV BRIG SERVSENT 

SPEC CM FOR UA· 3· 7TH MAR· 8 THREE 12 SEP WIANE 

MISSILE LEFT LEG 8 NOV WIANE MISSILE RIGHT LEG 11 NOV WIANE 

MISSILE RIGHT LEG 

Figure 11-3 

TEXT OF REQUEST WITH WELFARE REPORT TO BE SENT TO MOTHER 

FROM: CMC 

TO: CO MARBKS NAVB BKLYN 

UNCLAS. WELREP 2. 3. 5. JONES JOHN J PFC 1234567 TO MOTHER 

REPORT FOR ABOVE REQUEST 

FROM: CO MARBKS NA VB BKL YN 

TO: (MOTHER) 

INFO: CMC 

UNCLAS. YOUR SON WELL AND ON DUTY CASUAL COMPANY MARINE 

BARRACKS U. S. NAVAL BASE BROOKLYN NEW YORK. ADVISED WRITE 

YOU. JOHN BROWN COLONEL USMC COMMANDING OFFICER MARINE 

BARRACKS U.S. NAVAL BASE NEW YORK 

Figure 11-4 
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TEXT OF MESSAGE REQUEST (MORE THAN ONE PERSON) FOR WELFARE 

REPORT 

(DTG 020304Z) 

UNCLAS. WELREP I. 2, 3. BROWN ROBERT 0 2NDLT 056789 ADD 10· 

SMITH JAMES A PFC 654321 ADD 5 

TEXT OF REPLY TO ABOVE REQUEST 

UNCLAS, YOUR 020304Z. BROWN ROBERT 0 2NDLT 056789 • 1 X WIA 

16 NOV 57 WOUND MISSILE BACK AND FEET. 2, GOOD X 3 X DIVHOSP. 

10. JAN. SMITH JAMES A PFC 654321 • 1 WIA 12SEP WOUND SHELL 

FRAGMENT FACE AND ARMS • 2 • WOD • 3 • 7TH MAR· 5 · ADVISED 

Figure 11-5 
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11200 DEATH GRATUITY .1. Statutory Authority. The Service
men's and Veterans' Survivor Benefits 
Act (Title III, relating to death gratu
ity, now codified as Title 10, U.S. Code 
Sections 1475-1480) authorizes the Sec
retary of the Navy to make determina
tions of entitlement of the death gratuity 
provided by that Act. All claims for the 
death gratuity by survivors of deceased 
members shall be submitted in accord
ance with paragraph 044306 oftheNavy 
Comptroller Manual. 

z. General 

a. Delegation of authority 

( 1) The Secretary of the Navy 
delegated to the Commandant of the 
Marine Corps the authority to make 
such determinations and payments in 
the cases of Marine Corps personnel. 

(Z) The Secretary of the Navy 
further delegated to commanding gen
erals and to commanders of regiments, 
battalions, or equivalent units and 
separate or detached commands the 
authority to make such determinations 
and payments, when the survivor of 
the deceased Marine was residing with 
the deceased rnen>ber on or near the 
duty station at the time of death. This 
authority is limited to deaths of Ma
rine Corps personnel occurring during 
the performance of active duty, active 
duty for training, and inactive duty 
training, and excludes all cases in 
which a doubt may exist as to the 
identity of the legal beneficiary. 

b. Amount to be paid. The death 
gratuity shall be equal to 6 months 1 

basic pay plus special, incentive, and 
proficiency pays at the rate to which the 
deceased member was entitled on the 
date of his death, but shall not be less 
than $800 nor more than $3000. 

c. C.onduct st.atus. Excluding the 
exceptions set fofth in suj>paragrapha 
4a(3) and (4), below, entitlement to 
death gratuity is not contingent upon 
the conduct status of the deceased. 

d. Duty and pay status. In addition 
to members who die on active duty, 
active duty for training, or inactive 
duty training, the following categories 

of personnel are defined as members 
of a uniformed service who may be 
deemed to be in a pay andjor duty 
status for the purpose of determina
tion of entitlement to death gratuity 
and other survivor benefits: 

(1) Deaths ar1smg while the 
member is engaged in travel to or from 
active duty, active duty for training, 
or inactive duty training 

(a) Any person who dies while 
en route to or from, or at, a place for 
final acceptance or for entry upon 
active duty in the military or naval 
service who has been provisonally 
accepted for such duty; or who, under 
the Universal Military Training and 
Service Act, has been selected for 
active military or naval service, and 
has been ordered or directed to pro
ceed to such place. 

(b) Any member of a Reserve 
component of a uniformed service who, 
when authorized or required by com
petent authority, assumes anobligation 
to perform active duty for training or 
inactive duty training, and who dies 
from an injury incurred while pro
ceeding directly to or returning directly 
from such active duty for training or 
inactive duty training. 

(c) Any person who is dis
charged or relieved from a period of 
active duty will be deemed to have 
continued on active duty during the 
period of time immediately following 
the date of such discharge or release 
that the Secretary of the Navy, or his 
designated representative, may deter
mine is required for him to proceed 
to his horne by the most direct route. 
In any event, he will be deemed to have 
continued on active duty until midnight 
of the date of such discharge or re
lease. 

(Z) Deaths arisin~ after active 
service. Any member orori£er mem
ber of a uniformed service who dies 
during the lZO-day period which begins 
on the day following date of his dis
charge, retirement, or release frorn 
active duty, active duty for training, or 
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inactive duty training, from disease or 
injury incurred or aggravated while 
on such active duty or active duty for 
training, or from injury incurred or 
aggravated while on such inactive duty 
training. In cases of this nature the 
Servicemen's and Veterans' Survivor 
Benefits Act requires that the deter
mination as to the service connected 
death be made by the veterans I Ad
ministration. 

e. Eligible beneficiaries. The 
gratuity shall be paid to or for the 
living survivor or survivors of the 
deceased member first listed below: 

(I) His spouse, whether desig
nated or undesignated; 

(2) His children in equal shares, 
including those of any previous mar
riage, if no spouse survives, regard
less of their age, marital status, or 
designation by the deceased member; 

(3) The designated relative, if 
none of the above survives. Such rela
tive must be the parent(s) or the 
brother(s) or sister(s), including those 
of the halfblood and those through 
adoption, or any combination thereof; 

(4) Undesignated parents in 
equal shares, if none of the above 
survives; 

(5) Undesignated brothers and 
sisters, including those of the half
blood and those through adoption, in 
equal shares, if none of the above 
survives. 

f. Definitions: 

(1) Child. The term "child" 
(children) includes a legitimate child; 
a child legally adopted; a stepchild if 
a member of the service member's 
household; and an illegitimate child, 
b1-1t only if acknowledged in writing, 
signed by the service member, or if 
the service member has been judi
cially ordered or decreed to contribute 
to the c)lild's support or has been, 
prior to his death, judicially decreed 
to be the. father of such child, or if the 
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service member is otherwise shown 
by satisfactory evidence to be the 
father of such child. Any case involving 
minor beneficiaries will be considered 
"Doubtful Cases" under the provisions 
of subparagraph 4c(6), below. In the 
case of minors, death gratuity may 
be paid to a natural guardian when 
the amount of the gratuity involved 
does not exceed $1,000, otherwise the 
gratuity will be paid only to the legally 
appointed guardian. 

(2) Parent. The term "parent" 
means a father, mother, father and 
mother through adoption, and persons 
who have stood in loco parentis for a 
period of not less than one year to a 
member of the military or naval forces 
at any time prior to entry into active 
service; provided, that not more than 
one father and one mother, as defined, 
shall be recognized in any case, and 
preference shall be given to such 
father and mother who actually exer
cised parental relationship at the time 
of or most nearly prior to the date of 
entry into active service by the person 
who served. 

g. Death of asurvivor.Ifasurvivor 
dies before he receives the amount of 
death gratuity to which he is entitled, 
such amount shall be paid to the then 
living survivor or survivors first listed 
under subparagraph 2e, above. 

3. Adjudication and Payment Author
ities 

a. Field determinations and pay
ments. Commanding generals and com
manders of regiments, battalions, or 
equivalent units and of separate or 
detached commands are authorized to 
determine the entitlement to the death 
gratuity and make payment thereof, 
in cases of death of Marine Corps 
personnel occurring during the per
formance of active duty, active duty 
for training, or inactive duty training, 
under the following circumstances: 

( 1) When death occurs on or near 
the duty station and the spouse or 
designated beneficiary for death gratu
ity was residing with the member on 
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or in the immediate vicinity of the 
duty station at the time of death; or 

(2) When death occurs while the 
member is on duty with a deployed 
unit (such as on maneuvers, training 
exercises, aboard ship, with aviation 
units, or when engaged in detached 
duty with Fleet Marine Force or other 
type units) and when the death gratuity 
beneficiary is a spouse and only when 
the spouse was residing on or in the 
immediate vicinity of the permanent 
duty station of the deployed unit at 
time of death. 

b. Determinations made at Head
quarters Marine Corps. The Comman
dant of the Marine Corps (Code DN) 
will make the determination of entitle
ment to the death gratuity and direct 
the payment thereof, in all cases of 
active duty deaths not authorized to 
be made in the field, as indicated 
above, and specifically in all cases of 
nonactive duty deaths which come with
in the categories set forth in sub
paragraph 2d(l), above. 

c. Determinations made by the 
Veterans' Administration. In all appro
priate cases of death arising after 
active service, as set forth in sub
paragraph 2d(2), above, where the law 
requires the Veterans' Administration 
to make the determination, the Com
mandant of the Marine Corps will 
accomplish the necessary action to 
obtain the required determination from 
that agency and make payment of the 
death gratuity to the beneficiary or 
make notification of the denial. 

4. Procedures to be Followed byField 
Commands Authorized to make Field 
Determinations .and Payments. Com
manders will make every effort to 
accomplish the determination and effect 
the payment promptly, within 24hours, 
if possible, in all cases wherein they 
are authorized to act. In cases where 
the eligible survivor residing with the 
member on or near the duty station 
is other than a spouse, commanders 
may direct the payment of death gratu
ity when the case can be properly 
determined, and an urgent need exists 
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for immediate payment. Proper de
termination is imperative. 

a. Qualifications 

( 1) Where any doubt exists as 
to the legal recipient of the gratuity, 
the case will be referred to the Com
mandant of the Marine Corps (Code 
DN) for determination. See subpara
graph 4c(6), below. 

(2) Where a member dies while 
being regularly paid by a service other 
than his own, under existing cross
servicing procedures, the death gratu
ity may be paid by the service having 
custody of the pay record of the de
ceased member, but only on the basis 
of verification from the commander 
having custody of the service record 
of the deceased. See subparagraph 
4c(5), below. 

(3) No payment shall be made 
if the member's death is the result 
of execution of a sentence by a civil 
court or for a military or naval offense, 
except when death was so inflicted by 
any hostile force with which the Armed 
Forces of the United States have en
gaged in armed conflict. 

(4) No payment shall be made if 
the member's death is the result of, 
or is caused by, any intentional action 
of the beneficiary. 

b. Death gratuity claim form. The 
Claim Certification and Voucher for 
Death Gratuity Payment, DD Form 
397 (1Dec57), will be utilized in effect
ing all death gratuity payments. 

c. Active duty deaths. To effect 
immediate payment of death gratuity 
the following actions will be taken: 

• (1) The commander will ascer
tain that the deceased member died 
while on active duty, active duty for 
training, or inactive duty training, 
and will obtain the name, relationship, 
and address of the eligible survivor 
from the service record of the de
ceased. The Record of Emergency 
Data, NAVMC !0526-PD, willnormally 
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contain this information. In addition, 
in the case of enlisted personnel, the 
Application for Dependents Allowance 
(BAQ), NA VPERS Form 66B, may serve 
as a source of corroboration. He will, 
with the cooperation of the disbursing 
officer, initiate preparation of a Claim 
Certification and Voucher for Death 
Gratuity Payment, DD Form 397, in 
original and five copies, completing 
all blocks except l, 2, 3, 4, 15, 16, 17, 
and the check payment data in block 
lB. He will date and sign the admin
istrative statement in block lB. 

(2) The disbursing officer will, 
upon receipt of the DD Form 397, draw 
a check to the order of the eligible 
survivor named in block 5, complete 
blocks 2, 3, 4, and the check payment 
data portion of block lB. 

(3) Under arrangements made by 
the commander, the check and the 
original and one copy of the voucher, 
DD Form 397, will be delivered to the 
payee. The payee will be required to 
complete block 15, sign in block l7a, 
and have two witnesses complete block 
17 on the original voucher at the time 
the check is delivered. Under no cir
cumstances will the check be delivered 
to the payee until this action has been 
accomplished. The payee will retain 
the copy of the voucher, DD Form 397, 
and the signed original voucher will be 
returned by hand to the disbursing 
officer by the person designated to 
deliver the check. 

(4) The disbursing officer will 
effect distribution of the completed 
voucher in accordance with the appro
priate Navy Comptroller Instructions 
pertaining to death gratuity payment, 
insuring the immediate submission of 
one copy of the voucher to the Com
mandant of the Marine Corps (Code 
DN). 

(5) Procedures for field pay
ments for personnel separated from 
service records, officer ualification 
records and or a records. Where a 
member dies while being regularly 
paid by a service other than his own, 
eros s·- servicing p r 0 c e d u r e s exist 
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whereby the death gratuity may be paid 
by the service having-custody of the 
pay record of the deceased member, 
or by another com:mandlocatednearest 
to the spouse, but only after verifica
tion has been obtained by message from 
the commander having custody of the 
service records of the deceased. Simi
larly, when the commander having 
custody of the service record of a 
deceased- member is not located at 
the station which holds the pay record 
of the deceased, and the spouse was 
residing with the member at the latter 
station at the time of the member's 
death, immediate payment of the gratu
ity may be effected in the following 
manner: 

(a) The command holding the 
pay record will submit a message re
quest to the commander having custody 
of the service record for authority to 
pay death gratuity to the spouse, citing 
this paragraph as the reference. 
Sample: "PARAGRAPH 11200.4 MAR
CORPERSMAN REFERS. REQ AUTH 
PAY DEATH GRATUITY MRS JANE 
DOE 2725 RUE DE LA PAIX PARIS 
FRANCE WIDOW SSGT JOHN DOE 
1234567. DATE OF DEATH 10 JAN.'~ 
However, if the spouse is located at the 
command holding the service record 
book, but not the pay record, the follow
ing will be used. Sample: "PARA
GRAPH 11200.4 MARCORPERSMAN 
REFERS. ADVISE AMOUNT DEATH 
GRATUITY TO BE PAID TO WIDOW 
SSGT JOHN DOE 1234567. VERIFI
CATION OF ENTITLEMENT WILL BE 
MADE BY THIS COMD. DATE OF 
DEATH 10 JAN." 

(b) Upon verification of the 
name and relationship of the spouse 
from the service record of the de
ceased member and /or upon receipt of 
the pay data the commander will make 
the payment or, by message, direct 
payment of death gratuity to the spouse. 
Sample: "YOUR 102234Z • DISBO 
YOUR STA AUTH PAY DEATH GRA
TUITY TO JANE DOE WID 0 W 
SSGT JOHN DOE 1234567. ENTITLE
MENT VERIFIED SRB. (here enter 
amount of gratuity to be paid if recipi
ent of message does not hold pay 
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record) :FWD COPY COMPL DD 397 
CElt TIFIED COPY THIS MSG AND 
YOUR MSG TO CMC CODE CDB." 

(c) The Commandant of the 
Marine Corps (Code DN) will be an 
information addressee on all messages 
submitted in accordance with the in
structions in this paragraph. 

(6) Doubtful cases. The com
mander's determinations of entitlement 
to the gratuity payment shall be con
fined largely to those cases wherein 
the spouse resides with the member 
on or near the station. However, in 
those cases where the survivor was 
residing with the member on or near 
the station and there is any doubt as 
to the legal recipient of the gratuity, 
the commander shall so notify the 
Commandant of the Marine Corps (Code 
DN) by message, furnishing the follow
ing information: 

(a) Name, grade, service 
number, and component ofthe deceased 
member; if Reserve, duty station will 
be included. 

(b) Date, hour, place, and 
immediate cause of death. 

special, 
pays. 

(c) Rate of pay including 
incentive, and proficiency 

(d) Name, address, and re
lationship of survivor andfor desig
nated death gratuity beneficiary. 

Action to effect payment of death 
gratuity in these cases will be insti
tuted by the Commandant of the Marine 
Corps (Code DN). No notification to 
the Commandant of the Marine Corps 
is required in those cases where the 
spouse or other beneficiary was not 
residing with the member. 
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d. Nonactive duty de.aths. To en• 
able a determi11ation regarding entitle
ment to death gratuity and other bene
fits to be made for the personnel 
enumerated in subparagraphs Zd(l) and 
(Z), above, commanders will submit 
the report set forth in.paragraph4c(6), 
above, and will include the following 
additional information: 

(1) The hour at which the mem
ber began to so proceed or to return. 

(2) The hour at which he was 
scheduled to arrive for, or at which 
he ceased to perform, such duty. 

(3) The method of travel em
ployed. 

(4) His itinerary. 

(5) The manner in which the 
travel was performed; e.g., passenger, 
operator. 

11201 DEPENDENCY AND IN
DEMNITY COMPENSATION 

I. The Servicemen's and Veterans' 
Survivor Benefits Act, Public Law 881, 
84th Congress (reenacted, 38 USC401-
423) revised and greatly liberalized 
the Veterans' Administration Death 
Compensation program. This program 
of death payments is called Dependency 
and Indemnity Compensation, hereafter 
referred to as Indemnity Compensation. 
Effective 1 October 1963, Public Law 
134, 88th Congress, increased the 
monthly rate of Iiidemnity Compensa
tion for eligible widows. The Indemnity 
C'ompensation paymente for children 
and eligible parente wae abo increaeed, 
effective 1 July 1963, by Public LawU, 
88th Congr.ess. For additionalinforma• 
tion see paragraph 12305. 
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CLAIMS FOR UNPAID PAY 
AND ALLOWANCES 

1. Statutory Authority, Title 10, U.S. 
Code, Section 2771, is the basic law 
pertaining to the settlement of accounts 
of deceased members. 

.2. Beneficiary. As provided by the 
statutory authority and the Navy Comp
troller Manual, upon decease of the 
service member, payment of any 
amounts due from the military service 
of which the decedent was a member is 
made to the person(s) designated in 
writing by the member as beneficiary 
for this purpose, surviving at the date 
of death regardless of relationship to 
the deceased, In the event no person is 
so designated by the service member, 
then the appropriate undesignated bene
ficiary in the order of precedence, as 
outlined below, must be established: 

a, To the widow or widower of 
such member; 

b, U there be no surv1vmg 
spouse, to the child or children of 
such member, and descendents of de
ceased children, by representation; 

c, U none of the above, to the 
parents of the member, or the survivor 
of them; and 

d, Uthere benoneoftheabove, 
to the duly appointed legal representa
tive of the estate of the deceased mem
ber, or if there be none, to the person 
or persons determined to be entitled 
thereto under the laws of the domicile 
of the deceased member. 

e. The law further provides if 
a member has failed to designate a 
person(s) as beneficiary(ies) for his 
unpaid pay and allowances, that any 
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designation of beneficiary(ies) made 
before 1 January 1956 for the pur
poses of any death gratuity (including 
any designation of a person whose 
right to the gratuity would not depend 
upon such designation) shall be con
sidered as a designation of beneficiary 
for the purposes of unpaid pay and 
allowances, 

3, Responsibility for Settlement, The 
Commandant of the Marine Corps has 
been delegated the responsibility for 
the settlement of accounts of deceased 
Marines by the Secretary of the Navy, 
subject to such rules and regulations 
as may be prescribed by the Comp
troller General of the United States, 
Further, the Secretary of the Navy has 
established NAVMC 10526-PD, Record 
of Emergency Data, as the appropriate 
form to be used by service personnel 
for designation in writing of bene
ficiary(ies) of unpaid pay and allow
ances. The latest signed and witnessed 
NAVMC 10526-PD designation executed 
by the member and on file in the mem
ber's service record at his duty station, 
or in the absence thereof, on file in 
the Department of the Navy will be 
used to settle the accounts of the de
ceased . 

• 4, Entitlement and Procedural Regu
lations. All claims for unpaid pay and 
allowances by survivors of deceased 
members shall be based on, and sub
mitted in accordance with the Navy 
Comptroller Manual paragraph 044305, 
as appropriate. 

11203 TRANSPORTATION OF DE
PENDENTS AND SHIPMENT 
OF HOUSEHOLD EFFECTS, 
CASES OF DECEASED 
MARINES 

1. Upon the death of a Marine, authority 
exists for the transportation of his 
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dependents and the shipment of their 
household effects. When a request for 
such is received from the dependent, 
a field command, or other interested 
person, the deceased's records are 
reviewed to determine if the person for 
whom the request has been submitted 
is legally entitled thereto, and to deter
mine if a reasonable relationship exists 
between the condition and circum
stances of the dependents and the 
destination to which shipment or trans
portation is desired. The authority for 
the conditions which must be met for 
entitlement and the delegation for ap
proval by the Commandant of the Ma
rine Corps (Code DN) are contained in 
current Secretary of the Navy direc
tives series 4651. 

2. Additional information pertaining 
to this benefit is contained in chapter 
12. 

11204 RETffiED SERVICEMAN'S 
FAMILY PROTECTION PLAN 

1. General 

a. Title 10, U.S. Code, sections 
1431 through 1446 as amended provides 
annuities for the survivors of retired 
personnel by permitting the retired 
members of the Armed Forces to par
ticipate in the Retired Serviceman's 
Family Protection Plan, formerly the 
Uniformed Services Contingency Option 
Act of 1953 (USCOA) program (herein
after referred to as the 11 Plan"). This 
amended program is operated on a 
nonprofit basis and fs administered by 
the Armed Forces. Therefore, it offers 
annuities for the surviving dependents 
of a retired member at very reasonable 
rates. 

b. For the purpose of this para
graph the term "retirement or retired 
member(s)" include transfer to the 
Fleet Marine Corps Reserve, and the 
term 11retired pay" includes retainer 
pay. 

c. Prior to the establishment of this 
program, a Marine's retired pay 
stopped upon his death and his widow 
and/or surviving children received no 

11204 

monetary assistance. from the Marine 
Corps to provide for their welfare 
after his death. This program pro
vides a plan by which Marines may 
provide their families with an income 
until such time as the widow may 
remarry or, in the case of children, 
until they marry or become 18 years 
of age. An annuity may now be allo
cated to designated children of a former 
marriage. Should a child become in
capacitated prior to his eighteenth 
birthday, payments continue as long as 
he remains incapacitated and unmar
ried. 

d. The program is financed on an 
actuarial basis by reducing the monthly 
retired pay of participants. (See sub
par. 14, below.) The amount by which 
his retired pay is reduced is determined 
by the option(s) elected and the ages of 
the Marine and his beneficiaries on 
the date of his retirement. 

e. An election made by a Marine 
on active duty and prior to retirement 
in no way affects his active duty pay 
and requires no financial payment or 
contributions by the Marine prior to his 
retirement. The election is simply a 
contract between the Marine and the 
Government. This contract provides 
that if he is awarded retired pay, the 
Marine will receive a reduced amount 
of retired pay in order to establish a 
stipulated annuity for his survivors, 
insuring them an income should he 
predecease them. 

f. Generally, it is notnecessaryor 
desirable for a Marine to make an 
election prior to the completion of 17 
years of service. Circumstances may 
change before he completes 18 years of 
service for pay purposes which may 
make the early election unwise and 
a hardship. Although he may change or 
revoke his election, such change or 
revocation will not take effect until 3 
years after he submits an official re
quest. Should he retire before the 
expiration of the 3- year period, his 
last valid election would remain in 
force. The foregoing may be subject to 
exceptions, and no Marine shall be 
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denied the opportunity to make an elec
tion before the above stated period, if 
he so desires. 

g. On and after 4 October 1961 an 
active member· who failed to make an 
election before completion of 18 years 
service for pay purposes may also 
make an original election, change or 
revocation. Any such action will be 
effective provided he is not awarded 
retired pay within 3 years after date of 
action. 

2. Eligible Dependents. 
who may be designated· as 
annuitants are the widow 
and surviving children. 

Dependents 
prospective 
or widower 

a. The term widow or widower 
refers only to the lawful spouse at 
the date of retirement of an active 
Marine. A spouse acquired after the 
date of retirement is not an eligible 
beneficiary. 

b. The term child means: 

(I) A legitimate child under 18 
years of age and unmarried. 

(2) A stepchild, under 18 years 
of age and unmarried, who is in fact 
dependent on the Marine for support. 
The term 11 Stepchild" is defined as a 
child of a spouse by a former marriage. 
The stepchild relationship terminates 
upon the divorce, but not upon the 
death, of the parent spouse. 

(3) A legally adopted child under 
18 years of age and unmarried. 

( 4) A child, as defined above, 
who is over 18 years of age and un
married, and who is incapable of self
support because of being mentally de
fective or physically incapacitated 
provided that condition existed prior 
to reaching 18. 

(5) In all cases, the child, as 
defined above, must be born prior to 
and living on the date of the Marine's 
retirement. Children who are born, 
adopted, or acquired by a marriage 
contracted after the date of retirement 
of the Marine are not eligible. 
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3. Election Deadlines 

a. Generally, all Marine Corps 
personnel who wish to participate in the 
Plan are ad vi sed to make an election 
prior to the completion of 18 years of 
service which are creditable in the com
putation of basic pay. For example, a 
Marine with a pay entry base date of 16 
July 1943 completes 18 years of service 
for basic pay purposes at midnight on 
15 July 1961. If he desires to par
ticipate in the annuity plan, his election 
must be completed and submitted prior 
to midnight of 15 July 196!. It is 
suggested that a Marine not wait until 
the last day, but that he submit his 
election sometime during the period 
between completion of 17 and 18 years 
of service creditable for paypurposes. 
An election, to be valid, must be signed, 
witnessed, and pass irretrievably out of 
the control of the Marine into official 
channels before midnight of the perti
nent deadline date. If the election is to 
be mailed, it must be signed, witnessed, 
and postmarked before midnight of the 
deadline date. The amended program 
now permits members to make election 
after the completion of 18 years of 
service for pay purposes. Those who 
had lost their eligibility to participate 
in the past now have a new opportunity 
to make elections under the program. 
However, an election made after the 
completion of 18 years of service for 
pay purposes is not effective until the 
member has service 3 years from the 
date of election. Consequently, if an 
individual retired during that 3-year 
waiting period, his election is not in 
effect and he is not a participant in the 
Plan. A reservist expecting to receive 
retired pay at age 60 after 20 years 
of satisfactory federal service may 
elect, change his election, or revoke it 
at any time prior to age 57. 

b. A Marine on active duty, who, as 
a result of or in connection with military 
or naval operation, is in a status of 
missing, missing inaction, ondutyatan 
isolated station, interned in a neutral 
country, captured by a hostile force, or 
beleaguered or besieged and who for 
that reason is unable to make an elec
tion prior to the completion of 18 years 
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of service, may make.anelectionwithin 
1 year of his return to the control of 
the Marine Corps and such election 
shall become effective immediately. 

c. A Marine on active duty who is 
retired for physical disability prior to 
completing 18 years of service may 
submit an election at the time of retire
ment, if not made earlier. ("At the time 
of retirement" means not later than 30 
days after the Marine elects the method 
of computation of retired pay, or he 
receiVes official notification that he 
has been determined entitled to receive 
retired pay, whichever is earlier.} 

d. Retroactive retirements. A per
son to whom retired pay is granted 
retroactively as a result of a review 
of his case by authorized boards or by 
other legal action and who desires to 
participate in the Plan, must make his 
election not later than 90 days after 
receiving notice that suchl:>ay has been 
granted to him. 

e. Mental incompetents 

( l) Whenever a Marine on active 
duty is determined to be mentally 
incompetent by medical officers of the 
Navy Department or of the Veterans' 
Administration or has been adjudged 
mentally incompetent by a court of com
petent jurisdiction, and because of 
such mental incompetency is incapable 
of making an election within the time 
limitations prescribed by the Plan, the 
Secretary of the Navy may make the 
appropriate election on behalf of the 
Marine upon request of the Marine's 
spouse or, if not married, by or on 
behalf of his children. 

(2) If a Marine has been declared 
to be mentally incompetent it is ,the 
responsibility of his commander to 
inform the wife and/or children or 
their legal guardian of their rights in 
this respect. 

f .. Unmarried Marines. An unmar
ried Marine who desires coverage may 
submit an election before completion of 
18 years of service for pay purposes 
or at least 3 years before the first day 
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for which he will be entitled to retired 
pay. If he fails to submit an election 
before such deadlines and subsequently 
acquires dependents, he will no longer 
be eligible to be covered by the Plan. 
On the other hand, if he elects an 
option and later is retired without 
dependents, no deduction is made from 
his retired pay. 

g. Prior declinations. A Marine 
who declines to make an election may 
thereafter make an election but only if 
the election is made within the time 
limit applicable in his case. 

h. Corrected elections. If an elec
tion is found to be void for any reason 
except fraud or willful intent of the 
member making the election or his 
failure to submit the election within the 
time limit applicable in his case, he 
may make a corrected election at any 
time within 90 days after he is notified 
in writing that the election is void. A 
corrected election is effective as of the 
date of the voided election it replaces. 

4. Types of Annuities. Annuities may 
be provided by three types of options 
each of which may be coupled with a 
fourth option. A Marine may elect to 
receive a reduced amount of retired pay 
by selecting an option or options to 
provide an annuity equal to one-half, 
one-fourth or one-eighth ofthe reduced 
amount of his retired pay. 

a. Option 1. This annuity is pay
able to a widow and terminates upon 
her death or remarriage, whichever 
occurs fir st. 

b. Option 2. This annuity is payable 
to or on behalf of an eligible dependent 
child or children, stepchildren and 
adopted children. The monthly pay
ments are made in equal shares to the 
surviving children until they reach age 
18 or marry. The annuity is continued 
after age 18 for mentally or physically 
handicapped children as long as they 
remain incapacitated and are unmar
ried, provided the incapacity existed 
prior to the eighteenth birthday. 

c. Option 3. This option provides 
annuity for both the surviving widow, 
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child or children including designated 
children of a former marriage. That is, 
upon the remarriage or death of the 
widow, her annuity payments are 
stopped and annuity is paid to the 
eligible child or divided equally among 
the eligible children. To be eligible, the 
surviving child or children must meet 
the requirements stated under Option 2. 
A Marine may provide for allocating 
during the period of the surviving 
spouse's eligibility a part of the annuity 
under the option for payment to those 
surviving children who are not children 
of that spouse. 

d. Option 4. This option does llQ!; 
provide an annuity as such. Rather, it is 
a "rider" which provides for discon
tinuing reduction in the Marine's re
tired pay in the event his wife or 
children named as beneficiaries die 
or cease to be eligible while the 
retired Marine is still alive. 
Option 4 can be elected only in con
junction with one or more of the three 
survivor annuity options. The additional 
reduction for Option 4 is relatively 
small in comparison with the other 
options. Should his need for the sur
vivor's annuity coverage end in the 
early years of the Marine's retirement, 
Option 4 may save him a substantial 
sum of money during the remaining 
years of his life. 

5. Multiple Options. More than one 
annuity may be provided by combining 
Options I and 2, with or without the 
prov:isions of Option 4. However, each 
option must be designated in an amount 
no larger thanone-fourthofhis reduced 
retired pay and will be computed sep
arately. A member may not elect a 
combination of Options I and 3 or 
Options 2 and 3 for any amount with or 
without Option 4. In those cases where 
the dependent widow and dependent 
children will be living in separate 
household, a combination of Options I 
and 2 may prove desirable. 

6. Submission of Election Forms 

a. Marines elec_ting to participate 
in the annuity plan are required to 
complete and sign the election form 

11-46 
Ch. 7 

(NA VMC I 0236- PD) in triplicate and 
forward them to the Commandant of 
the Marine Corps (Code DNC). Instruc
tions for completing these forms are 
contained on their reverse side. When 
an option(s) is elected, the Marine's 
signature on all copies of the election 
forms must be witnessed by an officer, 
a notary public, or any other official 
authorized to administer oaths. 

b. A Marine who does not desire 
to make an election will submit one 
copy of the election form to the Com
mandant of the Marine Corps (Code 
DNC), completing the following items 
only: name, grade, service number, 
check the block reading "I do not desire 
to receive reduced retired pay in order 
to provide annuity for my dependents", 
and sign the· form. His signature need 
not be witnessed. 

7. Change or Revocation 

a. A change of election is a change 
in the percentage of the reduced amount 
of retired pay under any option or a 
change in any option or options se
lected. 

b. A revocation is a cancellation of 
a previous election and constitutes a 
withdrawal from coverage under the 
Plan. 

c. To avoidconfusionandthepossi
bility of error, a change or revocation 
will be submitted on an election with 
the word 11change'' or ''revocation'', as 
appropriate, typed or printed on the top 
and bottom margins. 

d. A Marine who is not retired may 
change the terms of his election as 
often as he may desire prior to his 
retirement. A change becomes effective 
only if the Marine does not become 
entitled to retired pay 3 years after the 
date of execution and submission ofthe 
change, otherwise the last change exe
cuted 3 years or more before retire
ment will be controlling. 

e. A Marine prior to becoming en
titled to retired pay may revoke an 
election at any time; however, if the 
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member becomes entitled to retired pay 
within 3 years after a revocation, such 
revocation shall have no effect. A Ma
rine is not permitted to withdraw or 
change his revocation. Such revocation, 
however, may be superseded by a new 
election made at any time after the 
revocation and the new election will be 
effective provided there is no entitle
ment to retired pay within 3 years after 
the new election. If the Marine retired 
prior to the expiration of such 3-year 
period, his new election is of no effect 
and his last valid election, if any, 
remains in force. 

f. Once retired, a Marine may not 
change or revoke his election, even 
though he may be ordered to active 
duty. There is one exception to this: 
a Marine on the Temporary Disability 
Retired List who is removed from 
such list because he has been deter
mined fit for duty may continue an 
earlier election or change or revoke 
the election as provided in subpara
graphs d, and e, above. In this con
nection, service creditable for the 
purpose of the 3-year interval required 
to make a change, revocation or new 
election valid includes service before, 
during and after temporary disability 
retirement. 

g. When an election has been made 
by the Secretary of the Navy on behalf 
of an incompetent Marine who is sub
sequently determined to be mentally 
competent, he may, within 180 days 
of such determination, modify or 
terminate the electio.n made in his 
behalf. 

h. A change of dependents within 
an elected option is not a change of an 
election as the election remains in 
effect for the same class of dependents 
selected. 

i. Special provisions for members 
retired under "Hump Law.•• Regular 
officers retired under Public Law 
86-155 as amended (see note following 
10 USC 5701), or who have been con
sidered but not recommended for con
tinuation and retire voluntarily before 
the date specified for retirement under 
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that law, may make a change to or· 
revocation of an election prior to their 
retirement which may be effective 
even though submitted within 3 years 
of their actual retirement. Such a 
change or revocation is effective if 
made at such a time that it would have 
been effective had the officer been 
retired after a normal career which 
would occur on the earliest date pre
scribed for an officer of his grade by 
10 USC 6376, 6377 or 6379, as appro
priate. This usually is 26 years for 
lieutenant colonels and 30 years for 
colonels after 30 June of the year group 
listed behind their name in the register. 
It should be noted that this special 
provision does not apply to officers who 
have been considered by, but not recom
mended for continuation under Public 
Law 86-155 and who thereafter are 
retired for disability. 

B. Declinations. A declination is not an 
election and therefore is not subject to 
the regulations governing changes of 
election. Thus, a Marine who had 
previously declined coverage is still 
eligible to make an election provided 
he does so within the time limit speci
fied for personnel in his category. 

9. Responsibility of Commanders 

a. It is the responsibility of com
manders to provide all active duty 
personnel who have over 17 years but 
less than 18 years of service com
putable for basic pay purposes with 
appropriate instructions and option 
election forms. It is also the responsi
bility of commanders to provide 
Marines retiring for physical disability 
prior to the completion of 18 years of 
service with an individual letter of 
instruction and option election forms 
for submission prior to retirement. 
All Marines in these categories are 
required to make a positive statement 
electing or declining coverage under 
the Plan. 

• b. It is the responsibility of Di
rectors, Marine Corps Districts and 
the Commanding General, Marine Air 
Reserve Training Command, as 
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appropriate, to provide members of 
the Reserve cpmponents on inactive 
duty who have completed 17 years of 
service for basic pay purposes, an 
individual letter of instructions and 
an option election form. All Marines 
in this category are required to make 
a positive statement electing or de
clining coverage under the Plan. 

10. Designation of Dependents 

a. If a Marine has eligible de
pendents, they will be named at the 
time of election. The named dependents 
within an elected option maybe changed 
until the date of retirement, provided 
such changes are limited to the same 
option. 

b. A Marine need not be married to 
select an option to provide an annuity 
for his prospective widow and/ or sur
viving children. However, it is empha
sized that if a Marine without depend
ents does not make an election within 
the time limit specified for his category, 
he may not thereafter be covered by 
the Plan regardless of whether he 
subsequently acquires dependents. If 
he retired without having acquired de
pendents, an option elected does not 
become effective and deductions are 
not made from his retired pay. 

c. On the date of retirement the 
names of the eligible dependents under 
the elected option( s) and the date of 
birth of each must be recorded on the 
form at Headquarters Marine Corps. 
If the wife, child, or children named 
are no longer eligible dependents, it 
is the responsibility of the Marine 
concerned to establish the eligibility 
of the named dependents under the 
elected option(s) prior to retirement. 

11. Substantiating Evidence Regarding 
Dependency and Age of Dependents 

a. At the time of submitting an 
election, the Marine must furnish the 
date and place of his marriage and 
the full maiden name of his wife. If 
requested by the Commandant of the 
Marine Corps, he must submit proof 
of dissolution of prior marriages, if 
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any, of either spouse. The age of each 
dependent named in an election must 
be substantiated by a birth certificate 
or other corroborative evidence. Addi
tional documents required for named 
beneficiaries in certain dependency 
categories are as follows: 

( 1) Adopted child-- decree of 
adoption. If the law of the state in 
which the adoption was granted does 
not authorize the issuance of a copy of 
the decree of adoption, an amended 
birth certificate may be sufficient. 

(2) Stepchild--Marine's signed 
statement that the stepchild is in fact 
dependent upon the Marine for his 
support. 

( 3) Incompetent child--s i g n e d 
statement of a doctor or an appropriate 
official of a hospital or institution 
certifying that the child is incapable 
of self- support because of a mental 
defect or physical incapacity, that the 
condition existed prior to the child's 
reaching the age of 18 or the date the 
disability began, and a statement of the 
facts concerning the degree of dis
ability on which the conclusion of in
competency is based. 

b. If a birth certificate or a certi
fied copy of a birth certificate for a 
named dependent is not available, evi
dence such as a certified copy of 
baptismal or other church record or 
hospital record made at the time of 
birth or shortly thereafter, showing 
the age or date of birth. 

c. When none of the above evidence 
of birth is available, instructions will 
be requested from the Commandant of 
the Marine Corps (Code DNC). 

12. Computation of Reduction 

a. The reduction to be made in the 
retired pay of participating Marines is 
computed in each individual case from 
tables showing the percentage reduction 
factor in retired pay as illustrated in the 
percentage cost tables. The amount of 
the reduction in retired pay is obtained 
by multiplying the percentage reduction 
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factor from the appropriate cost table 
by the rate of such pay, There are three 
basic cost tables by which the cost of 
the Plan is computed. In each table the 
cost is based on length of service for 
pay purposes in the following manner: 
over 20 years of service; over 18 but 
less than 20 years of service; and less 
than 18 years of service. The reduction 
for a member retiring with 20 or more 
years of service for pay purposes is 
not affected by the type of his retire" 
rnent. 

b. If a Marine makes an annuity 
election and is retired with a physical 
disability prior to the completion of 18 
years of service and subsequently dies 
of a service connected disability, his 
widow and/ or eligible children will not 
be eligible to receive an annuity under 
the Plan, if entitled to the benefits of 
the Servicemen's and Veterans's Bene
fit Act (reenacted, 38 USC 401-423); 
i.e., Dependency and Indemnity Com
pensation. This benefit is described in 
paragraph 11201. In such cases the 
amounts by which a member's retired 
pay was reduced will be restored in 
full and paid to his lawful survivors. 
If the retired member's death was not 
service connected, his widow and sur
viving children would not be eligible 
for Dependency and Indemnity Com
pensation benefits, and would receive 
the annuity payments he had elected 
uncle r the Plan. 

c. An adjustment may be made in 
the reduction of retired pay upon the 
finding of an administrative error or 
a mistake of fact. 

d. Subsequent increases or de
creases in retired pay occurring after 
the date the original computation for 
reduction in retired pay has been made 
will in no way affect the original com
putation and therefore will not result 
in a change in the amount of the reduc
tions made nor the amount of the ulti
mate annuity that may be payable. 

e. Marines retiring for disability, 
especially those who are severely dis
abled and eligible to elect, should care
fully weigh the advantages of the Plan 
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because their disability may prevent 
them from obtaining commercial life 
insurance. In many cases, because of 
income tax benefits, the take-horne pay 
of a Marine retiring for disability and 
whose retired pay is reduced to provide 
an annuity under this Plan for his 
survivors will be as much or more than 
that of his counterpart who is retiring 
solely on years of service. (For mem
bers retiring with 20 or more years of 
service, percentage cost tables effec
tive l January 1961 provide the same 
amount of reduction of retired pay 
whether or not the member is retired 
for disability.) 

f. If a Marine on active duty has 
no dependents on the effective date of 
retirement, no reduction in his retired 
pay is made. 

13. Effective Date of Reduction. In the 
case of an active duty Marine retiring 
for years of service or disability, the 
reduction in his retired pay will be 
effective on the date he is retired. 

14, Reduction in Retired Pay and 
Direct Remittances. Retired Marines 
who are receiving retired pay in suf
ficient amount to cover the reduction 
for their participation in the Plan will 
have their retired pay reduced accord
ingly before their retired pay is sent to 
them. If a retired Marine is entitled to 
retired pay but is not receiving retired 
pay for any reason, or if he is not re
ceiving enough retired pay to cover the 
reduction for his election; e.g., because 
he has waived a part or all of his Ma
rine Corps retired pay in favor of re
ceiving VA disability payments, he must 
remit the amount necessary to cover 
his participation in the Plan to the 
Commandant of the Marine Corps (Code 
CDH). Check remittances will be made 
payable to. the Retired Pay Branch, 
Headquarters Marine Corps. 

15. Refund of Reduction. When a Ma
rine on the Temporary Disability Re
tired List who has elected an option is 
removed from the list due to any rea
son other than permanent retirement, 
he shall have ref\lnded to him a 
sum which represents the difference 
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between the amount by which his re
tired pay has been reduced in accord
ance with his elect-ion and the cost of 
an amount of term insurance which is 
equal to the protection provided his 
dependents during the period he was 
on the Temporary Disability Retired 
List. When a Marine is transferred 
from the Temporary Disability Retired 
List to the Permanent Disability Re
tired List, the elected options remain 
in effect and the deductions in retired 
pay will continue, 

16. Termination of Reductions 

a. The reductions in retired pay 
cease when the Marine is no longer 
entitled to retired pay. 

b, When Option 4 is elected, reduc
tions inretiredpayshallcease effective 
on the first day of the month following 
the month in which there is no longer a 
beneficiary eligible to receive this 
annuity. 

c, It is important to note that unless 
Option 4 is elected in combination with 
Options I and/or 2 or Option 3, reduc
tions will continue to be made as long 
as retired pay continues. These reduc
tions continue regardless of the death 
or ineligibility of the wife and/or 
children, 

d. In rare instances the Secretary 
of the Navy may permit members 
retired with pay to withdraw from the 
program for severe financial hardship 
when participation would violate equity 
and good conscience. The absence of an 
eligible beneficiary shall not in itself 
be sufficient basis. No amounts by 
which retired pay is, or has been re
duced, may be refunded. Application 
forms for withdrawal maybe requested 
from the Commandant of the Marine 
Corps (Code DNC). 

I 7, Annuities 

a. Annuities payable under the Plan 
are not assignable, either in law or 
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equity, nor are they subject to execu
tion, levy or attachment, garnishment 
or other legal process. 

b. All annuities payable under the 
Plan shall accrue from the first day of 
the month in which the retired Marine 
dies and shall be due and payable not 
later than the fifteenth day of the follow
ing month and in equal monthly install
ments thereafter. However, no annuity 
shall accrue or be paid for the month 
in which entitlement to that annuity 
terminates. 

c. Annuities for a child or children 
will be paid to the child 1 s guardian or 
the person(s) who has care, custody, 
and control of the child or children. 

d, No annuity is payable to the 
beneficiaries unless the Marine has 
been awarded retired pay. If the Ma
rine dies before being awarded retired 
pay, no reductions have been made and 
therefore no annuity can be paid. 

18, Effect on Income Tax Withholding. 
Reductions of retired pay under the 
Plan are not allowable as deductions 
for Federal income tax purposes .. Con
sequently, an election under the Plan 
will not affect the amount of retired 
pay withheld for income tax or the 
amount of tax the retired Marine may 
be required to pay. 

19. Retrospection.. Coverage is simi
lar to that of any employer- employee 
annuity program, except with respect to 
'the taxation thereof, and the needs for 
participation will vary in each indi
vidual case. Unlike insurance, a mem
ber may not discontinue participation 
or change beneficiaries, under normal 
circumstances, once an election has 
become irrevocable. Similar coverage 
by commercial enterprises would be 
considerably higher in cost since the 
Plan is a nonprofit program adminis
tered by the Armed Forces. 



PART F: RE$ERVISII'S' BENEFITS 

DEATH AND DISABILITY OF graphs 7c(l) and 7c(2), below, for ex-
RESERVISTS . ceptions if performing compulsory 
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1. Entitlement to Benefits under I 0 
u.s.c. 6148 

a. A reservist or his beneficiaries 
in the event of his death, under speci
fied conditions, is entitled to the bene
fits provided by I 0 tJ .S. Code 6148 as 
amended, if he suffers disability in 
line of duty while employed on active 
duty, active duty for trairp.ng, or inac
tive duty training. These benefits in
clude the same pension, compensation, 
hospitalization, and pay and allowances 
as for a member of the Regular Marine 
Corps of corresponding grade and 
length of service. For retired pay and 
related benefits in case of physical 
disability 10 U.S.C. 1201-1221 refer; 
for death gratuity, 10 U.S.C. 1475-
1480; for benefits under laws admin
istered by the Veterans' Administra
tion see Title 38 U.S.C. A reservist 
is considered disabled when he is 
unable, because of a temporary or 
permanent physical or mental impair
ment, to perform the duties of his 
office, rank or grade in such a manner 
as to reasonably fulfill the purpose of 
his employment in a duty status. To 
be entitled under Section 6148, the 
reservist must have been called or 
ordered to perform duty of the nature 
indicated below and must have been 
disabled in line of duty from injury or 
disease while so employed or have 
died from such injury or disease: 

( 1) Extended active duty for a 
period of time in excess of 30 days, 
or while in an authorized travel status 
going to or from such duty (see sub
par. 7, below); or 

(2) Active duty or active duty 
for training for any period of time, or 
while in an authorized travel status 
going to or from such duty, in case of 
death or disability resulting from 
injury. However, in case of disability 
resulting from sickness or disease, 
the reservist must have beenperform
ing active duty or active duty for train
ing under orders specifying a period 
in excess of 30 days but see subpara-

training duty up to 45 days to which a 
reservist may be ordered without his 
consent because of failure to maintain 
satisfactory drill attendance record 
under 10 U.S. Code 270(b); or 

( 3) Inactive duty training for any 
period of time in case of death or 
disability resulting from injury, but not 
while in a travel status going to or 
from such duty--see subparagraph 3, 
below, nor for disability resulting from 
sickness or disease-- see subparagraph 
7c(2), below. 

b. If a reservist eligible for bene
fits under 10 U.S. Code 6148, is also 
eligible for retired pay under 10 U.S. 
Code 6327, or pension or disability 
compensation from the Veterans' Ad
ministration, he shall elect the provi
sion of law that is to be applied to 
him. 

t c. In those rare cases in which 
a reservist who is determined to be 
entitled to disability benefits under 10 
U.S. Code 6148, by reason of issuance 
of a notice of eligibility, thereafter 
becomes entitled to disability benefits 
under some other provisions of federal 
law, or an increased amount of such 
benefit, commanding officers will sub
mit a report of the facts to the 
Secretary of the Navy (Judge Advo
cate General) via official channels, 
including Commandant of the Marine 
Corps (Code DN), with a copy to 
the reservist's disbursing officer. See 
second paragraph of figure 11-6 and 
paragraph 044778, Navy Comptroller 
Manual. 

2. Determinations by Field Commands 

a. Authorized determinations. De
terminations of entitlement to dis
ability benefits provided by 10 U.S. 
Code 6148 and the issuance of Notices 
of Eligibility for Disability Benefits 
in the cases of Marine Corps reservists 
who suffer disability as a result of 
injury, sickness, or disease sustained 
subsequent to their reporting for active 
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duty for training and prior to their 
detachment therefrom, shall be ac
complished by the commanding gen
erals of the following Marine Corps 
activities: 

Marine Corps Base, Camp Pendle
ton, Califorr.rla 

Marine Corps Base, Camp Lejeune, 
North Carolina 

Marine Corps Base, Twentynine 
Palms, California 

Marine Corps Recruit Depot, San 
Diego, California 

Marine Corps Recruit Depot, Parris 
Island, South Carolina 

Force Troops, FMF, Atlantic, Camp 
Lejeune, North Carolina 

Force Troops, FMF, Pacific, 
Twentynine Palms, California 

1st Marine Division (Rein£), FMF, 
Camp Pendleton, California 

Zd Marine Division, FMF, Camp 
Lejeune, North Carolina 

b. Determinations not authorized. 
Field determinations are not authorized 
in the following type cases which will 
be referred to the Commandant of the 
Marine Corps for action: 

(1) All cases involving disability 
occurring to reservists in connection 
with the performance of active duty or 
inactive duty training as differentiated 
from active duty for training. 

(2) All cases of sickness or 
disease where it cannot be readily 
dete.rmined by the attending medical 
authority that the sickness or disease 
involved originated during the period 
of active duty for training being per
formed. 

(3) All cases where there is 
indication that the disability may have 
existed prior to the reservist1 s entry 
into active service. 

(4) All cases of reservists who 
suffer disability from injury or disease 
sustained or incurred while traveling 
to or from active duty for training. 

(5) All cases where, in the opin
ion of the commanding general, there 
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is any question or doubt as to the re
servist's eligibility, and also cases 
wherein he does not have administra
tive jurisdiction. 

3. A Notice of Eligibility for Dis
ability Benefits (see Navy Comptroller 
Manual, paragraph 044776) entitles a 
disabled reservist to disability bene
fits, including pay and allowances be
yond the terminal. date of his active 
duty or training period as long as he 
is hospitalized. The Commandant of 
the Marine Corps, or those command
ing generals designated in subpara
graph 2a, above, will issue the Notice 
of Eligibility ifthe circumstances which 
caused the reservist to be disabled 
are determined to meet the criteria 
established by law. Ifdisabilityextends 
beyond the period of hospitalization, an 
affirmative determination by the Bu
reau of Medicine and Surgery is re
quired for the continuance of disability 
benefits. It is imperative that the 
speedletter reports required on the 
occasions mentioned in subparagraph 7, 
below, be submitted promptly and accu
rately as these reports are primarily 
used as one of the bases for these 
determinations. It should be noted that 
a speedletter report is required for all 
reservists who suffer disability while 
traveling to and from active duty for 
training, inactive duty training and 
those infrequent instances of extended 
active duty personnel mentioned in sub
paragraph 7a, below; however, those 
traveling to and from inactive duty 
training are not normally eligible for 
Navy Department disability benefits. 
In these cases, the report is required 
for other purposes, and, in the event 
of subsequent death from such dis
ability, the report is an immediate 
source of accurate information for 
determination for any benefits from 
other goVernment agencies. 

4. Medical Examination. Whenever the 
disability of a reservist on active duty, 
active duty for training, or on inactive 
duty training is reported in accordance 
with the provisions stated herein, the 
commander will have an immediate ex
amination made by a medical officer of 
the U. S. Navy or U.S. Naval Reserve 
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when practicable; otherwise it may 
be performed by any federal med
ical officer, or if none of the 
foregoing are available, by a 
civilian physician. See Chapter 20, 
Manual of the Medic a 1 Depart
ment. 

.5. Investigation. An investigation by 
a factfinding body of injury, disease 
or death of a reservist on active 
duty, active duty for training 
(including 6-month trainees) or in
active duty training or while per
forming travel direct 1 y to or 
from such duty must be ordered 
in all cases indicated in JAG 
Manual sees. 0801-0803 and 
0911. 

6. Report of Death. A report of death 
of a reservist on extended active duty, 
active duty for training or inactive 
duty training, or engaged in travel to 
or from such duty, will be submitted 
by message in accordance with para
graph 12154. 

7. Required Reports of Disabilities. 
Commanders having cognizance of 
Marine Corps reservists performing 
active duty, active duty for training 
and inactive duty training shall have 
established procedures for the timely 
gathering of information concerning 
disabilities suffered by reservists while 
performing such duties, and in accord
ance with this paragraph, will submit 
prompt speedletter reports as follows: 

• a, Reports of disability suffered by 
reservists on extended active duty. 
When a reservist performing extended 
active duty, or while in an authorized 
travel status going to such duty, suf
fers a disability from injury or disease, 
he will be administered under the same 
provision of this Manual and other 
directives applicable to Regular Marine 
Corps personnel. However, in instances 
in which a disability results from an 
injury or disease incurred by a re
servist while in an authorized travel 
status proceeding from extended active 
duty, or in which the separation physi
cal examination fails to reveal an 
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tnJury or disease incurred during ex
tended active duty which results in a 
disability after release, the commander 
of the Marine Corps activity first 
receiving information of such a dis
ability will immediately submit a re
port by speedletter to the Commandant 
of the Marine Corps (Code DN), fur
nishing a copy to the Bureau of Medi
cine and Surgery (Code 333), See figure 
ll-7 or ll- 8 for sample speedletter 
report which contains items of infor
mation which must be furnished. 

• b, Reports of injury suffered by 
reservists employed on active duty 
for training or inactive duty training. 
When a reservist on active duty for 
training or on inactive duty training 
(drills) suffers disability from injury 
in line of duty while performing such 
duty, or while engaged in travel to or 
from such duty, the commander will 
submit immediately a report by speed
letter to the Commandant ofthe Marine 
Corps (Code DN) for those reservists 
injured while performing inactive duty 
training, and for those injured while 
engaged in travel to or from active duty 
for training or inactive duty training, 
and to the appropriate commanding 
general designated in subparagraph 2., 
above, in the cases of reservists in
jured while engaged in active duty for 
training. In all cases, copies will be 
furnished to the Commandant of the 
Marine Corps (Code DN), the Bureau 
of Medicine and Surgery (Code 333), 
and the Marine Corps disbursing offi
cer concerned. See figure ll-7 for 
sample speedletter report which con
tains items of information which must 
be furnished. 

c. Reports of sickness or disease 
suffered by reservists employed on 
active duty for training 

• (l) When a reservist on active 
duty for training for a period in excess 
of 30 days, except under 10 U.S. Code 
2.70(b), see subparagraph 7c(Z), below, 
suffe:rs disability from sickness or 
disease in the line of duty while per
forming such duty, the commander will 
immediately submit a report by speed
letter to the appropriate commanding 

11-53 
Ch.2 



11250 MARCORPERSMAN 

general de signa ted in subparagraph 2, 
above. In those cases where the dis
ability is incurred while engaged in 
travel to or from such duty, the speed
letter report will be forwarded to the 
Commandant of the Marine Corps (Code 
DN). In all cases copies will be pro
vided the Commandant of the Marine 
Corps (Code DN), the Bureau of Medi
cine and Surgery (Code 333), and the 
Marine Corps disbursing officer con
cerned. See figure ll- 8 for sample 
speedletter report which contains items 
of information which must be furnished. 

(2) A reservist on active duty 
or active duty for training for a period 
of 30 days or less, or on inactive 
duty training, or a reservist on active 
duty for training under 10 U.S. Code 
270(b), who suffers disability from 
sickness or disease in line of duty is 
not entitled to pay and allowances 
during the period of disability beyond 
the terminal date of his duty orders. 
He is entitled to necessary hospitaliza
tion as defined in 10 U.S. Code 6148(d), 
medical treatment, subsistence during 
hospitalization and transportation and 
subsistence to the place from which 
ordered to training duty, but only if 
his sickness or disease results in a 
disability which renders him unfit to 
perform active duty for training or 
inactive duty training. No speedletter 
report is required in these cases. 
Should such sickness or disease ter
minate in death, a report of death will 
be submitted in accordance with para
graph 12154. The reservist's bene
ficiary(ies) may be entitled to death 
gratuity under 10 U.S. Code 1475-1480 
or compensation or pension under the 
laws administered by the Veterans' 
Administration. 

8. Procedures. Upon receipt of the 
reports required by paragraph 7, above, 
the following action will be taken by the 
commanding generals specified in 
paragraph 2: 

a. Review all available information 
in order to ascertain: 

( 1) That he is authorized to act 
on the specific type case involved; 
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(2) That the individual reported 
on is in fact disabled; is a member of 
the Marine Corps Reserve; and was, at 
the time of the onset of disability per
forming active duty for training under 
the administrative jurisdiction of his 
command; 

(3) That the disability resulted 
from an injury or disease and was 
incurred in line of duty; and 

(4) Whether or not the hospitali
zation or disability may be expected 
to extend beyond the terminal date of 
the training duty orders. 

6 b. H in his opinion, the reservist 
l'oncerned is eligible to receive the 
benefits authorized by 10 U.S. Code 
6148, prepare and forward to the re
servist via his immediate commander 
a Notice of Eligibility for Disability 
Benefits in the form prescribed by 
figure ll-9. 

c. If in his op1mon, the reservist 
concerned is not eligible for, or there 
is no requirement for the issuance of 
a Notice of Eligibility, inform the in
dividual concerned via his immediate 
commander in writing, indicating the 
basis for the noriissuance or denial, 
and furnish a copy to the Commandant 
of the Marine Corps (Code DN) and the 
Bureau of Medicine and Surgery (Code 
333). 

d. If in his opinion, there is any 
doubt as to eligibility or entitlement 
or if the case is of the type upon which 
he has no authority to act, as outlined 
in subparagraph 2b, above, forward 
the report together with all pertinent 
facts and circumstances to the Corn
mandant of the Marine Corps (Code 
DN) for a determination. .9. Issuance of the Notice. When en
titled thereto, an original and seven 
copies of the Notice of Eligibility with 
endorsement sheet attached will be 
furnished the reservist, Specific in
structions for the use of the original 
and seven copies by the reservist are 
contained in the sample Notice of 
Eligibility (see figure 11-9). A copy 
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of the notice will also be furnished the 
Commandant of the Marine Corps (Code 
DN), the Bureau of Medicine and Sur
gery (Code 333), and the appropriate 
disbursing officer handling the reserv
ist's pay record. The reservist will 
also be furnished two copies of the 
compensation certificate shown. in, 
figure 11-6. If a notice has been 
issued and the reservist concerned 
is released from the hospital as fit 
for full duty prior to the expira
tion of his active duty for training 
orders, the Notice of Eligibility and all 
copies will be returned to the issuing 
authority for cancellation. 

t10. Actions by the Recipient of the 
Notice. Upon receipt of the Notice of 
Eligibility and accompanying papers, 
the reservist shall forward to the dis
bursing officer carrying his account 
two certified copies of the notice, 
completed to include the required en
dorsements and compensationcertifi
cate appropriately executed and 
signed. In the event the reservist is 
informed by his commanding general 
that he is not eligible for disability 
benefits under 10 U.S. Code 6148, the 
reservist may request review of his 
case by addressing correspondence to 
the Commandant of the Marine Corps 
(Code DN), via official channels to 
include the officer who made the denial, 
setting forth any additional facts or 
circumstances upon which he bases 
his claim to benefits and enclosing all 
pertinent correspondence. In order to 
expedite consideration of the case, 
such communications should be sub
mitted at the earliest date practicable. 

11. Applicable Provisions 

a. Active duty for training termi
nates automatically on the date speci-
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fied in the reservist's orders. Train
ing duty orders may not be extended 
after their terminal date, nor may a 
reservist be ordered to active duty or 
active duty for training for the express 
purposes of hospitalization andjor 
medical evaluation. 

• b. Reservists may not continue to 
teceive pay and allowances specifically 
because of disability after the terminal 
date of their training duty period unless 
a Notice of Eligibility for Disability 
Benefits under this paragraph is 
issued. Even though a Notice of Eli
gibility has been issued, in cases where 
the disability extends beyond the period 
of hospitalization and training duty, an 
affirmative determination by the 
Bureau of Medicine and Surgery that 
the disability continues to exist is 
required before pay and allowances may 
be continued. All requests for such an 
affirmative determination will be for
warded to the Bureau of Medicine and 
Surgery (Code 333) via channels includ
ing the Commandant of the Marine 
Corps (Code DN), and will include all 
pertinent information concerning the 
case. See subparagraph 6 of the sample 
notice, figure 11-9. 

c. A reservist hospitalized in an 
Armed Forces medical facility will 
not be transferred to a nonmilitary 
medical facility unless such transfer 
can be fully justified on a medical 
basis or prior approval is obtained 
from the Chief of the Bureau of Medi
cine and Surgery. 

d. Personnel who are rece1v1ng 
be,nefits under the authority of such a 
notice will not be considered in a "duty 
status." Accordingly, their dependents 
will not be entitled to dependent medi
cal care, nor will the members be 
entitled to accrue leave credit. 
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Place: 

MARCORPERSMAN 

CERTIFICATE CONCERNING RECEIPT OF PENSION, 

DISABILITY ALLOWANCE OR DISABILITY COMPENSATION 

FROM THE GOVERNMENT OF THE UNITED STATES 

Date: 

I certify that I (am) (am not) in receipt of pension, disability allowance or dis-

ability compensation by virtue of prior military service. 

In the event I later become entitled to a pension, disability allowance or dis-

ability compensation, or become entitled to any such benefit in an increased 

amount, I understand that I must immediately notify my commander and 

disbursing officer of such fact. 

Signature, Grade and Service Number 

INSTRUCTIONS 

This certificate must be completed and furnished to the disbursing officer with 
the Notice of Eligibility for Disability Benefits. See paragraph 044772, Navy 
Comptroller Manual. 

Figure 11-6 
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:SAVEX08-4181 

(Fold) 

UU lOA /J.tGIN7 

tmliiJ 0NI..1 

TO: I commandant of the Marine Corps 
(Code DN) 
Washington, D.C. 20380 

L _j 

11250 

00 NOr CLEA.t THIIO/JGH 

COMWJNICAfiOH OU/Cf 

NAVAL SPEEDLETTER-

Permits dispatch or informal language. 

May be sent (1) with enclosures, (2) in 
o window envelope (size Sri" x 3%'')1 
if contents are not classified as confi· 
dential or higher, (3) to both naval and 
nonnoval activities. 

Is packaged 500 sheets of white or of 
one color: yellow, p;.nk:, Or green. 

In compliance with MARCORPERS¥Jrn, par. 11250, the following report of inJury 
(10 USC 6148 (a)) is submitted: 

A. Sgt David M. MASON, 153244, USMCR 
B. Employed on Active Duty for Training for the period 0800 - 28Jan64 to 2400 -

l3Feb64 (Copy of orders attached). 
c. Suffered a fracture left tibia at 0821-on 12Feb64 at CamLej 
D. Result accidental fall from truck. 
E. Admitted NavHosp CamLej at 0830 on l2Feb64. 
F. Estimated period of hospitalization 3 weeks from this date. 

(Medical abstract attached.) 
G. Estimated period of disability 2 months. 
H. Injury was incurred in line of duty. 
I. Home address: 1215 46th St., S.E., Washington, D.c. 

JOHN C. JONES 

Encl: 
(1) Copy of orders to Active Duty for Training 

.Jiote: *See reverse side of ~·igure 11-7 for special instructions for preparing 
Report of Injury 

''""" BU}~ (Code 333) 
CG KARCORB CAMLEJ 
CO RTBN ~CORB CAMLEJ 

DISBO MARCORB CAMLEJ 
COMART 

ADDRESS: fommanding Officer, VNF 321 MARTD MAJirC 
4th MAW FNF USY.CR 
NAF, Andrews Air Force Base 

+-8EN8ER'S MAILING At'DRESS 

Address reply as shown at left; or reply 
~1ereon and return in window envelope 
(size BW x 3W'), if not classified as 
ccnfidential or higher. 

!l'_ashington, D.C. 20390 _J CU.SSIFICATION 

' Figure 11-7 
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*SPECIAL INSTRUCTIONS FOR INJURY REPORT 

All of the information enumerated below for each item of the report is the rrum
mum required. To preclude delay in submission words 11unknown, 11 11being inves .. 
tigated" or other appropriate remarks may be used in the initial report but will 
be supplemented with complete information as soon as it becomes available. 

Item A. Show Name, Grade, Service Number, and Component. 
B. Show StatUs to include type reserve duty being performed, and time and 

dates of duty period. In cases where orders were issued, attach a copy 
of the orders. In others, explain, such as: "While performing regularly 
scheduled drill from 2.000 to 2.2.00 on 25Jan60." 

C. The nature of injury must be shown and the date and time of occurrence. 
Also the location where injury occurred, such as: "At the USN Station 
armory. 11 

D. In this item include a brief statement of the manner in which the injury 
occurred. 

E. Show date, time and identity of hospital where hospitalized. If hospital
ized in other than Federal hospital the name and address of the doctor 
must be shown. 

F. Estimated period of hospitalization. In the event hospitalization or dis
ability is likely to extend beyond the normal date of release from active 
duty, active duty for training, or the inactive duty training period, the 
commander preparing the speedletter report will obtain a medical 
abstract from appropriate medical authority and attach it to the speed
letter report. This abstract shall contain such of the following material 
as is appropriate: 

(a) Established diagnosis. 
(b) Facts concerning the ongm of the injury sufficient for the Chief, 

Bureau of Medicine and Surgery, to determine: 

( 1) Whether condition existed prior to reporting for duty. 
(2) Whether condition aggravated by service. 

(c) Brief of symptoms, treatment and response to treatment. 
(d) Estimated period of hospitalization. 
(e) Opinion as to disposition to be made. 

If this above information for the medical abstract is not available immediately, 
the speedletter report will not be delayed for this reason. The medical abstract 
will be forwarded, as soon as it can be obtained, in a supplemental speedletter 
report, retaining all information addressees. 

G. Estimated period of disability. 
H. Opinion as to line of duty status at time of injury. 
I. Complete home address of reservist. 

Figure 11-7.--Conrinued. 
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0 REGUlAR MALL 0 SPECIAL DEllVERY 

TO: 'commandant of the Marine Corps 
(Code DN) 
Washington, D.C. 20380 

L 

URGENT 

_j 

2 

11250 

DO N01 CLEAR THROUGH 

COMMUNICATION OIIICt 

1964 

NAVAL SPEEDLETTER-

Permits dispatch or informal language. 

May be sent (1) with enclosures, (2) in 
a window envelope (size 8%" x 3%"'), 
if contents are not classified as confi
dential or higher, (3) to both naval and 
nonnaval activities. 

Is packaged 500 sheets of white or of 
one color: yellow, p~nk, or green. 

In compliance with MARCORPERS~:AN, par. 11250, the following report of disease 
(10 USC 6148 (b)) is submitted: 

A. Pvt Kevin CARSON, 2567890, US!t.CR(H). 
B. Employed on Active Duty for Training at this command for a period of 6 months -

2Aug63 to 2Feb64 (Copy of orders attached). 
C. Suffered an attack of acute appendicitis on 28Jan64 at this connand. 
D. Admitted to Dispensary this post at 0930 on 28Jan64. 
E. Estimated period of hospitalization 3 weeks from this date. (Medical 

abstract attached.) 
F. Estimated period of disability 4 weeks from this date. 
G. Disease incurred in line of duty. 
H. Disease did not exist prior to reporting for training duty. 
I. Home address: 206 Blossom Lane, Birmingham, Alabama. 

RICHARD BELVINS 

Enol: 
(1) Copy of orders to Active Duty for Training 

Note: *See reverse side of Figure ll-8 for special instructions for preparing 
Report of Disease 

'"""' BUMED (Code 333) 
CG MARCRUITDEP PARRIS ISC 
DISBO MARCRUITDEP PARRIS ISC 

DIR 8TH HARCORDIST 
CO 3D 105MMHOWBN 

ADDRESS: 1commanding Officer 
lst RT Bn, MarCruitDep 

LParris Island, South Carolina 

.,__SENDER'S MAIUNG AI'DRESS 

A~dress reply as shown at left; or reply 
.1ereon and return in window envelope 
(size 8}\"' x 3%"''), if not classified as 
confidential or higher. 

_j 

' Figure 11-B 

732-936 0-64-11 

CU.SSlFJC.O.TIOM 
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*SPECIAL INSTRUCTIONS FOR DISEASE REPORT 

All information enumerated below for each item is the minimum required. To 
preclude delay in submission the words "Unknown," "Under Investigation, 11 or 
other appropriate remarks may be used in the initial report but will be supple
mented with complete information as soon as it is available. 

Item A. Show Name, Grade, Service Number and Component. 
B. Show status to include type reserve duty being performed, and~ and 

dates of duty period. In cases where orders were issued, attach copy of 
the orders. In others explain, such as "while performing regularly 
scheduled drill from ZOOO to 2Z00 on Z5Jan60." 

C. The nature of the disease must be shown and the date and place of the 
onset. 

D. Show date, time and identity of hospital where hospitalized. If hospital
ized in other than Federal hospital the name and address of the attending 
doctor must be shown. 

E. Estimated period of hospitalization. In the event hospitalization or dis
ability is likely to extend beyond the normal date of release from active 
duty, active duty for training, or the inactive duty training period, the 
commander preparing the speedletter report will obtain a medical 
abstract from appropriate medical authority and attach it to the speed
letter report. This abstract shall contain such of the following material 
as is appropriate: 

(a) Established diagnosis. 
(b) Facts concerning the origin of the disease sufficient for the Chief, 

Bureau of Medicine and Surgery to determine: 
(1) Whether condition existed prior to reporting for duty. 
(Z) Whether condition aggravated by service. 

(c) Brief of symptoms, treatment, and response to treatment. 
(d) Estimated period of hospitalization. 
(e) Opinion as to disposition to be made. 

If this above information for the medical abstract is not available imme
diately, the speedletter report will not be delayed for this reason. The 
medical abstract will be forwarded as soon as it can be obtained, in a 
supplemental speedletter report, retaining all information addressees. 

F. Estimated period of disability. 
G. Opinion as to line of duty status at time of onset. 
H. Opinion whether disease existed prior to reporting for training duty and 

whether disease was aggravated by training duty. 
I. Complete home address of reservist. 

Figure 11-8. --Continued. 
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From: 
To: 
Via: 

Subj: 

Ref: 

Commanding General ------------------------------------------~~~~ 
~~----~~~~--~~~~~----------------------USMCR 
(1) Commanding Officer (Man's Unit) 
(2) Commanding Officer or Superintendent of Hospital __________________ _ 

Notice of Eligibility for Disability Benefits under Title 10, U.S. Code, 
Section 6148(a) 

(a) MARCORPERSMAN, par. 11250 
(b) (Report received from man's commanding officer) 
(c) Chapter 4, part I, section V, subsection 4, Navy Comptroller Manual 

1. Under the provisions of 10 U.S. Code 6148(a), as promulgated by reference (a), 
it has been determined from reference (b)·, that on (date) you suffered a 
disability in the line of duty due to an injury sustained on that date while employed 
on active duty for training at (place) • You were admitted to (hospital 
and location) , on (date) for treatment. You are therefore 
determined to have been in active naval service on (date of injury) and 
during the period of your hospitalization you are in all respects entitled to the 
benefits set forth under reference (a). 

2. Your horne address is ------------------------------------------------------
3. The (commanding officer or superintendent of hospital) is requested to fur
nish the information required for the applicable portions of the attached endorse
ment sheet. 

4. You will furnish the disbursing officer carrying your pay accounts with the 
following: 

a. Two certified copies of this notice, completed to include the endorsement 
sheet. 

b. Signed certificate of nonreceipt of pension, disability allowance or dis
ability compensation properly executed in duplicate. 

5. Upon receipt of the above, the disbursing officer is authorized to credit 
and make payment of pay and allowances to you for the period of your disability 
while hospitalized in accordance with the instructions contained in refer
ence (c). 

6. If your disability extends beyond the period of your hospitalization an affirma
tive determination by the Bureau of Medicine and Surgery will be required before 
your entitlement to pay and allowance may continue. In this event you will contact 
your commanding officer for assistance in obtaining such determination from the 
Bureau of Medicine and Surgery. 

7. For settlement of your pay record in accordance with reference (c), you will 
deliver the original and five certified copies of this letter bearing all endorse
ments to the disbursing officer. 

Copy to: 
CMC (Code DN) 
BUMED (Code 333) 
Disbursing Officer concerned 
Others concerned 

' Figure 11-9 

(Signature of Commanding General) 
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ENDORSEMENT SHEET-NOTICE OF ELIGIBILITY 
FOR DISABILITY BENEFITS UNDER 10 U.S. Code 6148 

Endorsement 

l. Forwarded 

2. Admitted hospital or 
equivalent facility. 
Notice delivered. 

3. Transferred as patient to: 

4. Reported as a patient. 

Time &Date 
Activity &Place 

5. Hospitalization completed by reason of: 

Signature 

Commanding Officer 
or Superintendent 

Medical Officer 

Medical Officer 

Medical Officer 

Date -------

Returned to full duty - - - - - - - - - - - - - - - - - - - - - - 0 
0 Discharged by Medical Survey- - - - - - - - - - - - - - - -

To proceed home to await action on retirement pro-
ceedings - - - - - - - - - - - - - - - - - - - - - - - - - - - -

Other (Explain) - - - - - - - - - - - - - - - - - - - - - - - - - -

0 
0 

Medical Officer 

6. Paid: 

11-62 

Active duty pay and allowances on this notice 
from to 

Mileage from to 
Advance transportation •••••••..••••••••••••..•.••••• 
Subsistence ....................................•........ 

t Figure 11-9.--Continued. 

$ ___ _ 
$ ___ _ 
$ ___ _;_ 
$ ___ _ 

Disbursing Officer 



PART G: PERSONAL PROPERTY 

11300 PERSONAL PROPERTY 
CLAIMS 

l. Statutory Authority. Under the Mili
tary Personnel Claims Act of 1945, as 
amended (now codified as 10 U.S. Code 
2732), officer and enlisted personnel of 
the Marine Corps and, in certain in
stances, their s:urvivors may submit a 
claim and receive cash reimbursement 
for damage to or loss, destruction, 
capture, or abandonment of personal 
property and household effects if the 
loss or damage occurred incident to 
service, was not caused in whole or in 
part by negligence on the part of the 
claimant or his duly authorized agent, 
and the possession by the claimant of 
the property under the circumstances 
was reasonable, useful, or proper . 

• 2. Implementing Regulations, Instruc
tions, and Forms. Navy Personnel 
Claims Regulations incorporated as 
chapter XXI of JAG. Instruction 
P5800. 7, the JAG Manual, promulgate 
the provisions ofthe Military Personnel 
Claims Act of 1945, as amended. The 
Handbook for Claims Investigating Offi
cers, Personal Loss Claims (NAVPERS 
15905-NAVMC 1176) contains detailed 
information for guidance in the prepa
ration, submission, examination, and 
approval or disapproval of personal 
claims. The claim form, NAVEXOS-
2662A and -2662B, is designed for use 
in presenting this type claim. 

3. Specific Conditions and Type Items-
Not Allowable. The following types of 
items, if lost or damaged en route to 
or from or in a combat zone or on train
ing exercises, will not normally be con
sidered to be reasonable, useful, neces
sary, or proper under the attendant 
circumstances andreirnbur sement 
therefor ordinarily will not be made: 
electrical appliances such as radios, 
shavers, blankets, etc.; hobby and rec
reational items such as cameras and 
related equipment; athletic equipment, 
privately-owned revolvers, pistols and 
rifles, unless match equipment, etc.; and 
civilian clothing except when the pos
session of such clothing under the cir
cumstanc~s is specifically authorized. 

• 4. Forwarding of Claims Submitted by 
Army, Navy and Air Force Personnel. 

Commanders of Marine Corps activities 
will, upon request, investigate and for
ward personal effects and household 
goods claims of personnel of the other 
military services attached to, or serv
ing with, their commands. Commanders 
of Marine Corps activities may extend 
this service to retired or discharged 
personnel or to the widows of former 
members of the military services who 
reside in the vicinity of a Marine Corps 
installation. Claims will be prepared in 
accordance with Navy Personnel Claims 
Regulations. The use of Army or Air 
Force forms is not required. 

a. Claims of U. S. Army personnel 
will be forwarded to: Claims Division, 
OTJAG-DA, Fort Holabird, Baltimore, 
Md. 

b. Claims of U. S. Air Force per
sonnel will be forwarded to: Head
quarters, U. S. Air Force (AFCJA-13), 
Washington 25, D. C. 

c. Claims of U. S. Navy personnel 
will be forwarded to: Bureau of Naval 
Personnel, Washington 25, D. C. 

11301 PERSONAL EFFECTS AND 
BAGGAGE 

1. General 

a. Responsibility. The commander 
is charged with the responsibility for 
collecting, inventorying. and placing in
to safe storage for ultimate disposition, 
the personal effects and baggage of all 
service members who come into any 
status whereby such members cannot or 
do not care for their own property. This 
includes those who die, are reported 
missing, are incapacitated by injury or 
disease, are in the unauthorized absence 
status, and those who for any other 
reason become separated from their 
effects. 

b. Disposal. Existing statutes au
thorize the disposal, after expiration of 
a specified period, of all lost, aban
doned, or unclaimed personal property, 
and personal effects of deceased or 
missing personnel, provided that dili
gent effort was made and failed to 
determine and/or locate the owner, 
the next of kin, the heir(s) or other 
proper recipient~ of the personal 
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effects. 
below. 

See subparagraph 4, 

c. Personal effects and baggage 
centers 

(1) Marine Corps Personal Ef
fects and Baggage Centers are located 
at Marine Corps Bases, Camp Pendle
ton, California and Camp Lejeune, North 
Carolina. The centers have been estab
lished to perform the necessary func
tiona in connection with the recovery, 
receipt, segregation, inventory, ship
ment, storage, delivery and disposal of 
those effects and baggage that are lost, 
abandoned, or unclaim·ed, ·and those ef
fects and baggage of deceased or miss
ing Marine Corps personnel, attached 
personnel from other armed services, 
and the effects and baggage of certain 
civilians or others as may be directed 
by the Commandant of the Marine 
Corps. Included in the mission of these 
activities is the responsibility to: 

(a) Receive personal effects 
and baggage from any theater of opera
tion, through ports of entry or air ter
minals, or other means, and to receive 
the personal effects and baggage of 
Marine Corps personnel and others as 
indicated above who, through no fault of 
their own, become separated therefrom. 
This includes personal effects and bag
gage of deceased, missing or evacuated 
personnel, and prisoners of war. 

(b) Receive from Marine 
Corps activities the personal effects and 
baggage of deceased Marines and others 
as indicated above, when the next of kin, 
heir(s), or other proper recipient is 
unknown or cannot be determined and/or 
located. 

(c) Receive from certain Ma
rine Corps activities personal effects 
and baggage that are determined to be 
lost, abandoned, or unclaimed including 
those of absentees and deserters, under 
certain specified conditions. 

(d) Specific instructions per
taining to the operation of personal ef
fects and baggage centers are contained 
in the Marine Corps Supply directives. 

(2) Activities designated to re
ceive lost, abandoned, and unclaimed 
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effects of Navy personnel are Stockton 
Annex, Naval Supply Center, Oakland, 
Stockton, California and Cheatham 
Annex, Naval Supply Center, Norfolk, 
Williamsburg (Penniman), Virginia. 
Lost, unclaimed, or abandoned personal 
property of Navy personnel and the 
effects of deceased or missing Navy 
persons located west of the Mississippi 
should be shipped to Stockton Annex; 
that located east of the Mississippi 
should be shipped to Cheatham Annex. 

d. Shipment of personal baggage 
upon transfer 

( 1) Commanders shall instruct 
all personnel in pay grades E-1, E-2, 
E-3, and E-4 with less than 4 years 
service, that upon transfer or detach
ment the Marine Corps will not ship or 
store personal baggage in excess ofthe 
limit (200 pounds) carried free by 
commercial carriers. Personnel in pay 
grade E-4 with over 4 years service 
have an authorized weight entitlement 
upon transfer or detachment, which is 
specified in chapter 8, Joint Travel 
Regulations. Therefore, such persons 
specified above who do not have a weight 
authorization will be directed to ship or 
otherwise dispose of excess personal 
baggage at their own expense. 

(2) Where travel incident to 
transfer or detachment is to be per
formed by air, and the weight of per
sonal baggage carried free by the 
carrier is limited, the difference in the 
weight of the personal baggage carried 
free and 200 pounds may be shipped at 
government expense on government 
bills of lading. When personnel in pay 
grades E-1, E-2, E-3, and E-4, except 
E-4's with over 4 years service be
come separated from their personal 
baggage through no fault of their own, 
shipment, subject to a 200 pound weight 
limitation, on government bills of lading 
may be made at no expense to the 
individual. Shipments for personnel in 
all other pay grades are subject to the 
weight limitations specified in chapter 
8, Joint Travel Regulations. 

(3) Personnel entitled to ship
ment of personal baggage as outlined 
above will submit a request for same 
to the commander of the organization 

,-_t 
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holding the baggage. In the !'Vent the 
location of the baggage is not known, 
the request will be submitted to the 
Commandant of the Marine Corps (Code 
DN). Keys for lockers, trunks, etc., will 
be forwarded with the request for ship
ment. 

e. Household eff10cts. Instructions 
relating to household effects are con
tained in Joint Travel Regulations. 

f. Privately-owned motor vehicles 

(1) Abandoned privately-owned 
motor vehicles will not be turned over 
to the personal effects and baggage 
centers, but will be disposed of by the 
nearest government selling activity. 
Navy Property Redistribution and Dis
posal Regulation /H in hands of selling 
activities applies. 

(2) Privately-owned motor ve
hicles of deceas.ed personnel serving 
outside the continental United States or 
in Alaska, will be shipped to the 
address specified by the next of kin, at 
goverJUnent expense. 

(3) Privately-owned motor vehi
cles of deceased personnel serving 
within continental United States will be 
disposed of as desired by the next of 
kin at their expense. 

2. Definitions 

a. Personal baggage. The term 
"personal baggage" shall be construed 
to include duffel bags, barracks bags, 
flying bags, trunk lockers, wardrobe 
trunks, handbags, other containers suit
able for shipment, personal bedding 
rolls, sleeping bags, other authorized 
personal property, and other items 
authorized in movement, shipment, or 
travel orders, but does nqt include 
household effects or privately-owned 
motor vehicles. 

b. Personal effects, The term "per
sonal effects" or "effetts" shall be con
strued to mean articles of individual 
uriiform and civilia!'l'clothing a!'ld other 
effects having intrinsic .or sentimental 
val1,1.1' such as. j~>welry,, ~01,1.11tain pens, 
mechanical pencils, spectacles, per
sonal camera• •. wallets, billfolds, 
ml!dals, insignia, photographs, diaries, 
Bibles, per11onal papers, etc. 
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c. Government property. The term 
"g ever nm ent property'' shall be 
construed to mean government-issued 
material, flight clothing, tools, instru
ments, optical instruments, combat 
gear and Class IV or organizational 
clothing, firearms, ammunition, gren
ades, fuses, drugs, official publica
tions, government-owned cameras, and 
instrumentS usually identified by U. S. 
Government serial numbers. 

d. Next of kin, heir(s), or other 
proper recipient. The individual defined 
as having the primary right to control 
the administrative disposition and/ or 
to receive the personal effects and 
baggage of deceased or missing person
nel, of personnel living or deceased who 
cannot be located, and personal effects 
and baggage that are lost, abandoned or 
unclaimed, including those of absentees 
and deserters and others, which are now 
or may hereafter come into the posses
sion, custody or control of the Marine 
Corps, is the person or persons surviv
ing in the following order of precedence: 

(1) Spouse or legal representa-
tive of the estate; 

(2) Child or children; 

( 3) Parent or parents; 

(4) Brothers and sisters; 

( 5) The per son or per sons deter
mined to be entitled under the laws of 
the state i11 which the owner was domi
ciled. In all cases where the personal 
effects and baggage are released or 
delivered to individual( s), as indicated 
in the above precedence listing, and the 
circumstances known or anticipated 
indicate tha.t a dispute as to the owner
ship of the effects and/ or baggage may 
occ1,1.r, such individual(&) and any other 
interested persons will be advised that 
the delivery of the effects and/or bag
gage is procedural only and does not 
invest title to the effects and /or baggage 
in the recipient to whom the Marine 
Corps surrenders them. Finaldecision 
as to title and ownership rests with the 
proper civil court having jurisdiction 
of the matter in accordance wit!). the law 
of the state of the legal residence in 
which the owner was domiciled. 
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e. Theate;r'of operations. The term 
"theat~r . of .6petations 1

' shall be 
construed to mean any area outside the 
continental United States in. which Ma
rine Corps personnel are employed. .3. Invento:t."y. Whenever itisnecessary 
to conduct liUl inventory of the personal 
effects andjor baggage of personnel in 
a status shown in paragraph la, above, 
the commander will appoint a board 
consisting of an officer or staff non
commissioned officer to accomplish 
this task. This appointment may be oral 
if the commander is satisfied that the 
assigned member is thoroughly cog
nizant of the duties and responsibilities. 
When the effects or baggage of a com
missioned officer a::re being inven
toried, such will be accomplished by a 
commissioned officer. 

a. The commander will cause the 
personal effects and baggage to be col
lected and inventoried and placed in safe 
storage immediately upon receipt of in
formation reporting the status requiring 
same, or as soon thereafter as practi
cable. NAVMC 10154 ·SD, Personal Ef
fects Inventory, will be used for the 
preparation of the inventory report. 

b. Government property. Govern
ment property found with the personal 
effects or baggage will be removed and 
returned to the unit supply officer to be 
handled in accordance with prescribed 
instructions. 

c. Disposition of monies 

(1) In cases of deceased and 
miasing personnel monies found among 
peuonal !!ffect. or baggage will be 
turned in to the disbursing officer for is
suance of a check in exchange for cash, 
made payable to the commander who will 
endorse same in favor of the next of 
kin, heir(s) or othe.t proper recipient. 
When· it is .impouible to determine the 
next .of kin, heir(s), or other proper 
r~cipie:nt, the check will be endorsed 
by the· commander iu.favor of the ofbcer 
in charge of ·the Ma:riu.e.corps Personal 
Effects and Baggage Ceu.ter. to which 
the eUects are to be shippjjd, 

. (2) In cases of absentees and 
deserters. see iu.structibils contained in 
paragraph 7050. 
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(3) In cases of hospitalized per
sonnel see subparagraph Sc, below. 

(4) Monies .i.n amouu.ts less than 
$3, will be 10ntered on the inventory of 
personal effects as "cash'' andi:nclud10d 
in the shipment of eff10cts. 

(5) Coins that appear to have had 
a sentimental or aouvenir value to the 
owner should be retain10d with the per
aonal eff10cts. 

d. Periahabl10 or deter i or at in~ 
items may be immediately disposed o 
by sale or destruction, as appropriate. 
Any funds derived therefrom will be 
handled in the same manner as money 
found among personal effects and bag
gage. 

e. Any bloodstained clothing, ob
scene or other objectionable matter 
which may cause embarrassment to the 
next of kin or legal representative will 
be removed and dispoaed of as deter
mined by the commander. 

f. The personaleffectsandbaggage 
located in quarters 6f individuals resid
ing with their n10xt of kin n10ed not be in
ventoried. The next of kin will, however, 
be requested to advise the commander 
if government property is discovered in 
the residence so that it maybe returned 
promptly to government control. 

g. United States Treasury checks 
found among personal effects or baggage 
will be delivered immediately to the 
disbursing officer· for disposition and 
this action so indicated on the inventory 
of personal effects. In cases of absen
tees and deserters the check( a) will be 
retained f6r 30 days prior to delivery to 
the disbursing officer for disposition. 

h. Distribution of completed inven• 
tories will be ml!-4e il& foUows exceptfor 
those Pe.rtaini:ng ·.to,. absentees and 
deserters whe.reinJhe inlltJ."u<;tio:ns con
tained .in Pl!or'!-g:t."aph 705Q,,will be fo1" 
lowed: 

(I) Original to 'the' Officer Quali
fication Record or eillisted 'Service 
Record Book;" as app:t'6pl'iate, if slieh 
records a:re hel~; otherwise to the Cortt
mandant of the Marine Corps (Code DN). 
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(Z) One copy to the commapder 
or other official directing the inventory 
for retention. 

(3) Two copies to the custodian 
of the effects and baggage, one of which 
will be certified and packaged with the 
effects or baggage. 

4. Applicable Laws and Procedures 

a. Title 10 U.S. Code 2575 requires 
personal effects that are lost, aban
doned, or unclaimed, to be placed in 
storage for a period of 1 year and that 
a diligent and exhaustive effort be made 
during that time to locate the owner, 
next of kin, heir(s), or legalrepresenta
tive(s). Storage time will be computed 
fro:q~. the date of the original inventory. 

b. Title 10 U.S. Code 6522 requires 
that the undisposable effects of de
ceased or missing personnel be retained 
in storage for a period of Z years after 
the date of death before being disposed 
of by sale or otherwise. 

c. Storage and disposition of lost, 
abandoned and unclaimed effects and 
baggage. For the purpose of these 
regulations, in all cases except in those 
of deceased and missing personnel 
·which will be handled as indicated under 
subparagraph d, below, Marine Corps 
activities at which the effects and bag
gage are originally inventoried are 
designated as storage points. Fleet 
Marine Force activities located at Camp 
Pendleton, California, Camp Lejeune, 
North Carolina, and overseas are not 
included in this provision. Commanders 
of Fleet Marine Force activities outside 
the continental United States; command
ers of Base and Fleet Marine Force 
activities located at Camp Pendleton, 
California, and Camp Lejeune, North 
Carolina; and commanders of Fleet Ma
rine Force Air units located at Cherry 
Point, North Carolina, Beaufort, South 
Carolina, and El Toro, California are 
authorized to transfer to the appropriate 
personal effects and baggage center 
those effects and baggage which could 
not be administratively disposed of after 
90 days from the date of original inven
tory. 

( 1) Next of kin, heir( s), or other 
proper recipient located after. storage 
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commences. When the owner, next of 
kin, heir(s), or other proper reclpl
ent(s) has been located at any time 
prior to the disposal of the lost, aban
doned, or unclaimed personal effects 
and baggage, such effects may be 
shipped to that recipient at government 
expense upon receipt of an application 
and proper identification, provided the 
owner was not an absentee or deserter 
and would otherwise be eligible for 
shipment. (See chapter 8, Joint Travel 
Regulations.) Any expense involved in 
delivering personal effects or baggage 
that were the property of an absentee 
or deserter must be borne by the per
son to whom such effects are to be de
livered. If the absentee dies before he 
is declared a deserter his effects and 
baggage will be handled in the same 
manner as for a deceased member. A 
letter of transmittal will accompany 
such effects being released to legal 
recipient and will contain the following 
statement: 

"This property is forwarded to you 
to be retained or disposed of as custo
dian in accordance with the laws of the 
State of the owner 1 s domicile. No legal 
interest in the property or right to 
retain it against a per son entitled there
to is conferred on you by this delivery." 

d. Disposition of effects and bag
gage of deceased and missing. Com
manders shall ensure that a diligent 
effort is made immediately to deter
mine and locate the next of kin, heir(s), 
or other proper recipient. 

(1) In all cases where the death 
or missing status occurred in the uniTed 
~ and the next of kin, heir(s), or 
other proper recipient of the personal 
effects and baggage ofthe deceased or 
missing person has been determined 
and upon presentation of satisfactory 
identification, the personal effects and 
baggage shall immediately be delivered 
and/or shipped at government expense 
to such person(s). (See chapter 8, Joint 
Travel Regulations and Missing Per
sons Act.) If the weight of the effects 
and baggage does not exceed the limit 
carried free by commercial carrier, 
individual uniform clothing, articles of 
value, papers, keepsakes, all monies, 
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and/or checks for monies in excess of 
$3 and other similar items to be for
warded to the next of kin, heir(s), or 
other proper recipient should, when
ever practicable, accompany the re
mains. When anescortaccompaniesthe 
remains, he will assure safe delivery 
of such effects and obtain a receipt 
therefor from the next of kin, heir(s), 
or other proper recipient and forward 
it to the Commandant of the Marine 
Corps (Code DN). Personal effects and 
baggage which exceed the ZOO-pound 
limit carried free by commercial car
riers or for other. reasons do not 
accompany the remains will be shipped 
at government expense to the next of 
kin, heir(s), or other proper recipient. 
(See chapter 8, Joint Travel Regula
tions.) 

(Z) In all cases where the death 
or missing status occurred ina theater 
of operation outside the continental 
United States and the next of kin, heir(s), 
or other proper recipient is not present 
in the immediate (overseas) vicinity, 
the personal effects and baggage of the 
deceased person will be shipped im
mediately to the appropriate Marine 
Corps Personal Effects and Baggage 
Center. 

(3) Next of kin cannot readily be 
located.. When all diligent efforts at 
unit level have failed to identify and/or 
locate the next of kin, heir(s), or other 
proper recipient, the decedent's or 
missing person's commander will pre
pare a statement to be included with 
the inventory of effects and baggage. 
The statement shall stipulate that after 
diligent effort the whereabouts or 
existence of a next of kin, heir(s), or 
other proper recipient for personal 
effects and baggage of the decedent or 
missing person is unknown. Copies of 
all correspondence accumulated while 
attempting to dispose of the effects and 
baggage and a cOpy of the commander's 
statement will be forwarded to the Com
mandant of the Marine Corps (Code 
DN). The Commandant of the M<!-rine 
Corps will issue further instructions 
where appropriate, or direct that the 
effects and/or baggage be properly 
marked, catalogued and transferred to 
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a persona:i. effects and baggage center 
for storage for a period of Z years from 
the date of original inventory, as re
quired by law. The personal effects 
case file will be forwarded with the 
effects or baggage to the personal ef
fects and baggage center if appropriate 
and when such includes a check in 
exchange for cash, the commander shall 
endorse the check in favor of the offi
cer in charge of the Marine Corps 
Personal Effects and Baggage Center to 
which the effects are shipped. All 
monies less than $3 that have been 
listed on the inventory will be trans
mitted in a sealed envelope as a part 
of the case file to the officer in charge 
of the Marine Corps Personal Effects 
and Baggage Center. 

e. Records. Commanders of activi
ties responsible for the initial assump
tion and subsequent control ofpersonal 
effects and baggage will maintain a 
separate case file of all records and 
correspondence pertaining to effects 
and baggage that have been determined 
to be the property of one person until 
final disposition is made. 

( 1) Existing statutes require that 
all such records pertaining to lost, 
abandoned, or unclaimed personal ef
fects and baggage that are not deliver
able to a proper recipient must be 
retained for a period of 5 years after 
being disposed of by the Government. 
These records will be retired only in 
accordance with current Marine Corps 
regulations covering the disposition of 
records. 

(Z) All records pertaining to the 
personal effects and baggage of de
ceased and missing personnel that are 
not deliverable to a proper recipient 
must be retained for a period of 6 years 
after being disposed of by the Govern
ment. 

(3) Records of personal effects 
and baggage of deceased and missing 
personnel and those that are lost, 
abandoned or unclaimed that have been 
delivered to and receipted for by a 
proper recipient may be disposed of in 
accordance with the Marine Corps 
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directive for the disposition of records, 
except the signed receipt will be for
warded to the Commandant of the 
Marine Corps (Code DGH) for file in 
the individual's case file. 

f. Disposal of personal effects and 
baggage. The ultimate disposal of per
sonal effects and baggage by sale, 
public auction, or otherwise will be 
accomplished in accordance with the 
instructions contained in the Marine 
Corps supply directives system. 

5. Personal Effects and Baggage of 
Personnel Who Are Incapacitated, Hos
pitalized, or Transferred to a Medical 
Facility 

a. When personnel are incapaci
tated by injury or disease and are 
admitted or transferred to a hospital 
or medical facility, their personal ef
fects and baggage shall be immediately 
recovered, inventoried and placed in 
safe storage. 

b. If practicable, the commander 
will have all ambulatory patients secure 
their effects and baggage and place 
them in safe storage prior to actual 
admission to a hospital or medical 
facility. For allnonambulatorypatients, 
an inventory is required. In the latter 
case, the commander will appoint an 
inventory board as outlined in sub
paragraph 3, above, to accomplish this 
task. 

c. If the owner is hospitalized lo
cally monies and United States 
Treasury checks found among personal 
effects and baggage will be safeguarded 
until delivery can be made to the 
owner; otherwise the commander will 
exchange the cash for a treasury check 
and will forward the check(s) to the 
commander of the hospital for delivery 
to the patient. A notation will be made 
on the inventory as to the disposition 
of money or check(s). 

d. Commanders will retain in local 
storage the personal effects and bag
gage of all personnel under their com
mand who have been hospitalized in 
uniformed services or Veterans' 
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Administration hospitals for a period 
of less than 60 days. In the event 
hospitalization will extend for more 
than 60 days, or the individual is trans
£erred to the appropriate Marine Corps 
activity near the hospital as required 
by paragraph 40ZO the commander will 
have the personal effects and baggage 
shipped immediately at government 
expense to the hospital for delivery to 
the owner. 

e. Commanders will inventory, 
prepare for shipment, and deliver to 
the supply point for shipment to the 
appropriate personal effects and ba&
gage center, the effects and baggage of 
all evacuees from theaters of operation. 

6. Personal Baggage Recovered from 
Comm.ercial Carriers 

a. The instructions contained in 
this paragraph provide a means of 
identification and recovery of personal 
baggage determined to be the property 
of Marine Corps personnel that maybe 
held by various cornm.ercial carriers as 
unclaimed or undeliverable due to im
proper or insufficient identification 
markings. Commanders of posts and 
stations will maintain contact with the 
local agents of com.m.ercial carriers for 
the recovery of personal baggage of 
Marine Corps personnel that is un
claimed or undeliverable because of 
insufficient identification. 

b. In some instances, baggage may 
be undeliverable by commercial car
riers because of defaced external 
markings, although those markings may 
still identify the name of the owner and 
establish him as a Marine. Commercial 
carriers in the continental United States 
often forward such information to the 
Commandant of the Marine Corps to 
obtain the Marine's present address. 
In the event the baggage of such mem
ber(s) is undeliverable because of over
seas assignment, or otherwise, the 
appropriate procedure contained in the 
following paragraphs should be nego
tiated by the commander with the 
carrier's agent: 

( 1) When baggage is located at a 
point at or near a Marine Corps 
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activity and there are no transportation 
or storage charges involved, the car
rier may turnover any unclaimed or 
undeliverable baggage of Marine Corps 
personnel to the commander of that 
activity. 

(2) Where the location of the 
nearest Marine Corps activity is such 
that, because of distance and cost in
volved, the carrier is not willing to 
forward the baggage but is willing to 
have same removed to Marine Corps 
control, the carrier's agent may so 
notify the Commandant o£ the Marine 
Corps, Washington 25, D. C., and re• 
quest disposition instructions. The 
Commandant of the Marine Corps will 
determine the Marine Corps activityto 
effect recovery of such baggage and will 
is sue appropriate instructions to the 
commander of such activity. 

(3) If charges have accrued on 
unclaimed personal baggage and the 
carrier is willing to waive such 
charges, the same procedure will be 
followed as outlined above. 

(4) If a carrier is not willing to 
release unclaimed or undeliverable 
baggage because of accrued charges, 
the following action may be taken: 

(a) Where baggage is located 
at a point at or near a Marine Corps 
activity the commander of such activity 
will direct his supply officer or another 
individual to proceed to the carrier's 
holding point for the purpose ofmaking 
an inventory and recovering any gov
ernment-owned property that may be 
contained in such baggage. For infer· 
mation pertinent to the inventory see 
subparagraph 3, above. Upon arrival at 
the holding point, all government-owned 
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property will be recovered from such 
baggage. An inventory of all,property 
contained in the baggage will be made 
indicating the government property re
covered and a copy will be furnished 
the carrier's agent. A copy of this in
ventory showing privately-owned prop
erty left with the carrier and that 
government property recovered will be 
furnished the Marine Corps Personal 
Effects and Baggage Centers at Camp 
Pendleton, California, and Camp 
Lejeune, North Carolina, with a letter 
of transmittal containing all pertinent 
information. 

(b) Where baggage is located 
at a point distant from a Marine Corps 
activity, the carrier's agent may notify 
the Commandant of the Marine Corps 
(Code DN) and request disposition in
structions. The Commandant of the 
Marine Corps will determine the Ma
rine Corps activity to effect recovery 
of government-owned property and will 
direct the commander of such activity 
to take the action as prescribed in the 
above subparagraph. 

(c) In any case where per
sonal baggage or government property 
recovered from personal baggage is 
removed from the custody of a common 
carrier, an adequate receipt will be 
furnished the commercial carrier by 
the recovering individual. 

(d) In all cases, upon receipt 
of personal baggage from a carrier, the 
commander will cause recovery of all 
government prop e r t y therefrom. 
Privately-owned property will be in
ventoried and handled as prescribed 
elsewhere in this paragraph for per
sonal effects and baggage determined 
to have been lost, abandoned, or un
claimed. 
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11350 CIVIL READJUSTMENT 
PROGRAM 

1. Mis sian. The civil readjustment 
program is the Marine Corps' plan 
to assist a Marine veteran in making 
a personal adjustment to civil life. 
In addition to the instructions con
cerning processing for discharge, re
tirement or release from active duty, 
the requirements described herein are 
those necessary to fulfill the Marine 
Corps' moral and legal obligation to the 
individual separated from the Marine 
Corps. 

2. Definition 

a. Civil readjustment is defined 
as the personal adjustment of the 
Marine veteran to civil life. Such 
adjustment may include the claiming 
of certain rights, benefits, and privi
leges accruing as a result of military 
service, and the execution of certain 
individual obligations to the Govern
ment. 

b. Public laws relative to veterans 
define the class of veterans affected 
by each act. For the purpose of the 
civil readjustment program prescribed 
herein, a veteran is any Marine who 
has been separated from active duty. 

3. Scope. The civil readjustment pro
gram will fulfill the Marine Corps' 
obligation by: 

a. Thoroughly 
Marine veteran as 
veterans' benefits. 

informing the 
to the existence of 

b. Providing information concern
ing the established agencies and pro
cedures through which benefits are 
claimed. 

c. Delivery of documentary evi
dence to support benefit claims. 

d. Make a contact service avail
able to Marine veterans whereby re
explanation of documents presented 
at the time of separation may be made, 
and whereby as veterans' legislation 
is developed and changed, entitlement 

to additional benefits 
sidered and explained 
cases. 

can be con
in individual 

4. Res onsibilities of Commanders 
and or Separation Activities 

a. It will be the responsibility of 
commanders and/or separation activ
ities to accomplish the following civil 
readjustment requirements for each 
individual who is discharged, released 
to inactive duty, or retired at that 
organization: 

( 1) Accomplish and distribute 
the Armed Forces of the United States 
Report of Transfer or Discharge, DD 
Form 214. 

(2) If the individual being sepa
rated held National Service Life In
surance, have him sign an Allotment 
Authorization Form, NavCompt 545, 
discontinuing the allotment. Further, 
advise the individual that if continu
ation of the insurance is desired, the 
premiums must be paid to the Vet
erans' Administration, Washington, 
D.C. 20420. 

(3) Assure that the individual 
receives the physical examination re
quired upon separation by current di
rectives of the Bureau of Medicine and 
Surgery. 

(4) Provide individual or group 
counseling on retired Marines' bene
fits to personnel approaching retire
ment or transfer to the Fleet Marine 
Corps Reserve. Prospective retirees 
will be advised that if they desire 
assistance on post-retirement per
sonal problems beyond that available 
locally, they are authorized to write 
or communicate directly with the Re
tired Activities Section, Headquarters 
Marine Corps. Correspondence should 
be addressed to the Commandant of 
the Marine Corps (Code DNC). Person
nel contemplating employment after re
tirement should be encouraged to avail 
themselves of the services offered by 
the Retired Activities Section. Initial 
inquiries should be submitted at least 
6 months prior to actual retirement 
date. 
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(5) Thoroughly inform the in
dividual to be separated of the general 
scope of rights, benefits, privileges, 
and responsibilities accrued as there
sult of his military service. 

(6) Furnish the individual coun
seling to ensure that the veteran under
stands the value of veterans 1 benefits, 
the agencies through which they are 
claimed, and the procedure for claim
ing those benefits. 

(7) Complete the forms and 
documents to which the veteran is en
titled and deliver them with an ex
planation of their value and us e. 

(8) Deliver pamphlet, "Going 
Back to Civilian Life," NAVMC 2537. 

(9) Assist in the preparation of 
pension claims and forward them to 
the proper agency. 

(10) Inform the veteran of the ad
dress of the Director of the Marine 
Corps District nearest his prospective 
home address, and advise the veteran 
that he may consult the director on 
questions relative to his Marine Corps 
service. 

(11) Inform the individual that all 
correspondence addressed to the Com
mandant of the Marine Corps, the Di
rectors, Marine Corps Districts, or the 
Commanding General, Marine Air Re
serve Training Command, must include 
name, grade, service number, anddate 
of discharge or transfer to the re
serve. 

tb. In addition to the requirements 
contained above, the following are to 
be accomplished when separation is 
under honorable conditions: 

( 1) Is sue the Marine Corps hon
orable discharge button, if applicable, 
to each person discharged. 

(2) Inform each person being 
separated from active service thatitis 

11-72 
Ch. 10 

his right to submit a pension claim to 
the Veterans' Administration. Such a 
claim may be filed for a disability 
incurred in the service, or for a dis
ability aggravated by the service. This 
is equally applicable to a person re
tired or transferred to the Fleet Marine 
Corps Reserve since disability com
pensation from the Veterans' Adminis
tration in some instances exceeds re .. 
tired or retainer pay. (See subpar. 5, 
below.) 

(3) Enlisted personnel will re
ceive a detailed explanation of the 
benefits of reenlisting in the Regular 
Marine Corps and those not desiring to 
reenlist will be thoroughly informed of 
the benefits of enlisting in the Marine 
Corps Reserve. 

(4) If the individual is to be dis
charged as the result of an approved 

, recommendation of a board of medical 
·survey or physical evaluation board and 
does not desire to submit a pension 
claim, ensure that he submits a state
ment in accordance with the provisions 
of the current directives of the Bureau 
of Medicine and Surgery. 

5. Compensation Claims with Vet
era·ns·' Administration 

a. Commanders will inform each 
person being separated from active 
service that it is his right to file a 
compensation claim with the Veterans' 
Administration. Such a claim may be 
filed for any injury or illness incurred 
in or aggravated by active service which 
that individual feels may lead to a later 
disability. This paragraph outlines the 
procedure commanders should follow 
in assisting in the preparation and sub
mission of such claims. 

b. Necessary records for filing a 
compensation claim in the case of per
sonnel separated from active service 
consist of: 

( 1) Application for Compensa
tion, VA Form 21-526e (a revision of 
VA Form 8-526e). 
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(2) Photostatic or typewritten 
copy of entire health record (except 
cover). 

(3) Signed carbon copy of Stand
ard Form 88 with dental chart com
pleted. 

(4) Photostatic or carbon copy 
of NavMed "M" in the case of persons 
discharged from the service upon rec
ommendation of boards of medical 
survey. 

(5) Quadruplicate copy of com
pleted Armed Forces of the United 
States Report of Transfer or Dis
charge, DD Form 214. 

c. When a person desiring to sub
mit a compensation claim is separated 
from active service for any reason 
other than upon the recommendation of 
a board of medical survey, it is there
sponsibility of the commander effecting 
the separation to assemble the records 
listed in subparagraph 5b. These rec
ords will be sent to the appropriate 
Veterans' Administration regional of
fice having jurisdiction over the ad
dress shown in item number 33 of the 
completed DD Form 214. 

d. When a person is separatedfrom 
active service at a Marine Corps activ
ity by reason of the recommendations 
of a clinical board or a board of medi
cal survey and the compensation claim 
is submitted by a naval hospital, the 
quadruplicate copy of DD Form 214 
will be sent to the hospital convening 
the board recommending his separa
tion. The naval hospital will then as
semble the appropriate records, in
cluding the quadruplicate copy of the 
DD Form 214, and forward them to the 
cognizant Veterans 1 Administration re
gional office or hospital, as appro
priate, in accordance with current 
directives of the Bureau of Medicine 
and Surgery. 

e. The commander of a Marine 
Corps activity effecting the separation 
of a person upon the recommendation 
of a board of medical survey convened 
at a naval hospital shall maintain liaison 
with the commanding officer of the 
hospital to ensure that the quadruplicate 
copy of the DD Form 214 is received 
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in order that it may be forwarded with 
the compensation claim. 

f. Application for Compensation, 
VA Form 21-526e may be obtained 
from normal supply sources. 

6. Application for Naval Pension 

a. Commanders will bring the fol
lowing information concerning the naval 
pension to the attention of all enlisted 
men being separated who have per
formed 10 or more years' active naval 
service. 

(I) Any disabled person who has 
served on active duty in the Navy or 
Marine Corps as an enlisted man for a 
period of 10 or more years, and has 
not been discharged for misconduct, 
may apply to the Secretary of the Navy 
for aid under Title 10, U.S. Code, 
Section 6160. 

(2) Awards made under Title 10, 
U.S. Code, Section 6160 are not based 
on years of service and disability alone. 
The applicant must in addition demon
strate need for aid from the Secretary 
of the Navy. In recognition of the intent 
of the laws administered by the Vet
erans' Administration for the relief of 
all veterans, and award of the naval 
pension under Section 6160 in the dis
cretion of the Secretary of the Navy is 
currently being made only if the Navy 
or Marine Corps veteran can dernon
strate that he needs aid in addition to 
any assistance he may be receiving 
from or is eligible to receive from the 
Veterans' Administration. 

( 3) Applications for the naval 
pension may be submitted to the Secre
tary of the Navy (Chief of Naval Per
sonnel) on forms NavPers 1581 (Appli
cation for Pension) and BuNav Form 
No. 117 (Declaration of Navy Invalid 
Pension). 

( 4) Upon re.;eipt of an application 
in the Bureau of Naval Personnel, the 
applicant's eligibility for a naval pen
Sion insofar as service requirements 
are concerned will b.e established. If 
the service requirements •are met, the 
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Commandant of the naval district in 
which the applicant resides will be 
requested to furnish to the Chief of 
Naval Personnel complete reports on 
the applicant's physical condition and 
sociological background. The applicant 
will appear before a Navy clinical 
board whenever possible. If this is not 
practicable, he may be examined and 
the required reports made by the Vet
erans' Administration, the U.S. Public 
Health Service, the Army, or a local 
government agency. The applicant will 
be notified when and where to appear 
for the examination. 

(5) When the report of the medi
cal examination and the sociological 
background report are received in the 
Bureau of Naval Personnel, a board of 
not less than three naval officers, one 
of whom shall be a surgeon, will be 
convened by the Secretary of the Navy 
to examine into the condition of the 
applicant and his personal circum
stances to determine whether or not 
relief is warranted and, if so, to 
recommend a suitable amount. 

b. The rates of the naval pen,9ion 
awarded under Title 10, U.S. Code, 
Section 6160 are based on the disability 
compensation rates established by the 
laws . administered by the Veterans' 
Administration. When awarded, the 
percentage of disability, the period of 
time for which relief is granted and the 
amount of pension are certified to the 
Veterans' Administration for payment 
of a naval pension. 

7. Applications for Both Veterans' Ad
ministration Compensation and Naval 
Pension Permitted. It should be clearly 
understood by personnel being sepa
rated that they may submit an applica
tion for both the pensions mentioned. 
However, concurrent awards of more 
than one pension, based ontheperson's 
own service, may not be made. 

8. Admission to the U.S. Naval Home, 
Philadelphia, Pennsylvania 

a.· Officers of the Marine Corps 
may be admitted to the United States 

11-74 

Naval Home by permission of the Chief 
of Naval Personnel. 

b. Enlisted personnel of the Marine 
Corps may be admitted to the Naval 
Home by authority of the Chief of 
Bureau of Naval Personnel under the 
following classifications: 

(1) Enlisted men who have been 
discharged under honorable conditions 
from the Marine Corps and who have 
served in the Spanish-American War, 
Philippine Insurrection, World War I 
or II, or any other service where the 
Armed Forces of the United States have 
been employed and their lives hazarded 
in military operations, and who are, by 
reason of wounds, sickness, old age, or 
other disability, unable to support 
themselves by manual labor. 

(2.) Enlisted men who have been 
discharged under honorable conditions 
from the Marine Corps and who have 
become disqualified for further service 
by wounds, or injuries received, or by 
disease contracted in the service in the 
line of duty, the origin of which is not 
due to their own misconduct, and who 
are unable to support themselves by 
manual labor. 

(3) Retired enlisted men of the 
Marine Corps unable to support them
selves by manual labor and who are 
receiving retired pay, but who have no 
dependents or whose physical condition 
is such as to require constant attention 
which would not be available to them 
elsewhere. Men in this category may, 
if they desire, pay their pro rata share 
for maintenance of the home. The pro 
rata cost may be obtained from the 
governor of the home. 

c. An applicant for admission to the 
Naval Home is required to produce evi
dence of his total service in the Marine 
Corps by submitting NavPers Form 
651, Application for Admission to the 
U.S. Naval Home, accompaniedbyNav
Pers Form 652., Physicians Certificate 
to be Used by ApplicantsforAdmission 
to the U.S. Naval Home. On NavPers 
Form 651, the applicant must state his 
age, birthplace, physical condition, and 
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such other information required there
on; the number of his continuous serv
ice certificate, if any, and the pension 
award number, the amount of the pen
sion, retired pay, and other income, and 
the relationship of legal dependents, if 
any. NavPers Form 652 sets forth the 
nature of the applicant's disabilities and 
the fact that he is unable to support 
himself by manual labor. This form 
must be prepared by a medical officer 
of the Navy, or if such officer is un
available, by a reputable physician. 
When completed, these forms should be 
mailed to the Governor, United States 
Naval Horne, Philadelphia, Pennsyl
vania 19146. Blank forms may be ob
tained from the Governor of the Naval 
Horne or the Chief of Naval Personnel, 
Navy Department, Washington D.C. 
20370. 

d. The regulations governing the 
requirements for admission to and 
retention in the horne are as follows: 

( l) Where there is not sufficient 
room to accommodate all applicants, 
preference shall be given to honorable 
service, length of service, and to 
categories in subparagraphs Sb(l) and 
(2), respectively. 

(2) No beneficiary having 20 
years of service shall be discharged 
in order to make place for another, 
regardless of what service the other 
may have had. 

(3) Beneficiaries with less than 
20 years of service may be discharged 
from the horne when their places are 
needed for applicants with longer serv
ice. Beneficiaries whose disabilities 
have been cured or removed, and who 
have become able to support them
selves by manual labor may be dis
charged from the Naval Horne by the 
Chief of Naval Personnel. 

(4) Whenever it is necessary to 
discharge a beneficiary in order to 
admit an applicant with 20 years of 
service, the beneficiary with the short
est and least honorable service will 
be discharged, personnel in the cate
gory of subparagraph Sb(l) having 
preference in all cases. 
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(5) Applicants eligible for the 
benefits of •the horne may be admitted 
temporarily at the discretion of the 
Governor pending reference of the case 
to the Navy Department. 

.9. Reemployment Rights of Members 
of the Armed Forces 

a. The following procedures will be 
followed when advising Marines prior 
to separation and retirement on their 
personal adjustment to civil life. 

b. A person who was in the Armed 
Forces prior to l August 1961, was 
released prior to that date and again 
leaves his position to reenter the Armed 
Forces by recall or reenlistment after 
l August 1961 has reemployment pro
tection for an additional 4-year period. 
A person who was in the service on I 
August 1961 and who had not already 
forfeited his reemployment rights by 
remaining in service for more than 4 
years may continue on active duty for 
a period up to 4 additional years with
out losing his reemployment rights. A 
person who was in the service on 
l August 1961 andwhoalreadyforfeited 
his reemployment rights by remaining 
in service for more than 4 years prior 
to that date will have no reemployment 
protection whether or not he continues 
in service after l August 1961. A per
son entering the Armed Forces for the 
first time after l August 1961 has re
employment rights for 4 years plus any 
period of additional service imposed 
pursuant to law. 

( l) Reemployment rights are 
provided to all reservists, including 
members of the National Guard, who 
are ordered to an initial period of active 
duty for training of not less than 3 
consecutive months. 

(2) Field offices of the Office of 
Veterans' Reemployment Rights have 
prepared an appropriate Briefing State
ment and a Referral Form (OVRR-2) 
for use in this connection. The forms 
and briefing statement may be obtained 
.by applying to one of the field offices 
of the Office of Veterans' Reemploy
ment Rights. The main office is located 
at U.S. Department of Labor, Office of 
Veterans Reemployment Rights, Wash~. 
ington, D.C. 20210. 
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PART A: GENERAL 

12000 PERSONNEL CASUALTIES 

l. Application and Scope of Procedures 

a. The established procedures for 
reporting, notification and related ac
tions when required in the case of 
active and inactive Marines and certain 
categories of former Marines who 
become casualties are applicable to 
the various classes of personnel to the 
extent indicated in the pertinent para
graphs. These procedures are also 
applicable to persons who have been 
provisionally accepted for active duty 
in the naval service, or who, under 
the Universal Military Training and 
Service Act, have been selected for 
active service in the naval service and 
have been ordered or directed to pro
ceed to a designated place, and who 
die while en route to or from, or at a 
place for final acceptance or entry 
upon duty with the Marine Corps. 

• b. These procedures are not appli
cable to members of the Navy or other 
military services or civilians unless so 
specified in the pertinent paragraphs. 
Procedures for casualty reporting and 
notification for Navy personnel are set 
forth in the Bureau of Naval Personnel 
Manual. Procedures relating to deaths 
in the case of certain categories of ci
vilians and dependents of Marines in 
active service are contained in the De
cedent Affairs Manual (BUMED IN
STRUCTION 5360.1A). Procedures re
lating to missing and unaccounted-for 
dependents of Marines inactive service 
are contained in paragraphs 1Zl54 and 
1Zl60. 

c. These procedures are supple
mented by instructions in the Decedent 
Affairs Manual regarding the decedent 
affairs program and other matters re
lating to the care of Marine Corps 
dead. The Decedent Affairs Manual also 
sets forth instructions in regard to care 
.:nd disposition of the remains of other 
categories of personnel for whom the 
Department of the Navy is responsible. 

'l 

d. These instructions do not relieve 
commanders of their responsibilities 
for reports required by other regula
tions or directives. 

RESPONSIBILITY FOR INI
TIAL AND SUPPLEMENTARY 
NOTIFICATIONS ANDRE
PORTS (SEE SUBPAR. 12055.1) 

1. Areas of Control. Responsibility for 
making official notifications and report
ing casualties to the Secretary of the 
Navy and/or to the Commandant of the 
Marine Corps when required by this 
chapter is as follows: 

a. Casualty occurring within the 
continental United States 

(1) The commander of the Marine 
Corps organization or activity where 
a casualty occurs, or the commander 
of the Marine Corps organization or 
activity nearest the place at which a 
casualty occurs in the case of an 
individual away from his parent com
mand, will make notifications and sub
mit reports as required (see subpars. 
(Z), (3) and (4), below). 

(Z) The commanding officer of a 
naval hospital will make notifications 
and submit required reports when a 
Marine dies or is hospitalized in such 
hospital (See subpars. (3) and (4), 
below). 

(3) The organization, activity, 
or hospital that is initially informed 
that a Marine who is away from his 
permanent duty station is in a casualty 
status, will advise his parent com
mand if known by the fastest means 
available. 

(4) The Commandant of the Ma
rine Corps will notify the next of kin 
and other interested persons who reside 
outside the continental United States 
upon receipt of reports required by 
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paragraphs 12154 and 12155. Reports 
are not required by Headquarters Ma
rine Corps in the case of hospitalized 
personnel when the persons to be noti
fied are in the continental United States 
and have been notified. 

b. Casualty occurring outside the 
continental United States 

(1) Same as subparagraph a(l), 
(2) and (3), above, when the person or 
persons to be notified are within the 
reporting command or are outside the 
command but not within the continental 
United States and are more accessible 
to the reporting command than they are 
to Headquarters Marine Corps. 

12-4 
Ch.4 

(2) Upon receipt of the required 
reports, the Commandant of the Marine 
Corps will notify those persons to be 
notified who reside within and outside 
the continental United States except as 
stated in subparagraph (l ), above. 

c. When a Marine is admitted to a 
hospital of the uniformed services 
(except a naval hospital) or to a civilian 
hospital, within or outside the conti
nental United States, the cognizant 
commander is responsible for initial 
report and making arrangements for 
the timely submission of progress 
reports to the persons to be notified 
when appropriate and/or to the Corn
mandant of the Marine Corps. 
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12050 CASUALTY TERMS AND 
ABBREVIATIONS 

l. Authorized Use 

a. The terms defined below are 
authorized for use in official messages 
and correspondence and in dealing with 
other government agencies and with 
individuals. 

b. Abbreviations shown herein are 
authorized only for use within the Ma
rine Corps unless authorized in other 
publications. 

12051 CASUALTY 

1. Any person whose service is lost 
to his organization under conditions 
defined in either paragraph 12052 or 
12054 is considered a casualty. There 
are two classes of casualties; battle 
and nonbattle. 

12052 BATTLE CASUALTY (BC) 

1. General. A battle casualty is any 
person lost to his organization (dead, 
wounded, missing, captured or in
terned), provided such loss is incurred 
in action. In action characterizes the 
casualty status as having been the 
direct result of hostile action; sus
tained in combat and related thereto; 
or, sustained going to or returning 
from a combat mission provided that 
the occurrence was directly related to 
hostile action. Included are persons 
killed or wounded mistakenly or acci
dentally by friendly fire in the presence 
of the enemy or while in action in the 
face of the enemy. However, injuries 
due to the elements or self-inflicted 
wounds are not to be considered as 
sustained in action and therefore are 
not to be considered as battle casual
ties. The terms defined below will be 
used to describe the six types of battle 
casualties. 

a. Killed in action (KIA), This 
term will be used to describe battle 
casualties who are killed outright in 
the presence of the enemy or who die 
of wounds or other injuries before 
reaching any J1ledical treatment facil
ity. This provides an objective basis 

for distinction between 11killed in ac
tion1' and "died of wounds 11 cases, as 
it is often impracticable to determine 
whether deaths in combat were or were 
not instantaneous. 

(1) Personnel mistakenly or ac
cidentally killed by friendly fire in the 
presence of the enemy and personnel 
found dead on the battlefield will be con
sidered "killed in action." In the latter 
case, the date of death will be deter
mined locally from the available evi
dence, or if such evidence is not avail
able, the date of death will be the date 
the remains were found by military 
personnel. 

(2) Personnel killed in an air
craft crash en route to or returning 
from a combat mission will be con
sidered "killed in action" provided that 
the occurrence was directly related 
to hostile action or the presence 
of the enemy was a contributing 
factor. 

(3) The term "killed in action" 
without the statement ''body not re
covered" indicates the body was re
covered. 

b. Died of wounds received in ac
tion (DOW). This term will be used to 
describe all battle casualties who die 
of wounds or other injuries received 
in· action under conditions described 
in subparagraph 1, above, after having 
reached any medical treat:rnent facility. 
It should be noted that reaching a 
medical treatment facility while still 
alive is the criterion. The fact that 
death occurs prior to submission of a 
battle casualty report does not consti
tute a basis for considering such a case 
as ''killed in action.'' Doubt as to 
whether a person should be considered 
"killed in action'' or "died of wounds'' 
should be resolved in favor of "killed 
in action.'' 

c. Missing in action (MIA). This 
term will be used to describe all 
battle casualties whose whereabouts 
or actual fate cannot be determined and 
who are not known to be in an 
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unauthorized absence status; i.e., de
sertion or absence without leave. Per
sonnel will not be considered "missing 
in action" merely because their bodies 
have not been recovered. H circum.
stances definitely preclude the possi
bility of survival such personnel will 
be described as "killed in action -
body not recovered" (see par. 12053). 

d. Captured (CPTR). This term will 
be used to describe all battle casual
ties definitely known to have been taken 
into custody by a hostile force as a 
result of and for reasons arising out 
of any armed conflict in which Armed 
Forces ofthe United States are engaged. 

e. Interned (lTD). This term will be 
used to describe all battle casualties 
known to have been taken into custody 
by a nonbelligerent foreign power as 
the result of and for reasons arising 
out of any armed conflict in which 
Armed Forces of the United States are 
engaged. 

f. Wounded in action (WIA). This 
term will be used to describe all 
battle casualties other than "killed in 
action'' who have incurred a serious 
traumatism. or injury due to external 
agent or cause under conditions de
fined in subparagraph 1, above. Broadly 
used, it encompasses all kinds of 
wounds and other injuries incurred in 
action, whether there is a piercing of 
the body, as in a penetrating or per
forating wound, or none, as in a con
tused wound; all fractures; burns; blast 
concussions; all effects of gases and 
like chemical warfare agents; and the 
effects of exposure to radioactive sub
stances. 11 Wounded in action 11 is limited 
to all those casualties who require 
admission to a medical activity beyond 
the regimental level collecting and 
clearing agency. 

g. Wounded in action - not evacu
ated (WIANE). This term will be used 
to describe all personnel who have 
incurred a minor traumatism or injury 
due to external agent or cause under 
conditions set forth in subparagraph 
I, above, but who are not evacuated 
for medical treatment beyond the 
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regimental level collecting and clear
ing agency. 

12053 TERMS FOR DESCRIBING 
PHYSICAL STATUS OR CON
DITION OF PERSONNEL 

1. Authorized Use of Terms. The 
terms defined in the following sub
paragraphs will be used to describe or 
further clarify the physical status or 
condition of personnel but do not neces
sarily effect casualty status. 

a. Prisoner of war (POW). This 
term will be used to further describe 
all captured personnel officially re
ported through the International Com
mittee of the Red Cross as having been 
taken into custody by a hostile force 
as a result of and for reasons arising 
out of any armed conflict. 

b. Beleaguered (BLG). This term 
will be used to describe an organized 
element which has been surrounded by 
a hostile force to preclude escape of 
its members. 

c. Besieged (BES). This term will 
be used to describe an organized ele
ment which is surrounded by a hostile 
force for the purpose of compelling it 
to surrender. 

d. Returned to military control 
(RMC). This term will be applied to 
all persons who have been missing in 
a combat zone, missing in action or 
involuntarily detained by an enemy or 
nonbelligerent nation, upon their return 
to United States control or control of 
an allied belligerent nation. 

e. Body not recovered (BNR). This 
term will be applied to all casualties 
who have been determined to be dead 
and whose remains have not been 
recovered or interred by United States 
personnel or personnel of an allied 
belligerent nation. The fact that the 
place of burial may later become in
accessible to friendly forces is not in 
itself a basis for use of this term. 

f. Critical (CRI). This term will 
be applied to all personnel who are in 



CHAPTER 12--CASUALTIES 

a critical condition as a result of 
physical or mental illness or injury. 

g. Serious (SRS). This term will 
be applied to all personnel who are in 
a serious condition as a result of 
physical or mental illness or injury. 

h. Incapacitated 
term will be applied 
""00! 

(INCAP). This 
to all personnel 

(1) Suffer loss of a major ex
tremity. 

(2) Suffer extensively diminished 
vision or hearing. 

(3) Become physically or 
mentally incapacitated to the extent 
that they cannot or will not communi
cate with their next of kin. 

i. Ill from incurable disease. This 
term will be applied to any person who 
has contracted a disease that is nor
mally fatal but whose life is not im
minently endangered. 

j. Well and on duty (WOO). This 
term will be applied to all personnel 
who are not in a casualty status and 
are on duty. 

12054 NONBATTLE CASUALTY 
(NBC) 

1. General. A nonbattle casualty is 
any person who is lost to his organiza
tion (dead, missing, ill, injured, or 
incapacitated), provided such loss is 
not the result of enemy action as 
defined in paragraph 12052. Nonbattle 
casualties include all those which occur 
outside a combat zone, and those which 
occur within a combat zone that are 
not the result of enemy action. 

2. The following terms will be applied 
to the various types of nonbattle 
casualties: 

a. Deaths from accidental injuries 
(DAI); includes all nonbattle deaths 
from: accidents such as explosions, 
firesJI drownings, disasters, andm,isuse 
of medicines. 

12055 

b. Deaths from other causes (DOC); 
includes all deaths from homicide, 
suicide, or any other causes not covered 
by other terms in part B. 

c. Deaths from disease (DOD); in
cludes all deaths from natural causes 
or disease. 

d. Missing (MIS); includes all per
sonnel involuntarily absent from their 
duties who are not believed to be dead. 

e. Accidental injuries (ACCI); in
cludes nonbattle injuries from such 
causes as are listed in subparagraph 
a, above. 

f. Injuries or illness self-inflicted 
(intentionally) (lSI). 

g. Injuries or illness from other 
causes (IOC); such as those apparently 
intentionally inflicted by another per
son. 

h. Critical (CRI); critical condition 
(see subpar. 12053.1£). 

i. Serious (SRS); serious condition 
(see subpar. 12053.lg). 

j. Incapacitated (INCAP); (see sub
par. 12053.lh). 

12055 OTHER CASUALTY TERMS 
DEFINED 

1. The following defined casualty terms 
are for use in casualty reporting and 
notification: 

a. CONUS. Within the continental 
United States (excludes Hawaii, Alaska, 
and the Canal Zone). 

b. Overseas. Outside the continen
tal United States (includes Hawaii, 
Alaska, and the Canai Zone). 

c. Primary next of kin (or next of 
kin). The legal next of kin of a mem
ber of the Marine Corps is the person 
of any age most closely related to the 
member according to the line of sue
cession which follows: 

(1) Surviving spouse, unless a 
final decree of divorce was issued 
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prior to the Marine's death or the 
surviving spouse has remarried. Legal 
or other separation does not defeat the 
rights of the surviving spouse unless 
there are special circumstances. 

(Z) Sons in order of seniority, 

(3) Daughters in order of se
niority~ 

(4) Father, unless legal custody 
of the decedent was granted to another 
by reason of court decree or statutory 
provision. 

(5) Mother, unless legal custody 
of the decedent was granted to another 
by reason of a court decree or statutory 
provision. 

(6) That blood or adoptive rela
tive of the decedent who was granted 
legal custody of the decedent by reason 
of court decree or statutory provision. 

(7) Brothers in order of senior-
ity. 

(8) Sisters in order of seniority. 

(9) Grandfathers in the order of 
seniority. 

( 10) Grandmothers in the order 
of seniority, 

(11) Any other relatives in the 
order of relationship to the deceased, 
computed in accordance with the civil 
law of descent. Seniority will control 
where persons are of equal degree of 
relationship except that males take 
precedence over females. 

( l Z) Pe,rson in loco parentis to 
the deceased. 

d. Adult next of kin, The adult next 
of kin is the adult highest in the line 
of succession appearing in subpara
graph c, above, but if the deceased 
member left a widow or widower who 
is a minor, the widow or widower will 
nevertheless be considered the adult 
next of kin. Disposition of remains is 
made upon instructions of adult next of 
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kin only but with respect to matters 
not involving disposition of remains, 
reference to "next of kin'' will mean 
the legal next of kin detertnined ac
cording to the line of succession shown 
in subparagraph c, above. 

• e. Other interested persons. Per
sons other than the primary next of 
kin listed on the Record of Emergency 
Data. 

• f. Record of Emergency Data. The 
term "Record of Emergency Data'' when 
used in this chapter refers toDD Form 
93-1 or NAVMC Form 10526-PD as 
appropriate. 

• g. The Missing Persons Act 

( 1) Determinations u n de r the 
provisions of the Missing Persons Act, 
as amended, are made by the Head, 
Personal Affairs Branch, Personnel 
Department, Headquarters, U.S. Marine 
Corps, under authority delegated by the 
Secretary of the Navy. This authority 
includes the responsibility to-

(a) Make all determinations 
of status, of death, of essential dates, 
and of facts of dependency necessary to 
the administration of the act. 

(b) Review the cases of per
sons missing or missing in action; 
direct continuance of the missing status 
or to make ''Findings of Death," and 
determine the date upon which death 
shall be presumed to have occurred, 
under the provisions of section 5 ofthe 
act. 

(c) Make all determinations 
necessary under the provisions of sec
tion 9 of the act, For the purpose of the 
act, determinations so made will be 
conclusive, as to death or finding of 
death, or as to any other status dealt 
with by the act. The determination will 
be conclusive as to whether information 
received concerning any person is to be 
construed and acted upon as an official 
report. 
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h. Reports of Casualty (DD Form 
1300) and death reports 

(1) Headquarters Marine Corps 
issues and distributes reports of cas
ualties (dead and/or missing) in the 
case of active and inactive Marines to 
authorized government agencies which 
require such information in connection 
with claims for survivor and other 
benefits, These reports are also sent to 
insurance companies in death cases 
when the individual's record of emer
gency data shows that he was insured 
by the company(ies), 

(Z) Headquarters Marine Corps 
furnishes the next of kin of Marines who 
die on active duty with three copies of 
the official death report (see fig. lZ-64) 
for the purpose of furnishing proof of 
death when needed for cashing bonds, 
applying for death benefits, and in the 
settlement of other affairs. 

i. Release of information concern
ing casualties. Except as authorized by 
this chapter; MCO P57Z0.44, Marine 
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Corps Informational Services Manual, 
the release of information as to the 
status or as to the circumstances at
tending personnel casualties is under 
the cognizance of the Commandant of 
the Marine Corps. 

• j. Hostile action in time of peace 
when provisions of MCO 3040,1, SOP 
for Combat Casualty Reporting, are not 
in o eration, Generally casualty status 
or minor wounds) resulting from hos-

tile action occurs: 

(1) During authorized service 
with friendly forces engaged in an 
armed conflict against an opposing 
force in which the United States is not 
a belligerent; or 

(Z) Due to the act of any hostile 
foreign force against any individuals as 
members of the Armed Forces of the 
United States or representatives of the 
United States Government, and/or mili
tary aircraft, vehicles, buildings, etc., 
occupied by such members or repre
sentatives. 



PART C: CASUALTY REPORTING BY COMBAT COMMITTED ORGANIZATIONS 

12100 CASUALTY REPORTING AND 
RELATED FUNCTIONS 

1. Applicable Instructions 

a. Marine Corps 0 r de r 3040.1 
is the interim standing ope r at in g 

procedure for combat casualty re
porting. 

• b. Upon revision, the provisions of 
the above order will be included in 
this part. Figures 1 Z-1 through 1 Z- Z4 
will be added at a later date. 
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PART D: CASUALTY REPORTING AND RELATED ACTIONS BY OTHER THAN 
COMBAT COMMITTED ORGANIZATIONS 

12150 CASUALTIES REQUIRING 
REPORTS OR NOTIFICA
TIONS 

1. Action Required 

a. When a Marine in a duty status 
listed in subparagraph (1), below, 
comes within a casualty status listed 
in subparagraph (2), below, the cog
nizant commander will take appropriate 
action as required by paragraphs 12001, 
12153, 12154, or 12155 unless it is de
termined that such action is being taken 
by another military organization. 

( 1) Duty status 

(a) Active duty. 

(b) Active duty for training, 
or while performing authorized travel 
to or from such duty. 

(c) Unauthorized absence 
(not dropped from rolls). 

(d) Inactive duty t r a i n i n g 
(such as authorized drill) pursuant to 
proper authority. 

(e) Accepted applicant for 
enlistment in the Marine Corps. 

• (2) Casualty status (see subpar. 
(3), below, and 12054.1) 

(a) Dead. 

(b) Missing. 

(c) Critical or serious con-
dition. 

(d) Incapacitated. 

(e) Ill with incurable disease 
that is normally fatal. 

• (3) Hostile action. Dead, miss-
ing, wounded and/or injured by hostile 
fire, mine explosion, or other such act 
of hostile foreign foree in time of peace 
(see subparas. 12055.lj, 12154.2d, a'f!d/ 
or par. 12155). 

b. When a person listed in one of 
the _following categoriel!l oecomes a 
casualty, the commander of the Marine 
activity that receives !'uch repo_:rt will 
take appropriate action as :required by 
paragraphs 12157, 12158, and 12160. 

(1) Status 

(a) Declared deserter and 
dropped from the rolls. 

(b) Inactive Marine (includes 
retired). 

(c) Person "deemed" to have 
been on active duty. 

(d) Person who dies during 
the 120-day period which begins on 
the day following the date of his dis
charge or release from active duty, 
active duty for training, or inactive 
duty training. 

(e) Member of the Navy, 
Army, Air Force, or Coast Guard. 

(f) Foreign national (mili
tary or civilian). 

(g) Missing dependent of 
Marine on active duty (see pars. 12154 
and 12160). 

12151 CHECKLIST FOR DEATH IN 
CONTINENTAL UNITED 
STATES 

I. Figure 12-44 is designed for use as 
an aid in determining that the specific 
actions required have been taken in the 
case of death in the continental United 
States of personnel on active duty. 

2. The actions require9. in each case 
will be accomplished in the order of 
urgency and importance and not neces
sarily as listed in the chart. 

12152 PERSON TO DESIGNATE 
DISPOSITION OF THE 
REMAINS 

1. General. The guide in subparagraph 
12055.lc is for use in determining in 
order of precedence the peril on listed on 
the Record of Emergency Data who has 
the primary right to control the disposi
tion of the remains and to receive the 
notification that furnishes information 
regarding monetary allowances and 
requests instructions for disposition of 
the remains (see subpar. i2055.ld). · 

2. The Right to Direct :Disposition 
of Remains. This right is deemed to 
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be a personal privilege and cannot 
be exercised by a committee, guard
ian, or agent of any of the persons 
listed in subparagraph 12055.lc solely 
by reason of their status as such. 

3. Controversial Cases. When two or 
more persons make claim as the 11next 
of kin" for the purpose of designating 
the disposition to be made of the 
remains of the deceased and receiving 
his personal effects, the following will 
apply: 

a. Attempt to have the individuals 
reach an amicable agreement as to 
which person will be recognized, In 
this connection, if appropriate, tact
fully advise them that the only Gov
ernment benefit contingent upon such 
recognition is the payment· of certain 
limited burial expenses. 

b. lf after extensive efforts ami
cable agreement cannot be obtained, 
advise them of their right to seek 
adjudication of their rights in an ap
propriate civil court. 

c. lf the matter cannot be resolved 
within reasonable time limitations, in
structions will be requested from the 
Commandant of the Marine Corps by 
message describing fully the identity 
of the persons, their family and other 
relationships to the deceased, and any 
other pertinent information including 
points o£ contention. Based on this 
message and all available information 
the necessary instructions wi 11 be 
issued. 

will be released or accomplished with 
urgency either by telegraphic means 
or by personal visit. This is espec
ially important in the case of per
sonnel who are missing or who have 
been critically injured or killed under 
spectacular circumstances. It is im
portant that the families of casualties 
be spared added shock from learning 
initially through public information 
sources that a loved one is in a casu
alty status. 

(1) Initial and /or confirming 
notifications may be made by personal 
visit, by telegraph, or by letter, subject 
to the following: 

(a) Notification by personal 
visit of the commander or his desig
nated representative, accompanied by 
a chaplain if one is readily available, is 
preferred when the next of kin lives 
near the post or station to which the 
individual was attached. 

(b) Notification by personal 
telephone call is not authorized in the 
case of dead or missing. 

(c) Notification by letter is 
authorized only in the case of an indi
vidual who has a psychotic condition 
and/or an incurable disease (see sub
pa·r. le, below). 

(2) When personal notification 
is made in case of death, an appropriate 
official notification will be prepared on 
white bond paper in standard message 
format and delivered in person. There-
ceipt of the written material by the per-

4. Legal Problems. Cases which re- son who is to control the disposition of 
quire evaluation of legal documents or the remains will preclude any mis-
involve other legal problems may be understanding of the substance of the 
referred when necessary to the Com- oral notification, especially in regard to 
mandant of the Marine Corps (Code monetary allowances, burial rights, 

(JJ Y1/ M 
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,i}'~,~elated matters. 

'tj;j~{:r<-«<.Nt.Or.;,'l'vlFmATtf,N OF c!/i:tfL!/d'f<-Vf b -61 Notifications and reports in 
IT TO ~XT OF IqN AND the case of members of the Marine 
O'IREJt lNTERESTED PER- Corps will be in accordance with the 
SONS provisions of this chapter. 

1, Casuar · es that Occur Within the 
Continell.ta Unftec1 States 

a, -Noctification to the primary next 
of ki:~;~ anil oth'er interested persons 

( 4) Notifications and reports in 
the case 'of members of the u.s. 
Navy Will be ili accordance with the 
provisions ·of the Burea\1' of Naval 
Personnel' Manual. 
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b. Initial telegrams of notification 
will be filed with the appropriate West
ern Union accesspointnearestthepoint 
of origin. This instruction is intended to 
amplify but not alter the instructons 
contained in article 510, DNC 26, Prog
ress reports concerning personnel who 
are in a missing status or in a critical 
or serious condition maybe transmitted 
by a Government Navy Message and 
filed with the Western Union Company 
at the point closest to destination. 

( 1) T e 1 e grams of notification 
will include no official information ad
dressees. Information copies of notifi
cation telegrams are not required by 
the Commandant of the Marine Corps. 
However, in death or missing cases 
when the information included in the 
notifications is not in agreement with 
the cause and circumstances as in
cluded in the report required by para
graph 12154, take the following action. 
Send a naval message to the Secretary 
of the Navy with the following informa
tion addressees: the Commandant ofthe 
Marine Corps, the Chief, Bureau of 
Medicine and Surgery, the commandant 
of the naval district or river command 
in which the next of kin resides and in 
which the casualty occurred, and the 
Director of the Marine Corps District 
in which the next of kin resides. The 
message will include the figure number 
of the notification, the name, address, 
and relationship of the person(s) to 
whom sent, the name, grade, and serv
ice number of the casualty, the date 
and location at which c aa:ualty ocCurred, 
and a statement of the cause and cir
cumstances of casualty as included in 
the notification. 

c. Telegrams of notification to the 
next of kin and other persons will be 
from the senior Marine officer present 
in the chain of command including divi
sion/wing level commanders and will be 
sent to persons shown on current 
Record of Emergency Data except as 
noted below: 

(1) Persons in ill health as indi
cated on Record of Emergency Data. 

(Z) Adults or children who re
side with the next of 'kin or other 
persons to be notified. 
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(3) Insurance companies (Com
mandant of the Marine Corps will 
notify by mail). 

d, Telegrams of notification will 
be worded substantially as indicated 
in figures 12-25 through 12-34. Modi
fication of the text is authorized to 
ensure that the telegram is appro
priate for a specific case. For example, 
figure 12-32 illustrates the text for 
notification when the change in status 
from missing to dead is based on 
recovery of remains. However, the 
text would require considerable modi
fication to make it appropriate for 
notification when change of status is 
based on attendant circumstances and 
not on recovery of the remains of the 
deceased. 

e. Letters of notification in case 
of personnel with psychotic condition 
and/or incurable disease: 

(l) Notification of the next of kin 
{if Marine is married, notify both 
wife and parents) will be made at 
once by letter in the case of a Marine 
who is suffering from a psychotic 
condition but is not in a critical or 
serious condition. Should a change in 
diagnosis be made and the person no , 
longer be considered psychotic, the 
persons initially notified will be so 
informed by letter. 

(2) Notification of the next ofkin 
(if Marine is married, notify both 
wife and parents) will be made by 
letter in the case of a Marine who 
has an incurable disease that is nor
mally fatal, but there appears to be 
no immediate threat to life. The noti
fication will include the nature of ill
ness, present conditiOn, andprognosis. 

2. Casualties that Occur Outside the 
Continental United States 

a. The Commandant of the Marine 
Corps will take the required action 
except as follows: 

(1) When the person or persons 
to be notified are located in the gen
eral areil of the command, the cog
nizant commander will be guided by 
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the instructions in subparagraph 1, 
above, to the extent applicable. 

3, Progress Reports and Notifications 

a. Progress reports whenrequired 
by this chapter will be submitted as 
follows to all persons initially noti
fied and/ or to the Commandant of the 
Marine Corps as appropriate (see par. 
12001): 

• (I) Missing: By message or in 
person as additional facts are de
veloped and at least daily until search 
operations have been terminated (see 
subpar. 12160.1). If reports must be 
withheld temporarily explain why and 
when the reports will be resumed. 

(2) Critical or serious condition: 
By message or in person at reason
able intervals dependent upon condition 
and prognosis and at least once a week 
until the individual has been removed 
from the critical or serious list (see 
fig. 12-40). 

(3) Incapacitated (condition not 
serious or critical): By letter each 
week in the case of personnel within 
the continental United States; by mes
sage at reasonable intervals and at 
least once a week in the case of per
sonnel outside the continental United 
States. Reports will be continued until 
the individual is able to communicate 
with his next of kin (see subpar. b, 
below). 

(4) Ill from an incurable <Us ease 
that is normally fatal: not required 
if, in the opinion of the commanding 
officer of the hospital, the patient is 
able to correspond with his next of 
kin. 

b. Modifications: Under the follow
ing conditions the requirements for 
progress reports may be JnOdifi.ed 
when personnel are in naval hospitals: 

(I) Within the continental United 
States 

(a) In the case of illness of 
a chronic nature the reports may be 

discontinued, if, in the opinion of the 
commanding officer of the hospital, 
the patient is capable of communi
cating with the persons initially noti
fied and they have been so informed. 
The patient will be advised of the ac
tion taken and urged to communicate 
with them. 

(b) In the case of prolonged 
hospitalization in which the patient is 
mentally or physically incapable of 
keeping the persons initially notified 
informed of his progress, a report 
will be sent each week by the com
manding officer of the hospital until 
the patient is removed from the serious 
list. If, after a few weeks the con
dition shows neither improvement nor 
deterioration, the reports may be sub
mitted according to circumstances. 
Such reports will include the patient's 
present condition and prognosis and 
any improvement or decline since the 
last report, When a patient is removed 
from the serious list, he will be re
quested if capable'of doing so to com
municate with the persons initially 
notified. 

(2) Outside the continental 
United States 

(a) The prOVlSlOns of sub
paragraphs (l){a) and (b), above, apply 
to the extent applicable except that 
the Comm.andant of the Marine Corps 
will be furnished by message (with 
information copies to Chief, Bureau 
of Medicine and Surgery) with the 
required reports and advised of modi
fications in the reporting requirements. 

c. Upon transfer of a person who 
is ill, injured, or incapacitated to a 
medical facility of one ofthe uniformed 
services (other than ria val) outside the 
continental United States, it will be 
the responsibility of the transferring 
activity to request the commander of 
the facility to keep the ·Commandant 
of the Madne Cnrps advised by mes
sage (with infqrm~t,qn cppy to the 
Chief, Bureau of M~dicine and Surgery) 
of the patient's progress and prognosis. 
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12154 MESSAGE REPORT OF 
DEATH OR MISSING (SEE 
PARS. 12001 and 12160. 7) 

l. Report will be submitted by priority 
message promptly to the Secretary of 
the Navy with information copies to: 

a. The Commandant of the Marine 
Corps. 

b. The Chief, Bureau of Medicine 
and Surgery. 

c. Parent Unit~ 

d. The commandants of the naval 
districts or river commands in which 
the casualty occurred and the next of 
kin resides. 

e. The Director of Marine Corps 
District in which the next of kin resides. 

• f. Fleet Home Town News Center, 
Great Lakes, Illinois (FHTNC GLAKES). 

• g. Other addressees as appro
priate. 

• Note: When report must be submitted 
by commercial telegram instead of 
message a final paragraph will be added 
to each telegram showing the activities 
to which the telegram was sent. Ex
ample: "NOTIFIED ADDEES PAR. 
12154.l(A-F) AND SIXTH COMM/BN 
FOR TROOPS FMF." 

2. Death reports will contain the fol
lowing data, as illustrated by figures 
12-35 through 12-38. Missing reports 
will contain all items shown below but 
will be modified as appropriate (see 
subpar. 12160.1 for additional instruc
tions regarding personnel in a xnissing 
status). When status is changed from 
missing to dead, amend or supplement 
the initial report as required. Reports 
in the case of a major disaster will be 
submitted in accordance with subpara
graph 7, below. 

a. Grade, full name (surname last), 
service number, military occupational 
specialty, branch of service, and 
parent command. 

b. Status 

(1) Active duty. 

(2) Deemed to h a·v e been on 
active duty (see par. 12157). 

12154 

(3) In case of members of the 
Marine Corps Reserve (seepar.l2157) 
state whether such members were on 
extended active duty, active duty for 
training, inactive duty training, or 
performing travel to or from such 
duty. Also show inclusive time and 
dates of orders except in case of ex
tended active duty. If, after the te rmi
nation of such duty and return to 
inactive status, a reservist dies of 
disease or injury which may have 
been incurred or aggravated while on 
such duty, show type of duty and in
clusive time and dates of orders. 

( 4) Include the following re
marks when applicable: 

(a) On temporary duty, lib
erty or leave, or in transient status 
since (date and hour) • 

(b) On unauthorized absence 
since (date and hour) • 

(c) Declared a deserter t'.nd 
dropped from the rolls on (date) • 

(d) Retired. 

(e) Accepted for enlistment 
in the Marine Corps on (date). 

c. Type of casualty, dead or miss
ing (par. 12160 contains additional 
instructions for reporting persons 
"missing 11

). 

d. Date and hour (local time), place, 
cause and circumstances of death or 
missing status. Give concise but arnple 
explanation of the facts. When status is 
the result of hostile action (subpar. 
12055.lj), describe the circumstances 
and specific hostile action (see subpar. 
12150.la(3)). When death is the result 
of a cause other than disease, amplify 
terms such as 11injuries, multiple ex
treme, 11 ''gunshot wound. head 11 or 
''drowning.'' Examples: 

( 1) Deaths from injuries; state 
whether injuries, multiple extreme, 
were received: 

(a) When a privately-owned 
automobile in which the Marine was a 
passenger accidentally crashed into a 
moving train; or 
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(b) When a Government air
plane which he was piloting for train
ing accidentally collided in midair with 
a privately-owned plane, 

(2) Deaths from gunshot wounds; 
state whether wound was: 

(a) Accidentally self-in
flicted during training maneuvers; or 

(b) A ppa r entl y intentionally 
self-inflicted while Marine was on 
unauthorized absence; or 

(c) Apparently accidentally 
inflicted by another person during tar
get practice; or 

(d) Apparently intentionally 
inflicted by another person during a 
fight. 

(3) Deaths from drowning; state 
whether drowning was: 

(a) Accidental and caused by 
unusual rip tides which occurred while 
he was swimming for recreation; or 

(b) Appeared to be intentional 
and resulted from the Marine jumping 
overboard into the water. 

e. Location and disposition of re
mains. Give name and address of 
morgue or funeral establishment where 
remains are presently located. If re
mains are to be transferred to another 
establishment give name and address 
of such establishment and state when 
transfer will be made; include primary 
next of kin's instructions for disposition 
if known. If remains have not been re
covered, so state, and advise status of 
search. 

f. Full name, relationship, and ad
dress of next of kin, If address is dif
ferent from that listed on latest Record 
of Emergency Data show source of ad
dress and date. Example: ''PEN 
SHANGE MADE (DATE) ON RECORD 
,;MERGENCY DATA." 
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g, State whether the next of kin and 
other persons (e.g., wife, parents, 
etc,) listed on Record of Emergency 
Data have been officially notified (see 
par. 12153) and show figure number of 
each notification. If required and of
ficial notification has not been made, 
give reason and state when notification 
will be made, 

h. Date latest Record of Emer
gency Data was signed by M21.rine. 

i. State whether or not investiga
tive report will be submitted in ac
cordance with subparagraph 12160,2, 

j. Pay data required: 

( 1) Pay grade, 

(2) Monthly rate of basic pay and 
any incentive, special, and proficiency 
pays to which the service member was 
entitled on date of death, Report each 
item separately. If aviation personnel, 
state whether crew or noncrew. 

(3) Total service for pay pur
poses (years, months, and days). 

(4) Social Security number (when 
not available, report as 11 Unk.nown11 

or when appropriate, report as 11Not 
received 11

). 

(5) Name and address of desig
nated beneficiary(ies) for death gratu
ity if other than person sho\Vll in 
subparagraph f, above. 

(6) Statement whether or not 
death gratuity has been or will be paid 
by the parent unit or other field or
ganization. 

(a) If Marine's death oc
curred while his unit is on detached 
duty away from its permanent duty 
station and his widow resides on or 
in the vicinity of that station, the 
reporting unit may include a request 
that the death gratuity be paid by the 
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appropriate disbursing officer located 
at the unit's permanent duty station. 

(7) Name and address of desig
nated beneficiary for unpaid pay and 
allowances if other than the person 
shown in subparagraph £, above. 

t(s) Amount of Servicemen's 
Group Life Insurance in force. 
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.(9) Designated beneficiary and 
settlement option. 

k. Indicate specific religious pre£ ... 
erence if known. If Roman Catholic, 
Eastern Orthodox, or Episcopalian, 
state whether last rites were adminis
tered, and give name of chaplain or 
priest. 

12-16a 
Ch. 10 



CHAPTER 12--CASUALTIES 

• I. State whether condolence call 
has been made or will be made (see 
subpar, 12156.la regarding require
ment that next of kin not personally 
notified of death/missing· by local com
mander should be officially notified by 
Western Unton telegram before call is . 
made), If next of kin desires honors 
rendered in another area include details 
if readily available and/or supplement 
report by message (fig, 12-41). If call 
will not be made by reporting activity 
request ·cognizant Marine Corps Dis
trict or appropriate command to comply 
with subparagraph 12156.1, Call is to 
be made by the Marine's duty station 
when the next of kin lives in the vicinity 
thereof, or by the Marine Corps Dis
trict in which the next of kin resides in 
other cases, If call is not to be made 
because of Marine's duty status or cir
cumstances of death/missing, so state 
and comply withsubparagraph12156.1b 
(1)(e), 

m. If other persons were involved 
in the same incident, also include in the 
initial report submitted the following 
data: 

(1) Dependents or other civil
ians, Full name, relationship, address, 
and casualty status, If injured, include 
condition and present whereabouts. 

(2) Military personnel, Grade, . 
full name, service number, branch 
of service, and casualty status, 

3. When any information required by 
subparagraph Z, above, must be omit
ted by the reporting command pending 
investigation or determination, the 
initial report including available data 
will be sent promptly and will state 
that a supplementary message will 
follow. All supplementary messages 
will be submitted as soon as possible, 
Such messages will reference t}le date
time group of the initial message and 
will identify the casualty by name. 

4. When any information required by 
subparagraph 2, above, is not avail
able in the case of a Marine who 
dies or becomes missing while away 
from his parent unit, the initial re
port to the Secretary of· the Navy will 
be supplemented by message from the 
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command or activity that holds his 
service record. The command or ac-
tivity that submitted the initial report 
will be an information addressee on 
such messages, 

5. When the record of a Marine who 
is in a transient status has been for
warded and is in transit, the command 
to which it was sent will be requested 
by message to furnish the Secretary of 
the Navy with any record data that is 
required to complete the initial report. 

6. The commanding officer of the hos
pital will submit message report to 
the Secretary of the Navy when a Ma
rine dies in a naval hospital. Such re
port will be in accordance with this 
paragraph. 

7, Modified Report Required When 
Disaster Causes Many Casualties_ 

a. When a disaster or major in
cid!l.nt occurs any place which results 
in many Marine casualties, a report 
will be submitted at once by priority 
message to the Secretary of the Navy 
with information copies to: 

( 1) The Commandant of the 
Marine Corps. 

(2) The Chief of Naval Opera-
tiona-

(3) The Chief, Bureau of Medi
cine and Surgery. 

(4) The Commandant ofthe naval 
district or river comm.and in which 
the incident occurred. 

(5) Other interested commands, 

b. The report will include the grade, 
full name, service number, and branch 
of service of eachpersoninvolved, 

c. All casualties will be arranged 
alphabetically by name when practi
cable and grouped by type of casualty: 
dead, missing, seriously and slightly 
injUred ... _ 

d. The report will also include the 
date, hour, place, and general circum
stances of the incident and state 
whethflr or not the next of kin have 
been notified, 
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e. If notification has not been made 
in any case because the personnel 
record of the individual has been de
stroyed or lost, request the Com-· 
mandant of the Marine Corps to make 
the required notification and to furnish 
any record data required for admin
istrative process~ng, 

f. The additional data required by 
subparagraph 2, above, will be sub
mitted as soon as possible. 

8. Missing and/or Unaccounted-for 
Dependents of Marines in Active 
Service. (See subpar. 12160.1 for ex
planation.) 

a. Report will be submitted by 
priority message to the Secretary of 
the Navy with information copies to: 

(1) The Commandant of the 
Marine Corps. 

(2) The Chief of Naval Opera-
tions .. 

(3) The Chief, Bureau of Medi
cine and Surgery. 

(4) Other interested commands. 

b. The report will include the full 
name of the missing person; date and 
place of birth; date, hour (local time), 
place, cause, circumstances attending 
disappearance and pertinent details; 
sponsor's full name, service number, 
parent command, branch of service, 
and~!'latio~shiP. to ~he mis~ing pe>;son. _ 

Jl:(,'c ,c.~-.:;,,_._l}o~.......J. '1li•.:J_;of.J" 1," 
121 . MESSAGE REPORT w· 

CRITICAL, SERIOUS OR IN
CAPACITATED PERSONNEL 
LOCATED OUTSIDE CON
TINENTAL UNITED STATES 
AND THOSE PERSONNEL 
WITHIN THE UNITED STATES 
WHOSE NEXT OF KIN ARE 
OUTSIDE CONTINENTAL 
UNITED STATES (SEE PAR. 
12001) 

1. Report will be submitted by pri
ority message to the Commandant of 
the Marine Corps, with information 
copies to th.;; Bureau of Medicine and 
Surgery and others as appropriate, 
to . co11tain the following information · 
(see fig. 12-39): 
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a. Grade, full name {surname last), 
service number, and branch of service. 

b. Status: Active duty. 

c. Brief description of illness, in
jury, or incapacitation and part(s) of 
body affected (see subpar. 3, below). 

t d. Date, place of occurrence, cir
cumstances, and cause of illness, in
jury, or incapacitation (when status is 
the result of hostile action (subpar. 
12055.1j)), describe specific action. 
Also see subparagraphs 3 and 4, below. 

t e, Condition (serious, critical or 
incapacitated), prognosis (poor, 
guarded, fair, good, excellent), and 
present whereabouts with mailing ad
dress. State if presence of next of kin 
is medically warranted. The medical 
officer will determine if condition of 
patient is of such nature as to neces
sitate presence of next of kin. 

• f. Full name, relationship, and ad
dress of next of kin. 

• g. State whether the next of kin and 
other persons (e.g., wife, parents, etc.) 
listed on Record of Emergency Data 
have been officially notified (see par. 
12153) and show figure number of noti
fication. If required and official notifi
cation has not been made, give reason 
and state when notification will be made. 

• h. Activity to which patient trans
ferred and if evacuation to continental 
United States or ·another area is con
templated, indicate estimated date and 
time with place of departure, and esti
mated date and time with place of ar
rival. 

• i. If other persons were involved 
in the same incident, also include in 
the initial report submitted the follow
ing data: 

( 1) Dependents or other ci
v:ilians. FUll name, relatio!:!ship, ad
dress, and casualty status. If. i!:!jured, 
incl.ude conditio!:! and presen~ where
abouts. 
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(2) Military personnel. Grade, 
full name, serVice number, branch of 
service, and casualty status. 

• 2. The initial report will be followed 
by progress reports {fig. 12-40) as re
quired by subparagraph 12153,3. 

• 3. When the names and addresses of 
all personnel injured or involved in a 
major incident are to be released to 
news media, a message report of minor 
injuries will be submitted in accordance 
with subparagraph 1, above (see sub
par. 4, below). 

• 4. Report any minor wounds/injuries 
that require medical attention but re
sult in no loss to the Marine organiza
tion when such wounds/injuries are the 
result of hostile action (see subpar. 
l2055.lj). Submit reports by speed
letter in accordance with format in sub
paragraph l, above, modified as re
quired and make specific reference to 
this subparagraph. Minor wounds/in
juries sustained as a result of hostile 
action may merit award of a Purple 
Heart Medal, but they do not establish 
casualty status as defined in subpara
graphs 12052.1 and 12054.1, since the 
services of the individuals are not lost 
to their organization. 

• 5. Administrative Guidance. See para
graph 12160.2, investigations required 
in case of injuries; paragrapl\ 13450, 
line of duty determinations required for 
disability retiretnents; and chapter 4, 
administration of hospitalized person
nel. 

12156 CONDOLENCE CALLS AND 
CONDOLENCE LETTERS 

1. Condolence Calls {Applicable to 
membei"s of the Navy, other armed 
services and certain civilians only to 
the extent specifically stated in sub
paragraphs i and j, below). 

• a. ·A condolence call will be made 
on the primary next of kin of each Ma
rine w1to dies or becomes missing while 
on active or training· duty except in 
cases indicated in subparagraph b{ l ){e), 
below. When initial notification is by 
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Western Union telegram, the repre
sentative requested to make a con
dolence call will when feasible ask the 
local Western Union office whether or 
not the initial telegram of notification 
has been delivered to the next of kin. 
If no.tification has not been delivered, 
call should be delayed until delivery 
has been made but normally no longer 
than 12 hours after receipt of SECNAV 
Report of Death/Missing. In death cases 
where disposition of remains is in
volved and the next of kin is a minor 
but not the spouse of the deceased, the 
call will be made on the person who is 
the adult next of kin and has the legal 
right to designate disposition of the 
remains. A courtesy call will be made 
on the minor child if feasible. The pur
pose of the condolence call is to per
sonally extend sympathy on behalf of 
the officers and men of the Marine 
Corps, to offer assistance where pos
sible, and to ascertain whether or not 
military honors or representation as 
provided by the Marine Corps Manual, 
subparagraph 5060.4, and OPNAV P34-
03, Landing Party Manual, chapter 3, 
are desired. The condolence call will 
in no sense be considered a casualty 
assistance call. The call should be made 
by an officer, but where this is not 
feasible, a senior noncommissioned 
officer may be selected to call on the 
next of kin. (See subpar. h, below, for 
instructions in regard to condolence 
calla in the case of inactive retired 
Marines.) 

b. Action required by the com
mander or his designated representa
tive 

( 1) When the primary next of 
kin resides on or in the vicinity of a 
post or station within or outside the 
continental United States, a personal 
call will be made promptly On the next 
of kin of missing and/or deceased per
sonnel, U%Uess most unusual circur.n
stances exist to preclude such a visit. 
The commander or his designated rep
resentative will be accompanied by a 
chaplain if one is readily available, 

(a) In the case of missing 
personnel, the representative making 
the call will extend condolences to the 
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(c) When the Director of a 
Marine Corps District is unable to 
comply with a request received for 
military honors, he will advise the 
Commandant of the Marine Corps by 
message promptly, with copy to the 
organization that requested that honors 
be rendered, giving a full report of the 
circumstances together with his 
recommendations, 

d. Guidance in making condolence 
calls 

(1) No firm instructions can be 
given to cover the varied and some
times difficult situations that may be 
encountered in making a condolence 
call, The representative will introduce 
himself, extend sympathy on behalf of 
the Commandant and personnel of the 
Marine Corps and offer assistance. 
The representative will exercise ex
treme tact during such a visit and 
conduct himself in a ·manner to indi
cate to the next of kin that he sin
cerely desires to assist in any way 
possible without intruding on the fam
ily's privacy. The desires of the next 
of kin will receive every consideration. 

e. Areas in which the representa ... 
tive may possibly assist the next of kin 

(1) Military honors. The person 
conducting the condolence call may 
offer to provide or to assist in pro
viding military honors at interment or 
memorial services if the next of kin 
desires, He should determine in ad
vance of the call the type of honors or 
representation that can be arranged 
as provided by the Marine Corps Man
ual, subparagraph 5060,4, and the Land
ing Party Manual, chapter 3. If Marine 
Corps honors cannot be provided, he 
will explain why, such as, there is no 
Marine Corps activity in the vicinity, 
distance, etc., and advise the type of 
honors that can be furnished by another 
military service, or a local veterans 1 

or patriotic organization, 

(Z) Request for additional de
tails of death. The person conducting 
the condolence call may ·express re
gret and state that he received only 
the same information that was included 
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in the initial telegram of notification. 
He may advise that a letter should be 
received soon from the Marine's com
manding officer giving additional in
formation. 

(a) If death resulted from 
other than natural causes, the repre
sentative will refrain from expressing 
an opinion as to duty or misconduct 
status or fixing responsibility for any 
act that was committed. 

(b) The next of kin may be 
advised that an investigation is being 
conducted and upon completion, a re
port will be submitted to the Judge 
Advocate General of the Navy. If ad
ditional information is requested, the 
next of kin should be advised that 
the Judge Advocate General may be 
requested to furnish the pertinent in
formation. The representative may, 
if requested by the next of kin, submit 
such request directly to the Judge 
Advocate General in behalf of the next 
of kin. The next of kin should be 
advised that the preparation and for
warding of an investigative report .is 
necessarily time-consuming and that 
several weeks will no doubt elapse be
fore the Judge Advocate General will 
be able to furnish the information. 
The next of kin should be advised that 
it would be well to delay requesting 
details from the Judge .Advocate Gen
eral pending rli>"eipt of the letter from 
the Marine 1s-- commanding officer. 

(3) Survivors benefits, The rep
resentative shoUld be capable of dis
cussing with the next of kin the fur
nishing of military honors, burial and 
interment allowances, and survivor 
benefits. If possible he should tact
fully avoid discussionofsurvivorbene
fits because oflegal and other problems 
frequently involved in determining en
titlement. However, .the next of kin 
may be informed that a letter outlining 
the salient features of any benefits to 
which he or she may be entitled will 
be received from Headquarters Marine 
Corps in the near future, Should the 
next of kin press for the answer to 
a specific question regarding benefits, 
the representative may answer it 
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provided he knows the correct answer, 
When he does not know the answer he 
will so advise the next of kin and re
fer the matter to the Commandant of 
the Marine Corps (Code DN), by letter 
for appropriate action. No promises 
should be made obligating the Marine 
Corps or any other government agency 
in connection with entitlement to sur
vivor benefits. 

• f. Condolence calls monitored by 
the Commandant of the Marine Corps. 

(1) Within CONUS. When a Ma
rine dies or becomes missing while 
away from. command in a travel status 
in the execution of change of station 
orders or on temporary duty, the com
mand submitting the report toSECNAV 
·will make the call and/or request the 
cognizant Marine Corps District or ap
propriate command to make the call 
(see fig. lZ-35), 

(Z) Outside CONUS, When a Ma
rine dies or becomes missing the com
mand submitting the report toSECNAV 
will include in Item l,L, except when 
the next of kin is located in the vicinity 
of command, a request that the cog
nizant Marine Corps District or appro
priate command comply with subpara
graph 1Zl56.1 when informed by the 
Commandant of the Marine Corps that 
the next of kin has been notified (see 
fig. lZ-36). 

g. Exclusions under the condolence 
calls program. The District Marine 
Officer, Tenth Naval District and the 
Director, Fourteenth Marine Corps 
District are excluded from this pro
gram.. 

h. Condolence calls in the case of 
inactive retired Marines, There is 
no authority for expending government 
funds in the case of inactive retired 
Marines in connection with condolence 
and casualty assistance calls, military 
escorts, or other services which are 
provided at government expense for 
military personnel who die while on 
active duty. However, it is desired 
when practicable that commanders of 
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Marine Corps organizations and ac
tivities make every effort consistent 
with their commitments and capa
bilities to assist the families of de
ceased retired Marines during their 
bereavement (see MARCORMAN, sub
par. 5060,4, and LPM, chap. 3), When 
appropriate a Marine officer acting as 
a representative of the Commandant 
of the Marine Corps will either make 
a condolence call at the home of the 
bereaved family or call the next of 
kin by telephone to offer assistance, 

i. Calls in the case of members of 
the U.S. Navy and other armed services. 
When a member of another service 
dies on active or training duty while 
serving with the Marine Corps, and 
his next of kin resides in the vicinity 
of command, the commander or his 
designated representative may call on 
the next of kin for the specific pur
pose of extending sympathy only. The 
service of which the deceased was a 
member will make any arrangements 
necessary with th& next of kin in con
nection with funeral services. 

j. Calls in the case of certain 
classes of civilians 

(1) When a civilian employee of 
the Marine Corps or other armed 
service or other civilian, such as 
American Red Cross personnel, United 
Service Organization entertainers, and 
visiting dignitaries, dies at a Marine 
Corps organization or activity, and 
his next of kin is located in the vicinity 
of the command, the commander or his 
designated representative may call on 
the next of kin for the specific purpose 
of extending sympathy; 

(Z) Regulations and reporting 
requirements in deat:ti cases for au
thorized classes of civilian employees 
of the Marine Corps and the Navy are 
included in the Decedent A ff a i r s 
Manual. 

Z. Condolence letters (dead or miss
ing) 

a. The Marine's immediate com
manding officer will, within 3 days from 
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the date of occurrence, write a letter 
to the primary next of kin, or if the 
Marine is married, to both wife and 
parents. When a Marine dies while 
away from command in a travel status 
in the execution of change of station 
orders, it is the responsibility of the 
commanding officer of the unit from 
which he has just been detached to 
write the letter of condolence (see 
subpar. 12160.3). Airmail will be used 
whenever it will speed delivery. The 
letter will be written in simple lan
guage, will show a warm personal 
interest in the person to whom it is 
addressed, will extend condolences, 
and will describe the circumstances 
attending the Marine's death or miss
ing status. Circumstances will be 
related factually, in proper sequence, 
tactfully, and sympathetically (see sub
par. (!), below). Letters to members 
of the same family, will agree as to 
the circumstances of death or missing 
status, but will be modified to show 
that each is a personal letter. In ad
dition to supplying sufficient facts to 
answer questions that would normally 
occur to the members of a family, 
the letter should contain any facts that 
would comfort them, such as a state
ment that the Marine did not suffer, 
that he received the last rites of his 
faith, etc. When appropriate, compli
mentary remarks will be included about 
the Marine's character, personality, 
work, efficiency, and how he adapted 
himself to service life. Inappropriate 
compliments and ghastly descriptions 
will be avoided. 

(1) In those instances where 
death or missing status occurred under 
circumstances which require an in
vestigation, the terms "line of duty" 
and 11mis conduct" will not be used. 
Care will be taken to ensure that the 
details given in each case conform 
with the findings of the investigation 
which is required by the Manual of the 
Judge Advocate General, chapter 8. The 
fact that an investigation is to be held 
should not delay the forwarding of a 
condolence letter as it is intended that 
the family be given the known facts at 
the earliest practicable date. A copy 
of each letter written to the next of kin 
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and others will be furnished the officer 
appointed to conduct the investigation, 

(2) In cases of homicide or sui
cide it is necessary to include infor
mation as to the actual cause of death; 
i.e., perforating wound of the head 
from rifle bullet; suffocation by drown
ing; poisoning due to inhaling carbon 
monoxide; etc. A brief statement of 
the circumstances oi death should be 
included, but no attempt will be n~ade 
to supply information that ia not 
definitely known. Information which 
will reflect unfavorably on the individ
ual will not be included unless neces
sary to explain the cause of death. 

(3) No information will be in
cluded which in itself might be the 
specific basis for a claim against the 
Government or another agency or in
dividual, or the disclosure of which is 
prohibited by security regulations. 

(4) The condolence letter to the 
primary next of kin may contain a state
ment regarding the collection, safe
guarding and disposition of the personal 
effects of the deceased. 

(5) The sample shown in figure 
12-43 indicates the type of letter to be 
written. This example will be used as 
a guide and not as a form letter. 

(6) A copy of each letter .ent to 
the family of a deceased or missing 
Marine will be mailed to tha Com
mandant of the Marine Corps (Code 
DNA). 

(7) Condolence letters will be 
reviewed at the highest level of com
mand prior to release for mailing. 

b. The division/wing commander 
may also write a personal letter of 
condolence to the next of kin of a 
member of his command. It is de
sirable that such letter not relate 
the circumstances of death or missing 
since the initial telegram of notifi
cation and the commanding officer's 
letter of condolence included pertinent 
details. 
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12157 REPORTS OF DEATH OF 
INACTIVE MARINES, PER
SONS DEEMED TO HAVE 
BEEN ON ACTIVE DUTY, 
FORMER MARINES, AND 
DECLARED DESERTERS 

1. Inactive Marines Receiving Retainer 
or Retired Pay 

J a. When any Marine Corps organi
zation or activity receives information 
indicating the death in its locality of an 
inactive member of the Marine Corps, 
Fleet Marine Corps Reserve, or Ma
rine Corps Reserve receiving retainer 
or retired pay, the report will be veri
fied promptly. If it is found that death 
did not occur in a U.S. Armed Forces 
medical facility and that the Secretary 
of the Navyhasnotbeennotified, ames
sage report of the death will be sent to 
the Secretary of the Navy with the Com
mandant of the Marine Corps; the Chief, 
Bureau of Medicine and Surgery; the 
Director of the Marine Corps District 
in which death occurred; the Command
ing Officer, Marine Corps Reserve Data 
Services Center; and the commandant 
of the naval district in which death oc
curred as information addressees. 
When such death occurs in a foreign 
country the local State Department rep
resentative will be included as an infor
mation addressee also. The message 
will include such items of information 
required by paragraph 12154 as are 
applicable and will contain a statement 
that a certified copy of the civil death 
certificate is being sent to the custodian 
of the decedent's service and health 
records for the purpose of termination 
and disposition of these records. The 
death certificate will be forwarded 
promptly. 

• ( 1) When the Commanding Of
ficer, Marine Corps Reserve Data 
Services Center; obtains a copy of the 
civil death certificate, or is an infor
mation addressee on a message report 
of death to the Secretary of the Navy in 
the case of a member of the Fleet Ma
rine Corps Reserve, inactive, the serv
ice record of the deceased will be closed 
and forwarded to the Commandant of the 
Marine Corps (Code DNA). The health 
record will be closed and forwarded to 
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the Bureau of Medicine and Surgery, 
Department of the Navy, Washington, 
D.C. 20390. 

b. The authority for expenditure of 
funds for procurement of civil death 
certificates, when required, is con
tained in the Navy Comptroller Manual, 
paragraph 046377. '2. Inactive Marine Reservist NotRe
ceivtng Retainer or Retired Pay. Any 
Marine Corps organization or activity 
receiving information indicating that 
the death of an inactive member of the 
Marine Corps Reserve not receiving 
retainer or retired pay has occurred in 
its locality will, upon verification of the 
information, submit a speedletter re
port of death to the Commandant of the 
Marine Corps (Code DNA). The speed
letter will contain such items of infor
mation required by paragraph 12154 as 
are applicable and include the indi
vidual's date and place of birth. Two 
copies of the speedletter will be sent to 
the Director of the Marine Corps Dis
trict or the Commanding Officer, Ma
rine Corps Reserve Data Services Cen
ter, as applicable. The custodian will 
close and forward the service record of 
the deceased to the Commandant of the 
Marine Corps (Code DNA); and will 
cause his health record to be termi
nated and forwarded, accompanied by 
one copy of the speedletter. to the Bu
reau of Medicine and Surgery, De
partment of the Navy, Washington, 
D.C. 20390. 

Be Deemed to Be 
in a Pay and or Duty Status for the Pur
pose of Entitlement to Survivor Benefits 

a. When any Marine Corps organi
zation or activity learns of the death 
of any person in the categories out
lined in subparagraphs (1), (2) and (3), 
below,_ the report will be verified 
promptly. Upon verification, a report 
of death will be sent by message to 
the Secretary of the Navy with the 
Commandant of the Marine Corps, the 
Chief, Bureau of Medicine and Surgery, 
and the commandant of the naval dis
tricts or river commands in which 
death occurred and in which the pri
mary next of kin resides listed as 
information addressees. The message 
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will include such items of information 
required by paragraph 12154 as are 
applicable and known. 

(1) A:ny person who dies while 
en route to or from, or at a place for 
final acceptance or for entry upon 
active duty in the n a v a 1 service 
(a) who has beenprovisionallyaccepted 
for such duty, or (b) who under the 
Universal Military Training and Serv
ice Act has been selected for active 
naval service; and has been ordered 
or directed to proceed to such a place. 

(2) A:ny member of a Reserve 
component of the naval service (a) who, 
when authorized or required by com
petent authority, assumes an obligation 
to perform active duty for training or 
inactive duty training, and (b) who dies 
from an injury incurred while proceed
ing directly to or returning directly 
from such active duty for training or 
inactive duty training. (Note: A member 
who dies while performing authorized 
travel to or from active duty for train
ing may come under subpar. 12150.la.) 

(3) A:ny member or former 
member of the Marine Corps or Marine 
Corps Reserve who dies during the 
120-day period which begins on the day 
following the date of his discharge or 
release from active duty, active duty 
for training, or inactive duty training, 
from disease or injury incurred or ag
gravated while ,on such active duty or 
active duty for training, or from injury 
incurred or aggravated while on such 
inactive duty training, 

b. The determinations regarding 
entitlement to death gratuity for per
sons in the above categories are made 
by the Commandant of the Marine 
Corps and/or by the Veterans' Ad
ministration as appropriate. No com
mitment as to obligation of the Govern
ment will be made pending adjudication, 

• 4. Persons Who Have Been Officially 
Declared Deserters. When any Marine 
Corps organization or activity re
cehres information indicating that a 
person who deserted from the Marine 
Corps is deceased, the report will be 
verified promptly' If correct, a mes
sage report of death will be sent im-
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mediately to the Secretary of the Navy 
with the Commandant of the Marine 
Corps, the Chief, Bureau of Medicine 
and Surgery, Director of the Marine 
Corps District in which the next of kin 
resides, and the commandants of the 
naval districts or river commands in 
which death occurred and in which the 
primary next of kin resides as infor
mation addressees. The report will in
clude such items of information re
quired by paragraph 12154 as are known 
and available (see fig. 12-37). 

12158 MEMBER OF ANOTHER 
SERVICE AND/OR A FOR
EIGN NATIONAL IN 
CASUALTY STATUS 

I. U.S. Navy. When a member of the 
Navy or Naval Reserve becomes a 
casualty while serving with the Marine 
Corps (or in the vicinity of a Marine 
Corps organization or activity while 
away from his parent unit), action will 
be in accordance with Bureau of Naval 
Personnel Manual, articles C-9801 and 
C-9802. Subparagraph 12156. li will 
apply when appropriate. 

2. U.S. Army, Air Force or Coast 
Guard. When a member of the Army, 
Air Force or Coast Guard becomes a 
casualty while serving with the Marine 
Corps or in the vicinity of a Marine 
Corps activity and it appears that the 
nearest activity of the service con
cerned has not been officially notified, 
a message similar to that required in 
the case of a Marine casualty (see 
pars. 12154 and 12155) will be sent to 
the nearest activity of the service con
cerned with information copies to the 
Secretary of the Navy, the parent unit 
if known, the Secretary of the depart
ment concerned, the Commandant of 
the Marine Corps, and the commandants 
of the naval districts or river com
mands in which the casualty occurred 
and in which the next of kin resides • 
Subparagraph 12156.11 will apply when 
appropriate, 

3. Foreign Nationals in Continental 
United States 

a. When a foreign national (mill
tary or civilian) becomes a casualty 

12-25 
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while as signed to or undergoing train
ing under written orders with a Marine 
Corps organization in the continental 
United States, a mea sage similar to 
that required in the case of a Marine 
casualty (see pars, 12154 and 12155) 
will be sent to the Secretary of the 
Navy, with information copies to the 
Commandant of the Marine Corps, 
the Chief, Bureau of Medicine and 
Surgery, the Chief ofNavalOperations, 
the Chief of Bureau of Supplies and 
Accounts, and the commandant of the 
naval district or riv.er com.m.and in 
which the casualty occurred. The Chief 
of Naval Operations will notify the in
dividual's military representative in 
the United States in accordance with 
OPNAV INSTRUCTION 4950,1B, para
graph 367, This notification will be 
considered notification to the next of 
kin except when the next of kin resides 
in the immediate vicinity ofthe report
ing command, Whentheindividualis at
tached to the reporting unit, the com
mander will notify the next of kin 
verbally and the reporttotheSecretary 
of the Navy will so state and give date 
of notification, 

b, When such an individual, not as
signed to or undergoing training with 
a Marine Corps organization, becomes 
a casualty while in the vicinity of, a 
Marine Corps activity and it appears 
that the proper authorities have not 
been notified, the action required by 
subparagraph a, above, will be ac
complished except that the Cornm.an
dant of the Marine Corps will notify 
the individual's military representative 
in the United States, 

c. I£ the individual is deceased and 
his remains areavailableforshipment, 
in the absence of instructions from the 
recognized next of kin, the individual's 
military or diplomatic representative 
will be requested by the Chief of Naval 
Operations and/or the Commandant 
of the Marine Corps, as appropriate, 
to furnish instructions for disposition 
of remains and personal effects when 
notification is made. Such services 
as are required to care for the re
mains will be furnished when author
ized in the DeceQ.ent Affairs Manual, 

Subparagraph 12156.1i will apply when 
appropriate, 

12159 DEATH AND DISAIDLITY OF 
MARINE RESERVISTS 

1. Death reports in the case of Marine 
reservists -will be in accordance with 
paragraphs 12154 and 12157.Reporting 
requirements in the case of disability 
of Marine reservists are contained in 
chapter 11. 

12160 ADMINISTRATIVE INSTRUC
TIONS PERTAINING TO 
CASUALTIES IN OTHER 
THAN COMBAT COMMITTED 
ORGANIZATIONS 

l, Personnel in a Missing Status (Not 
Unauthorized Absence) 

a, Policy. A person reported as 
missing in accordance ~th subpara
graph 12154,2 will be carried in that 
status until reported or officially de
termined to be in another status, 

( 1) If after .submission of the 
initial report it is determined that 
conclusive evidence exists that such 
person is in fact dead, the cognizant 
commander will immediately change 
the person's status from missing to 
dead and take other appropriate action 
(see subpar, 5, below). The date on 
which the individual became missing 
will be considered the date of his 
death except when circumstances defi
nitely indicate subsequent survival. 

(a) Conclusive evidence of 
death will be considered to exist when 
available information indicates beyond 
a reasonable doubt that the missing 
person could not have survived; e.g., 
he was the pilot of an aircraft which 
crashed at sea, or he was accidentally 
washed overboard during a storm at 
sea, and his remains were not re ... 
covered. In other words, conclusive 
evidence of death will be considered to 
exist, even though the individual's re
mains are not recoverable, when cir
cumstances attending his disappear
ance, statements of witnesses, results 
of search operations, or local condi
tions such as terrain, depth of water, 
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temperature and other climatic con
ditions indicate that the possibility of 
the individual's survival is too remote 
to be logically considered. 

(2) Not later than 15 days after 
submission of the initial report of 
missing, if the individual has not re
turned to military control or conclusive 
evidence of death has notbeenreceived 
or established, a written report will be 
submitted by airmail to the Commandant 
of the Marine Corps (Code DNA), 
furnishing complete information for 
review and official determination of 
the individual's status by the Head, 
Personal Affairs Branch, under the 
Missing Persons Act, as amended. 

(a) The report shall include 
full details of the ci rcurnstances sur
rounding the individual's disappear
ance, such as the place of disappear
ance (latitude and longitude, distance 
from nearest land, or nearby town and 
grid coordinates), date, time, and place 
where last seen or contacted, state
ments of witnesses, climatic condi
tions, local terrain, information 
concerning duration and ext e n t of 
search operations and results thereof. 
The report will also include the opinion 
and recommendations of the cognizant 
commander as to whether a change in 
casualty status is warranted, and de
tailed reasons to substantiate his 
opinion regarding the possibility of 
continued survival of the missing per
son(s). 

(b) The report to the Secre
tary of the Navy, the above report, 
the service record, and any corre
spondence relating the status of an 
individual in a nonbattle status who is 
missing from an area adjacent to 
unfriendly areas will be identified with 
the legend FOR OFFICIAL USE ONLY 
(this legend is not to be used in lieu of 
an appropriate security classification 
if the information requires protection 
in the interest of national defense). 

(c) In any case in which the 
cognizant commander recommends that 
a person who is missing be retained in 
that status, the individual's records will 
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be held pending determination of his 
status and receipt of instructions by 
message from the Commandant of the 
Marine Corps. 

b. Missing Dependents of Marines 
in Active Service 

(1) The Missing Persons Act, as 
amended, provides in part that the 
Secretary of the Navy or his designee 
(Head, Personal Affairs Branch) may 
determine when appropriate the status 
of missing dependents of Marines in 
active service. The Act further pro
vides that such determination shall be 
conclusive on all agencies of the Fed
eral Government in connection with 
the payment of various benefits, but 
that no right to pay, allowances or 
other compensation shall be conferred 
upon the dependent to which such per
son was not otherwise entitled. 

(2) In addition to the initial 
report required by subparagraph 
12154.8 and progress reports, a re
port similar to that required by sub
paragraph a(2), above, will be sub
mitted to the Commandant of the 
Marine Corps for review and deter
mination of status when appropriate 
under the Missing Persons Act. 

2. Investigation in Case of Death or 
Injury. When an 1nd1v1dual dies of 
injuries or under peculiar or doubtful 
circumstances at:.. investigation will be 
conducted and a report subn'l.i tted in 
accordance with the provisions of Man
ual of the Judge Advocate General,chap
ter 8, In the case of injuries (except 
from enemy action) resulting in the 
individual's physical inability to per
form his duties for a period in excess 
of 24 hours, or where payment of disa
bility benefits may be claimed, the in
jury will be investigated and reported 
as appropriate in accordance with the 
Manual of the Judge Advocate General, 
chapter 7 and/or chapter 8. 

3. Emergency Data to Be Recorded 
for Notification Purposes Upon Trans
fer. When an individual is transferred 
outside the immediate vicinity of the 
command, the transferring activity will 

-w: 
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record the name, relationship, and 
address of persons to be notified in the 
event the person becomes a casualty. 
This information should agree with the 
data on his current Record of Emer
gency Data. The record will be retained 
for 60 days and then destroyed. 

4. Record Data Required for Purposes 
of Notification When Records Are Not 
Readily Available. When a Marine be
comes a casualty, the data needed for 
notification purposes may be requested 
from his last duty station or from the 
Commandant of the Marine Corps, de
pending upon which is located closer 
to the place at which the casualty oc
curred. 

5. Service Records of Deceased Per
sonnel. The service record of a de
ceased Marine will be closed and 
sent promptly to the Commandant of 
the Marine Corps (Code DNA) (see 
par. 15100). The health record will 
be sent directly to the Bureau of 
Medicine and Surgery, Department of 
the Navy, Washington, D.C. 20390 

6. Public Release of Information Per
taining to Casualties 

a. Release of information to news 
media regarding military personnel 
and/ or foreign nationals who are in a 
casualty status will be in accordance 

12-26b 
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with footnote ** of figure 12-25, and 
MCO P5720,44, Marine Corps Informa
tional Services Manual. 

b, To permit the prompt release 
of information to news media in death 
and missing cases that occur outside 
the continental United States, the Com
mandant. of the Marine Corps will notify 
reporting commands outside the con
tinental United States promptlybymes
sage as soon as official notification is 
released for transmission to the next 
of kin. 

• 7. Classification of Casualty Reports 
(Pars. 12154 and 12155) 

a, Initial message reports will nor
mally be unclassified to permit notifi
cation of the next of kin. 

b. If necessary a supplementary 
report will be forwarded giving ad
ditional circumstances which require 
security classification in the interests 
of national defense or which are of a 
sensitive nature and require special 
handling. 

c. When the initial report cannot be 
submitted without including classified 
or sensitive information, the message 
will be appropriately classified or 
handled. 
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*NOTIFICATION TELEGRAM TO PRIMARY NEXT OF KIN(see subpars. 12055.lc 
and d) WHEN DEATH OCCURS AWAY FROM HOME OR WHEN NEXT OF KIN IS 
NOT PRESENT AT PLACE OF DEATH AND IS NOT AWARE OF THE DEATH 
(REMAINS PRESENT FOR BURIAL) 

I DEEPLY REGRET TO INFORM YOU THAT YOUR (relationship,grade, name, 

branch of service) DIED ON (date) AT (place of death) (**brief statement of cause 

and circumstances of death such as: OF FRACTURED SKULL RECEIVED WHEN 

A PRIVATELY -OWNED AUTOMOBILE IN WHICH HE WAS A PASSENGER 

CRASHED INTO A MOVING TRAIN or OF ENCEPHALITIS). A TELEGRAM RE

QUESTING YOUR WISHES CONCERNING DISPOSITION OF THE REMAINS AND 

OTHER DETAILS FOLLOWS. PLEASE ACCEPT ON BEHALF OF THE UNITED 

STATES MARINE CORPS AND MYSELF OUR HEARTFELT SYMPATHY IN YOUR 

GREAT LOSS. 

(Name,grade, and title of senior officer present) 

Note: 

*A report of delivery of this telegram will be requested by the originating ac
tivity. In the event the report of delivery is not received within 8 hours, the 
second telegram (fig. 12-26) will be released. These provisions are not to be 
construed as governing the time of public release of names and addresses of 
casualties to news media. 

**Initial telegraphic notifications will include a brief explanatory statement of 
cause and circumstances. In case of apparent suicide, qualify cause of death as 
follows: DIED ON (date) AT (place of death) OF (gunshot wound of the head under 
circumstances. indicating self-inflicted), (carbon monoxide poisoning under 
cjrcumstances indicating self-administered) or (strangulation under con
ditions indicating self-destruction). Because of sensitivity of the subject matter, 
cases of death which resulted from suicide, homicide, training accidents, or which 
occurred under other unnatural or peculiar circumstances will be coordinated 
closely with the officer responsible for the release of public information so that 
the families receive in the initial notifications substantially the same information 
that is initially released to news media. The information will be limited to estab
lished facts. 

I. If the facts cannot be determined promptly, the initial telegrams of notifi
cation may be modified to state that the cause or circumstances of death have not 
yet been determined and that additi"onal information will be sent as soon as 
possible. When the facts have been determined, and prior to or simultaneous with 
any news release, a supplementary telegram will be sent promptly to each person 
initially notified. 

2. Notification telegrams will be sympathetically and carefully worded in view 
of the impact such notifications may have on the families. Statements that reflect 
unfavorably on the deceased and ghastly descriptions of the details will be avoided. 
When appropriate, such notification messages may state that an investigation is 
being made. Responsibility for any act or acts involved will not be fixed and no 
information will be included regarding line of duty and misconduct status or 
disciplinary action. 

Figure 12-25 
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*TELEGRAM TO PRIMARY NEXT OF KIN (see subpars. 12055.lc and d) RE
QUESTING INSTRUCTIONS FOR DISPOSITION OF REMAINS 

THIS INFORMATION IS INTENDED TO ASSIST YOU IN MAKING FUNERAL 

ARRANGEMENTS FOR YOUR (relationship, grade, name, branch of service). HIS 

REMAINS WILL BE PREPARED, ENCASED, AND SHIPPED AT NO EXPENSE TO 

YOU. ACCOMPANIED BY AN ESCORT, EITHER TO AFUNERAL HOME OR TO A 

NATIONAL CEMETERY SELECTED BY YOU. IN ADDITION YOU WILL BE RE-

IMBURSED AN AMOUNT NOT TO EXCEED TWO HUNDRED DOLLARS TOWARD 

FUNERAL AND INTERMENT EXPENSES IF INTERMENT IS IN A PRIVATE 

CEMETERY, ONE HUNDRED TWENTY-FIVE DOLLARS IF REMAINS ARE CON-

SIGNED TO A FUNERAL HOME PRIOR TO INTERMENT IN A NATIONAL CEME-

TERY, OR SEVENTY-FIVE DOLLARS IF REMAINS ARE CONSIGNED DIRECTLY 

TO A NATIONAL CEMETERY. PLEASE WIRE COLLECT (title, address of officer 

to receive burial instructions, or if not known, commandant of the naval district 

or river command in which death occurred) YOUR DESIRES IN THIS RESPECT, 

INDICATING THE NAME AND ADDRESSOFTHEFUNERALHOME OR NATIONAL 

CEMETERY TO WHICH YOU WISH THE REMAINS SENT AND WHETHER OR NOT 

YOU DESIRE AN ESCORT. **THE (name of national cemetery and location) IS 

NEAREST YOUR HOME. LETTER WILL FOLLOW CONCERNING CIRCUM-

STANCES OF YOUR (relationship's) DEATH. I WISH TO ASSURE YOU OF EVERY 

POSSIBLE ASSISTANCE AND TO EXTEND THE HEARTFELT CONDOLENCES 

OF THE MARINE CORPS IN YOUR BEREAVEMENT. 

(Name,grade, and title of senior officer present) 

Note: 

*A report of delivery of this telegram will be requested by the originating activity. 

**See par. 12205 for information regarding national cemeteries. 
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*NOTIFICATION TELEGRAM TO PERSONS OTHER THAN THE PRIMARY NEXT 
OF KIN 

I DEEPLY REGRET TO INFORM YOU YOUR (relationship,grade, name, branch 

of service) DIED ON (date) AT (place of death) (**brief statement of cause and 

circumstances of death). (***I AM SORRY TO ADVISE YOU THAT A THOROUGH 

SEARCH OF THEAREAWASMADEBUTHISREMAINS WERE NOT RECOVERED.) 

HIS (relationship of primary next of kin) HAS BEEN NOTIFIED. PLEASE ACCEPT 

ON BEHALF OF THE UNITED STATES MARINE CQRPS OUR MOST HEARTFELT 

SYMPATHY IN YOUR BEREAVEMENT. 

(Name,grade, and title of senior officer present) 

Note: 

*No report of delivery will be requested. 

**In cases of death which resulted from suicide, homicide, training accidents, or 
occurred under other unnatural or peculiar circumstances, see footnote ** of 
figure 12-25. 

***The text of this message may be modified as necessary to fit each specific 
case. For example, the statement regarding nonrecovery of remains will be 
included only when appropriate. 

• Figure 12-27 
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*CONFIRMATION OR NOTIFICATION TELEGRAM TO PRIMARY NEXT OF KIN 
(see subpars. lZ055.lc and d) WHEN DEATH OCCURS AT OR NEAR THE HOME 
OF THE NEXT OF KIN OR THE NEXT OF KIN iS PRESENT AT THE PLACE OF 
DEATH AND/OR AWARE OF DEATH (REMAINS PRESENT FOR BURIAL) 

I DEEPLY REGRET TO OFFICIALLY CONFIRM (OR INFORM YOU OF) THE 
DEATH OF YOUR (relationship, grade, name, branch of service) ON (date) AT 
(place) (**brief statement of cause and circumstances of death such as: OF 
INJURIES RECEIVED IN AN AUTOMOBILE ACCIDENT (OR OF BRONCHO
PNEUMONIA)). PLEASE ACCEPT ON BEHALF OF THE UNITED STATES 
MARINE CORPS AND MYSELF OUR HEARTFELT SYMPATHY IN YOUR BE
REAVEMENT. THE FOLLOWING INFORMATION IS FURNISHED TO ASSIST YOU 
IN MAKING FUNERAL ARRANGEMENTS. IF YOU SO DESIRE, ARRANGEMENTS 
WILL BE MADE FOR THE PREPARATION, ENCASEMENT AND TRANSPORTA
TION OF HIS REMAINS ACCOMPANIED BY AN ESCORT, TO ANY PLACE YOU 
DESIGNATE AT NO COST TO YOU. IF NOT, YOU WILL BE ALLOWED THE 
AMOUNT THE PREPARATION AND ENCASEMENT OF HIS REMAINS WOULD 
HAVE COST IF PROVIDED BY FUNERAL DIRECTOR UNDER ARMED FORCES 
CONTRACT OR IF SUCH CONTRACT SERVICES ARE NOT AVAILABLE YOU 
WILL BE REIMBURSED FOR NECESSARY EXPENSES NOT TO EXCEED FOUR 
HUNDRED DOLLARS. THE NAVY WILL PAY FOR TRANSPORTATION OF HIS 
REMAINS TO ANY PLACE YOU DESIGNATE. ALSO YOU WILL BE REIMBURSED 
AN AMOUNT NOT TO EXCEED TWO HUNDRED DOLLARS TOWARD FUNERAL 
AND INTERMENT EXPENSES IF INTERMENT IS IN A PRIVATE CEMETERY, 
ONE HUNDRED TWENTY -FIVE DOLLARS IF REMAINS ARE CONSIGNED TO A 
FUNERAL HOME PRIOR TO INTERMENT IN A NATIONAL CEMETERY, OR 
SEVENTY-FIVE DOLLARS IF REMAINS ARE CONSIGNED DIRECTLY TO A 
NATIONAL CEMETERY. PLEASE WIRE COLLECT (title and address of officer 
to receive burial instructions, or if not known, commandant of the naval district 
or river command in which death occurred) YOUR DESIRES IN THIS RESPECT, 
INDICATING WHETHER OR NOT YOU PREFER TO MAKE NECESSARY AR
RANGEMENTS, THE NAME AND ADDRESS OF THE FUNERAL DIRECTOR OR 
NATIONAL CEMETERY TO WHICH YOU WISH THE REMAINS SENT, AND 
WHETHER OR NOT YOU DESIRE AN ESCORT. ***THE (name of national 
cemetery and location) IS NEAREST YOUR HOME. 

(Narne,gradeand title of senior officer present) 

Note: 

*A report of delivery of this telegram will be requested by the originating activity. 

**In cases of death which resulted from suicide, homicide, training accidents, or 
occurred under other unnatural or peculiar circumstances, see footnote ** of 
figure 12-25. 

***See paragraph 12205 for information regarding national cemeteries. 
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*NOTIFICATION TELEGRAM TO PRIMARY NEXT OF KIN WHEN DEATH 
OCCURS UNDER CIRCUMSTANCES WHICH PRECLUDE RECOVERY OF RE
MAINS 

I DEEPLY REGRET TO INFORM YOU THAT YOUR (relationship, grade, name, 

branch of service) DIED ON (date) AT (place of death) (**brief statement of cause 

and circumstances of death). I AM SORRY TO ADVISE YOU THAT ALTHOUGH 

AN EXTENSIVE SEARCH OF THE AREA WAS MADE HIS REMAINS WERE NOT 

RECOVERED. LETTER FOLLOWS CONCERNING CIRCUMSTANCES OF DEATH. 

PLEASE ACCEPT ON BEHALF OF THE UNITED STATES MARINE CORPS 

HEARTFELT SYMPATHY IN YOUR GREAT LOSS. 

(Name, grade, and title of senior officer present) 

Note: 

*A report of delivery of this telegram will be requested by the originating 
activity. 

**In cases of death which resulted ,from suicide, homicide, training accidents or 
occurred under other unnatural or peculiar circumstances, see footnote** of 
figure 12-25. 

' figure 12-29 
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*NOTIFICATION TELEGRAM TO PRIMARY NEXT OF KIN IN CASE OF DEATH 
OF **RETIRED OR RESERVE PERSONNELNOTONACTIVEOR TRAINING DUTY 
OR INACTIVE TRAINING DUTY, PERSONS DEEMED TO BE ON ACTIVE DUTY 
AND DECLARED DESERTERS 

I DEEPLY REGRET TO INFORM YOU YOUR (relationship,grade, name, branch 

of service) DIED ON (date) AT (place of death) (***brief statement of cause and 

circumstances of death). HIS REMAINS ARE AT (name and address of funeral 

director) AWAITING YOUR INSTRUCTIONS. UNDER THE LAW THE DEPART-

MENT OF THE NAVY IS NOT AUTHORIZED TO PAY ANY EXPENSES IN CON-

NECTION WITH THE PREPARATION, ENCASE!y[ENT AND DISPOSITION OF THE 

REMAINS OF YOUR (relationship) SINCE HE WAS NOT ON ACTIVE DUTY AT 

TIME OF DEATH. PLEASE ACCEPT MY MOST HEARTFELT SYMPATHY IN 

YOUR GREAT LOSS. 

(Name,grade, and title of s':'nior officer present) 

Note: 

*Notification will be made only when the initial report is received immediately 
after death and it appears that the primary next of kin is not aware of death. A 
report of delivery will be requested by the originating activity. 

**To be used for captioned categories of personnel, but not applicable in the case 
of a retired member of the Marine Corps or Marine Corps Reserve who was 
hospitalized during a period of active duty or extended active duty and continued 
as a patient in aU. S. Government hospital to the date of death. 

***In case of death which resulted from suicide, homicide, training accidents, or 
occurred under other unnatural or peculiar circumstances, see footnote** of 
figure 12-25. 

Figure 12-30 
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*NOTIFICATION TELEGRAM TO PRIMARY NEXT OF KIN AND OTHER PER
SONS IN CASE OF PERSONNEL WHO BECOME MISSING (NOT IN UNAUTHORIZED 
ABSENTEE STATUS) 

I DEEPLY REGRET TO INFORM YOU THAT YOUR (relationship,grade, name, 

branch of service) IS MISSING. (**Brief statement of circumstances, date, and 

place at which he became missing such as: HE WAS A PASSENGER ON A 

GOVERNMENT AIRPLANE WHICH LEFT NEW ORLEANS LOUISIANA AT 10:00 

PM 6 MAY 1958 FOR BREMERTON WASHINGTON BUT FAILED TO ARRIVE AT 

DESTINATION. PLANE WAS IN MOUNT RAINIER AREA AT TIME OF LAST 

REPORT 6:00 AM 7 MAY 1958. EXTENSIVE SEARCH OPERATIONS ARE IN 

PROGRESS AND EVERY EFFORT IS BEING MADE TO LOCATE THE PLANE.) 

YOU WILL BE KEPT INFORMED OF DEVELOPMENTS. (***HIS ALLOTMENTS 

IF ANY AND PAY WILL CONTINUE IN FORCE PENDING DETERMINATION 

OF HIS STATUS.) I EXTEND TO YOU ON BEHALF OF THE UNITED STATES 

MARINE CORPS AND MYSELF OUR DEEPEST SYMPATHY DURING THIS 

PERIOD OF GREAT ANXIETY. 

(Name,grade, and title of senior officer present) 

Note: 

*A report of delivery of the telegram to the primary next of kin will be requested 
by the originating activity. 

**In those cases in which persons are 11missing 11 under peculiar circumstances, 
see footnote ** of figure 12-25. 

***Statement regarding allotments and pay to be included when appropriate in the 
telegram to primary next of kin only. 

Figure 12-31 
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*NOTIFICATION TELEGRAM TO PRIMARY NEXT OF KIN(seesubpars. 12055.lc 
and d) WHEN STATUS IS CHANGED FROM MISSING TO DEAD (REMAINS RE
COVERED); NEXT OF KIN IS NOT PRESENT AT PLACE OF DEATH 

I DEEPLY REGRET TO INFORM YOU THAT THE STATUS OF YOUR (relation
ship,grade, name, branch of service) HAS BEEN CHANGED. (**Brief statement of 
cause, circumstances, date and place of death such as: HE DIED ON 7 MAY 1958 
OF INJURIES RECEIVED WHEN A GOVERNMENT PLANE ON WHICH HE WAS A 
PASSENGER CRASHED NEAR MOUNT RAINIER WASHINGTON. THE PLANEHAS 
BEEN LOCATED AND HIS REMAINS HAVE BEEN RECOVERED.) THE FOLLOW
ING INFORMATION IS FURNISHED TO ASSIST YOU IN MAKING FUNERAL 
ARRANGEMENTS. HIS REMAINS WILL BE PREPARED, ENCASED, AND SHIPPED 
AT NO EXPENSE TO YOU, ACCOMPANIED BY AN ESCORT, EITHER TO A 
FUNERAL HOME OR TO A NATIONAL CEMETERY SELECTED BY YOU. IN 
ADDITION YOU WILL BE REIMBURSED AN AMOUNT NOT TO EXCEED TWO 
HUNDRED DOLLARS TOWARD FUNERAL AND INTERMENT EXPENSES IF 
INTERMENT IS IN A PRIVATE CEMETERY, ONE HUNDRED TWENTY-FIVE 
DOLLARS IF REMAINS ARE CONSIGNED TO A FUNERAL HOME PRIOR TO 
INTERMENT IN A NATIONAL CEMETERY, OR SEVENTY-FIVE DOLLARS IF 
REMAINS ARE CONSIGNED DIRECTLY TO A NATIONAL CEMETERY. PLEASE 
WIRE COLLECT (title, address of officer to receive burial instructions, or if not 
known, commandant of the naval district or river command in which death occurred) 
YOUR DESIRES IN THIS RESPECT, INDICATING THE NAME AND ADDRESS OF 
THE FUNERAL HOME OR NATIONAL CEMETERY TO WHICH YOU WISH THE 
REMAINS SENT AND WHETHER OR NOT YOU DESIRE AN ESCORT. ***THE 
(name of national cemetery and location) IS NEAREST YOUR HOME. LETTER 
WILL FOLLOW CONCERNING CIRCUMSTANCES OF YOUR (relationship' s)DEATH. 
I WISH TO ASSURE YOU OF EVERY POSSIBLE ASSISTANCE AND TO EXTEND 
THE HEARTFELT CONDOLENCES OF THEMARINECORPSINYOUR BEREAVE
MENT. 

(Name,grade, and title of senior officer present) 

Note: 

*A report of delivery of this telegram will be requested by the originating activity. 

**In cases of death which resulted from suicide, homicide, training accidents, or 
occurred under other unnatural or peculiar circumstances, see footnote ** of 
figure 12-25. 

***See par. 12205 for information regarding national cemeteries. 

Figure 12-32 

12-34 



CHAPTER 12--CASUALTIES 12160 

NOTIFICATION TELEGRAM TO PRIMARY NEXT OF KIN AND OTHER PERSONS 
IN THE CASE OF PERSONNEL IN CRITICAL OR SERIOUS CONDITION FROM 
ILLNESS OR INJURY 

I REGRET TO INFORM YOU YOUR (relationship,grade, name, branch of service) 

IS (critically/seriously) (ill/injured). HIS (illness/injury) HAS BEEN DIAGNOSED 

AS (type of illness/injury) (if injured state parts of body affected; include date and 

place of occurrence and statement of circumstances). HIS PROGNOSIS IS (good, 

fair, poor, guarded). HE IS IN (name and location of hospital). YOU ARE 

ASSURED THAT HE IS RECEIVING THE BEST OF CARE. (Mail should be ad-

dressed to him in care of (mailing address).) (You may visit him at any time you 

wish.) (It is suggested that you visit him as soon as possible.) YOUR GREAT 

ANXIETY IS REALIZED AND YOU WILL BE KEPT INFORMED OF SIGNIFICANT 

CHANGES IN HIS CONDITION. 

(Name,grade, and title of senior officer present) 

Figure 12~33 
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12160 MARCORPERSMAN 

NOTIFICATION TELEGRAM TO PRIMARY NEXT OF KIN AND OTHER PERSONS 
IN THE CASE OF PERSONNEL WHO ARE *INCAPACITATED AS THE RESULT 
OF INJURY OR ILLNESS AND WHOSE CONDITION IS NEITHER SERIOUS NOR 
CRITICAL 

**I REGRET TO INFORM YOU YOUR (relationship, grade, name, branch of 

service) RECEIVED (describe type of injury, parts of body affected, date, and 

place of occurrence and statement regarding circumstances which caused injury). 

(Example: CONCUSSION OF HEAD WHICH RESULTED IN PARTIAL LOSS 

VISION RIGHT EYE AND COMPOUND COMMINUTED FRACTURE OF RIGHT LEG 

WHICH NECESSITATED AMPUTATION FOOT AND LOWER LEG, FOUR INCHES 

ABOVE ANKLE. HE WAS ACCIDENTALLY INJURED 15 FEBRUARY AT NEW 

RIVER, NORTH CAROLINA, WHEN A GRENADE EXPLODED PREMATURELY 

DURING A TRAINING PROBLEM.) HE IS RECEIVING BEST POSSlliLE CARE AT 

(activity, ship or civilian hospital) (location). HIS GENERAL CONDITION IS (good, 

fair). HIS PROGNOSIS IS (g_~d, f:l~!"l· (Your presence is not required; however, 

you may visit him at any time you desire.) (Mail should be addressed to him in 

care of (mailing address).) YOUR CONCERN IS REALIZED AND YOU WILL BE 

KEPT INFORMED PERIODICALLY BY MAIL OF HIS PROGRESS UNTIL HE IS 

ABLE TO COMMUNICATE WITH YOU. 

{Name,grade, and title of senior officer present) 

Note: 

*When INCAPACITATION results in serious or critical condition use figure 12-33. 

**Modify first sentence when INCAPACITATION is the result of illness. 

Figure 12-34 
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CHAPTER 12--CASUALTIES 12160 

MESSAGE REPORT OF DEATH- RECORDS NOT AVAILABLE 

PRIORITY 

FROM: CG SECOND MAW 

TO: SECNAV 

INFO: CMC 
BUMED 
MARBKS NAS PNCLA 
COMDTS OF NA VDIST OR RIVER COMMANDS IN WHICH DEATH 

OCCURRED AND IN WHICH NEXT OF KIN RESIDES 
DIR MARCORDIST IN WHICH NEXT OF KIN RESIDES 
OTHER ADDRESSEES AS APPROPRIATE 

UNCLAS 

REPORT OF DEATH- NONBATTLE 

A. MARCORPERSMAN, PAR 1Z154 

1. lAW REF A FOLLOWING ITEMS ARE REPORTED: 

A. MAJOR JOHN HENRY DOE 03579/7333 USMC MARBKS NASPNCLA. 

B. ACDU. TRANSIENT STATUS. 

C. DEAD. 

D. 15 OCT 1960 AT <ouJJR NEAR JACKSONVILLE NC OF MULTIPLE IN
JURIES. EN ROUTE JOIN THIS COMD. PASSENGERONGOVT AIRPLANE WHICH 
CRASHED. CAUSE ACDT UNKNOWN. 

E. BROWN FUNERAL HOME JACKSONVILLE. TO BE TRJONESFUNERAL 
HOME NEW BERN NC FOR CONT SERV 16 OCT 60. REMAINS TO BE SHIPPED 
JONES MORTUARY Z5 GRAND ST LOSA CALIF. 

F. MRS MARY AGNES DOE WIFE 1Z3 GRAND COURT LOSA. 

G. OFFICIALLY NOTIFIED: 

1. YES, PERSONALLY. COPY OF FIGURE 1Z-Z8, 

Z. NO UNKNOWN. MARBKS NAS PNCLA NOTIFY IF APPROP. 

H. UNKNOWN. 

I. SECOND MAW WILL SUBMIT INVESTIGATIVE RPT. 

J. UNKNOWN. 

K, UNKNOWN. 

L. DIRTWELFTH MARCORDIST COMPLY SUBPAR 1Z156.1. ON RETURN 
WIFE. PLANS INCOMPLETE. MSG FOL REGARDING HER WISHES. 

M. COL A. B, SEE 03060 USMC NAS PNCLA PILOT, MINOR INJURIES, 

t Figure 12-35 
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12160 MARCORPERSMAN 

MESSAGE REPORT OF DEATH- UNIT ON DETACHED DUTY AWAY FROM 
PERMANENT DUTY STATION 

PRIORITY 

FROM: MARALWEAFITRON ONE ONE FOUR 

TO: SECNAV 

INFO: CMC 
BUMED 
MAG TWO FOUR 
CG SECOND MAW 
COMDT OF NAVDISTORRIYERCOMDINWHICHNEXT OF KIN RESIDES 
DIR MARCORDIST IN WHICH NEXT OF KIN RESIDES 
OTHER ADDRESSEES AS APPROPRIATE 

UNCLAS 

REPORT OF DEATH- NONBATTLE 

A. MARCORPERSMAN, PAR 12154 

I. lAW REF A FOLLOWING ITEMS ARE REPORTED: 

A. ISTLT WALTER GEORGE DOE 069273/7333 USMCR MARALWEAFITRON 
114 MAG 24. 

B. EXTENDED ACDU. 

C. DEAD. 

D. 24 JUL 1960 AT 1600A MEDITERRANEAN SEA OF DROWNING. WAS 
PILOT OF AIRCRAFT WHICH WAS LOST IMMEDIATELY FOLLOWING LAUNCH
ING FROM USS FRANKLIN D. ROOSEVELT. CAUSE OF ACDT UNKNOWN. 

E. BODY NOT RECOVERABLE. SEARCH DISCONTINUED. 

F. MRS LOLA DOE WIFE 10 PIKE LANE HAVELOCK NC. 

G. NO. 

H. 2 MAY 60. 

I. INVESTIGATIVE RPT WILL BE SUBMITTED. 

J. PAY DATA: 

I. 0-2. 
2. $3BO, $160, NONE, NONE, CREW. 
3. 6 YRS 4 MOS B DAYS. 
4. 47B-34-B473. 
5, SAME AS ITEM FOXTROT. 
6. DISBURSING OFFICER SECOND MAW IS REQUESTED PAY DEATH 

GRATUITY TO WIDOW. 
7. SAME AS ITEM FOXTROX. 

K. ROMAN CATHOLIC. NO. 

L. CG SECOND MAW COMPLY SUBPAR 12156,1 WHEN ADVISED BY CMC 
NEXT OF KIN HAS BEEN NOTIFIED. 

j Figure 12-36 
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CHAPTER 12--CASUALTIES 12160 

MESSAGE REPORT OF DEATH- DECLARED DESERTER 

PRIORITY 
FROM: CG MARCRUITDEP PARRIS ISC 

TO: SECNAV 

INFO: CMC 
BUMED 
COMDTS OF NAVDIST OR RIVER COMMANDS IN WHICH DEATH OC

CURRED AND IN WHICH NEXT OF KIN RESIDES 
DIR MARCORDIST IN WHICH NEXT OF KIN RESIDES 
OTHER ADDRESSEES AS APPROPRIATE 

UNCLAS 

REPORT OF DEATH- NONBATTLE 

A. MARCORPERSMAN, PAR 12154 

I. IAW REF A FOLLOWING ITEMS ARE REPORTED: 

A. PFC WILLIAM JOHN DOE 1234567/0100 USMCR. 

B. EXTENDED ACDU. UNABS THIS COMD SINCE 12 OCT 60 AT 0800. 
DECLARED DESERTER AND DROPPED FROM ROLLS 10 NOV 60, 

C. DEAD. 

D. !6 NOV 1960 AT 1340RAT JACKSON HOTEL BEAUFORT SC. GSW LEFT 
CHEST. APPARENTLY INTENTIONALLY SELF-INFLICTED. CIRCUMSTANCES 
NOT YET DETERMINED. 

E. JOHNSON FUNERAL HOME BEAUFORT SC. NEXT OF KIN, CIVIL AUTH 
AND FUNERAL DIRECTOR ADVISED NO GOVT LIABILITY FOR EXP OF 
PREPARATION OR DISPOSITION REMAINS. 

F. MRS MARY DOE WIFE 3618 GRANT ROAD YUMA ARIZ. 

G. WIFE OFFICIALLY NOTIFIED.FIGURE 12-30. 

H. 8 MAR 60. 

I. INVESTIGATIVE RPT WILL BE SUBMITTED. 

J. PAY DATA: 

I. E-2. 
2. NONE. 
3. I YR 7 MOS 28 DAYS. 
4. 123-45-6780. 
5. SAME AS ITEM FOXTROT. 
6. NO. 
7. SAME AS ITEM FOXTROT. 

K. NONE. 

L. NO, SUBPAR !2!56.Ib(l)(e) APPLIES. 

Figure 12-37 
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12160 MARCORPERSMAN 

MESSAGE REPORT OF DEATH RESERVIST ON ACTIVE DUTY FOR TRAINING 
(OR INACTIVE DUTY TRAINING)- PLANE CRASH AT SEA 

PRIORITY 
FROM: CG MCAS CHERPT 

TO: SECNAV 

INFO: CMC 
BUMED 
COMDTS OF NAVDIST OR RIVER COMMANDS IN WHICH DEATH OC

CURRED AND IN WHICH NEXT OF KIN RESIDES 
DIR MARCORDIST IN WHICH NEXT OF KIN RESIDES 
OTHER ADDRESSEES AS APPROPRIATE 

UNCLAS 

REPORT OF DEATH - NONBA TTLE 

A. MARCORPERSMAN, PAR 12154 

1. lAW REF A FOLLOWING ITEMS ARE REPORTED: 

A. SGT PHILIP SAMUEL COE 473956/6400 USMCR HQRONMCASCHERPT. 

B. ACDUTRA (OR INACDUTRA) PERIOD 0800 JAN 14 TO 2400 JAN 28. 

C. DEAD. 

D. 27 JAN 1960 AT 143ZR VICINITY NEW RIVER NC OF DROWNING. GOVT 
AIRPLANE ON WHICH HE WAS A PASSENGER CRASHED INTO ONSLOW BAY. 
TRAINING FLIGHT. 

E. BODY NOT RECOVERED. SEARCH CONTINUING. PROGRESS RPT 
FOLLOWS. 

F. MRS MARY COE MOTHER 123 EYE ST PERU IND. 

G. OFFICIALLY NOTIFIED: 

1. NO. EN ROUTE TO CALIF. TRYING TO LOCATE. 
2. YES. FIGURE 12.-2.7 MODIFIED. 

H. 10 JAN 60. 

I. INVESTIGATIVE RPT WILL BE SUBMITTED. 

J. PAY DATA: 

I. E-4. 
2.. $160, NONE, NONE, NONE, NONCREW. 
3. 3 YRS 10 MOS 2.5 DAYS. 
4. 2.34-56-7890. 
5, SAME AS ITEM FOXTROT 50 PERCENT. FRANK JOHN COE 

BROTHER TELLCITY IND 50 PERCENT. 
6. NO. 
7. SAME AS ITEM FOXTROT. 

K. EPISCOPALIAN. NO. 

L. WILL ADVISE DIRTWELFTH MARCORDIST ADDRESS OF MOTHER 
ASAP TO PERMIT COMPLIANCE SUBPAR 12.156.1. 

M. CAPT ROY E DOE 04852.8 USMC MCAS CHERPT PILOT. MINOR WOUNDS. 

t Figure 12-38 
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CHAPTER 12--CASUALTIES 12160 

MESSAGE REPORT OF CRITICAL, SERIOUS OR INCAPACITATED CONDITION 
ON PERSONNEL STATIONED OUTSIDE CONTINENTAL UNITED STATES AND 
THOSE STATIONED WITHIN WHOSE NEXT OF KIN ARE LOCATED OUTSIDE 
CONTINENTAL UNITED STATES 

PRIORITY 

FROM: CG THIRD MARDIV 

TO: C;MC 

INFO: BUMED 
OTHER ADDRESSEES AS APPROPRIATE 

UNCLAS 

REPORT OF INJURY 

A. PAR 12155 MARCORPERSMAN 

1. lAW REF A FOLLOWING ITEMS ARE REPORTED: 

A CPL JOHN ALFRED WELLINGTON 1234567 USMC. 

B. ACDU. 

C. CONCUSSION HEAD AND COMPOUND FRACTURE LEFT ARM WITH 
NERVE AND ARTERY INVOLVEMENT ARM. AMPUTATION NOT CONTEM
PLATED. 

D. INJURED 11 JUN 1960 ON BASE OKINAWA WHILE CHANGING TIRE 
ON GOVT VEHICLE. INNER TUBE EXPLODED RIM STRUCK HEAD AND ARM. 

E. CONDITION SERIOUS. PROGNOSIS GOOD. US ARMY HOSPITAL OKINA
WA RYUKYU ISLANDS. APO SAN FRANCISCO 96670. 

F. MRS MARY J WELLINGTON WIFE 1234 DENT AVENUE NEW YORK NY. 

G. NO. 

j Figure 12-39 
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12160 MARCORPERSMAN 

MESSAGE REPORT OF PROGRESS ON PERSONNEL LOCATED OUTSIDE 
CONTINENTAL UNITED STATES WHO ARE IN CRITICAL, SERIOUS, OR 
INCAPACITATED CONDITION AND THOSE WITHIN WHOSE NEXT OF KIN 
ARE LOCATED OUTSIDE CONTINEN:):' AL UNITED STATES 

FROM: CG THIRD MARDIV 

TO: CMC 

INFO: BUMED 
OTHER ADDRESSEES AS APPROPRIATE 

UNCLAS 

REPORT OF PROGRESS CASE CPL JOHN A WELLINGTON USMC. CONDITION 

REMAINS SERIOUS. PROGNOSIS GOOD. FORCED AMPUTATE LEFT HAND AND 

LOWER ARM FOUR INCHES ABOVE WRIST. HAD RESTFUL NIGHT. WILL 

EVACUATE AIR TO CONUS. ETD 26 JUN 60. 

• Figure 12-40 
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CHAPTER 12--CASUALTIES 12160 

MESSAGE FURNISHING SUPPLEMENTARY DATA REQUIRED FOR CONDOLENCE 
CALL 

FROM: CG SECOND MAW 

TO: DIR TWELFTH MARCORDIST 

INFO: CMC 
MARBKS NAS PNCLA 
COMDTS OF NA VDIST OR RIVER COMMANDS IN WHICH BURIAL IS 
TO BE MADE AND IN WHICH NEXT OF KIN RESIDES 
UNIT DESIGNATED TO MAKE CONDOLENCE CALL IF KNOWN 

UNCLAS 

MY 092115Z. MRS MARY A DOE WILL ARR 10 JULY. PHONE NO. SUNSET 

70951. DESIRES BURIAL FORTROSECRANS NATIONAL CEM SANDIEGO WITH 

FULL MIL HONORS. ETA WILL BE FURN EARLIEST. LN WITH JONES MOR

TUARY. PROVIDE HONORS lAW PAR 5060 MARCORMAN AND CHAP 3 LANDING 

PARTY MANUAL. NO EXP OTHER THAN GOVT VEHTRANS AUTH 

Note: 

Call was made on next of kin who was at place of death. Desires of next of kin in 
connection with burial arrangements were not complete when referenced message 
to . SECNA V was released. Message should contain all information required 
and/or that would be of assistance to person making condolence call and other 
arrangements. 

t Figure 12-4! 
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12160 MARCORPERSMAN 

MESSAGE REPORTING DEATH TO DffiECTOR, MARINE CORPS DISTRICT FOR 
PURPOSE OF ASSIGNING CONDOLENCE CALL 

FROM: 

TO: 

INFO: 

UNCLAS 

COMDT MCS QUANT 

DIRFIRST DffiFIRST MARCORDIST 

MARBKS NA VB BKL YN 
·CMC 
COMDT NAVDIST OR RIVER COMMANDS IN WHICH BURIAL IS TO 
BE MADE AND IN WHICH NEXT OF KIN RESIDES 

CONDOLENCE CALL 

A. PAR 12156 MARCORPERSMAN 

l. lAW REF A FOLLOWING DATA IS FURNISHED: 

A. SGTCARLJMACK1234567 USMC CAU CATHOLIC ACDU MEMBER THIS 
COMO *DIED 25 APR 1960 AT NORTH HUDSON HOSP WEEHAWKEN NJ OF 
INJURIES RECD 24 APR 60 WHEN ACAR WHICH HE WAS DRIVING WAS STRUCK 
BY MOTORCYCLE ON NEW JERSEY TURNPIKE. 

**B. PFC JOHN A MACK 1357689 USMC BROTHER OF DECEASED AND 
MEMBER THIS COMD IS HOSPITALIZED FOR INJURIES RECD IN THE ACCI
DENT. WILL BE RELEASED 25 APR 60 AND GO TO BRAINTREE BY Am. 

***C. REMAINS WILL BE CONSIGNED BROCK FUNERAL HOME BRAINTREE. 
ETA REMAINS WILL BE FURNISHED EARLIEST. 

D. MR AND MRS H C MACK PARENTS 25 HALLY AVENUE BRAINTREE 
MASS. 

E. DESIGNATE UNIT TO MAKE CONDOLENCE CALL AND FURNISH 
HONORS IF DESIRED lAW 5060.4 MARCORMAN AND CHAPTER 3 LANDING 
PARTY MANUAL. NO EXPENSE OTHER THAN GOVT VEHTRANS AUTH. 

Note: 

*Details of death should agree with circumstances furnished next of kin, so that 
the representative designated to call on the next of kin will be familiar with the 
circumstances of death. If death occurred under discreditable circumstances, 
before taking further action see subparagraph l2156.lb(l)(e). 

**If any special circumstances prevail, such as dependents or relatives were in 
same accident, brief statement of details should be included. 

***To be included when known. 

Figure 12·42 
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CHAPTER 12--CASUALTIES 12160 

CONDOLENCE LETTER 

My Dear (Mrs. Doe): 

*The untimely death of your (husband), (Sergeant John J. DOE, U. S. Marine 
Corps) on (2 February 1958) at (Rhodes, Greece) is a source of sorrow to me and 
to his friends in this (company, battalion, post or other organization). Please 
accept our deepest sympathy in your bereavement. 

*John was assigned to patrol the area immediately adjacent to the Rhodes River. 
Late in the evening a heavy rain storm developed. About 8:30p.m., during a heavy 
downpour, he appeared to lose control of the car in which he was cruising the area. 
The car crashed through a concrete block guard railing and rolled down the em
bankment. John was thrown from the car and critically injured. He was immediately 
removed to the Rhodes Hospital. Everything possible was done to care for him, but 
he failed to rally and died of multiple injuries at 11:30 p.m., shortly after receiv
ing the last rites of his faith. 

*It may comfort you to know that a Mass was said for John (or memorial service 
was held for John) at the Chapel on 3 February and that his many friends attended. 

*John's cheerful disposition, uprightness, and devotion to duty won for him the 
respect of all who knew him. Although I realize that words can do little to console 
you, I do hope the knowledge that your husband is keenly missed and that we share 
your sorrow will in some measure alleviate the suffering caused you by your great 
loss. 

*If you feel that I can be of any help to you, please do not hesitate to write me. 

Sincerely yours, 

*This sample letter is intended only as a guide. Under no circumstances will it be 
used as a FORM LETTER. Each letter will be written to describe the specific 
individual concerned and to relate the circumstances accurately (see subpar. 
12156.2). 

Figure 12·43 
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CHEC Kll ST IN CASE OF DEATH OF ACTIVE DUTY 
PERSONNEL IN CONTINENTAL UNITED STATES 

I 
I I 

ACTION TAKEN BY ACTION TAKEN BY COMMANDER OF 

- -~R-- NEAREST MARINE CORPS O!CAliiZATION OR 
.ACTIVITY 

( CIK:UMSTANCES.) ----- (ciECuMsiAicis~>------
T I 

~ •• __ .._ ___ _ tr ______ _. .... __ ' 1 'l6- "-- -& -- A _ _.l ...11-- I 1 l.JI- J..-~ -& -- _ .. _ .. ..::1•--'- - •" ' .. . - - -
at or near duty station(remains 1 at or near duty station (re- away from duty station. 
Present for burial). 1 mains not recovered). 

a. When notified of death1 

request the commandant of the 
naval district or river com
mand in which death occurred 
to assume cognizance unless it 
is apparent that he has done so. 
Advise any administrative ac
tion taken. (BUMEDINST 
5360.1A. part B1 chaps.1 and 2.) 

I 
a. Verify report of death at a •. Verify report of death at 

once. Establish by appropriate ~ once. Establish by appropriate 
means Marine's identity and means Marine's identity and 
duty status. I duty status. Initiate search for 

I remains if appropr~ate 
b. If eligible arrange for I (BUMEDINST 5360.1A. part B. 

protection of remains and/or I chap. 5). 
for preparation and encasement 1 
(par. 12200.1). 1 

I 
c. P r epa r e appropriate• I 

telegram to primary next ofkin 
and otber persons designated on : 
NA VMC 10526-PD (pars. 12153 
and 12160). If notification was I 
made by figure 12-25. prepare I 
telegram to primary next of kin I 
requesting instructions for re- I 
mains (fig. 12-26). 1 

I 
d. Submit death report(par. 1 

12154 and subpar. e, below). I 

e. Make condolence call if I 
primary next of ldn lives in I 
vicinity and/or request Direc- I 
tor. Marine Corps District in I 

b. Prepare appropriate• 
notification telegram to primary' 
next of ldn and other persons 
designated on NA VMC 10526-
PD (pars. 12153 and 12160). 

b. Notify* the primary next 
of kin and others. if available 
information indicates they have 

1 not been officially notified 
1 (pars. 12153 and 12160). 

c. Keep nextofkinandother I c. Supplement incomplete 
persons advised of progress of I death report as required (par. 
search for remains and when I 12154 and subpar. d, below). 
terminated. I 

1 d. Make condolence call if 
d. Submit death report (par. 1 primary next of ldn lives in 

12154 and subpar. e. below). 
1 

vicinity. If call not requested by 
, I reporting command. request 

e. Make condolence call if 
1 

Director,MarineCorpsDistrict 
primary next of kin lives in in which next of ldn resides to 
vicinity and/or request Direc- I make call. Indicate action taken 
tor, Marine Corps District in I or required when appropriate 
which next of kin lives to make I (pars. 12154.21 and 12156.1). 

t Figure 12-44 

passing through area dies while 
away from parent activity (re
mains present for burial). 

a. Verify report of death at 
once. Establish by appropriate 
means the identity, parent ac
tivity. and duty starus of de
ceased. 

1 passing through area dies while 
1 away from parent activity (re
I mains oot recovered). 

I a. Verify report of death at 
I once. Establish by appropriate 
I means the identity, parent ac-
1 tivity, and duty status ofthede-
1 ceased. 
I 

b. Notify naval district or 1 b. Notify naval district or 
river command in which death 1 river command in which death 
occurred and parent activity of I occurred and parent activity of 
the deceased of the details of I the deceased of the details of 
death, whether or notnextofkin death, whether or notnextofkin 
is present or aware of death. of I is present or aware of death. 
any administrative action taken. I of any administrative action 
Request instructions if re- I taken. Request instructions if 
quired. I necessary regardingsearchop-

1 erations for remains. etc. 
c. If ellgible arrange for l (BUMEDINST 5360.1A, part B. 

Protection of remains and/or 1 chap. 5). 
for preparation and encasement 1 
(Par. 12200 and BUMEDINST I c. If record data is avail .. 
5360.1A. part B. chap. 2).. I able. prepare appropriate• 

notification telegram to Pri-
d. If record data is avail- I mary next of kin and other 

able.prepareappropriate•tele- I persons designated 01~ NAVMC 
gram to primary next of kin and I 10526-PD (pars. 12153 and 
other persons designated on I 12160). 
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which next of kin lives to make 
call. Indicate action taken or 
required (pars, 12154.21 and 
12156,1). 

f. Collect, inventory and 
dispose of personal effects (par. 
12210), 

1 call. Indicate action taken or 
1 required (pars, 12154.21 and 
I 12156,1), 

I f. Collect, inventory and 

I
I dispose ofpersonaleffects(par. 

12210 and BUMEDINST 5360,1A, 
I part B, chap. 5). 
I 

g. Effect disposition of re- I g. Conduct ••investigation 
mains in accordance with in- I if death resulted from injuries 
structions of primary next of 1 or occurred under peculiar cir-
kin (pars, 12152 and part E). 1 cumstances (par. 12160). 

I 
h. Provide burial flag (BU- I h. Prepare and forward 

MEDINST 5360.1A). I commanding officer's condo-
lence letter(s) (par, 12156), 

i, Provide escort if re- I 
quested(part E and BUMEDINST I i. Forward records (par. 
5360,1A, part B, chap, 8), I 12160), 

I 
j. Conduct ••investigation 

if death resulted from injuries 
or occurred under peculiar cir
cumstances (par. 12160). 

k. Prepare and forward 
commanding officer.'s condo
lence letter(s) (par. 12156). 

l. Forward records (par. 
12160), 

*CMC will notify persons who reside outside of CONUS. 

•• Investigations will be in accordance with the Manual of 
the Judge Advocate General. 

1 e. Prepare and forward 
1 commanding .officer's condo
l 1ence letter(s) (par. 12156). 

I r. Collect, inventory and 
I dispose of personal effects (par. 
I 1221oj, 
I 
I g. Forward records (Par. 
I 12160), 
I 
I 
I 

t Figure 12-44.--Continued. 

NAVMC 10526-PD(pars, 12153 1 
and 12160). If notification was 

1 
made by figure 12-25 also pre- I 
pare telegram to primary next I 
of kin requesting instructions I 
for the rerllains (fig. 12-26). 

1 
e. Submit death report.(par. 1 

12154 and subpar. f. below). 1 

Parent activity of deceased will I 
supplement as required. 

f. Make condolence call if 
primary next of kin ·lives in 
vicinity and/or request Direc
tor. Marine Corps District in 
which next of kin lives to make 
call. Indicate action taken or 
required (pars, 12154,2 and 
12156.1). 

g. Collect, inventory and 
dispose of personal effects (par. 
12210 and BUMEDINST 5360,1A, 
part B, chap. 5). 

h. Effect disposition of re
mains in accordance with in
structions of primary next of 
kin (pars. 12152 and part E). 

d. Keep next of kin and other 
persons advised of progress of 
search for remains and when 
terminated. 

e. Submit death report (par. 
12154 and subpar. f. below). 
Parent activity of deceased will 
supplement as required. 

f. Make condolence call if 
primary next of kin lives in 
vicinity and/or request Direc
tor. Marine Corps District in 
which next of kin lives to make 
call. Indicate action taken or 
required (pars. 12154.2l and 
12156,1), 

g. Collect. inventory and 
dispose of personal effects (par. 
12210andBUMEDINST5360,1A, 
part B, chap. 5). 

h. Upon request, conduct 
**investigation when death re
sulted from injuries or occur red 
under peculiar circumstances 

, p 'd bu , 1 11 (BU - (par, 12160), 
1. rovt e rta ag - J 

MEDINST 5360,1A), I 

j. Provide escort if re- 1 

quested(part E and BUMEDINST I 
5360.1A. part B. chap. 8). 1 

k. Upon request, conduct 
••investigation when death re
sulted from injuries or occur red 
under pea~liar circumstances 
(par, 12160), 

I 
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PARTE: GRAVES REGISTRATION, DISPOSITION OF REMAINS OF CURRENT 
DEAD, AND PERSONAL EFFECTS 

12200 CARE OF THE REMAINS OF 
DECEASED PERSONNEL 

1. Responsibilities of commanders of 
Marine Corps organizations and activi
ties for the accomplishment of decedent 
affairs functions during time of peace 
or war or in support of major military 
operations are set forth in BUMED
INST 5360,1A, Decedent Affairs Manual, 

2. At the outbreak of hostilities or upon 
a formal declaration of war, it can be 
anticipated that the Secretary of De
fense or the Secretary of the Navy will 
direct termination of peacetime pro
cedures for the disposition of the dead 
and place into effect appropriate war
time procedures. The circumstances 
attendant upon the outbreak of such 
hostilities may, prior to the promul
gation of such a directive, preclude 
the continuation of peacetime piece
dures. In such circumstances, local 
commanders are authorized, at their 
own discretion, to place such wartime 
procedures into effect as may be con
tained in permanent directives. Notifi
cation of this action will be made by 
local commands by message to the 
Secretary of the Navy, with information 
copies to cognizant Marine, naval and 
unified commands. 

3. Except as noted below, the principles 
and procedures set forth in the current 
Department of the Army, Navy, l'..ir 
Force, and Marine Corps Manual 
"Handling of Deceased Personnel in 
Theaters of Operations" (FM 10-63, 
NAVMED P-5016, AFM 143-3, NAVMC 
2509-A) are applicable for the Marine 
Corps in time of war, and will be 
placed into effect as set forth in the 
preceding subparagraphs. 

4. The instructions contained in 
NAVMC 2509-A will be interpreted as 
necessary to conform to the organiza
tion, equipment and administrative pro
cedures otherwise established for the 
Marine Corps. 

5. A DD Form 551, Report of Inter
ment, will be prepared in the case of 
each death, including personnel of other 
branches of the Armed Forces when 

serving with the Marine Corps. The 
original will be forwarded to the head 
of the service to which the individual 
belonged, with a copy to the Bureau 
of Medicine and Surgery. Distribution 
of other copies will be made as directed 
by the theater or unified commander. 

12201 DISPOSITION OF REMAINS 
OF DECEASED PERSONNEL 

l. When the remains of the deceased 
have been released by the investigating 
officer, if any, arrangements will be 
made for prompt shipment and/or dis
position in accordance with the wishes 
of the next of kin (see par. 12205). 

12202 RETURN OF PROPERLY 
PREPARED REMAINS 

1. The return of properly prepared 
remains is essential to the Marine 
Corps and to the family ofthe deceased. 

2. When distance and time involved 
are not prohibitive, a Marine officer 
shall inspect the remains of every 
deceased Marine, except combat dead, 
prior to shipment within the United 
Sta.tes, Inspection will be made to de
termine that the remains present a 
natural and neat appearance, that the 
uniform is appropriate, and that the 
casket is suitable if other than military 
casket. Encasement should never be in 
other than a metal casket. The inspect
ing officer will be guided by the provi
sions of the Decedent Affairs Manual, 
article B606. 

12203 UNIFORlVls AND ACCOUTER
MENTS FOR BURIAL PUR
POSES 

• 1. Authority. The authority for pro
viding articles of uniform for dressing 
the remains of uniformed members of 
the Navy and Marine Corps, with regu
lations pertaining thereto, are con
tained in BUMEDINST 5360.1A, partB, 
chapter 2 and MCO P4400.20, para
graph 203103. 

2.. Uniforms for Officers, and Accou
terments for Officers and Enlisted 
Personnel 

a. Upon receipt of a request signed 
by the commander of any Navy or Ma
rine Corps activity, exchanges shall 
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furnish authorized items in stock of 
uniforms and accessories (including 
medals, awards, insignia, etc.) for the 
burial of deceased Navy or Marine 
Corps personnel, officer or enlisted. 

• b. In order that collection may be 
effected, exchanges will prepare and 
submit to the local disbursing officer a 
SF 1034, Public Voucher for Purchases 
and Services Other Than Personal; 
together with an itemized invoice in
dicating individual unit cost prices 
plus 5 percent handling charges for 
items furnished, with appropriate 
totals, name, grade, service number, 
and component of the deceased, for 
settlement. A copy of the voucher and 
invoice will be furnished the com
manding officer of the activity order
ing the items of uniform. 

3. Uniforms for Enlisted Personnel. 
Instructions for requisitioning and ac
counting for authorized clothing are 
contained in the Individual Clothing 
Regulations. 

12204 FLOWERS FOR FUNERALS 

l. When a funeral ceremony for an 
officer or enlisted person is held at a 
post, the commander is authorized to 
furnish a floral tribute, the cost not to 
exceed $2.0, directing that the invoice 
be forwarded by the vendor to the Com
mandant of the Marine Corps (Code 
CHX), for settlement. 

2. When the interment of an officer or 
enlisted person is to be made in the 
Arlington National Cemetaryor the im
mediate vicinity of Washington, D. C., 
the floral tribute shall be furnished 
by the Officer in Charge, Marine Corps 
Exchange Service, upon request by the 
Casualty Section, Personal Affairs 
Branch, Headquarters Marine Corps. 

3. When the interment of an officer or 
enlisted personis ®t made in the im
mediate vicinity of a post, or is not made 
in the Arlington National Cemetery or 
immediate vicinity of Washington, 
D. C., the commander is authorized, in 
addition to the floral tribute for the post 

ceremony, to furnish the escort with an 
order to purchase a floral tribute at 
the place of interment, the cost not to 
exceed $20, directing that the invoice 
be forwarded by the vendor to the Com
mandant of the Marine Corps (Code 
CHX), Headquarters, U. S. Marine 
Corps, Washington D.C. 2.0380, for 
settlement and that the card attached 
to the floral tribute be worded "United 
States Marine Corps." 

4. The floral tributes authorized herein 
shall not be paid from personal funds 
nor from funds advanced by disbursing 
officers. 

5. Under no circumstances shall local 
Marine Corps Exchange funds be used 
to purchase floral tributes for deceased 
persons. 

12205 BURIAL IN NATIONAL 
CEMETERY 

1. Persons Eligible for Interment. The 
remains of persons in the following 
classes may be buried in national 
cemeteries: 

a. .A:ny member or former member 
of the Marine Corps or Marine Corps 
Reserve who served on active duty 
other than for training (see subpar. 
b(S), below) and whose last such serv
ice terminated honorably. 

b. Any member of the Marine 
Corps Reserve whose death occurs 
under honorable conditions while he 
is: 

( 1) On active duty for training; 

(2) Performing authorized travel 
to or from that duty; 

(3) On authorized inactive duty 
training; or 

(4) Hospitalized or undergoing 
treatment, at the expense of the United 
States, for injury or disease contracted 
or incurred under honorable conditions 
while he is: 

(a) On that duty or service; 
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(b) Performing that travel or 
inactive duty training; or 

(c) Undergoing that hospitali
zation or treatment at the expense of 
the United States. 

(5) Note: A member of the Ma
rine Corps Reserve -

(a) traveling to or from au
thorized inactive duty training at the 
time of death is not eligible for burial 
in a national cemetery by reason of 
that circumstance. 

(b) does not acquire perma
nent eligibility for interment in a 
national cemetery by reason of com
pleted period (s) of active duty for 
'raining, even though such training 
may have extended over a period of 
months. 

c. The spouse, widow, widower, 
minor child, and, in the discretion of 
the Secretary of the Army, the un
married adult child of an eligible 
member of the Marine Corps or 
Reserve (see subpars. a, and b, 
above). 

(l) Under the current assign
ment policy of the Department of the 
Army not more than one gravesite 
may be used for the in t e r men t or 
future interment of the persons in
volved in the spouse-parent-child 
relationship; namely the service-con
nected person, his/her spouse (widow, 
widower) and eligible children of such 
service-connected person. 

(2) If the death of a person in
dicated in subparagraph c, above, oc
curs before that of the eligible Marine, 
the person may be buried in a national 
cemetery provided that prior to burial 
the eligible Marine executes an agree
ment that upon his/her death, he /she 
elects to be buried in the same grave 
in the national cemetery concerned to 
the exclusion o! any other national 
cemetery. The superintendent of the 
cemetery will provide the forms for 
such agreement. 

12205 

(3) The remains of any person 
indicated in subparagraph c, above, may 
in the discretion of the Secretary of 
the Army, be removed from a national 
cemetery proper and interred in the 
post section of a national cemetery or 
in a post cemetery if, upon death, the 
eligible Marine is not buried in the 
same or an adjoining gravesite. How
ever, the remains of a person indi
cated in subparagraph c, above, may 
not be removed from a national ceme
tery proper if the related person is: 

(a) Lost or buried at sea, or 
his or her remains have not been re
covered; 

(b) Officially determined to 
be permanently absent in a status of 
missing or missing in action; or 

(c) Officially determined to 
be dead for the purpose of terminating 
his or her missing or missing in action 
status. 

• 2, Memorial P 1 o t s and Memorial 
Markers (Remains Not Available for 
Interment) 

a. Memorial Plots in National 
Cerneter1es. When available space per
mits a suitable plot will be set aside 
to honor the memory of any member 
of the Marine Corps dying in service 
whose remains have not been recovered 
or identified or were buried at sea. 

b, Memorial Markers to Be Placed 
in National Cemeteries. The Govern
ment will furnish and erect on a me
morial plot, free of cost, an appropriate 
marker to commemorate the memory 
of any rnember of the Marine Corps 
dying in service whose remains have 
not been recovered or identified or 
were buried at sea. 

c. Application. Request for a me
morial plot in a national cemetery 
should be made by the next of kin in 
writing. The request should be accom
panied by a completed DD Form 1330, 
Application for Headstone or Marker, 
when a memorial marker is desired, 
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The request should be submitted to the 
Chief of Support Services, Department 
of the Army, ATTN: Memorial Divi
sion, Washington, D.C. Z0315. 

d. Memorial Markers to Be Placed 
in Private Cemeteries. For informa
tion see paragraph 12276. 

3. Request for BurialinNational Cem
etery 

a. When the primary next of kin 
advises that burial in a specific na
tional cemetery is desired, the com
mander will communicate by message 
with the superintendent of the ceme
tery, furnishing the following informa
tion concerning the military record of 
the deceased and requesting authority 
for interment of the remains in the 
cemetery: 

( 1) Full name of decedent. 

(2) Service number. 

(3) Component. 

• (4) Grade held at time of death 
and highest grade held during service • • (5) Date of entry on active duty 
and present duty status. 

• (6) Place and date of birth. 

• (7) Place and date of death. 

• (8) Personal decorations. 

• (9) Name, address, and relation
ship of next of kin requesting authority 
for burial. 

• (10) Date and time interment 
service requested. 

• (11) Type of funeral service re
quested, graveside or chapel, and re
ligious preference. 

• (lZ) Type of honors desired, 
simple or full military honors. 
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• ( 13) State to be inscribed on gov-
ernment headstone. 

4. Funeral Arrangements. The re
mains should not be shipped nor should 
final time of funeral service be set 
until the interment has been authorized 
by the superintendent of the national 
cemetery and all arrangements with 
the superintendent have been com
pleted. 

• 5. Transportation of Remains to Na
tional Cemeteries and Related Infor
mation. See BUMEDINST 5360.1A, 
part B, chapter 7. 

• 6. List of National Cemeteries. The 
following cemeteries have grave space 
available, but those indicated by aster
isks have only limited space. See 
subparagraph a, below, for information 
regarding suggested modification of 
text of telegrams when the cemetery 
has only limited space. 

ALASKA 

Sitka National Cemetery 
Sitka, Alaska 

ARKANSAS 

Fayetteville National Cemetery 
Fayetteville, Arkansas 

Fort Smith National Cemetery 
Garland Avenue & South 6th Street 
Fort Smith, Arkansas 

Little Rock National Cemetery 
26th & College Streets 
Little Rock, Arkansas 

CALIFORNIA 

Fort Rosecrans National Cemetery 
Point Loma Post Office, Box 6237 
San Diego, California 

Golden Gate National Cemetery 
San Bruno, California 
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COLORADO 

Fort Logan National Cemetery 
3698 So. Sheridan Boulevard 
Denver 14, Colorado 

DISTRICT OF COLUMBIA 

Soldiers' Home National Cemetery 
21 Harewood Road, N. E. 
Washington, D. C. 

Arlington National Cemetery 
SEE -- "VIRGINIA" 

FLORIDA 

Barrancas National Cemetery 
Pensacola, Florida 

GEORGIA 

Andersonville National Cemetery 
Andersonville, Georgia 

*Marietta National Cemetery 
Marietta, Georgia 

HAWAII 

National Memorial Cemetery of the 
Pac1fic 
2177 Puowaina Drive 
Honolulu, Hawaii 

ILLINOIS 

Camp Butler National Cemetery 
R. F. D. 1 
Springfield, Illinois 

Mound City National Cemetery 
Mound City, illinois 

Quincy National Cemetery 
Quincy, Illinois 

Rock Island National Cemetery 
Rock Island, Illinois 

IOWA 

Keokuk National Cemetery 
18th & Ridge Streets 
Keokuk, Iowa 
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KANSAS 

Fort Leavenworth National Cemetery 
Fort Leavenworth, Kansas 

Fort Scott National Cemetery 
Fort Scott, Kansas 

KENTUCKY 

Camp Nelson National Cemetery 
Star Route 
Nicholasville, Kentucky 

Lebanon National Cemetery 
Lebanon, Kentucky 

Mill Springs National Cemetery 
West Somerset, Kentucky 

LOUISIANA 

Alexandria National Cemetery 
Pineville, Louisiana 

Port Hudson National Cemetery 
R. F. D. 1 
Zachary, Louisiana 

MARYLAND 

Baltimore National Cemetery 
5501 Frederick Avenue 
Baltimore 28, Maryland 

Loudon Park National Cemetery 
3445 Frederick Avenue 
Baltimore 29, Maryland 

MINNESOTA 

Fort Snelling National Cemetery 
Saint Paul 11, Minnesota 

MISSISSIPPI 

Corinth National Cemetery 
Corinth, Mississippi 

Natchez National Cemetery 
61 Cemetery Road 
Natchez, Mississippi 

MISSOURI 

Jefferson Barracks National Cemetery 
101 Memorial Drive 
St. Louis 23, Missouri 
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Jefferson City National Cemetery 
1042 East McCarty Street 
Jefferson City, Missouri 

Springfield National Cemetery 
1702 East Seminole Street 
Springfield, Missouri 

MONTANA 

Custer Battlefield National Monument 
Crow Agency, Montana 

NEBRASKA 

Fort McPherson National Cemetery 
Maxwell, Nebraska 

NEW JERSEY 

Beverly National Cemetery 
Beverly, New Jersey 

NEW MEXICO 

Santa Fe National Cemetery 
Box 946 
Santa Fe, New Mexico 

NEW YORK 

Long Island National Cemetery 
Farmingdale, New York 

Woodlawn National Cemetery 
1825 Davis Street 
Elmira, New York 

NORTH CAROLINA 

New Bern National Cemetery 
1711 National Avenue 
New Bern, North Carolina 

Raleigh National Cemetery 
East Davie & So. Pettigrew Sts. 
Raleigh, North Carolina 

Salisbury National Cemetery 
Salisbury, North Carolina 

Wilmington National Cemetery 
2011 Market Street 
Wilmington, North~Carolina 
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OKLAHOMA 

Fort Gibson National Cemetery 
Fort Gibson, Oklahoma 

OREGON 

Willamette National Cemetery 
11800 - S. E. Mt. Scott Blvd. 
P. 0. Box 6747 
Portland 66, Oregon 

PENNSYLVANIA 

Gettysburg National Military Park and 
Cemetery 
Gettysburg, Pennsylvania 

PUERTO RICO 

Puerto Rico National Cemetery, 
Box 1298 
Bayamon, Puerto Rico 

SOUTH CAROLINA 

Beaufort National Cemetery 
1601 Boundary Street 
Beaufort, South Carolina 

Florence National Cemetery 
Florence, South Carolina 

SOUTH DAKOTA 

Black Hills National Cemetery 
Sturgis, South Dakota 

TENNESSEE 

Andrew Johnson National Monument 
Greenville, Tennessee 

Chattanooga National Cemetery 
Chattanooga, Tennessee 

Fort Donelson National Military Park 
and Cemetery 
Dover, Tennessee 

Knoxville National Cemetery 
Tyson Street 
Knoxville, Tennessee 

Memphis National Cemetery 
3601 Jackson Avenue 
Memphis, Tennessee 
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Nashville National Cemetery 
Madison, Tennessee 

Shiloh National Military Park and 
Cemetery 
Pittsburg Landing, Tennessee 

Stones River National Military Park 
and Cemetery 
Murfreesboro, Tennessee 

TEXAS 

Fort Bliss National Cemetery 
Fort Bliss, Texas 

Fort Sam Houston National Cemetery 
l5ZO Harry Wurzback Road 
San Antonio 9, Texas 

VIRGINIA 
Alexandria National Cemetery 

Alexandria, Virginia 

Arlington National Cemetery 
Arlington 11, Virginia 

City Point National Cemetery 
500 N. lOth Avenue 
Hopewell, Virginia 

Culpeper National Cemetery 
Culpeper, Virginia 

Danville National Cemetery 
7Z 1 Lee Street 
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Danville, Virginia 

Fort Harrison National Cemetery 
Varianna Road 
Richmond, Virginia 

Glendale National Cemetery 
R. F. D. 5 
Richmond, Virginia 

Hampton National Cemetery 
P. 0. Box 38 
Hampton, Virginia 

Staunton National Cemetery 
Staunton, Virginia 

Winchester National Cemetery 
401 National Avenue 
Winchester, Virginia 

a. Suggested Modification of Text of Telegrams When the Cemetery Has Only 
Limited Space: 

***DIRECT TO A NATIONAL CEMETERY. THE CEMETERIES NEAREST TO 

YOUR HOME ARE {names of national cemeteries and locations). {Name of ceme-

tery) IS NEARER, BUT AT LAST REPORT HAD ONLY A FEW GRAVESITES 

AVAILABLE. PLEASE WIRE COLLECT {title, address of officer to receive burial 

instructions, or if not known, commandant of the naval district or river command 

in which death occurred) YOUR DESIRES IN THIS RESPECT, INDICATING THE 

NAME AND ADDRESS OF THE FUNERAL HOME OR NATIONAL CEMETERY 

{NAME FIRST AND SECOND CHOICE) TO WHICH YOU WISH THE REMAINS SENT 

AND WHETHER OR NOT YOU DESIRE AN ESCORT. LETTER WILL FOLLOW 

CONCERNING CIRCUMSTANCES OF YOUR {relationship's) DEATH. I WISH TO 

ASSURE YOU OF EVERY POSSIBLEASSISTANCEANDTOEXTEND THE HEART

FELT CONDOLENCES OF THE MARINE CORPS IN YOUR BEREAVEMENT. 
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12206 REQUEST FOR PERSON 
(MILITARY OF CNILIAN) TO 
ACT AS ESCORT 

1. Escort in the Continent a 1 United 
States 

a. When the next of kin requests 
an escort by name who is a member of 
the same command as the deceased, 
the request for such special escort 
will be complied with if the Marine is 
available and desires the duty. 

b. When the next of kin requests 
an escort by name who is a member 
of a command other than that with 
which the deceased was serving, the 
command responsible for escort ar
rangements is authorized to communL
cate d i r e c t 1 y with the Marine 1 s 
command, and such commanders will 
be responsible for. coordinating all 
arrangements inc 1 u ding reporting 
dates. Problems that cannot be resolved 
by the responsible commands will be 
referred to the Commandant of the 
Marine Corps. 

c. When the next of kin requests a 
special escort who is a member of 
another branch of the service and/or 
a civilian, if all arrangements cannot 
be completed locally the request will 
be referred to the Commandant of the 
Marine Corps (Code DNA), for the re
quired action. 

z. Esc or t Outside the Continental 
United States. When the next of kin re
quests a Marine and/or ci member of 
another branch of the Armed Forces 
by name, who is stationed outside the 
continental United States to act as 
escort, the request will be referred 
immediately by message to the Com
mandant of the Marine Corps. The 
request normally will be approved pro
vided the requested escort is a member 
of the immediate familyofthe deceased 
(such as a husband, wife, parent, son, 
daughter, brother or siste:r) or will be 
eligible for rotation to the continental 
United States within 3 months after the 
date the escort duty commences. 
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3. Person to Escort Dependent While 
Traveling 

a.. Marine Corps is authorized to 
furnish transportation and travel al
lowances to a travel escort, who may 
be a member of the military service, 
a civilian employee-, or other person, 
for travel performed under competent 
orders as an escort for a Marine de
pendent, provided: 

(1) That such travel is per
formed not later than 1 year after the 
Marine dies, is missing, or is other
wise unable to accompany his depend
ents. 

(Z) That the cognizant com
mander has determined that travel by 
the dependent(s) is necessary; and that 
such dependent is incapable of traveling 
without an escort because of age, men
tal or physical incapacity, or otherwise 
extraordinary circumstances which 
would result in undua hardship to the 
dependent(s) or public criticism of 
the Marine Corps or Navy. 

b. When there is a critical short
age of travel funds, if practicable, con
sideration should. be given to the 
assignment of a casualty assistance 
calls officer to accompany the depend
ent to a transportation point, or to 
meet the dependent at destination, and 
provide any feasible assistance. 

c. When it is determined that a 
travel escort is necessary and feasible, 
for instructions see Marine Corps 
Manu a 1, paragraph 1320 and Joint 
Travel Regulations, chapter 6, part I. 

d. The travel escort should be a 
relative 1 friend or acquaintance of the 
dependent(s); of the same race and 
religious faith, when practicable; and 
should be an officer if dependent(s) is 
that of an officer. 

(1) The escort should be a per
son who will accept responsibility, who 
is tactful, and who will assist the de
pendent(s) intelligently and sympathet
ically. The escort will arrange details 
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of travel with transportation personnel, 
ensure that reservations are made, 
and· perform other services as re
quired. Marine escorts for dependents 
will wear appropriate service uniform. 

12207 -INSTRUCTIONS FOR ESCORTS 

.1. NAVPERS 15955, the Manual for 
Escorts of Deceased Naval Personnel 
(Instructions for Naval Escorts), will be 
issued to personnel assigned to escort 
duty for guidance in escorting the re
mains of deceased Marines. 

12208 ORDERS FOR ESCORTS 

1. All commanders authorized to issue 
competent orders (see par. 12204, 
above and MARCORMAN, par. 1320} 
are also authorized to issue temporary 
additional duty orders for personnel 
performing escort duty. 

12209 MILITARY HONORS AT 
FUNERALS AND/OR ME
MORIAL SERVICES 

l. For information relative to furnish
ing military honors at funerals, see 
the Marine Corps Manua1subparagraph 
5060.4, and Landing Party Manual, 
chapter 3. 

12210 PERSONAL EFFECTS 

1. The personal effects of a Marine 
who is in a casualty status (see par. 
12150) will be handled in accordance 
with part G, chapter 11. 

a. The personal effects of a de
ceased Marine will be delivered per
sonally or shipped to his next of kin, 
heir(s), or other proper recipient as 
set forth in subparagraph 11301.2d, 
When an escort accompanies remains 
that are to be interred in a private or 
national cemetery which is near to the 
home of the next of kin, he will carry 
the personal effects of the deceased 
with him for delivery to the next of 
kin prior to the funeral. When no escort 
accompanies the remains or burial is 
to be in a cemetery that is not near the 
home of the next of kin, the effects 
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should be shipped direct to the next of 
kin. 

b. If for any reason it is not prac
ticable to deliver or ship the effects, 
instructions for disposition will be 
requested by· letter from the Com
mandant of the Marine Corps (Code 
DNB). 

2. The personal effects of Navy per
sonnel in a casualty status will be 
handled in accordance with the Bureau 
of Naval Personnel Manual, article C-
9810. 

12211 GROUP BURIALS 

l. In cases where the condition of a 
group of remains precludes individual 
identification, the Commandant of the 
Marine Corps will be notified immed
iately by message of the name, grade, 
and service number of each individual 
involved, and of the number of caskets 
in which the remains are contained. 
The commander (or commanders) if 
known, of the Marines concerned, the 
commandant of the naval district or 
river command in which deaths oc
curred, and the· Bureau of Medicine 
and Surgery will be made information 
addressees. The message will also con
tain a brief summary of all pertinent 
details. The Commandant of the Marine 
Corps will make arrangements for in
terment in a national cemetery as 
centrally located to the homes of the 
next of kin as available grave space 
and cemetery facilities will permit, 
and will notify the next of kin of the 
circumstances necessitating a group 
burial and of the cemetery selected for 
interment of the remains. 

2. If remains of personnel of the Ma
rine Corps and of other services are 
involved, the message report to the 
Commandant of the Marine Corps will 
include each individual's name, grade, 
service number, and branch of service, 
and each service department concerned 
shall be an information addressee on the 
message. The Commandant of the Ma
rine Corps will coordinate necessary 
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action, including selection ofthe ceme
tery, with the servic-e or services 
concerned. Each service will notify 
the next of kin of its own personnel 
of the circumstances necessitating a 
group burial and of the cemetery 
selected for interment of the remains, 
and will conduct all other necessary 
correspondence with them. In cases 
where a Marine Corps or a Navy 
activity has custody of the remains of 
personnel of other armed services, 
the remains will be held awaiting in• 
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structions from the service or serv
ices concerned. 

3. The policies and responsibilities 
for care and disposition of remains 
when multiple deaths of members of 
two or more services occur within 
or outside the continental United States 
as a result of a disaster or major acci
dent in time of peace, are set forth in 
Bureau of Medicine and Surgery In
struction 5360.19 (NAVMC 1129), and 
the Decedent Affairs Manual. 



PART F: CASUALTY ASSISTANCE CALLS PROGRAM 

SECTION 1: INTRODUCTION 

12250 CASUALTY ASSISTANCE 
CALLS 

1. This part contains procedures for 
use in making casualty assistance calls 
on the next of kin of Marines who die 
on active duty. (These procedures are 
not applicable to members of the U. S. 
Navy.) Experience indicates that the 
next of kin are seldom able to properly 
cope with the numerous problems 
created by the sudden death of the 
service member. The casualty assist
ance calls program has been estab
lished to alleviate these difficulties as 
much as possible and represents the 
fulfillment of a tacit obligation on the 
part of the Marine Corps. 

12251 PURPOSE 

1. The purpose of the casualty assist
ance calls program is to provide infor
mation and counsel to the next of kin 
of deceased Marines (see subpars. 
12055.lc and d) regarding the rights 
and benefits for which they may be 
eligible by reason of the military serv
ice of the deceased, and to render all 
assistance feasible in procuring these 
benefits. 

12252 POLICY 

l. The casualty assistance calls pro
gram is assigned to the Director of 
Personnel, Headquarters, U. S. Marine 
Corps (Personal Affairs Branch (Code 
DN)). 

2. Casualty assistance calls will be 
made only when the next of kin ex
presses a desire to receive such a call. 

3. Normally calls are not assigned in 
the following instances: 

a. When death occurs while the 
member is in an inactive status (see 
subpar. 12156.lh for information re
garding retired personnel). 

b. When death occurs while the 
member. is a 11 declared 9-eserter." 

c. When the deceased 1 s records 
indicate the parents are living apart 
because of marital discord. Such cases 

usually involve legal determination by 
the government agency concerned in 
the apportionment of benefits for which 
the next of kin might be eligible. In all 
such cases a letter from the Comman
dant of the Marine Corps is addressed 
to each parent furnishing information 
relative to the benefits for which they 
appear to be eligible (see fig. 12-50). 

d. When the deceased is survived 
by other than a widow, minor child, or 
parent( a); for example, brother, sister, 
grandparent( s). 

12253 ASSIGNMENT AND RESPON
SIBILITIES OF CASUALTY 
ASSISTANCE CALLS 
OFFICERS 

l. The Commandant's letter directing 
that the call be made will be addressed 
to the commander ,of the Marine Corps 
organization or activity located in the 
proximity of the residence of the next 
of kin. Selection of the officer to make 
the call is left to the discretion of the 
commander; selection to be made from 
officers under his administrative con
trol. Although all officers on active 
duty are considered eligible to make 
casualty assistance calls, it is desir
able that officers selected have the 
experience, maturity, and tact required 
to deal with the unusual and difficult 
circumstances occasionally encoun
tered. It is imperative that officers 
making casualty assistance calls have 
a thorough and current knowledge of 
all benefits, monetary and otherwise, 
to which beneficiaries or dependents 
may be entitled. This part contains 
brie'f information on these matters. 

2. The need for sympathy, courtesy, 
precise information, and service are 
the four cornerstones on which the 
casualty assistance calls program is 
built. 

3. Under no circumstances will offi
cers specify or make definite promises 
or in any way obligate the Marine Corps 
or any other government agency as to 
benefits or amounts which may be due 
dependents or beneficiaries, or when 
such amounts as may be due will be 
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paid. Extreme care should be taken to 
avoid fostering false hopes in the minds 
of dependents. 

4. All commands are authorized to 
issue temporary additional duty travel 
orders incident to the program, citing 
the Marine Corps Manual, paragraph 
1320, as authority for issuing the 
orders and charging the costs thereto 
to the command operation and main
tenance allotment provided by the 
Marine Corps. 

12254 ACTION BY COMMANDANT 
OF THE MARINE CORPS 

l. The Personal Affairs Branch 
through liaison at Headquarters Marine 
Corps and with welfare agencies will 
make every effort, especially in hard
ship cases, to expedite the payment 
of such benefits as may be due the 
deceased's dependents. Casualty As
sistance Calls Reports (NA VMC HQ 
362-PD), indicating that a definite 
hardship is being experience by the 
dependents will be referred promptly 
to Headquarters Navy Relief Society. 

2. Upon receipt of report of death of 
a Marine on active duty, the Personal 
Affairs Branch, Headquarters, U. S. 
Marine Corps will: 

a. Prepare and distribute a Report 
of Casualty (DD Form 1300) (see fig. 
12-51) to various government agencies 
having jurisdiction over payment of 
benefits accruing to survivors of de
ceased military personnel. 

• b. Prepare a letter (see fig. 12-52) 
to the next of kin as shown on the 
Record of Emergency Data, advising 
that an officer of the Marine Corps 
representing the Commandant of the 
Marine Corps will call if they desire 
to receive his visit. A card (see fig. 
12-53) with preaddressed envelope 
(attached by Headquarters Marine 
Corps and/ or the Director of the cog
nizant Marine Corps District) is 
enclosed for their convenience in re
plying. In addition, the following infor
mational literature is enclosed with 
the l~tter: 
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(I) Information sheet {fig. 12-54 
or fig. 12-55). 

(2) Application for Dependency 
and Indemnity Compensation(fig. 12-56 
or fig. 12-57). 

(3) Application for Uniformed 
Services Identification and Privilege 
Card (widows and minor children only) 
(fig. 12-58). 

{4) Request for Payment of In
terment Allowances {fig. 12-59). 

{5) Application for Headstone or 
Marker (fig. 12-60). {Not enclosed 
when the deceased was buried in a 
national cemetery.) 

c. Prepare a letter to the com
mander of the Marine Corps organiza
tion or activity to which the call is 
assigned, directing that the call be 
made if the next of kin so desires. 
This letter contains pertinent informa
tion concerning the casualty. With the 
letter is enclosed a copy ofthe casualty 
report 1 with the deceased Marine 1 s 
allotment record noted thereon, a copy 
and/or the original and one copy of the 
letter to the next of kin, and four (4) 
Casualty As sis tan c e Calls Report 
forms (fig. 12-61). 

12255 ACTIONBYOFFICERMAKING 
A CASUALTY ASSISTANCE 
CALL 

l. When the Appointment Card 
(NAVMC 10091-PD), is received from 
the next of kin, confirm at once or 
make the appointment for a specified 
time and place. Make any necessary 
or feasible preliminary inquiries to 
anticipate the circumstances that may 
be encountered. 

2. Study the casualty report and know 
the facts that it contains. Discussion 
of details pertaining to a death which 
may have occurred under discreditable 
circumstances should be avoided if 
possible (see subpar. 1Zl56.le{Z)). 

3. The officer making tbe call should 
familiarize himself with the State 
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benefits for dependents of deceased 
servicemen provided by the State of 
which the decedent was a legal resi
dent, and advise the next of kinofthese 
benefits. 

4. Make the call and give sympathetic 
advice and counsel on as many of the 
following as are applicable: 

a. Interment allowance; reim
bursement for burial expenses; govern
ment headstone; memorial flag; 

b. Death gratuity; 

c. Arrears of pay; discontinuance 
of allotments; 

d. Personal effects; 

e. Transportation of household ef
fects; 

f. Transportation of dependents; 

g. U. S. Government or National 
Service Life Insurance; 

h. Dependency and Indemnity Com
pensation; 

i. Commercial Life Insurance (act 
in liaison capacity between insurance 
company and dependent); 

j. Social Security; 

k. Income tax; 

1. Will, nontechnical assistance 
only; 

m. Special requests made by bene
ficiary; 

n. Hospital and medical care; 

o. Exchange and commissary priv
ileges; 

p. Employment; 

q. Navy Relief Society, information 
as applicable; 

r. Scholarships; 

s. Change of address of next of 
kin; and 

t. Liaison for dependents with local 
agencies·; Red Cross, Veterans' Ad
ministration, American Legion, etc. 

12256 

5. Before concluding the call, request 
the assistance of some local agency 
(Red Cross, American Legion or other 
similar agencies) which would be help
ful in assisting the next of kin. Prior 
to leaving the locality, establish liaison 
with the local agency selected to assist 
the next of kin and inform them of the 
steps taken and ensure their sympa
thetic cooperation. 

6. Complete Casualty Assistance Re
port Form, NAVMC HQ 362-PD, in 
quadruplicate (fig. 12-61), and forward 
the original and one copy to the Com
mandant of the Marine Corps (Code 
DNA), Washington 25, D. C. The tripli
cate and quadruplicate copies will be 
retained for record purposes by the 
commander of the organization to which 
the call was as signed and the officer 
who was designated to make the call. 
This report should show whether addi
tional assistance will be required from 
the Personal Affairs Branch through 
liaision with other offices at Head
quarters, U. S. Marine Corps or with 
Navy Relief Society, American Red 
Cross, and similar agencies. Additional 
comments, observations and recom
mendations are also desired and should 
accompany the report as an enclosure 
thereto. Statements in answer to the 
various items in the report form will 
be clear and concise, but not to the 
exclusion of detailed descriptions when 
warranted. 

12256 ACTION BY OFFICER WHEN 
CALL IS NOT DESIRED 

1. Casualty assistance calls will not· 
be made unless the next of kin indi
cates a desire for such a call. 

2. If the Appointment Card, NA VMC 
10091-PD, is not received within 10 
working days after receipt of the letter 
assigning the call, a follow-up letter 
(fig. 12-62) will be sent. If the follow
up letter is not acknowledged within 10 
days, the case is considered closed and 
all correspondence and material shall 
be returned promptly to the Comman
dant of the Marine Corps (Code DNA), 
Washington 25, D. C., with a report of 
the action taken. 
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SECTION 2: BENEFITS UNDER JURISDICTION OF THE UNIFORMED SERVICES 

12275 BURIAL ALLOWANCE 

.1. Entitlement. Officers and enlisted 
men of the Marine Corps, including 
reservists and certain others, who die 
during the performance of duty (see 
part B, chapter 2, Decedent Affairs 
Manual, BUMEDINST 5360.1A) are en
titled to burial benefits. These bene
fits, as they relate to the next of kin 
(see subpars. l2055.lc and d), are as 
follows: 

a. Where the Government arranged 
for preparation· and encasement of the 
remains, burial expenses incurred by 
the next of kin after delivery of the 
remains will be paid as follows: 

(l) When remains are consigned 
directly to a national cemetery for 
interment, the maximum allowance to
ward funeral and interment expenses 
is $75. 

(2) When remains are consigned 
to a funeral home prior to interment 
in a national cemetery, the maximum 
allowance toward funeral and interment 
expenses is $125. 

(3) When remains are consigned 
to a funeral home prior to interment 
in a private cemetery, the maximum 
allowance toward funeral and interment 
expenses is $200. 

b. Where the next of kin arranged 
for care and disposition of the re
.mains prior to receipt of notification 
of death by the Marine Corps or Navy, 
or declined to use the services provided 
by the Department of Defense, the 
amounts allowable for primary ex
penses for authorized services and 
supplies are; 

(l) Where Armed Forces con
tract or mortuary was available and 
not utilized, an amount not to exceed 
what "procurement" would have cost 
the Navy. In computing the amount 
payable, 11procurement11 ~hould not be 
limited to items of the contract alone. 
All costs over and above the contract 
expenses which would have been in
curred by the Navy are allowable. 

(2) Where Armed Forces con
tract or mortuary was not available, 
an amount not to exceed $400. 

(3) The above allowances will 
be supplemented by the appropriate 
allowance payable toward funeral and 
interment expenses as described in 
subparagraph a, above. 

c. When burial is in the United 
States, application for reimbursement 
for burial expenses should be made on 
Form NAVMED-1347 and submitted in 
triplicate to the commandant of the 
naval district in which burial is made. 

d. When burial is made outside the 
continental United States, an application 
on Form NA VMED-134 7 should be sub
mitted in triplicate to the Chief, Bureau 
of Medicine and Surgery (Code 454), 
Department of the Navy, Washington 
25, D. C. 

HEADSTONE OR MARKER 
AND MEMORIAL PLOT 

1. Marker to Be Placed on Unmarked 
Grave. A government headstone or 
marker will be furnished upon request 
to be placed on the unmarked grave of 
a member of the Marine Corps who 
died in service or whose last discharge 
was honorable. 

2. Marker to Be Placed on Memorial 
Plot. A government headstone (general 
type only) or flat marker will be fur
nished on request of a close relative 
of the deceased (widow, child, parent, 
grandparent, brother or sister) to be 
placed on a memorial plot to com
memOrate a member of the Marine 
Corps dying in service, whose remains 
have not been recovered or identified 
or were buried at sea. 

3. Memorial Plot in National Ceme
tery. The Government will furnish a 
memorial plot in a national cemetery 
with space available and erect thereon 
without cost to the applicant an appro
priate marker to commemorate a mem
ber of the Marine Corps who died in 
service and whose remains have not 
been recovered or identified or were 
buried at sea. 
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4, Memorial Marker to Be Placed in 
Private Cemetery, A marker as de
scribed in subparagraph 2, above, will 
be furnished by the Government, Ship
ping charges for deliveryofthe marker 
to the consignee will be prepaid by 
the Government. Costs for transporting 
the marker to the cemetery, and erec
tion must be paid by the applicant. 

5, Application, Requests for markers 
and memorial plots will be made by 
completing DD Form 1330, Application 
for Headstone or Marker and submitting 
to the Chief of Support Services, Head
quarters, Department of the Army, 
Memorial Division, Washington 25, 
D. C. Exception: A headstone is pro
vided without application when remains 
are buried in a national cemetery. 

12277 MEMORIAL FLAG 

I. Eligibility. An interment or memo
rial flag will be issued: 

a, To drape the casket of a Marine 
who died on active duty and becomes 
the property of his next of kin. 

b, To the next of kin upon request, 
when the remains of a Marine who died 
on active duty are buried at sea or are 
nonrecoverable. 

2. Procurement. Flags for interment 
and/or memorial purposes may be 
obtained through normal Marine Corps 
or Navy supply channels. Veterans' 
Administration regional offices, first, 
second, and third class post offices, 
and fourth class post offices located 
at county seats stock flags furnished 
by the Veterans' Administration which 
may be used if the naval stock flag is 
not readily available, 

3, Presentation. When amemorialflag 
is requested by the next of kin and a 
naval stock flag is not readily avail
able, the casualty assistance calls 
officer will obtain a flag from the 
closest source of supply. He will pre
sent the flag to the n!'xt of kin with 
appropriate comment, and include in 
his report the information that the 
presentation has been made. 
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12278 DEATH GRATUITY 

1. Upon receipt of an official report 
of a Marine's death, a gratuity shall 
be paid to the proper beneficiary(ies). 
The amount shall equal 6 months basic 
pay, plus special and incentive pays, 
at the rate to which the Marine was 
entitled on the date of his death, but 
shall not be less than $800 or more 
than $3,000. Payment is exempt from 
taxation. 

2. The death gratuity will be paid to 
or for the living survivor or survivors 
of the deceased Marine first listed 
below: 

a. The spouse. 

b. The children, without regard to 
their age or marital status, in equal 
shares. 

c. The parents or his brothers or 
sisters, including those of half blood 
and those through adoption, when des
ignated by him. 

d. The parents in equal shares, 

e. The brothers and sisters, in
cluding those of half blood and those 
through adoption, in equal shares. 

f. If a survivor dies before receiv
ing the amount to which he is entitled, 
such amount shall be paid to the then 
living survivor or survivors first listed 
above. 

3, When the beneficiary is a minor(s), 
payment of the death gratuity will not 
normally be made to other than the 
legally appointed guardian, 

4, Definition of Child. The term "child" 
(children) includes a legitimate child; 
a child legally adopted; a stepchild, if 
a member of the Marine's household; 
and an illegitimate child only if ac
knowledged in writing, signed by the 
Marine, or if the Marine has been 
judicially ordered or decreed to con
tribute to the child's support or has 
been prior to his death judicially de
creed to be the father of suC::h child, or 
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if the Marine is otherwise shown by 
satisfactory evidence to be the father 
of such child. 

5. Definition of Parent. The term 
11parent'' means a father, mother, father 
and mother through adoption and per
sons who have stood in loco parentis 
to the Marine for a period of not less 
than 1 year at any time prior to his 
entry into active service; provided, 
that not more than one father and one 
mother as defined, shall be recognized 
in any case, and preference shall be 
given to such father and mother who 
actually exercised parental relation-

12278 

ship at the time of or most nearly 
prior to the date of entry into active 
service by the Marine. 

6. Gratuity Paid by Local Commander. 
In those cases wherein field payment 
is authorized, the cognizant commander 
will effect payment of the death gratu
ity to the legal beneficiary, within 24 
hours, if at all possible. 

7. Gratuity Paid by Headquarters Ma
rine Corps. The Commandant of the 
Marine Corps (Code DN), shall auto
matically forward to the proper bene
ficiary(ies) the necessary application 
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blanks with instructions for completion 
in all cases not paid by the local com
mander. 

8. Payment May Not Be Transferred, 
Waived or Assigned. The payment is 
a pure gratuity, and the right of the 
beneficiary to. receive payment, being 
personal, may not be transferred, as
signed, or waived in favor of another. 
An overpayment made to an officer or 
enlisted man during his lifetime, or 
any other debts due the United States 
by the deceased, cannot be charged 
against the gratuity. 

12279 BASIC ALLOWANCE FOR 
QUARTERS 

I. Termination Up_on Death 

a. Dependents who are rece1v1ng 
an allotment based on the military 
service of a Marine are entitled to 
receive the allotment to include the 
month prior to the month in which the 
Marine dies. 

b. That portion of the basic allow
ance for quarters due for part of a 
month, to and including the date of 
death of the Marine, will be included 
in the arrears of pay and paid to the 
beneficiary designated to receive the 
arrears of pay. 

12280 PAY AND ALLOWANCES AND 
VOLUNTARY ALLOTMENTS 
OF MISSING PERSONNEL 

1. Any person who is missing, or 
missing in action, shall be entitled to 
have credited to his account the same 
pay and allowances to which he was 
entitled at the beginning of such period 
of absence or to which he may become 
entitled thereafter. .2. Entitlement to payandallowancesof 
missing personnel shall terminate upon 
the date of receipt by the Commandant of 
the Marine Corps of evidence that the 
person is dead or upon the date of death 
as established by the Secretary of the 
Navy, or his designated subordinate. 

3. Pay accounts of personnel who have 
been carried in a missing status for 
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more than 30 days are under the cog
nizance of the Commandant of the 
Marine Corps (Code CDB). 

4. For the period that any person is 
entitled to be credited with pay and 
allowances, as set forth above, such 
allotments as may have been executed 
prior to commencement of the missing 
status of the individual concerned shall 
be continued during such absence. 

5. Allotments include those made for 
support of dependents, payment of in
surance _premiums, purchases of U.S. 
Savings Bonds, and for other purposes 
deemed proper by the Secretary of the 
Navy, or his designated subordinate. 

6. Direct all inquiries concerning al
lotments to the Commandant of the 
Marine Corps (Code CDC), Washing
ton 25, D. C. 

12281 ARREARS OF PAY 

• 1. Any unpaid balance of pay and 
allowances due a Marine on the date 
of his death will be paid to the bene
ficiary(ies) previously designated by 
him on the Record of Emergency Data. 
An application form, Claim of Des
ignated Beneficiary for Unpaid Pay 
and Allowances of Deceased Mem
ber of the Uniformed Service, will be 
furnished promptly to the designated 
beneficiary(ies) by Headquarters, U.S. 
Marine Corps. Upon completion of a 
post audit of the deceased's pay record, 
any amount due will be paid to the 
claimant(s). 

2. If there is no designated benefi
ciary(ies), the amount due will be paid 
to the survivors in the following order 
of priority: 

a. Widow or widower. 

b. Child or children and descend
ants of deceased child or children by 
representation. 

c. Parents or the survivor ofthem. 

d. Duly appointed legal represen
tative of the estate of the Marine. 
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e, Person(s) determined to be en
titled thereto under the laws of the 
domicile of the Marine, 

3. Where the Marine failed to desig
nate a beneficiary, the Commandant of 
the Marine Corps will send an applica
tion form, Claim for Unpaid Pay and 
Allowances of Deceased Member ofthe 
Uniformed Service, without request to 
the closest survivor(s) shown in the 
records. Claims of this nature are 
forwarded, upon completion ofthe audit, 
to the Genera 1 Accounting Office, 
Claims Division, for settlement of the 
claims of undesignated claimants. 

12282 PERSONAL EFFECTS 

I, The law permits the forwarding, at 
•government expense, of the personal 
effects of deceased personnel to the 
next of kin of record, except motor 
vehicles located within the continental 
United States, The law recognizes the 
widow as next of kin until remarriage, 
after which any descendants of the 
deceased are recognized as next of kin. 
In the event there is no issue, the 
parents of the deceased are recognized 
as next of kin, 

2. Upon the death of any person in the 
Marine Corps, the personal effects of 
the deceased are collected and inven
toried as soon as possible. All valu
ables such as watches, jewelry, 
marriage certificates, insurance poli
cies, money, etc., and other personal 
property are forwarded to the next of 
kin and should accompany the remains 
whenever practicable. When an escort 
accompanies the remains, he shall 
assure safe delivery of the effects to 
the next of kin, 

3. Personal effects of.a deceased Ma
rine which may be shipped to the next 
of kin at government expense may in
clude not to exceed one motor vehicle 
if it is located outside the continental 
United States. Application should be 
made to the deceased Marine's com
mander. 

4. The Marine Corps will not assume 
any responsibility for the disposition 
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of motor vehicles of deceased Marines 
located within the continental limits of 
the United States. However, the next of 
kin should be informed by the decedent's 
commander that if some member ofthe 
command or other person known to the 
next of kin desires to assume their 
responsibility, a power of attorney to 
act in their behalf in disposing of the 
vehicle should be given, This will be a 
private transaction between the next 
of kin and the person appointed and the 
Marine Corps has no jurisdiction over 
it. 

12283 TRANSPORTATION OF 
HOUSEHOLD GOODS 

I. Shipment at Government Expense 

a, Upon death, the personal effects 
and household goods of all members, 
regardless of rank or grade, including 
Academy cadets and persons inducted 
for training, who die while on active 
duty, may be shipped at government 
expense from their last duty station, 
or place to which such goods were last 
shipped at government expense, or 
both, to the home of the person legally 
entitled thereto, 

b. The phrase "die while on active 
duty" as used in this paragraph includes 
also death within I year after effective 
date of discharge or resignation, relief 
from active duty, or any other type of 
separation under honorable conditions. 

c. If a member dies in the vicinity 
of his last permanent duty station, 
upon certification by the commander 
of such permanent duty station as to 
the member's next of kin, shipment of 
household goods or personal effects 
may be made to the home of the next 
of kin, if in the continental United 
States, without referral to Headquar
ters Marine Corps for authority, In all 
other instances, the Commandant of the 
Marine Corps (Code DN), will be re
quested to approve shipment otherwise 
authorized by Joint Travel Regulations. 

d. Time limitation for shipment is 
1 year from the date of official report 
of death, unless an ext~nsion is approved 
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blanks with instructions for completion 
in all cases not paid by the local com
mander. 

8. Payment May Not Be Transferred, 
Waived or Assigned. The payment is 
a pure gratuity, and the right of the 
beneficiary to receive payment, being 
personal, may not be transferred, as
signed, or waived in favor of another. 
An overpayment made to an officer or 
enlisted man during his lifetime, or 
any other debts due the United States 
by the deceased, cannot be charged 
against the gratuity. 

12279 BASIC ALLOWANCE FOR 
QUARTERS 

1. Termination Upon Death 

a. Dependents who are rece1v1ng 
an allotment based on the military 
service of a Marine are entitled to 
receive the allotment to include the 
month prior to the month in which the 
Marine dies. 

b. That portion of the basic allow
ance for quarters due for part of a 
month, to and including the date of 
death of the Marine, will be included 
in the arrears of pay and paid to the 
beneficiary designated to receive the 
arrears of pay. 

12280 PAY AND ALLOWANCES AND 
VOLUNTARY ALLOTMENTS 
OF MISSING PERSONNEL 

1. Any person who is missing, or 
missing in action, shall be entitled to 
have credited to his account the same 
pay and allowances to which he was 
entitled at the beginning of such period 
of absence or to which he may become 
entitled thereafter. 

2. Entitlement to pay allowances of 
missing personnel shall terminate upon 
the date of receipt by the Commandant 
of the Marine Corps of evidence that 
the person is dead or upon the date of 
death as established by the Secretary 
of the Navy. 

3. Pay accounts of personnel who have 
been carried in a missing status for 
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more than 30 days are under the cog
nizance of the Commandant of the 
Marine Corps (Code CDB). 

4. For the period that any person is 
entitled to be credited with pay and 
allowances, as set forth above, such 
allotments as may have been executed 
prior to commencement of the missing 
status of the individual concerned shall 
be continued during such absence. 

5. Allotments include those made for 
support of dependents, payment of in
surance premiums, purchases of U. S. 
Savings Bonds, and for other purposes 
deemed proper by the Secretary of the 
Navy, or his designated subordinate. 

6. Direct all inquiries concerning al
lotments to the Commandant of the 
Marine Corps (Code CDC), Washing
ton 25, D. C. 

12281 ARREARS OF PAY .1. Any unpaid balance ofpayand allow
ances due a Marine on the date of his 
death will be paid to the beneficiary(ies) 
previously designated by him on the 
Record of Emergency Data, NA VMC 
1 0526-PD. An application form, Claim 
of Designated Beneficiary for Unpaid 
Pay and Allowances of Deceased Mem
ber of the Uniformed Service, will be 
furnished promptly to the designated 
beneficiary(ies) by Headquarters, U.S. 
Marine Corps. Upon completion of a 
post audit of the deceased 1 spay record, 
any amount due will be paid to the 
claimant( s). 

2. H there is no designated benefi
ciary(ies), the amount due will be paid 
to the survivors in the following order 
of priority: 

a. Widow or widower. 

b. Child or children and descend
ants of deceased child or children by 
representation. 

c. Parents or the survivor of them. 

d. Duly appointed legal represen
tative of the estate of the Marine. 
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e. Person(s) determined to be en
titled thereto under the laws of the 
domicile of the Marine. 

3. Where the Marine failed to desig
nate a beneficiary, the Commandant of 
the Marine Corps will send anapplica
tion form, Claim for Unpaid Pay and 
Allowances of Deceased Member of the 
Uniformed Service, without request to 
the closest survivor(s) shown in the 
records. Claims of this nature are 
forwarded, upon completion of the audit, 
to the Genera 1 Accounting Office, 
Claims Division, for settlement of the 
claims of undesignated claimants. 

12282 PERSONAL EFFECTS 

1. The law permits the forwarding, at 
government expense, of the personal 
effects of deceased personnel to the 
next of kin of record, except motor 
vehicles located within the continental 
United States. The law recognizes the 
widow as next of kin until remarriage, 
after which any descendants of the 
deceased are recognized as next of kin. 
In the event there is no issue, the 
parents of the deceased are recognized 
as next of kin. 

2. Upon the death of any person in the 
Marine Corps, the personal effects of 
the deceased are collected and inven
toried as soon as possible. All valu
ables such as watches, jewelry, 
marriage certificates, insuran.ce poli
cies, money, etc., and other personal 
property are forwarded to the next of 
kin and should accompany the remains 
whenever practicable. When an escort 
accompanies the remains, he shall 
assure safe delivery of the effects to 
the next of kin. 

3. Personal effects of a deceased Ma
rine which may be shipped to the next 
of kin at government expense may in
clude not to exceed one motor vehicle 
if it is located outside the continental 
United States. Application should be 
made to the deceased Marine's com
mander. 

4, The Marine Corps will not assume 
any responsibility for the disposition 
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of motor vehicles of deceased Marines 
located within the continental limits of 
the United States. However, the next of 
kin should be informed by the decedent's 
commander that if some member ofthe 
command or other person known to the 
next of kin desires to assume their 
responsibility, a power of attorney to 
act in their behalf in disposing of the 
vehicle should be given. This will be a 
private transaction between the next 
of kin and the person appointed and the 
Marine Corps has no jurisdiction over 
it. 

12283 TRANSPORTATION OF 
HOUSEHOLD GOODS 

1. Shipment at Government Expense 

a. Upon death, the personal effects 
and household goods of all members, 
regardless of rank or grade, including 
Academy cadets and persons inducted 
for training, who die while on active 
duty, may be shipped at government 
expense from their last duty station, 
or place to which such goods were last 
shipped at government expense, or 
both, to the home of the person legally 
entitled thereto. 

b. The phrase 11 die while on active 
duty" as used in this paragraph includes 
also death within l year after effective 
date of discharge or resignation, relief 
from active duty, or any other type of 

· separation under honorable conditions. 

c. H a member dies in the vicinity 
of his last permanent duty station, 
upon certification by the commander 
of such permanent duty station as to 
the member's next of kin, shipment of 
household goods or personal effects 
rna y be made to the home of the next 
of kin, if in the continental United 
States, without referral to Headquar
ters Marine Corps for authority. In all 
other instances, the Commandant of the 
Marine Corps (Code DN), will be re
quested to approve shipment otherwise 
authorized by Joint Travel Regulations. 

d. Time limitation for shipment is 
1 year from the date of official report 
of death, unless an extension is approved 
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by the Commandant of the Marine 
Corps (Code DN). Approval of requests 
for extension will be granted only 
when substantiated by bona fide proof 
of unavoidable hardship. 

2. Storage. Storage is authorized, when 
necessary, not to exceed l year and 
must be in a facility of the Marine 
Corps upon approval. of that command, 
U the goods are in commercial storage 
under appropriate orders when death 
occurs, the authorized period of such 
commercial storage may be utilized. 

3. Application for Shipment and/or 
Authorized T e m p or a r y Storage of 
Household Goods, Application should 
be submitted to the commander at the 
post or station where the goods are 
located. U the goods are located at a 
point where there is no representative 
of the Armed Forces, the owner will 
submit application by writing to the 
Commandant of the Marine Corps (Code 
DN). 

12284 TRANSPORTATION OF 
DEPENDENTS 

1. When Authorized at Government 
Expense. Transportation is authorized 
for the dependents of Marine Corps 
personnel at government expense with
out regard to pay grade when such 
personnel have been officially reported 
as dead. The Secretary of the Navy 
has approved authorization of such 
transportation regardless of place or 
cause of death. The transportation au
thorized is from the place at which 
official notification of death of the 
Marine is first received by the de
pendents concerned to such other place, 
as designated by the dependents. Appli
cation. for transportation may be made 
by the senior dependent to the nearest 
Marine Corps activity, or to the Com
mandant of the Marine Corps (Code 
DN), Washington 25, D. C.; or travel 
may be performed at personal expense 
and claim for reimbursement sub
mitted to the Commandant of the Ma
rine Corps (Code CDB), after comple
tion of travel. 
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12285 DECORATIONS AND AWARDS 

l. Recommendations. No information 
should be volunteered regarding rec
ommendations for or entitlement to any 
decorations and/or awards even though 
the records of the deceased show that 
he was recommended, The recom
mendation could be disapproved and 
knowledge of such disapproval might 
result in disappointment to the family 
of the deceased. 

2. Delayed Presentations. Decorations 
and awards to which the deceased may 
be entitled may not be ready for pre
sentation for some time after the actual 
deed for which it is to be presented. 
If any questions arise, the next of kin 
should be advised that there may be a 
lapse of time before anything is heard 
concerning the award. 

3. Correspondence Concerning 
Awards. Correspondence in regard to 
awards should be addressed to the 
Commandant of the Marine Corps (Code 
DL). 

12286 UNIFORMED SERVICES IDEN
TIFICATION AND PRIVILEGE 
CARD 

I. Reissue of Cards. Upon the death 
of a Marine, the Uniformed Services 
Identification and Privilege Cards, DD 
Form 1172, held by his survivors be
come void and should be forwarded to 
the Commandant of the Marine Corps 
(Code DN), for cancellation. Newcards 
will be authorized for all eligible 
dependents. 

2, Application for Cards 

a. A certified application form, DD 
Form 1172, is automatically sent to 
widows and children, by the Comman
dant of the Marine Corps, along with 
the letter offering assistance. 

b. Parents or parents-in-law who 
actually reside in the household of the 
deceased, .or a household provided or 
maintaineil. by him, at the time of death 
and were· in fact, dependent upon the 
deceased for over one-half of their 
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support are eligible for this card. DD 
Form 1173 will be authorized for them 
upon receipt of application on DD 
Form 1172 and establishment of en
titlement by the Commandant of the 
Marine Corps (Code DN). 

12287 HOSPITAL AND MEDICAL 
CARE 

1. Eligibility. Unremarried widows, 
dependent children, parents and par
ents-in-lawif dependent on the deceased 
member at time of death for over 
one-half of their support and actually 
residing in his household or a house
hold provided or maintained by him at 
time of death, are eligible for medical 
care in the facilities of the uniformed 
services, subject to the availability of 
space and facilities and the capabilities 
of the professional staff. Determina
tions made by the medical officer in 
charge of the medical facility, as to 
the availability of space and facilities 
and the capabilities of the professional 
staff are conclusive. 

2. Medical Services Authorized. Med
ical services are limited to the follow
ing: 

a. Diagnosis, including physical 
examinations and : the utilization of 
medically accepted diagnostic proce
dures such as laboratory tests, path
ology and x-ray examinations. 

b. Treatment of acute medical con
ditions or acute complications of 
chronic diseases. 

c. Treatment of surgical condi
tions. 

d. Treatment of contagious dis
eases. 

e. Immunization. 

f. Obstetrical and infant care, in
cluding prenatal aitd post-natal care 
of the infant and mother. 

· -g. Treatment for acute emergen
cies of any nature. 

3. Medical Services Not Authorized. 
Medical services are not authorized 
for the following: 

a. Chronic diseases. 

b. Nervous and mental disorders. 

c. Elective medical or surgical 
treatment. 

d. Hospitalization for domiciliary 
care (such as given in a nursing home). 

e. Furnishing of artificial limbs, 
artificial eyes, hearing aids, ortho
pedic footwear, spectacles, and ambu
lance service or home calls except in 
emergency or special cases. 

4. Daily Charge for Hospitalization. 
For each day in the hospital, a charge 
of $1.75 is made, which includes cost 
of subsistence. 

5. Care in Civilian Facilities. Care of 
dependents in civilian facilities is not 
authorized after death of Marine spon
sor except under the following condi
tions: 

a. The spouse and children of a 
member of the uniformed services re
ceiving treatment in a civilian medical 
facility at government expense at the 
time of death of the member, or such 
spouse and children requiring care in 
a civilian facility as a result of being 
in the same accident or the same 
episode (e.g., disaster type situation) 
which proved fatal to the member, if 
continued hospitalization is required, 
shall be transferred to a uniformed 
services medical facility as soon as 
the physical condition of the patient 
permits. If such a transfer is made, 
it will be accomplished at government 
expense and transportation is author
ized. The cost of medical and hospital 
care authorized from civilian sources 
which was furnished to the dependent 
during the period of hospitalization in 
the civilian facility shall be borne by 
the Government subject to limited 
charges which must be borne by the 
patient. 
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b, A dependent wife who is eligible 
for civilian medical care. whose hus
band dies while on active duty, who is 
pregnant at the time of his death and 
is delivered on or after 28 July 1959, 
may be provided from civilian sources, 
at government expense, authorized 
obstetrical and maternity care, This 
includes authorized prenatal care ob
tained before, on, or after 28 July 1959 
and authorized neonatal care for the 
child. The widow will pay certain 
limited charges in connection with 
hospitalization as prescribed by regu
lations. 

c. Detailed information concerning 
dependents 1 medical care is contained 
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in SECNAV INSTRUCTION SERIES 
6320. 

12288 THEATER, COMMISSARY 
AND EXCHANGE PRIVILEGES 

1. Theater, exchange, commissary and 
post privileges are extended to un
remarried widows and certain other 
dependents of deceased Marine Corps 
personnel when speCifically authorized 
by the Commandant of the Marine 
Corps. The Uniformed Services Iden
tification and Privilege Card, DD Form 
1173, is used for the purpose of iden
tification at these facilities, Detailed 
information regarding issuance of this 
card is contained in paragraph II 051, 
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SECTION 3: BENEFITS UNDER JURISDICTION OF THE VETERANS' 
ADMINISTRATION AND SOCIAL SECURITY ADMINISTRATION 

12300 GENERAL 

1. Legal Assistance. It is not neces
sary to hire a lawyer or claim agent to 
assist in obtaining benefits provided by 
laws administered by the Veterans' 
Administration or the Social Security 
Administration. These agencies will 
ensure that claimants receive the bene
fits to which they are entitled. 

l. Photostats. The Veterans' Adminis
tration will accept photostats of docu
ments to establish marriage, age, or 
relationship provided the original docu
ment was acceptable and certified. For 
example, normally a photostat of the 
certificate presented to the couple by 
the person who performed the marriage 
would not be acceptable unless it was 
accompanied by the original of the 
record of marriage furnished the couple 
by the Office of Vital Statistics at the 
place of marriage. However, if the 
claimant preferred to keep this original 
record in her possession, then the 
Veterans' Administration would accept 
a photostat of the original provided it 
was certified as a true copy. U the 
claimant no longer had in her posses
sion the original record furnished her 
by the Office of Vital Statistics, then 
the Veterans' Administration would 
accept a photostat of the original as 
recorded and certified by the Office of 
Vital Statistics at the place of marriage. 

12301 BENEFICIARY(IES) 

1. Marines may change the benefici
ary(ies) for an effective policy of 
National Service Life Insurance (NSLI) 
or U. S. Government Life Insurance 
(USGLI) by direct communication with 
the Veterans 1 Administration without 
the knowledge of the next of kin and 
without a copy of the communication 
being made a part of his records. 
Generally, the VA does not release 
specific information concerning the 
beneficiary(ies) designated; however, 
following the death of the serviceman, 
the VA will, upon request, furnish 
information regarding beneficiary 
designations for insurance. 

l. The payment of death benefits to 
minors who are widows of servicemen, 
without the appointment of a guardian, 
is authorized by law. 

12302 PROCEDURE TO BE USED IN 
FILING CLAIMS 

1. Proof of Death. The Commandant of 
the Marine Corps (Code DNA) forwards 
an official notice of death (fig. lZ-51) 
to the VA which is acceptable to that 
agency as proof of death. In all cases 
when the deceased was insured by either 
NSLI or USGLI, or both, the VA mails 
claim forms to the principal beneficiary 
as indicated by the records of the VA, 
without awaiting inquiry from the next 
of kin or beneficiary(ies). 

l. Claims. The claim for NSLI is made 
by the principal beneficiary on VB 
Form 8-4125. Proof of relationship is 
not required. Proof of age is required 
only where insurance is payable under 
option 3 or 4. 

12303 U. S. GOVERNMENT LIFE 
INSURANCE 

1. The VA has complete jurisdiction 
over USGLI and will send notice in 
writing to the beneficiary. It should be 
kept in mind that the insured may 
designate any person, firm, corpora
tion, or legal entity as the beneficiary, 
either individually or as trustee, and 
may also change the beneficiary at any 
time by a signedrequesttotheVAwith
out notice to the former beneficiary. 

l. Options of Payment. The insured 
may have selected one of the four op
tions of payment which are as follows: 

a. Option 1 -- Insurance payable in 
one sum. 

b. Option l -- Insurance payable in 
limited monthly installments -- not 
less than 36 or more than Z40 in multi
ples of 12. 

c. Option 3 -- Insurance payable in 
continuous monthly in s t a 11m e n t s 
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throughout the lifetime of the benefi
ciary with 240 months certain. Proof of 
the beneficiary's age is required. 

d. Option 4 -- Insurance payable in 
continuous monthly ins t a 11m en t s 
throughout the lifetime of the benefi
ciary with 1 ZO months certain. Proof of 
the beneficiary's age is required. 

3. Other Electives. The beneficiary, 
with certain exceptions, may also elect 
to receive payment under option settle
ment z, 3, or 4, or to receive the pro
ceeds of insurance in installments over 
a greater period than that selected by 
the insured. 

4. Taxation and Claims. The proceeds 
of a policy are subject to Federal 
Estate tax, and are also subject to levy 
by the United States for recovery of 
Federal Income tax; however, they are 
not subject to claims of private credi
tors of the insured or of the beneficiary. 

5. Assignability. The designated bene
ficiary may assign all or any part of 
his or her interesttoawidow,widower, 
child, father, mother, grandfather, 
grandmother, brother, or sister of the 
insured, provided the designated con
tingent beneficiary, if any, joins in the 
assignment. However, the assignment 
must be delivered to the Veterans 1 Ad
ministration before payments begin to 
the designated beneficiary. 

6. Correspondence Concerning U. S. 
Government Life Insurance. Corre
spondence should be addressed to 
Veterans' Benefits Office, Munitions 
Building, Washington 25, D. C. Inquiries 
should contain the full name, service 
number and branch of service of the 
policyholder and the policy number or 
numbers, if known. 

12304 NATIONAL SERVICE LIFE 
INSURANCE 

1. This insurance is under the juris
diction of the Veterans' Administration 
and all notices and payments emanate 
from that organization. After the Vet
erans 1 Administration receives the 
original notification of death from 
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Headquarters Marine Corps, the bene
ficiary is notified that he or she has 
been designated. 

z. Designated Beneficiaries. The in
sured may designate as beneficiary any 
person or persons, firm, corporation, 
or other legal entity (including his 
estate), either individually or as 
trustee. The Veterans' Administration 
will not administer any trust. The in
sured may change the beneficiary or 
beneficiaries, without their knowledge 
or consent, by a signed request to the 
Veterans' Administration. An original 
designation, but not a change in bene
ficiary, may be made by last will and 
testament duly probated. It is necessary 
for the insured to name beneficiary(ies) 
or the insurance will go to his estate 
and will be subject to administration 
under the local laws of his residence. 

3. Assignability. The designated bene
ficiary may assign all or any part of his 
or her interest to a widow, widower, 
child, father, mother, grandfather, 
grandmother, brother, or sister of the 
insured, provided the designated con
tingent beneficiary, if any, joins in the 
assignment. The assignment must be 
delivered to the Veterans 1 Administra
tion before payments begin to desig
nated beneficiary. 

4. Insurance Payable Under Optional 
Modes of Settlement 

a. Insurance shall be payable in 
accordance with one of four optional 
modes of settlement. Any of the four 
optional modes of settlement 1i sted 
below, or a combination thereof, may be 
designated by the insured. Option 1 may 
be elected only by the insured. However, 
even though the insured made a selec
tion of any of the four options for pay
ment of the proceeds of his policy, upon 
his death, the designated first benefi
ciary may elect, under certain condi
tions to receive paym.ent under any in
stallment option (Z, 3, or 4) provided the 
number of installments so selected are 
payable over a longer period than the 
selection made by the insured. If the 
insured has made no selection of a mode 
of settlement, the insurance is payable 
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in 36 equal monthly installments under 
option 2, but the designated first bene
ficiary has the right to elect to receive 
settlement under any installment option 
(2, 3, or 4). Options 3and4shall not be 
available if the beneficiary is a firm, 
corporation, legal entity (including the 
insured 1 s estate), or trustee, or where 
an endowment contract matures by 
reason of the endowment period. Tables 
showing amounts payable under the 
various options may be found in VA 
Pamphlet 90-3. 

b. Upon the death of the insured, 
complete information is presented by 
the VA to the designated beneficiary as 
to his or her right to make selection of 
options before any payment is made on 
the policy. 

(1) Option 1 --Under this option, 
the insurance proceeds will be payable 
in one sum at the maturity ofthe policy 
by death. Selection of this option can be 
made only by the insured. 

(2) Option 2-- Under this option, 
the insurance proceeds will be payable 
to the designated first beneficiary in a 
specified number of equal monthly in
stallments of from 36 to 240 in number, 
in multiples of 12 (3 to 20 years). How
ever, should the first beneficiary die 
before the specified number of install
ments have been paid, the remaining 
unpaid installments will be payable in 
accordance with the provisions of sub
paragraph (5), below. 

(3) Option 3-- Under this option, 
the monthly installments will be payable 
throughout the remaining lifetime of the 
designated first beneficiary, no matter 
how long he or she may live. However, 
should the first beneficiary die before 
120 such installments have been paid, 
the remaining unpaid installments (120 
less the number paid) will be payable in 
accordance with the provisions of sub
paragraph (5), below. 

(4) Option 4-- Under this option, 
the monthly installments will be payable 
throughout the remaining lifetime of the 
designated first beneficiary, no matter 
how long she or he may l-ive. However, 
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should the first beneficiary die before 
receiving the number of monthly in
stallments guaranteed, the sum of which 
shall equal the face amount ofthe policy 
less any indebtedness, the remaining 
installments will be payable in accord
ance with the provisions of subpara
graph (5), below. 

(5) Should the beneficiary who is 
receiving insurance proceeds under an 
installment option die before all the 
installments guaranteed have been paid, 
the remaining unpaid installments will 
be paid as follows: 

(a) If the insured had selected 
Option 1, but the beneficiary elected to 
receive payment under any other in
stallment option, the present value of 
the remaining unpaid installments 
guaranteed will be paid in one sum to 
the beneficiary's estate. 

(b) If the insured had selected 
Option 2, 3, or 4,orhadmadeno selec
tion, the remaining unpaid installments 
guaranteed will continue to be paid to 
any 1i ving contingent beneficiary, or if 
no contingent beneficiary is living, the 
present value of such unpaid install
ments will be paid in one sum to the 
insured 1 s estate. 

(c) Election for minors. On 
insurance heretofore or hereafter ma
turing, if the beneficiary is a minor or 
incompetent, the election ofthe mode of 
payment may be made by: 

! . A fiduciary. 

~. A person recognized 
by the administrator as having custody 
of the person or estate of such benefi
ciary. 

5. Correspondence should be ad
dressed to the Veterans 1 Benefits Of
fice, Munitions Building, Washington 25, 
D.C. Inquiries should contain the full 
name, service number, branch of serv
ice of the policy holder and the policy 
number, if known. 
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12305 DEPENDENCY AND INDEM
NITY COMPENSATION 

1. Servicemen's and Veterans' Sur
vivor Benefits Act 

a. Effective l January 1957, this 
Act established an improved uniform 
system of benefits in the form of 
monthly dependency and indemnity 
compensation (DIG) payments for sur
vivors of military personnel who die on 
active duty or after separation, if death 
results from service-connected causes. 

• b. Effective l October 1963, Public 
Law 134, 88th Congress, increased the 
monthly rate of DIG payments for eligi
ble widows. The DIG payment for chil
dren and eligible parents was also in
creased, effective l July 1963, by Public 
Law 21, 88th Congress, 

• c. One category of personnel not 
eligible for DIG is the survivors of a 
member who had his government insur
ance under waiver of payment of pre
miums at the time of his death. These 
survivors may be entitled to VA pay
ments of death compensation or pension. 

2. Additional Payments, When either 
USGLI or NSLI is in effect at the time of 
death, the procee~ds of such insurance 
are payable in addition to the payment of 
dependency and indemnity compensa
tion. 

• 3. Dependency and Indemnity Corn en
sation DIG for Widows. Payment for 
widows is related to the pay of the 
serviceman, and is computed at the rate 
of $120 plus 12 percent of the basic pay 
of the grade held by the member at the 
time of his death, The following chart 
shows the basic monthly rate of de
pendency and indemnity compensation 
payable. This amount is payable re
gardless of whether the widow is em
ployed or has income from any other 
source. The compensation payments 
continue for the remainder of her life 
or until she remarries, If claim is filed 
within l year from date of death, de
pendency and indemnity compensation 
is payable from date of death, but if 
filed later, payment is effective as of 
the date of the claim, 
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4, Definition of a Widow 

a. A widow is a woman who was 
married to a service member before 
the expiration of 15 years after the end 
of the period of active duty, active duty 
for training, or inactive duty training, 
in which the injury or disease causing 
the death of such a person was incurred 
or aggravated; or 

(l) For 5 or more years; or 

(2) For any period of time if a 
child was born of the marriage . 

b. The term "widow" includes a 
"widower 11 o£ a service woman if he 
is incapable of self-maintenance and 
was permanently incapable of self
support due to physical or mental 
disability at the time of his wife's 
death . 

5. Widows With Child or Children, In 
general, there is no additional allow
ance of dependency and indemnity com
pensation for child or children under 18 
years of age. 

a. In a few cases, where there are 
two or more children and the deceased 
serviceman or veteran had no Social 
Security or Railroad Retirement cover
age, or the coverage was on a wage 
record of less than $160 monthly, a 
supplemental VA payment maybe made 
to the widow for each child in excess 
of one . 

.. b, This supplemental payment con
sists of $28 monthly for each child in 
excess of one, but the total of such pay
ment may not exceed the difference 
between the amount of Social Security 
and Railroad Retirement payments al
lowable for the family group and $128, 

6, Compensation for Children 

a, Definition of a child. A child in
cludes a legitimate child, child legally 
adopted, stepchild, or illegitimate child 
if acknowledged in writing by the de
ceased, or if he has been judicially 
ordered to support the child or decreed 
to be the putative father of the child, 
or paternity is otherwise adequately 
proved. 
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WIDOW'S BASIC MOIITHLY RATE OF DEPENDENCY AND INDEMNITY COMPENSATION, PUBLIC LAW 134 - 88th COIIGRESS 

TO BE EIITITLED TO THESE PAYMENTS THE SERVICEMAN MUST DIE OF SERVICE-COIIJIECTED DISABILITY. RATES EFFECTIVE 1 JULY 1963, 

Pay Grade tmdor 
2 

Over 
2 

Over 
3 

Over 
4 

Over 
6 

Over 
8 

Over 
10 

Over 
12 

COMMISSIONED OFFICERS 

Over 
14 

Over 
16 

Over 
18 

Over 
:>0 

Over 
22 

Over 
26 

Over 
30 

0-10 ¥264.oo $2?S.oo 6278.oo $218,00 ¥278.oo l234.oo 6234.oo 6297,00 $297,00 $309.00 $309.00 o322.oo $322,00 $335,00 $335.00 
0-9 248.00 259.00 26:!.00 26:!,00 26:!.00 266.00 266,00 272.00 272,00 284.00 284.00 297.00 297.00 309.00 309.00 

236.00 2/.6.00 249.00 249.00 249.00 259.00 259.00 266.00 266.00 272.00 278.00 284.00 291.00 291.00 291.00 
0-7 217.00 229.00 229.00 229,00 234.00 234.00 240.00 240.00 246.00 259.00 269.00 269.00 269.00 269.00 269.00 
0- 192.00 203.00 209.00 209,00 209.00 209,00 209.00 209.00 2!2,00 226,00 231.00 234.00 240,00 251.00 251.00 
0- 177.00 191.00 196.00 196.00 196.00 196.00 198.00 203.00 208,00 215.00 220.00 223.00 227.00 227.00 227.00 

169.00 182.00 186.00 186.00 188.00 191.00 195.00 200.00 203,00 207,00 209.00 209.00 209.00 209.00 209.00 
0- 160.00 173.00 177.00 183.00 186.00 188.00 192,00 195.00 197.00 197.00 197.00 197.00 197,00 197.00 197.00 

152.00 165.00 174.00 176,00 177.00 177.00 177.00 177.00 177.00 177.00 177.00 177.00 177.00 177.00 177.00 
0-1---- 147.00 156.00 165.00 165.00 165.00 165.00 165.00 165.00 165.00 165.00 165.00 165,00 165.00 165.00 165.00 
II().. ---- ----- -.-- 183.00 186,00 188.00 192.00 195.00 198.00 198.00 198.00 198.00 198.00 198,00 198,00 
"0-2----- --- --- ---- 176,00 177.00 179.00 182.00 185.00 186.00 . 136.00 186,00 186,00 186,00 186.00 186.00 
"0-1--- ------ ----- -- 165.00 168,00 170,00 172.00 174.00 176.00 176.00 176,00 176.00 l7b.OO 176.00 176.00 

WARRANT OFFICERS 

w· ' $160.o0 $172.00 :ji72.CO ~rl73.o0 vi76.00 (t.f78.oo $18o.oo ~:185.00 :U88.oo .,..190.00 :;192.00 0194.00 ~197.00 02o3.00 0203.00 
11-J..------ 157.00 168.00 168,00 168,00 169.00 173.00 176,00 177.00 179.00 181.00 183.00 185.00 188,00 190.00 190.00 
11-2------ 152.00 16:!.00 162.00 163.00 165.00 168,00 170,00 171.00 173.00 175.00 177,00 179.00 181.00 181.00 181,00 
11-1- 147.00 157.00 157.00 160,00 162.00 164.00 165,00 167.00 169.00 171,00 173.00 174,00 174.00 174,00 174.CO 

ENLISTED MEN 

L9-- _ - -- - -- $173.00 $174,0()ll75.00 Cl76.oo ID7.oo ~179.00 ~182.00 $18S,oo $188.00 
E-8----- --- ----- --- -- --- 164.00 165,00 167.00 168.00 169,00 170.00 171.00 174.00 180.00 180.00 
E-7----- 145.00 153.00 155.00 156,00 157.00 158.00 159.00 161.00 162,00 164.00 165.00 165.00 168.00 174.00 174.00 
E-6--------- 142,00 149,00 15o,oo 152.00 153,rAl 154.00 155,00 157.00 158.oo 159,00 160.oo 160,oo 160,00 160.oo 16o.oo 
F...5----- 138.00 146.00 147.00 148.00 150,00 151.00 152.00 153.00 154.00 154,00 154.00 154.00 154.00 154.00 154.00 
E-4----- 135.00 142.oo 143.oo 145.oo 146.oo 146.oo 146.oo 146.oo 146.oo 146.oo 146.oo 146.oo 146.oo 146.oo 146.eo 
E-3------- 132.00 138.00 139.00 140.00 140.00 140.00 140.00 140,00 140.00 140.00 140.00 11.0.00 140.00 140.00 140.00 
E-2---- 131.00 135.00 135.00 135.00 135.00 135.00 135,00 135.00 135.00 135.00 135.00 135.00 135.00 135.00 135.00 
E- 130.00 134.00 134.00 134,00 134.00 134.00 134.00 134.00 134.00 134.00 134.00 134.00 134.00 134.00 134.00 
Under 4 months-

"'Rates applicable to CoJ:mnissioned Officers who have been credited with over 
4 years active service as enlisted members. 

Note 1. Dependency and indemnity (VA) ccanpensation rates vary as shown on 
this table according to the grade held by the serviceman and the number of 
years of active military service. The rate shown would be payable to the 
widow tor her remaining lifetime or as long ae she remains unmarried. The 
table sets out the am01.m.t of dependency and indemnity comnensation to which 
widows are entitled in the vast majority of cases in which a }iarine dies on or 
af'ter 1 October 1963. In a very few instances, LeG, those in which a Marine 

w.a entitled to a greater amount of basic pay at the tilne of his 
death or separation from active service than the rates of basic 
pay established by Public Iaw SS-132, eff"ective 1 October 1963, 
due to "saved pay 11 provisions of that and or prior pay legislation, 
his widow may be entitled to slightly higher amounts of" DIC than 
those shown on the above table. 

Note 2. The dependency and indemnity compensation rates pro
vided by law are 'tased upon a flat $120 plus 12 percent of the 
basic pay authorized under Public law 132, SSth Congresa. 
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• b. Children unde~ 18--.no wi~o_w 
entitled. Where there 1s no w1dow ehg•
ble to receive dependency and indemnity 
compensation, children under 18 may be 
eligible to receive this benefit. The 
request for dependency and indemnity 
compensation must be signed by the 
legal guardian or custodian ofthe child. 
Rates are as follows: 

(l) One child, $77; 

(2) Two children, $ll0; 

(3) Three children, $143; 

(4) Each additional child, $28; 

(5) Total is equally divided. 

' c. Children over 18 years of age. 
Payment of dependency and indemnity 
compensation will be made to or for the 
child in its own right as follows: 

( l) Helpless child, and there is a 
widow--$77 monthly; 

(2) Helpless child, no widow, $28 
monthly; added to the rate payable for a 
child under 18; 

(3) Child attending school, and 
there is a widow--$39 monthly; but not 
after age 21; 

(4) Child attending school, no 
widow, rate payable for a child under 
18; but will not be paid after age 21. 

(5) If a child over 18 years of 
age chooses to receive benefits under 
the War Orphans Educational Assist
ance Act of 1956 (Public Law 634, 84th 
Congress) payments of indemnity com
pensation or any other form of compen
sation or pension paid by VA to or for 
that child by reason of pursuing a course 
in an educational institution are pre
cluded by law. 

d. Application. Application must be 
signed by the legal guardian or cus
todian of the child, if he or she has not 
attained majority. 

7. Compensation for Parents. Eligi
bility and amounts of dependency ·and 
indemnity compensation payable to 
parents depends on several factors. 
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a. Definition of a parent. A parent 
includes a father or mother; father or 
mother by adoption; and persons who 
stood in loco parentis to the decedent 
for a period of at least I year at any 
time prior to his entry into active 
service. Foster relationship must have 
commenced before deceased's 21st 
birthday. 

b. Status. The amount payable de
pends on whether there is only one 
parent; whether two parents are or are 
not living together; or whether a parent 
has remarried and is living with his 
(her) spouse. 

c. Income. The eligibility of parents 
to receive dependency and indemnity 
compensation is measured by an annual 
income test rather than by their de
pendency on the deceased service mem
ber or veteran. All income of the 
parents is counted, including the follow
ing: 

(I) VA payments for disability 
pension, death pension, subsistence 
allowance, lump sum or installments of 
USGLI or NSLI, income received under 
the Uniformed Services Contingency 
Option Act, and Old Age Survivors In
surance income (OASI). 

(2) Items of income not included 
to determine amount of parents 1 annual 
income are death gratuity, donations 
from public or private relief or welfare 
organizations, payments of death or 
disability compensation under any other 
law administered by the VA, lump sum 
death payments under Title II of the 
Social Security Act, and payments for 
dependency and indemnity compensa
tion, In certain cases, the VA may ex
clude from income the amounts paid by 
a parent for unusual medical expenses. 

• d. One parent only. If there is only 
one parent, monthly payments of de
pendency and indemnity compensation 
will be paid at the monthly rate equal to 
the amount under Column II of the 
following table opposite the amount of 
annual income shown in Column I. 
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COLUMN I 

Total Annual Income 

More than - but Equal to or 
less than 

------------------- $750 
$750----------------1,000 
1,000----------------1,250 
1,250----------------1,500 
1,500----------------1,750 
1,750--------------------

COLUMN ll 

$83 
66 
50 
33 
17 

No amount payable 

For example, if only one parent sur
vived the deceaSed veteran and such 
parent has an annual income of $1,300, 
the monthly payment will be $33. 

• e. Two parents not living together. 
If there are two parents not .bvmg 
together, monthly payments of depend
ency and indemnity compensation will 
be paid to each parent at the monthly 
rate equal to the amount under Column II 
of the following table opposite the total 
annual income of each parent as shown 
in Column I. 

COLUMN I 

Total Annual Income 

More than - but Equal to or 
less than 

--------------------$750 $55 
$750----------------1,000 44 
1,000----------------1,250 33 
1,250----------------1,500 22 
1,500----------------1,750 11 

COLUMN!! 

1.'750-------------------- No amount payable 

For example, if two parents are not living 
together and one parent has an annual 
income of $700, monthly payments will 
be $55 for that parent. If the other 
parent has an annual income of $1,100, 
monthly payments, if granted, will be 
$33 for the other parent, 

• f. Two parents living together or 
remarried parent living with spouse. If 
there are two parents who are living 
together, or if a parent has remarried 
and is living with his or her spouse, 
monthly payments of dependency and 
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indemnity compensation are paid to 
each parent at the rate equal to the 
amount under Column II ofthe following 
table opposite the total combined annual 
income of both parents, or ofthe parent 
and his or her spouse, as the case may 
be, as shown in Column I. 

COLUMN I 

Total Combined Annual Income 

More than - but - Equal to or 
less than 

-------------------$1,000 $55 
$1,000 --- --- - - ---- -- 1,350 44 

1,350 - - - - --- - --- -- - 1, 700 33 
1, 700 ----- - - - - - -- - - 2,050 22 
2,050-------------- 2,400 11 

COL'UMN!! 

2,400 - - - ----- --- - - -- - - -- No amount payable 

For example, if two parents are living 
together and their total combined annual 
income amounts to $1,750, monthly 
payments would be $22 for each parent. 
H a parent has remarried and the total 
combined income of the parent and his 
spouse amounts to$1,750,monthlypay
ments would be $22 for the remarried 
parent. 

g. Special allowances. Under a spe
cial provision of the law, survivors of 
servicemen and veterans who die on or 
after January 1, 1957 and who are not 
fully or currently insured for social 
security purposes at the time of death, 
may be entitled to a special allowance 
paid by the VA. This special allowance 
will be paid to the survivors under con
ditions applicable if the serviceman or 
veteran had been fullyandcurrentlyin
sured at the time of his death, An appli
cation for dependency and indemnity 
compensation also constitutes a claim 
for this special allowance, 

8. Correspondence should be ad
dressed to the Veterans' Benefits Of
fice, Munitions Building, Washington, 
D.C. 20421. 

12306 SOCIAL SECURITY BENEFITS 

1. General. Social Security benefits 
are payable to the survivors of deceased 

12-75 
Ch.7 



12306 MARCORPERSMAN 

members of the Armed Forces if at the 
time of death the member had the re
quired insured status under the law. 
Benefits may be paid to some types of 
survivors only where the veteran was 
fully insured. Other types of survivors 
may receive benefits if the veteran was 
either fully or currently insured. 

a. Fully insured. An individual who 
has worked in covered employment for 
10 years is always fully insured. Gen
erally, a person is fully insured if he 
has one quarter of coverage for each 
four quarters elapsing after 1950, or 
after the quarter in which he attains age 
21, whichever is later, and prior to the 
quarter in which retirement age is 
reached (65 for men, 62 for women), or 
dies. In po case can the number of quar
ters be less than 6, and there is never 
a need for more than 40. 

b. Currently insured. A person is 
currently insured if he has at least 6 
quarters of coverage during the 13 
quarter period ending with the quarter 
of death. 

c. Quarters of coverage. A quarter 
of coverage is credited for any calendar 
quarter in which a person is paid at 
least $50 for work covered by Social 
Security, including military service 
performed after 1956. A quarter of 
coverage may also be earned for each 
calendar quarter during which he had 
active military service prior to 1957, 
provided gratuitous wage credits can 
be granted under the conditions men
tioned below. 

2. Credit for Military Service. A vet
eran l!eceives credit under Social Secu
rity for the actual amount of basic pay 
received for active duty or active duty 
for training performed after 1956. In 
addition, the veteran may under certain 
circumstances receive gratuitous wage 
credits of $160 for each month of active 
service from September 1940 to De
cember 1956. Generally, these gra
tuitous wage credits are not granted if 
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another Federal benefit is based in part 
on that service. However, iftheveteran 
had active duty after 1956, he may 
receive the wage credits for any active 
service during the years 1951 to 1956 
even though his military retired pay is 
based on service in those years. 
Usually, veterans who die in service or 
who have never received military re
tired pay will receive the wage credits 
for all active service performed after 
September 15, 1940. Any credits re
ceived for military service are added to 
any other wages or self-employment 
income received from covered civilian 
work in determining eligibility for, 
and the amount of Social Security 
benefits. 

3. Survivor Benefits. If the veteran 
was either fully or currently insured at 
death, benefits may be paid to his un
married children under age 18 (or dis
abled child over age 18) and to his 
widow as long as she has a child in her 
care who is entitled to benefits. Benefits 
may also be paid to a widow at age 62 
or later even though she does not have a 
child entitled to benefits, but she cannot 
receive benefits under these circum
stances unless the veteran was fully 
insured. If the veteran was fully in
sured, benefits may be paid to the 
veteran's mother and/ or father at age 
62 provided they were receiving at 
least one-half of their support from 
the veteran when he died. Proof of 
such support must be filed at the 
Social Security office not later than the 
second anniversary of the veteran's 
death. A lump- sum payment ranging 
from $120 to $255 may be paid to the 
widow of a fully or currently insured 
veteran if she was residing with him 
at the time of his death (she may be 
temporarily separated from him due to 
military service) or to the person who 
paid the burial expenses. The lump
sum payment is in addition to any 
monthly benefits that may be payable. 
The approximate amounts of bene
fits payable are shown in the chart 
below: 
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SURVIVORS INSURANCE PAYMENTS 

Average Widow, Widow Widow Lump-sum 
monthly widower, and and two death 
earnings child, or one child children payment 

after 1950 parent 
(monthly) (monthly) (monthly) 

$50.00 $40.00 $60.00 
100,00 44.30 88.50 

150.00 54,80 108.60 
200,00 63,00 126.00 
z.so.oo 71,30 142.60 
300,00 78,80 157.60 
350,00 87.00 174.00 
400.00 g.s.3o 190,60 

4. Proofs Required 

a. Proof of the widow's marriage is 
required in connection with her claim 
for monthly benefits. Generally, proof 
of marriage is not required for a lump
sum payment. If the widow applies for 
monthly benefits as a 62-year old 
widow, proof of her age is also required. 
Proof of age is always needed for 
children under age 18. See subpara
graph 3, above, for circumstances 
under which a dependent parent should 
submit proof of support. 

b. When the survivor requests the 
return of proof of marriage or age 
which was submitted to the Social 
Security office, a transcript is made 
and the proof promptly returned to th"e 
survivor for use in connection with a 
claim for veterans' benefits or for other 
purposes. 

c. If proof of military service is 
needed and the survivor does not have 
it, the Social Security office will request 
the necessary information from the 
Marine Corps. 

5. Application for Benefits. The appli
cation for Social Security benefits 

$60.00 $120.00 
88.50 177,00 

120.00 219.00 
1G1,60 252.00 
202.40 255,00 
230.40 255,00 
254.00 25.5,00 
254.00 255,00 

should be filed promptly with the near
est Social Security office to avoid loss 
of benefits. Monthly benefits may be 
paid retroactively for no more than 12 
months from the date of the application. 
A claim for a lump- sum payment must 
be filed within 2 years after the vet
eran's death. While an application filed 
by survivors with either the VA or the 
Social Security Administration will 
protect the benefit rights with both 
agencies, the survivors must still file 
an application on the prescribed form 
with each agency before benefits can be 
paid by both agencies. Upon receipt of 
notice from the VA that a claim was 
filed with that agency, or upon receipt 
of an official notice of death from the 
Marine Corps (fig. 12-51) the Social 
Security Administration will contact the 
veteran's survivors. However, the sur
vivors should be encouraged to call at 
the Social Security office promptly and 
not wait until requested to do so. Social 
Security offices are located in all 
principal cities. Information may be 
obtained from the post office in 
the smaller towns as to the location 
of the nearest Social Security of
fice. 

12-77 



SECTION 4: ADDITIONAL INFORMATION FOR USE IN COUNSELING 

12325 LIAISON WITH COMMERCIAL 
INSURANCE COMPANIES 

l. The officer making a casualty 
assistance call should act only in a 
liaison capacity between the beneficiary 
and any commercial insurance com
panies with which the deceased held 
policies, and to this extent only if 
requested by the beneficiary. As a 
general rule, the company will auto
matically apply to the Marine Corps 
for a copy of the official report of 
death. Copies may be obtained from 
the Commandant of the Marine Corps 
(Code DN). 

2. I£ the next of kin indicates that it 
would be helpful, the officer making 
the call might draft a letter to the 
company or companies concerned (see 
fig. 12-63). Such notification to the 
insurance company should give the 
full name of the insured, name of the 
beneficiary, number of the policy, and 
the date and place of death. Do not 
advise the next of kin to send in the 
policy. The policy should be held until 
the insurance is paid in full. 

3. The company will send a claim form 
either by mail or by local agent. Bene
ficiaries should be advised not to 
forward commercial insurance claim 
blanks to Marine Corps Headquarters 
for completion. 

12326 FEDERAL INCOME TAX 

1. Compensation for military and naval 
service is subject to withholding for 
Federal Income Taxes in the same 
manner that wages paid to civilian 
employees are treated. 

2, Upon completion of the audit and 
closing of the deceased's accounts, 
Headquarters Marine Corps will fur
nish Treasury Form W -2 to the bene
ficiary designated to receive the balance 
of pay and allowances, showing the 
amount of tax withheld and paid to the 
Director of Internal Revenue, This 
report of taxable income will include 
all payments made to the deceased 
during the calendar year, irrespective 
of the year in which such pay was 

earned, The W -2 form together with 
the death certificate should be pre
sented to the local office of the Director 
of Internal Revenue upon filing of 
income tax. 

3. Certain payments and allowances 
are exempt for tax purposes. These 
include death gratuity, State bonus, 
insurance and benefits in general paid 
by the Government to veterans and 
their dependents. 

12327 STATE INCOME TAX 

l. Due to the different procedures in 
the several States, it is recom.m.ended 
that the next of kin write to the State 
Tax Commission, usually located at 
the State capitol, stating the facts and 
requesting information (see subpar. 
12326.3). 

12328 WILLS, NONTECHNICAL 
ASSISTANCE ONLY 

l. As each State has its own laws 
governing wills, the most practical 
aid which could be offered to the next 
of kin would be to direct them to a 
local attorney. I£ the next of kin indicate 
that legal services are not within their 
means or are otherwise not available, 
they should be referred to the State Bar 
Association for assistance from a Legal 
Aid Society. 

12329 EMPLOYMENT 

l. Preference Benefits 

a. Certain Civil Service employ
ment preference benefits have been 
granted to widows of service personnel, 
who have not remarried, in connection 
with examinations, ratings, appoint
ments, reinstatements and reductions 
in force in the classified service. 

b. Unremarried widows of person
nel who have served in time of war, 
are given ten points in addition to their 
earned passing grade in Civil Service 
examinations. From this list, the Civil 
Service Commission certifies to Fed
eral appointing officers the names of 

12-79 



ta330 MARCORPERSMAN ... _. 

persons who are eligible for appoint
ment; the names highest on the list are 
certified first. 

c. Federal Civil Service secre
taries, from whom information about 
federal jobs may be obtained, are 
located in all first- and second-class 
post offices. 

d. Many cities and states have 
followed the federal pattern in pro
viding preference benefits. In such 
cases, it is recommended that the State 
Employment Service be consulted for 
details. 

la330 EDUCATIONAL OPPORTUNI
TIES AND SCHOLARSHIPS 

1. Many educational opportunities 
have been provided for sons and 
daughters of deceased service person
nel. Headquarters, U. S. Marine Corps 
maintains a listing of schools, colleges 
and universities which grant educational 
assistance and scholarships. Further 
information regarding the schools 
offering these scholarships and grants 
may be secured by writing to the 
Commandant of the Marine Corps (Code 
DN), Washington 25, D. C. 

2. Scholarships and educational aid 
are also available in many states for 
war orphanse For particulars, write 
to the State Board of Education, located 
in the capital city of the State. 

3. The American Legion awards 
several scholarships annually to sons 
of deceased veterans, and the American 
Legion Auxiliary provides ten scholar
ships for the daughters of deceased 
veterans who are in need of financial 
assistance to continue their education 
after completion of a high school 
course. Information may be obtained 
from the Post Commander of the 
American Legion in the community in 
which the applicant resides. 

4. The War Orphans Educational 
Assistance Act of 1956 

a. This Act establishes a program 
of financial aid for the edi>cation of: 
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(I) Children of veterans who died 
of injuries or disease incurred during 
the performance of active military 
service in the Spanish American War, 
World War I, World War II, or the 
Korean Conflict; · 

(2) Children of veterans whose 
deaths resulted directly from the per
formance of military duties or armed 
conflict or extra hazardous service 
during certain periods when the Armed 
Forces of the United States were not 
engaged in actual declared hostilities, 
but when civilians were subject to being 
drafted into active service, i.e., 
16Sep40-6Dec41, 1Jan47-26Jun50, and 
1Feb55 through the date after which 
individuals, generally, are no longer 
liable for induction for training and 
service into the Armed Forces under 
the Universal Military Training and 
Service Act. The word ''veterans 11 as 
used in this subparagraph includes 
persons who die in the active service 
or in a retired or FMCR retainer 
status as well as other veterans such 
as former members of the military 
services. 

b. The educational training author
ized by the Act must be necessary to 
achieve a specified goal, such as: 

( 1) An educational goal -- college 
degree 

(2) A professional goal --lawor 
medicine 

( 3) A vocational goal -- book
keeper, machinist, etc. 

c. In addition to classroom work 
leading to a college degree, the Act 
provides opportunity for training in a 
wide variety of schools below the 
college level -- technical institutes, 
business schools, some vocational or 
trade schools, normal schools, and 
institutions offering training in m.edi
cal and related fields. 

d. The law does not perm.iton-the
joh, on-the-farm, high school, or 
correspondence school training. It 
does, however, provide for courses 
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given on open circuit television for 
college credit, so long as the student 
is working towards a regular college 
degree and so long as the major portion 
of his studies require classroom 
attendance. Training outside the United 
States, its possessions, Puerto Rico, 
the Panama Canal Zone, and the Philip
pine Republic is not authorized. 

e. Assistance is available to an 
eligible person during the period which 
begins on his 18th birthday or his 
successful completion of high school, 
whichever occurs first, and generally 
ends not later than his 23d birthday. 
All persons who may possibly be eligi
ble should be advised of their right to 
submit an application for this benefit. 
Application forms may be obtained at 
any Veterans' Administration Office. 

12331 NAVY RELIEF SOCIETY 
1. The primary responsibility of the 
Navy Relief Society is to provide relief 
and aid in time of emergency need 
for dependent widows, minor orphan 
children, and dependent mothers of 
missing and deceased naval personnel, 
which includes personnel of the Marine 
Corps. 

2. Although assistance is given by the 
society in a multitude of situations, 
which may or may not involve an ex
penditure of funds, financial assistance 
is given on the basis of emergency, 
or nonrecurring need which cannot be 
rnet from family resources. Recurring 
or long term needs will be referred to 
other agencies by the Navy Relief 
Society. 

3. Aid may be rendered in the form 
of money as a gratuity, or a loan 
without interest, and by assistance in 
securing pensions, survivors• in
demnity. compensation, insurance, and 
other benefits. No discrimination is 
made as to rank, rate, or length of 
service of Navy personnel involved. 

4, Auxiliaries of the society have been 
established at all the larger Navy and 
Marine Corps stations, and branches 
of these auxiliaries at some of the 
smaller stations. Dependents should 
make application to the local Auxiliary 
or Branch, or direct to -the Navy Relief 
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Society, Navy Department, Washing
ton 25, D. C., when residing_ in locali
ties not served. 

12332 SPECIAL REQUESTS MADE 
BY THE NEXT OF KIN 

1. Such requests will vary greatly in 
their nature and scope and will depend 
upon the condition in which the de
ceased placed his family affairs. Regu
lations regarding bank accounts, safe 
deposit boxes, powers of attorney, 
ownership of real estate and other 
items pertaining to family financial 
affairs, are fixed by State law and the 
best procedure is to advise the next 
of kin to contact a local social service 
agency (Red Cross, American Legion, 
etc.), 

2. Requests concerning other matters, 
if appropriate, should be directed to 
the Commandant of the Marine Corps 
(Code DN), for assistance or referral. 

12333 LIAISON FOR DEPENDENTS 
WITH LOCAL AGENCIES 

1. When the casualty assistance call 
is made, very few, if any, ofthebenefit 
forms will have been received by the 
next of kin. It is therefore advisable 
after making the call and before leaving 
the community to advise the next of kin 
to consult with some local agency, Red 
Cross, American Legion, etc., for 
future assistance. lf an- agency is 
selected, it should be notified to expect 
a call for assistance, giving the narne 
of the individual who will request 
assistance. 

12334 CHANGE OF ADDRESS OF 
NEXT OF KIN 

1. The importance of the next of kin 
keeping cognizant agencies such as, 
Headquarters Marine Corps, Veterans' 
Administration, parent command ofthe 
casualty assistance calls officer, etc., 
as well as personal addressers, in
formed of any change in address cannot 
be over-emphasized. 

2. Upon change of address, next of kin 
should always fill out a regular change 
of address card which can be secured 
at any post office and left on file at 
the post office at the oldaddress. 
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DEPARTMENT OF THE NAVY 

HEADQUARTERS UNITED STATES MARINE CORPS 

WASHINGTON 25, D. C. 

Mr. Ralph E. Doe, Sr • 
.A:>ute 10, Box 15 
Smith, Alabama 

My dear Mr. Doe: 

IN REPLY·REFER TO 

DNA-mn 
17 Aug 196o 

It is with regret that I have learned of the death of your son, Corporal 
Ralph E. Doe, Jr., U. S, Marine Corps. 

I am enclosing an Information Sheet which explains certain rights and 
benefits to which you may be entitled because of your son•s service. 
Also enclosed is a list of offices to which you m~ write about specific 
problems. Your son • s service number is 2345678 and should be used in 
correspondence with this Headquarters and other Government agencies. 

Should you require assistance in completing any forms you may receive, 
it is suggested that you consult the nearest office of the Veterans 
Administration, your county Veterans • Service Officer or the local 
chapter of the American Red Cross. These agencies normally will have 
skilled persons available to assist you, However, should you have any 
questions or problems not covered by the enclosures, please do not 
hesitate to write me for assistance, 

With assurances of sympathy 1 I am 

Sincerely yours, 

~.:IJ-~ 
E. H. SMITH 

Lieutenant Colonel, U, S. Marine Corps 
Head 1 Personal Affairs Branch 

By direction of the Commandant of the Marine Corps 

Encl: 
(1) Information Sheet and "Where to Write" 
(2) VB 8-535 
(3) Form 1347 (3) 
(4) DD Form 1330 
(5) Death Reports (3) 

SAMPLE COPY OF BENEFITS LETTER TO THE NEXT OF KIN USED WHEN NO 
CAPJJAL'J!'f. ASSISTANCE CALL IS ASSIGNED 

Figure 12-50 

if 
~' 
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DEPARTMENT OF THE NAVY 
HEADQUARTERS UNITED STATES MARINE CORPS 

WASHINGTON 2!5. D. C. 

12334 

REPORT NUM!U!:R AND TYPE 

r·;4~~6-;D REPORT OF CASUALTY 112618 FINAL 
••• VICE IOENTIFICATiuN 1n.na, ;,et ce = r, ..,r • or..,.a e, .,.., .. .,. en, aran....-. .-... vr¥"""•••uoru 

DOE Robert A 1234577/1356 SG·r US~iC HQCO 3DMARDIV FMF FPO 
2. CASUALTY STATUS D BATTLE IXJ NON• BATTLE 

DAI 

Died 22Augl960 in Dingalon Bay area Luzon, Philippines of' drowning 
as result of' typhoon, Previously reported missing, Remains 
recovered and identified 23Aug60, 

. 

3. DATE AND PLACE OF aiR.TH, RACE, FIELIGIOUS PREFERENCE 

13Nov34 Dallas rex Cau p NAVMC 10526-PD 8Jan60 
A, DATE AND PLACE OF LAST ENTRY ON ACT! VIE DUTY IN CURRENT STATUS ANO HOME OF RECORD AT TIME 

8Jan60 Dallas rex Norf'olk Norf'olk Va 
, SOCIAL SECURITY NUMBER, t"AV lj"'Au ... , '-'=-"'GTH ur- ~10.nvn.,;o:, ,_u, ... , • BA:::JI<;; ...... , '11'1111011'-NTIVE F'AY I~&;CK IF APPLICABLE 

767-63-7395 E-5 Over 10 r 
11.Q• QQ . Q CREW 0 NON• CREW 

e, DUTY STATUS 

~ Active. On duty. 
, IN 1 a.R&;STI!O PER.ONS arne, Aaareaa, l(e aru;•n•rnp.J y 

Footnotes 
Nrs Jane E Doe 1234 ~· '9 LeS St Norfolk Va Wif'e 1-3 
l'ir and [';rs John E Doe RouJ- ·~ ""· 89 DeBerry rex Prnts 

'?> 
'? 

, REPORT FOR VA TO • R p , .1MMANO AND DAT.._ REPORT D IN • WIENT 
FOLLOW 

IXJ YES QNO r:URD NARDIV RCD 23AUG60 
10, SELEC TIVI! SERVICE NUMIIER, LOCAL BOARD, AND LOCATION (If unlmo~~~~n, enter dllte i!lnd pliiCle olllret 1111try .in Anned ServJeee) 

210ct55 Dallas rex 
II. PRIOR SERVICE DATA 

(X] YES 0No 

12, REMARKS 

"S" - 4,?25.00 FP/156 LP 8/60 NCAS Federal Credit Union 
"Q" - -&137.00 l'P 12/55 LP 8/60 to Jane E, Doe 

Code: 
s - Savings, any bona f'ide form 
Q- Dependents a_ssistance 

FOOTNOTES: 

~cfult next of kin. 
senellclary tor ,..tufty pay In event there le no .urrll"'nj! wUe ot child- •• deU,znated on record of emeri'mcy data. 

3senellclarylor unpaid pay lJnd alloweneee • •• deellfleted on record of ernell!ency defa. 

18. DIIIT ... IIIUTION ••• 't-1: ROUTH, CAPr. , USMC 
HEAD. CASUALTY SECTION 

PERSONAL AFFAIRS BBANCH 
BY DIRECTION OF THE CCMMANilt.NT OF THE MARINE CORPS 

Figure 12-51 



12334 

12-84 

Mrs • Robert A. Doe 

MARCORPERSMAN 

DEPARTMENT OF THE NAVY 

HEADQUARTERS UNITED STATES MAR1NE CORPS 

WASHINGTON 25. D. C. 

12}4 Saint Charles Street 
Norfolk, Virginia 

My dear Mrs. Doe: 

tN Rff>LY RCFER 10 

DNA-mn 
26 Aug 1960 

It is with regret that I have learnood of the death of your husband, 
Sergeant Robert A. Doe, U. S, Marine Corps. 

I am enclosing an Information Sheet which explains certain rights 
and benefits to which you may be entitled because of your husband's 
service. Also enclosed is a list of offices to which you may write 
about specific problems. Your husband's service number is 12}4577 
and should be used in correspondence with this Headquarters and 
other Government agencies. 

In the near future an officer of the Marine Corps, representing the 
Commandant, will call on you, if you so desire, to furnish such 
additional information and advice as may be feasible. A card and 
an addressed envelope which re~uires no postage are enclosed for 
your convenience in notifying the officer of your wishes in this 
matter. 

With assurances of sympathy, I am 

Sincerely yours, 

~-.iJ-~ 
E. H. SMITH 

Lieutenant Colonel, U. s. Marine Corps 
Head, Personal Affairs Branch 

By direction of the Commandant of the Marine Corps 

Encl: 
(1) Re~uest card for officer call, with addressed envelope 
(2) Information Sheet and "Where to Write" 
(3) VA Form 21-5}4 
(4) DD Form 1172 (Certified) 
(5) Form 1347 (3) 
(6) Death Reports (3) 
(7) DD Form 1330 

SAMPLE COPY OF BENEFITS LETTER TO THE NEXT OF KIN USED WHEN A 
CASIJJ\LT'! ASSISTANCE CALL IS OFFERED AND ASSIGNED 
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CHAPTER 12--CASUALTIES 

I wi II be glad to have an Officer of the Marine Corps call on ~~e. 

The dates 110st convenient for 118 to rectiive the visit would be: 

DATE· 2Sep6Q TIME: 2:30 P.M. 

N"''' _..!M:!lr!:!B~·L.!J~an~ee....!D~o~e"
sr•m No. DR RFD' 1234 I' """ ~_,J,h,_,ar=l'='e=s_,S"'t"r_,e,e,_,t~--------
Cl TY AND STATE:~.,. <0 Virginia 

PHoo' No' Browning 4-2489 
C.AC APPOI.TMEIIT CARD UVIIC 10091-SD D 3 5 5 3 0 

Figure 12-53 
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CHAPTER 12--CASUALTIES 

INFORMATION FOR SllRVIVORS OF MARINE CORPS PERSONNEL 
WHO DIE WHilE ON ACTIVE DUTY (Rev. Mar 1961) 

GENERAL INFORMATION 

12334 

Headquarters Marine Corps furnishes casualty reports to the governmental 
offices having cognizance over payment o-r bene-ri ts to survivors o-r de
ceased Marine Corps personnel. On this report is listed data regarding 
death, service and next o-r kin. 

NEXT OF KIN 

Next o-r kin is the nearest living relative o-r the deceased in the "follow
ing order: widow, child, -rather, mother, brother, and sister. 

BENEFICIARIES 

Beneficiaries are those persons Who are entitled by law to certain bene
fits, such as insurance, dependency and indemnity compensation, arrears 
o-r pay, gratuities, etc. The person designated as bene-riciary in Marine 
Corps records to receive the death gratuity may be a different person 
"from the one designated in the records o-r Veterans) Administration as the 
bene"!iciary o-r Government Insurance. 

Certain requirements o-r the law providing "for death bene-ri ts must be met 
be-tore claims can be certi-ried "for payment. There-tore, prompt compliance 
with any request "for clari"!ying in"!ormation or documents will enable the 
offices adJudicating the claims to expedite settlement. The services o-r 
sn attorney or claims agent to secure authorized benet'its are not ordi
narily necessary. 

I"! assistance is needed in securing any or the bene-tits mentioned herein, 
cooq>leting "forms or initiating inquiries, the next o-r kin or bene"!iciary 
should call on the local chapter o-r the American Red Cross, Navy Relle-r, 
or the County Veterans Service Offices. 

REPORT OF DEATH 

Upon request o-r the next o-r kin or other member o-r the i111111ediate "family 
o-r a deceased Marine, a Report o-r Death will be "furnished by the Collllllalldsnt 
o-r the Marine Corps (Code DNA), Washington 25, D. C. This report is 
usually accepted as satis"!actory evidence o-r death by insurance companies, 
lodges, banking institutions, etc., to be used in the settlement or claims. 

1 
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12334 MARCORPERSMAN 

FUNERAL EXPENSES 

When the Naval Service makes necessary arrangements, the remains are 
prepared, encased, and shipped to the place deSignated at no expense 
to the next of kin. 

When the next of kin makes arrangements for preparation and encasement 
of the remains, the sum allowed the next of kin io the amount these 
services would have cost the Navy if provided by a funeral director 
under an armed services contract. If such contract services are not 
available in the area Where death occurred, the next of kin Will be 
allowed for necessary expenses an amount not to exceed $400. 

Whether the Navy or the next of kin makes arrangements for preparation 
and encasement or ·the remains, in the case of deaths occurring on or 
after l July 1959, the Navy Will pay an allowance toward funeral and 
interment expenses as follows: 

1. Where remains are consigned directly to a national cemetery, 
an allowance may be made in an amount not to exceed $75. 

2. Where remains are consigned to a funeral director prior to 
interment in a national cemetery, an allowance may be made in an amount 
not to exceed $125. 

3·· Where interment is made in a private cemetery, an allowance may 
be made in an amount not to exceed $200. 

Claim for reimbursement Will be made by completing Form NAVMED 1347, 
Request for Reimbursement or Payment of Interment Expenses, and sub
mitting in triplicate to the Commandant of the Naval District in Vbich 
burial is made. When burial is made outside of the continental United 
States, application on Form NAVMED 1347 should be submitted in tripli
cate to the Chief, Bureau of Medicine and Surgery (Code 454), Department 
or the Navy, Washington 25, D. C. 

Any transportation charges that are necessary to deliver the rellains to 
the pl.al'e designated by the next or kin will be paid by the Navy. In 

· any case in Vhich transportation charge• were incurred by the next of 
kin or other peraona to deliver the rellains to the place designated by 
the next of kin, the Navy Will make re~uraellent therefor in an amount 
not to exceed wat the transportation would have cost the Govern~~ent 

ApPlication may be made for reimbursement of transportation charges 
paid to a cOIIIIIOD carrier by aublli tting to the C0111111ndsnt of the Naval 
District in Vhich death occurred, a receipted bill, in triplicate, from 
aa appropriate official of the carrier Vhich furnished the transportation. 
Any cla111 for reillbursement or payment of transportation expenses incurred 
in sa area outside the United States should be forwarded to the Chief, 
Bureau of Medicine and Surgery (Code 454), Washington 25, D. C. 
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CHAPTER 12--CASUALTIES 12334 

MEM)RIAL FLAG 

The flag Which drapes the casket of a deceased Marine becomes the property 
of the next or kin. When remains are buried at sea or are not recoverable, 
a !lag will be f'urnished to the next or kin on application to the Casualty 
Assistance Calls Officer and/ or to the CoJIDIBlldant or the Marine Corps 
(Code DNA), Washington 25, D. C. 

A Government headstone or marker will be furnished tor placement on an un
marked grave or on a me110rial plot upon request of the next or kin or a 
Marine who died in service. APplication will be made on DA Form 1815 or 
DD Form 1330 to the Department of the Army, Office of the Quartermaster 
General, MelliOl'ial Division, Washington 25, D. c., when the remains or a 
deceased Marine have been buried in a private cemetery, at sea, or have 
been determined to be nonrecoverable. When burial is made in a national 
cemetery, the headstone is provided without application. 

NATIONAL CEMETERY 

Any member or the Marine Corps who dies while on active duty is eligible 
tor burial without cost in a National Cemetery. Interment and/or erection 
or a memorial marker in a national cemetery is dependent upon availability 
or space in the cemetery selected. National cemeteries are maintained by 
the United States Government and are located at various points throughout 
the country. 

ALLOTMENTS 

All allotments are discontinued upon report or death. If any obligations 
have been met regularly by the allotment method, different arrangements 
llll&t be made. Where a basic allowance for quarters allotment is in effect 
at time or death, and the date or death occurs prior to the 30th day of the 
month, the apportion~~ent or the regular monthly allotEnt will be included 
in the final settlement of arrears or pay, and paid to the beneficiary 
designated to receive arrears or pay. 

ARREAPS OF PAY 

Any unpaid balance or pay and allowances due the deceased will be paid to 
the beneficiary or beneficiaries previously designated by the Marine for 
this purpose. Because or the time lag between the date or death and the 
receipt or the pay accounts or the deceased for audit by the Office of the 
Quartermaster General of the Marine Corps (Disbursing Division), an ap
plication form is sent prOJIIPtly to the designated beneficiary( ies) by Marine 
Corps Headquarters. On CODIPletion or the audit, any amount found due is 
paid to the claimant( s). 
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12334 MARCORPERSMAN 

TRANSPORTATION OF PERSONAL AND HOUSEHOLD EFFECTS 

Personal effecta or deceased ~~embers or the military service will be for
warded to the next or kin as soon as practicable. A delay may be expected 
if the effects are returned fr011 an overseas duty station. 

Household and personal effects or deceased members of the military service 
Who died While on active duty, regardless or rank or grade, may be shipped 
at Governnent expense, from the last permanent duty station, trOll the place or 
storage, or from the place to Which previously shipped at Governnent expense, 
to the home of the eligible dependent; or upon approval or the Coiii!II8Ddant of 
the Marine Corps (Code COS), Washington 25, D. C. , to such other place as may 
be designated by the dependent. Except as stated below, shipment must be 
made prior to expiration or one year from date or death or official report of 
death. Application for shipment should be submitted to the military service 
activity Where the goods are located, or to the CoiiiiiiBDdant or the Marine 
Corps (Code COS). In the event it is impracticable to ertect shipment 
within the one year time limitation, a written request, stating reasons 
Why shipment may not be effected, supported by one or more documents, 
should be submitted prior to the expiration or the time lim:!.tation in order 
to prevent the entailing of extra expense that would be incurred in the 
event of disapproval of the request. 

SID RAGE 

Storage of household goods or service members Who die While on active duty, 
regardless of rank or grade, is authorized in a Marine Corps facility 
upon approval of that command, and if space is available, fc;r one year 
from date of or official report of death. If the goods are in commercial 
storage under appropriate orders When death occurs, the authorized period 
of such commercial storage may be completed. 

TRAVEL OF DEPENDENTS 

Eligible dependents of a:n.y member Who dies While on active duty may be 
moved at Government expense from the place at Which they received official 
notification of death to any place designated by the dependent. 

APPlication for transportation may be made by the senior dependent to the 
nearest Marine Corps Activity, or the Commandant or the Marine Corps 
(Code COS), Washington 25, D. C.; or, travel may be performed at personal 
expense a:n.d claim for reimbursement subm:!. tted to the Commandant of the 
Marine Corps (Code CDB) after completion of travel. 

roNDS 

Inquiries regarding savings bonds should be directed to the Cormnandant of 
the Marine Corps (Code CDC), Headquarters, U. S, Marine Corps, Washington 
25, D. C. 
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CHAPTER 12--CASUALTIES 

DEATH GRA'IUITY PAYMENT 

Death gratuity is a lump sum equal to six months' basic pay (plus special 
and incentive pays), but is not less than $800 nor more than $3000. It is 
payable to the widow of the deceased, and, if she is residing with the 
service member on or near the station at the time of the member's death, 
the Commanding Officer will make every effort to pay the gratuity to her 
within 24 hours. If there is no widow or child, it may be paid to an 
eligible beneficiary previously designated by the Marine. If payment is 
not made by the Commanding Officer, an application form is sent promptly 
to the eligible survivor by Headquarters Marine Corps. 

DEPENDENCY AND INDEMNITY COMPENSATION 

12334 

This benefit is payable by the Veterans' Administration to eligible survivors 
of members dying of service-connected deaths. However, dependency and 
indemnity compensation will not be payable in the event the service member 
dies on and after 1 May 1957 with a waiver of premium in effect on govern
ment insurance. Compensation may be payable in such cases under the law in 
effect prior to 1 January 1957. Upon receipt of completed forms the 
Veterans• Administration will communicate with claimants regarding entitle
ment. 

Dependency and indemnity compensation is payable to a widow, with or with
out children, at the rate of $120 per month plus 12 per cent of the basic 
pay the decedent was receiving upon date of death. Whenever there is no 
widow of a deceased person entitled to this benefit, it is payable to 
the children of the deceased person at the following rates: 

(1) One child, $77 per month, 
{2) TWo children, $110 per month, 
{3) Three children, $143 per month, and 
{4) More than three children, $143 per month, plus 

$28 per month for each child in excess of three. 

Payment of compensation for support of a child normally stops when the child 
becomes 18, but may be continued to age 21, if the child is in school, or for 
so long as a child is incapable of self-support by reason of physical or mental 
disabilities. Children over 18 are entitled to Indemnity Compensation under 
conditions as follows: 

Helpless child, where there is a widow, $77 monthly 
Helpless child, where there is no widow, $28 monthly 

added to the rate payable for a child under 18. 
Child attending school, where there is a widow, $39 monthly, 
Child attending school, where there is no widow, rate 
payable for a child under 18, until age 21. 

The rates of dependency indemnity compensation for a parent -or parents are 
contingent upon the income from other sources. Receipt of compensation by 
a widow or children does not preclude payment to eligible parents. It is 
payable to parents as follows: 
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12334 MARCORPERSMAN 

One parent with income of less than $750 yearly - $83 per 
month. (No compensation payable if income exceeds 
$1 '750.) 

Two dependent parents whose annual income is less than 
$1,000 - $110 per month. (No compensation payable if 
income exceeds $2,400.) 

GOVERNMENT INSURANCE 

The designated beneficiary or beneficiaries of Government or National 
Service Life Insurance, will be notified of the amount of such insurance 
by the Veterans• Administration. Upon official notification of death from 
the Marine Corps, the Veterans' Administration sends to the beneficiary 
the necessary application rorms for insurance. 

UFE INSURANCE-COMMERCIAL 

Commercial insurance companies should be notified of the death of the 
insured by le.tter or by direct contact with a local agent. Headquarters 
Marine Corps forwards directly to any insurance company listed on the 
official records of the decedent, or upon receipt of a request from an 
insurance company, or the next of kin, a copy of Report of Death. 

SOCIAL SECURITY BENEFITS 

If the deceased was employed in commerce or industry after 1 January 1937 
or had 90 days or more active service in the Marine Corps after 15 September 
1940 you should communicate directly with the nearest Social Security 
Office, regarding any benefits which may have accrued under the Social 
Security Act. The Social Security Board should be advised of his social 
security number, if available. Application must be made for this benefit 
as payment is not automatic. 

Social Security benefits are payable to survivors of a deceased member 
if at the time of death the deceased member was either ":f'ully insured" or 
"currently insured", or both. A currently insured individual is one who 
had not less than 6 quarters of coverage during the 13-quarter period 
ending with the quarter in which he died. However, if the service member 
was serving on active duty for the first time and died prior to obtaining 
this basic minimum coverage, his survivors may be entitled to payments 
from the Veterans' Administration computed by Social Security. This 
is in addition to any other survivor payments. A :f'ully insured individual 
is one who had 40 quarters of coverage. 

Where entitlement is established, Social Security benefits are payable 
in addition to the Veterans• Administration compensation. Social Security 
will provide a monthly income for a widow with children less than 18 years 
of age; for children less than 18 years of age and alone; for a widow of 
age 62; or for dependent parents in the event no widow or child survives. 
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The amounts shown in the table below are approximate as the factors would 
vary for individuals. 

SURVIVORS INSURANCE PAYMENTS 

average widow (age 62) widow widow widow lump-sum 
monthly ·child or and one and two and three death 
wage* parent child children children payment 

$ 50 $40.00 $60.00 $60.00 $6o.oo $120.00 
100 48.70 88.50 88.60 88.80 177.00 
150 60.30 109.60 120.00 120.00 219.00 
200 69.30 126.00 161.60 161.60 252.00 
250 78.40 142.60 202.40 202.40 255.00 
300 86.70 157.60 236.40 240.00 255.00 
350 95-70 l74.oo 254.00 254.10 255.00 
400 104.80 190.60 254.00 254.10 255.00 

*Average monthly earnings after 1950 after dropping out as many as 5 
years of lowest earnings or of no earnings. 

Application for benefits filed by survivors with either the Veterans• 
Administration or with the Social Security Administration will constitute 
an application for benefits from both agencies. In addition, proofs of 
relationship filed with either agency will be made available to the other 
agency. 

UNIFORMED SERVICES IDENTIFICATION AND PRIVILEGE CARD 

Upon death of a Marine, the Uniformed Services Identification and 
Privilege Cards (DD Form 1173) held by his survivors become void and 
should be forwarded to the Commandant of the Marine Corps (Code DN) 
for cancellation. New cards will be authorized for all ~ligible 
survivors. 

Application forms, DD 1172, will be automatically mailed to widows and 
children. 

Upon re~est to the Commandant of the Marine Corps (Code DN), applica
tion forms will be fUrnished to parents and parents-in-law, if they 
actually resided in the household of the deceased at the time of death, 
and were, in ~act, dependent upon him for over one-half of their support. 

When entitlement has been established, the application forms will be 
certified. The application with the certification will then be returned 
to the applicant, for presentation to any Army, Navy, Marine Corps or 
Air Force facility for issuance of the card. 

The Uniformed Services Identification and Privilege Card is not normally 
issued to minor children under ten years of age. Certification of such 
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minor children for medical care Will be the responsibility of an adult 
dependent, accornp!lllying parent or acting guardian. 

The Uniformed Services Identification and Privilege Card Will identify 
the holder as an authorized patron for the benefits and privileges 
indicated on the card, which include medical care, commissary, exchange 
and theater privileges. 

MEDICAL CARE 

Unremarried widows of deceased members of the Marine Corps, unmarried 
dependent children under 21 years of age, parents and parents-in-law, 
if residing in the home of the deceased at the time of his death and 
dependent on him for over half of their support, are eligible for medical 
care in any or the Uniformed Services Hospi ta1s where facilities for 
dependents' care are available. Eligible dependents are entitled to 
treatment and hospitalization for diagnosis, immunization, contagious 
diseases, acute medical and surgical conditions, and maternity and infant 
care. In cases where hospitalization is required, a charge of $1.75 per 
dey will be made. Dental treatment is administered only as an adJunct to 
in-patient hospital care and does not include routine filling of teeth, 
straightening of teeth, or artifical dentures. 

1REATER, COI+!ISSARY AND EXCHANGE PRIVILEXlES 

Theater, exchange and commissary privileges are extended to Widows of 
deceased Marine Corps personnel. The Uniformed Services Identification 
and Privilege Card (DD Form 1173) is used for the purpose of identification 
at these facilities. 

PREFERENCE IN FEDERAL EMPlOYMENT 

Widows, as long as they do not remarry, and certain mothers of deceased 
servicemen who served during a war period, are entitled to an addition 
or lO points to their earned ratings in civil service examinations. 
Other benefits With respect to appointment and retention are also 
available. 

Information concerning preference eligibility may be obtained from any 
United States Civil Service Office, or from the local post office. 

lOANS, GUARANTEED, INSURED, OR MADE BY VETERANS' ADMINISTRATION 

An unremarried Widow of a deceased serviceman With active service between 
J.6 October 1940 and 25 July 1947, or active service between 27 June 1950 
and 31 January 1955 may be entitled to a Veterans' Administration loan 
guaranty on the purchase, construction, or improvement of a home, farm, 
or business property. In very isolated areas where private capital is 
not available, a direct loan may be made by the Veterans' Administration. 
The Widow is eligible ( l) provided she has no eligibility based on her 
own service, and ( 2) in spite or any G. I. Loa.'l benefit her deceased 
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husband may have obtained. Additional information ~be obtained :!!'rom 
the local of'f'ice or the Veterans' Administration. 

HOMESTEAD PREFERENCE 

Preference in the acquisition and establishment of homestead rights to 
public lands ~be available to surviving Widows of eligible veterans. 
Information in . this connection may be obtained :!!'rom the Bure8ll of' Land 
Management, Department of' the Interior, Washington 25, D. C. 

SCHOLARSHIP ASSISTANCE 

Scholarship assistance for sons and daughters and in some cases, Widows, 
or deceased service persons, is provided by many schools, colleges, 
special scholarship funds, and by State laws. While such assistance is 
usually provided only for selected persons needing financial assistance, 
in some instances the aid is furnished regardless of need. This is 
particularly true of the State benefit. Additional information on this 
subJect may be obtained by letter from the Commandant of the Marine Corps 
(Code DN), Washington 25, D. c., setting forth the particular geographical 
area or schools desired. Information on the special State Scholarships 
may be obtained from the various State Veterans Conunissions. 

STATE BENEFITS 

Many states provide benefits for survivors of veterans such as educa
tional assistance, land settlement preference, Civil Service preference, 
tax and license fee exemptions, loans, relief and rehabilitation, employ
ment assistance and bonuses. Most of the States maintain veterans' 
agencies usually entitled State Veterans Commissions, Which supervise 
the Veterans' program. 

NAVY REUEF SOCIETY 

The Navy Relief Socie'ty Will provide assistance in time of emergency 
need for dependent Widows, minor children and dependent mothers of miss
ing and deceased Naval and Marine Corps personnel. Aid may be rendered 
in the form of' money as a gratui'ty or as a loan Without interes't. Assist
ance is also furnished in applying for pensions, insurance, death gratuity 
and other benef'i ts accruing to the dependen't by reason of the lli8D' s 
military service. The address of the nearest a.wd.liary is fUrnished on 
the "Where to Write Shee't". 

HOME ADDRE3S 

The neX't of kin or beneficiary should keep Headquarters, U. S. Marine 
Corps, (Code DN), Washington 25, D. C. , informed of lillY change in h0111e 
address and should reel :rree "to consul't this Headquarters at any time. 
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WHERE TO WRITE 

CASE OF PERSOIINEL WHO DIED WHILE ON ACTIVE OOTY 

For your convenience in directing letters and inquiries 
in the event additional information is required 

1, Insurance 
( 1) National Service Lite 
( 2) u. s. Government Lite 

2. Transportation ot Dependents 
and Household Goods 

3. Personal Ettects 
Decorations and Awards 
Burial Allowance (U. s. cases only) 
Six Months Gratuity 
Arrears or Pay 

4. Hospital and Medical Care 

6. Social Security 

7. Dependency and Indemnity 
Compensation 

8. Income Tax (a) Federal 

(b) State 

9. Dependents' Pensions 

10, Other Requests 

11. Navy Relief Society 

10 
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Veterans Benefits Ottice 
Munitions Building 
Washington 25, D. C. 

Nearest Marine Corps Supply 
Officer or Quartermaster 
General, u. s. Marine Corps 
Washington 25, D. c. 

Commandant 
U. S. Marine Corps 
Washington 25, D. C. 

Commandant 
U. s. Marine Corps (Code DB) 
Washington 25, D. C. 

U. S • Employment Service or 
Nearest Civil Service 
Commission Ottice 

Nearest Social Security 
Board Ottice 

Claims Service 
Veterans Benefits Ottice 
Munitions Building 
Wash:lz)gton 25, D. C. 

Bureau ot Internal Revenue 
Service, Washington 25, D. C. 

State Income Tax Commission 
Usually at State Capital 

Claims Service 
Veterans Benefits Ottice 
Munitions Building 
Washington 25, D. C. 

Commandant 
U, s. Marine Corps (Code mt) 
Washington 25, D. C. 

Navy Relief Society 
Hampton Roads Auxiliary 
U. S. Naval Base 
Norfolk 11, Vir~1n1a 
( or nearest Branch) 
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INFORMATION FOR SURVIVORS OF MARINE CORPS PERSONNEL WHO DIE lii!ILE ON ACTIVE 
OOTY FOR TRAINING OR INACTIVE OOTY TRAINING (Rev. Mar 1961) 

GENERAL INFORMATION 

Headquarters Marine Corps furnishes casualty reports to the governmental otrices 
having cognizance over payment or benerits to survivors or deceased Marine Corps 
personnel. On thia report is listed data regarding death, service and next or 
kin. 

liEX'l' OF KIN 

Next or kin is the nearest living relative or the deceased in the rollowing 
order: widow, child, rather, mother, brother, and sister. 

BENEFICIARIES 

Benericiaries are those persons who are entitled by law to certain benert ts, such 
as insurance, dependency and indemnity couq>ensation, arrears or pay, gratuities, 
etc. The person designated as benericiary in Marine Corps records to receive the 
death gratuity may be a dirrerent person rrom the one designated in the records 
or the Veterans' Administration as the benericiary or Government Insurance. 

Certain requirements or the law providing ror death benen ts llllSt be met berore 
claims can be certiried ror payment. Thererore, prompt compliance with any re
quest ror clarifYing inrormation or documents will enable the oUices adJudicat
ing the claims to expedite settlement. The services or an attorney or claims 
agent to secure authorized benerita are not ordinarily necessary. 

Ir assistance is needed in securing any or the benerits mentioned herein, com
pleting rorma or initiating inquiries, the next or kin or benericiary should 
call on the local chapter or the American Red Crose, Navy Reller, or the County 
Veterans Service OUices, 

REPORT OF DEA'l'll 

Upon request or the next or kin or other member or the iaaediate r111111ly or a de
ceased Marine, a Report or Death will be rurttished by the COIIIIIBDdant or the 
Marine Corpa (Code DNA), Washington 25, D. C. 'l'bia report is usually accepted 
as satiaractcry evidence or death by insurance COJIIPanies, lodges, banking in
stitutions, etc., to be used in the settlement or claims, 

FUliERAL EXPENSES 

When the Kowal Service makes necessary arrangements, the remains are prepared, 
encased, and shipped to the place designated at no expense to the next or kin. 

When the next or kin makes arrangements ror preparation and encasement or the 
remains, the IIWII allowed the next or kin is the IIIIIOUilt these services would 
h&YS cost the Navy ir prcwided by a runeral director under an armed services 
cootract. Ir such contract services are not available in the area where death 

l 
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occurred, the next or kin will be allowed tor necessary expenses an BIIIOUDt not 
to exceed $JJoo. 

Whether the llayy or the next ot kin makes arrangements tor preparation and en
case•nt ot the remains, in the case ot deaths occurring on or after 1 JUly 
1959, the Nayy will pay an allowance toward funeral and interment expenses as 
tollova: 

1. Where re~ns are consigned directly to a national cemetery, an al
lowance may be made in an amount not to exceed $75. 

2. Where re~ns are consigned to a funeral director prior to interment 
in a national ce•tery, an allowance may be made in an amount not to exceed 
$125.00. 

3· Where interment is made in a private ce•teey, an allowance may be 
made in an amount not to exceed $200. 

Claim tor reilll>ursement will be made by conq>leting Form NAVMED 1~7, Request tor 
Reilll>uraement or Payment or Interment Expenses, and subml. tting in triplicate to 
the COIIIII8ndant ot the Naval District in Which burial is made. When burial is 
IIIBde outside ot the continental United States, application on Form NAVMED 1~7 
should be submitted in triplicate to the Chief, Bureau or Medicine and Surgery 
(COde 454), Departnl!!nt or the Navy, Washington 25, D. C. 

Any transportation charges that are necessary to deliver the re~ns to the place 
designated by the next or kin will be paid by the Navy. In any case in Which 
transportation charges were incurred by the next or kin or Other persons to de
liver the re~ns to the place designated by the next or kin, the Navy will make 
reimburse~~ent therefor in an amount not to exceed What the transportation would 
have cost the Governant. 

ApPlication may be made tor reimbursement or transportation charges paid to a 
COIIIIIOD carrier by submitting to the COIIIII8Ddant or the Naval District in Which 
death occurred, a receipted bill, in triplicate, trom an apPropriate orticial or 
the carrier Which turnished the transportation. Any claim tor reimbursement or 
P113'11Bnt or transportation expenses incurred in an area outside the United States 
llhould be forwarded to the Chief, Bureau ot Medicine and Surgery (Code 454), 
Washington 25, D. C. 

MEM:>RIAL FLAG 

The flag Which drapes the casket ot a Marine reservist Wbo died in the service 
bec0111es the property ot the next or kin. When remains are buried at sea or are 
not recoverllhle, a flag will be fUrnished to the next ot kin on application to 
the Casualty Assistance Calls Officer and/or to the C_..dant ot the Ma:rine 
Corps (Code DNA), Washington 25, D. C. 

A Govezon.ent headstone or _.ker will be turniahed ror placeant on 8D wmarke4 
grave or on a -.erial plot upcm request ot the next or kin ot a Marine reserv
ist Wbo died in serYice. ApPlication will be IIIBde on DA P'ora 1815 or 

2 
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DD Form 1~~ to the Department or the Army, Office or the Quartermaster Generel, 
Memorial DiVision, Washington 25, D. c., when the re~ns have been buried in a 
private cemetery, at sea, or have been determined to be nonrecoverable. When 
burial ia lll8de in a nationel cemetery, the headstone is provided vl.thout ap
plication. 

NATIONAL CEMETERY 

Any meailer ot the Marine Corps Reserve vho dies in service is eligible tor 
burial without coat in a Ratione! Cemetery. Inter~~ent end/or erection or a 
memorial marker in a nationel ce111etery is dependent upon availability or space 
1n the ce111etery selected. National cemeteries are ~ntained by the United 
States Government end are located at various points throughout the country. 

ARREARS OF PAY 

Any unpaid belance or pay end allowances due the deceased vl.ll be paid to the 
beneficiary or beneficiaries previously designated by the Marine tor this pur
pose. Because or the time lag between the date or death end the receipt or the 
pay accounts ot the deceased tor audit by the Office or the Quartermaater Gen
eral or the Marine Corps (Disbursing Division), an application rora is sent 
prOJIIPtly to the designated beneficiary( ies) by Headqullrters Marine Corps. On 
COJIIPletiOn of the audit, any IIIIOWlt found due iS paid to the clalwent(S)o 

DEAM GRA'l'UI'fi PADIEIIT 

Death Gratuity is a llliiiP sWD equel to six months' basic pay (plus specie! end 
incentive pays), but is not less then $800 nor 1110re then$~. It is payable 
to the widOW or the deceased, end, it she is residing vl.th the service melll>er 
on or near the station at the tiJIIe or the melll>er's death, the C~ding Of
ficer will make every effort to pay the gratuity to her within 24 hours. It 
there is no v140V or child, it may be paid to en eligible beneficiary previ
ously designated by the Marine. It payment is not lll8de by the Ca.anding or
ficer, an application rorm is sent prOJIIPtly to the eligible surVivor by Head
quarters Marine Corps. 

DEPENDENCY AND INDEMNI'fi COMPENSATION 

Widows, children, and dependent parents or those vho die in service, end or 
veterans vho die later or service-connected causes, may be eligible tor In
demnity Compensation payments. Application forms vl.ll be sent automaticelly 
to the survivors or serviceiiM!n end veterens it it appears that they are en
titled to the benefits. 

Eligibility or parents to receive Indelllllity Compensation is measured by en 
snnuel income test rather then by dependency. 

GOVERNMENT INSURANCE 

'nle designated beneficiary or beneticiaries or Government or Nationel Service 
Lite Insurence, vill be notified or the amount or such insurence by the Vet
erens' Administration. Upon otticial notification or death tr0111 the Marine 
Corps, the Veterans' Administration sends to the beneficiary the necessary 
application forms tor insurance end other benefits. All inquiries relative 
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to insurance and cO!Iijlensation should be addressed to the Dependents and Bene
' t1ciaries Claims Service, Veterans Administration, Washington 25, D. c. 

UFE INSURANCE COMMERCIAL 

Co~~~~~ercial insurance companies should be notified or the death or the insured by 
letter or by direct contact with a local agent. Headquarters Marine Corps tor
wards directly to any insurance company listed on the orticial records or the 
decedent, or upon receipt or a request trom an insurance company, or the next or 
kin, a copy or report or death. 

SOCIAL SECURITY BJ!:NEFITS 

Ir the deceased vas employed in CO!IIIlerce or industry arter 1 January 1937 or had 
90 days or more active service in the Marine Corps after 15 Septelllber 1940 you 
should COllllllllicate directly with the nearest Social Security orrice, regarding 
any benetits which may have accrued under the Social Security Act. The Social 
Security Board should be advised or his social security nulllber, ir available 
Application mst be made tor this benetit as payment is not automatic. 

COMMISSARY AND EXCHANGE PRIVILEGES 

Unremarried widows or deceased melllbers or the Armed Forces msy make purchases 
and use the services or cOIIIIIissary stores and exchanges. Information msy be ob
tained rrom the cOIIIIIissary store or exchange ortice rrom which you wish to make 
purchases, relative to obtaining appropriate identification ror such tacili ties. 

SCHOLARSHIP ASSISTANCE 

Scholarship assistance ror sons and daughters and in some cases, widows, or de
ceased service persons, is prOYided by many schools, colleges, special scholar
ship t'Unds, and by State lava. While such assiatance is usually prOYided only 
tor selected persons needing financial assistance, in some instances the aid is 
t'Urnished regardless or need. This is particularly true or the state benefit. 
Additional intonoation on this subJect may be obtained by letter rrom the Coa
mandant or the Marine Corps, (Code DN), Washington 25, D. c., setting rorth the 
particular geographical area or schools desired. Information on the special 
State Scholarships may be obtained trom the various State Veterans COIIIIIissions. 

STATE BENEFITS 

.Many States prOYide benefits tor survivors or veterans such as educational as
sistance, land settlement preferences, Civil Service preference, tax and li
cense tee exemptions, loans, relier and rehabilitation, employment assistance 
and bonuses. Most or the States maintain veterans' agencies usually entitled 
State Veterans COIIIIIissions, which supervise the Veterans' program. 

HOME ADDRESS 

The next or kin or beneticiary should keep Headquarters, U. s. Marine Corps, 
(Code DN), Washington 25, D. C., informed or any change in home address and 
should reel tree to consult this Headquarters at any time. 

4 
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INSTRUCTIONS FOR FILING CLAIM FOR DEPENDENCY AND INDEMNITY COMPENSATION 

OR DEATH PENSION BY WIDOW OR CHILD 

READ VERY CAREFULLY, DETACH, AND RETAIN THIS SHEET FOR YOUR FUTURE REFERENCE. ANSWER ALL QUESTIONS FUUY OR 
ACTION ON YOUR CLAIM MAY BE DELAYED. 

A. PAYMENT OF BENEFITS-GENERAL 

( 1) Dependency and Indemnity Compensation may be pay· 
able where the veteran dies: 

(a) From disease or injury incurred or aggravated in 
line of duty while on active duty or active duty for training; 

(b) From injury incurred or aggravated in line of duty 
while on inactive duty training; or 

(c) From a disability compensable under laws adminis
tered by the Veterans Administration. 
(2) Pension may be payable where veteran's death is not 

due to service provided income is within certain limits. Rates 
of Pension and income limits are shown in tables below. 

WIDOW-WITIIOUT CHILD 

ANNUAl INCOME MONTHlY PAYMENT 
NOT OVER 

$ 600 $60 
1200 45 
1800 25 

-·--·-·····-·--·--- -------- --- ------------------------
OVER 1800 NONE 

WIDOW-WITH CHILD 

ANNUAL INCOME 
MONTHlY PAYMENT NOT OVER 

(A( (81 

$1000 $75 
2000 60 
3000 40 ------------------ ----·--·· ------- -------------------

OVER 3000 NONE 

Add $15 monthly for each child in excess of one: 1o• 
example, widow and three children, annual income nat 
aver $1000, monthly rote is $105. The income of 
child or children is not to be included in Column A, 
above. 

CHILDREN-NO WIDOW 

NUMBER OF CHILDREN MONTHLY PAYMENT 

1 CHILD $35 
EACH ADDITIONAL CHILD 15 

Where there is more than one child, the amount pay-
able wilt be equally divided among them. Pension 
sholl not be paid to o child whose annual income, ex-
eluding earned income, thut is, income from sulury, 
wages and self-employment, exceeds $1800. 

(a) Pension may be payable on behalf of a child or 
children even though the widow's annual income is in ex
cess of $3000. 

(b) The income limitations given above do not apply 
where the veteran's death was due to service. 

B. ORGANIZATIONS AND ATTORNEYS 

You may be represented, without charge, by an accredited 
representative of any organization recognized by the Admin
istrator of Veterans Affairs. You may also be represented 
by an attorney or agent who has been admitted to practice 
before the Veterans Administration. The employment of such 
attorney or agent is unnecessary, as the Veterans Administra
tion is pleased to give all information and assistance that 
may be reasonably required to establish rights of claimants. 
An agent or attorney who has been admitted to p_ractice be-

~!/~ 21-534 Figure 12-56 

fore the Veterans Administration and has filed a power of 
attorney in a claim may receive for his services from the pro
ceeds of an award a fee not exceeding $10 in an original claim 
and a fee not exceeding $2 in a claim for increase. No fee 
is allowable for services in a claim for accrued benefits. The 
solicitation or receipt of a fee, except as provided by law, 
constitutes a penal offense. 

C. HOW TO FILL IN THE APPLICATION FORM 

ALL THE INFORMATION REQUIRED IN THIS AP
PLICATION MUST BE FURNISHED AND THE QUES
TIONS MUST BE ANSWERED FULLY AND CLEARLY. 
If you do not know the answer to any 'lu~5tion say "UN
KNOWN." THESE INSTRUCTIONS AND THE APPLI
CATION FORM ARE CROSS-REFERENCED TO EACH 
OTHER. YOU WILL FIND IT EASIER TO ANSWER 
THE APPLICATION FORM IF YOU FIRST READ ANY 
INSTRUCTIONS TO WHICH IT REFERS. 

D. MINORS AND INCOMPETENTS 

If the person for whom claim is being made is a minor or 
is incompetent, the applicalion form should be filled in and 
filed by the legal guardian or, if no legal guardian has been 
appointed, it may be filled in and filed by some person act
ing on behalf of the minor or incompetent. 

E. EVIDENCE-GENERAL 

If you are unable to furnish with this application form any 
of the required evidence listed below, state why you are un
able on a separate sheet. Evidence filed previously in the 
Veterans Administration need not be filed in connection with 
this claim. 

If public or church record evidence does not exist, do not 
establish such record for the purpose of this claim. Instead, 
the next lower class of evidence listed in paragraphs F, G, 
and H, as required, should be furnished. 

F. PROOF OF DEATH 
(See application form, item I IA) 

Death of a veteran in active service of rhe Army, Navy, 
Air Force, Marine Corps, or Coast Guard, or in a United 
States Government institution does not need to be proved by 
a claimant. Otherwise, the claimant should forward a copy 
of the public record of death, certified by the custodian of 
such records, or a duly certified copy of a coroner's report of 
death, or a verdict of a coroner's jury. 

G. INFORMATION RELATING TO MARRIAGE 
(See application form, Part II) 

( 1) Proof of Widowhood. The marriage of a widow 
claimant to the veteran should be established by one of the 
following types of evidence in the order of preference 
indicated: 

(a) A copy of the public or church record of marriage, 
certified over the signature and seal of the custodian of 
such records. 

(b) Affidavit of the clergyman or magistrate who 
officiated. 

(c) Original certificate of marriage. 
(d) Affidavits of two or more eyewitnesses to the 

ceremony. 
(2) How Marriage Ended. IMPORTANT-The termina· 

cion of all marriages entered into by either the widow or the 
veteran should be shown by furnishing certified copies of the 
final decrees of divorce or annulment, or by proof of death 
as provided in paragraph F above. 

12-103 



12334 MARCORPERSMAN 

H. INFORMATION CONCERNING CHILDREN 
(See application form, Part Ill) 

( 1) Proof o/ Agt and Relationship of Child. Evidence to 
establish the fact of birth of a child should consist of a copy 
of the public record of birth or a copy of the church record 
of birth or baptism showing date of birth of each child and 
the names of the parents, certified over the signature of the 
custodian of such records. If neither of these records is ob
tainable, there should be forwarded the affidavit of the phy
sidan or midwife in attendance at birth, showing the date of 
birth and the names of the parents. If a child is a legally 
adopted child, a copy of the court order of adoption, certi
fied to by the custodian of the court record, should also be 
furnished. 

·( 2) Helpless Child. If any child for whom dependency 
and indemnity compensation or death pension is claimed is 
insane, idiotic, or otherwise permanently incapable of self· 
support by reason of mental or physical defect and has never 
married, it must be shown that such incapacity existed prior 
to the date the child attained the age of 18 or in some cases 
the age of 16 years. The nature aQ.d extent of the physical 
or mental impairment should be shown by a statement from 
the attending physician or other medical evidence, forwarded 
with the application. 

I. ANNUAL INCOME OF WIDOW OR CHILD 
(By Calendar Year) 

(See applicaJirm form, Pari IV) 

NOTE-IF THE VETERAN DIED WHILE IN ACTIVE 
MILITARY OR NAVAL SERVICE, OR IF HE HAD NO 
SERVICE AFTER APRIL 5, 1917, DO NOT FURNISH THE 
INFORMATION REGARDING ANNUAL INCOME DE
SCRIBED BELOW. 

( 1) Minors and Incompelenls. If application is filed "As 
Guardian" or "As Custodian" of the widow or child, do not 
repon your own income but only the income of the widow, 
or child named on the application form. 

(2) Widows With Children. When a widow files applica
tion in her own right, she must also show the separate in· 
come of each child in her custody. 

(3) Types of In,ome to In Reported. Report aU income re
ceived for services, interest and profit from investment. Also 
report the "source" of income; for example: "Wages," "Old
Age and Survivors' Insurance," etc. Income includes pay· 
meats and benefits received from aU sources including: 

(a) Wages, salaries, commissions, bonuses, tips, gratui
ties, dividends, earnings, investments, or rents from what· 
ever source derived, or income from a business or 
profession. 
NOTE-In reponing wages, or salary, report GROSS in

come and not "take home" pay. DO NOT deduct amounts 
withheld under a retirement act or plan, or amounts withheld 
for income tax. 

If room, board, or goods are received as part of your em
ployment, you should report this fact and give the approxi
mate value thereof. 

In computing income from a business or profession, report 
net income, reducing the gross income by the necessary ex
penses of carrying on the same, such as cost of goods sold 
or expenditures for rent, repairs, taxes, upkeep, and other 
operating expenses. DEPRECIATION IS NOT A DEDUCT· 

lBLE EXPENSE BUT THE AMOUNT PAID TO REPLACE 
WORN OUT OR OBSOLETE EQUIPMENT IS DEDUCT
IBLE ONLY FOR THE YEAR IT WAS REPLACED. 

In computing income from rents, report the net income, 
reducing the gross income by necessary expenses; such as: 
Taxes, fuel, insurance, interest on mortgage (not payments 
on principal), normal repairs, water and other operating ex
penses. DEPRECIATION IS NOT A DEDUCTIBLE EX
PENSE BUT THE AMOUNT PAID TO REPLACE WORN 
OUT OR OBSOLETE EQUIPMENT IS DEDUCTIBLE 
ONLY FOR THE YEAR IT WAS REPLACED. 

(b) Family allowances received by dependents of per
sons in military or naval service. 

(c) Subsistence allowance received from the Veterans 
Administration. 

(d) Commercial insurance consisting of lump sum or 
installments of life, disability, accident, health, or similar 
insurance. 

(e) Compensation for unemployment, disability, or death, 
such as that paid by the Bureau of Employees' Compensa
tion, Department of Labor of the United States, or a State 
compensation or industrial board or commission. 

(f) Retirement benefits such as Civil Service retirement 
benefits, Federal Old-Age and Survivors' Insurance, Rail
road Retirement benefits, or benefiu paid under retirement 
plans of private employers. 

(g) Proceeds of bequests and inheritances received in 
the settlement of estates. Property other than money which 
is received by inheritance or otherwise will be reported in 
Part VI. 
( 4) Types of Payments and Benefits Not to be Reported a, 

In,ome. It is not necessary to report compensation, pension, 
insurance, ot other payments received from the Veterans Ad
ministration (exclusive of subsistence allowance) as such 
information is contained in records of that office. 

). DEDUCTIBLE EXPENSES 
(See application form, Part V) 

Any expenses of last illness, burial or just debts of veteran 
paid by you and reimbursement received after the filing of 
your claim should be promptly reported to the office in 
which your claim is located. 

K. NET WORTH 

Item 43A-Include market value of corporate stocks, check
ing accounts, bank deposits, savings and loan accounts, cash 
and currency. 

Item 43B-Do not include the value of the single dwelling 
unit or that portion of real property used solely as your prin
cipal residence. On all other real estate reduce the market 
value by amount of the indebtedness thereon. 

Item 43C-Report the total market value of your rights 
and interest in all other propeny not included in 42A and B. 
Do not include value of ordinary personal effects necessary 
for your daily living such as clothing and furniture. 

hem 430-Report all debts except mortgage(s) on real 
e.state. 

hem 43E-Repon the total of items 43A through 43C less 
43D. This should be your net worth. 

INSTRUCTIONS FOR COMPLETING AnACHED FORM OA-C24, APPLICATION FOR SURVIVORS BENEFITS 
I PAYABLE UNDER TITLE II OF THE SOCIAL SECURITY ACT) 

Fill in each item on the attached application, Form OA-C24, for survivors benefits under Tide II of the Social Security Act (ex
tept the items 23 through 25). When signed and dated the form SHOULD BE LEFT ATTACHED to your application for 
dependency and indemnity compensation or death pension. 

Figure 12-56.--Continued. 
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V£1EIANS ADMINISTRATION (DO NO WRITI IN THIS SPACE 

APPLICATION FOR DEPENDENCY AND INDEMNITY COMPENSATION YA DATE STAMP) 

OR DEATH PENSION BY WIDOW OR CHILD 
(INCLUDING ACCRUED BENEFITS AND DEATH COMPENSATION, WHERE APPLICABLE) 

IMPORTANT -Rtad instnlrtions befon filling in form. Answrr all items fully. Dttach and retain ONLY 
tbt instruction sheet. If more sp11u is required, 411•Uh additional sbetts and idrn#fy each a1uu•er by #em numiHr. 

I. LAST NAME fiRST NAME MIDDLE NAME OF DECEASED VETeRAN (TyJn or print) 

DOE, Robert Albert 
2A. fiRST NAME-MIDDLE NAME-lAST NAME OF CLAIMANT (Type or print) 

Jane Elaine Doe 
21. MAILING ADDRESS Of CLAIMANT (Number and strett or rural route, city or P.O., 2C. RELATIONSHIP TO 

zo1u numbtr and Statt) VET£RAN (Chuk fmt) 

1234 St. Charles St., Norfolk, Va. ~WIDOW 0 CHILD 

3. IF VETERAN PREVIOUSLY APPLIED TO THE VEnRANS .4. SOCIAL SECURITY ACCOUNT S. RAILROAD RE'nREMENT NO. 6. VETERANS ADMINISTRATION CLAIM NO. 
ADMINISTRATION FOR ANY BENEFIT, INSERT CLAIM NO. Of VETERAN 
NUMBER If KNOWN 

C- 767-63-7395 xc-19 220 336 
PART I IDENTIFICATION AND SERVICE INFORMATION OF VETERAN 

7. DATE Of BIRTH ! 8. PLACE OF BIRTH I. 'TE OF DEATH 10. PLACE OF DEATH Luzon, 
l3Novl934 DeBerry, Texas :ugl960 Philippine Islands 

11A. CAUSE OF DEATH (Su butructiom, pa!agraph F) 118. ~ .AIMING THAT THE CAUSE OF DEATH WAS DUE TO SERVICE? 

Drowning [T '\> 0 NO 
SER"'. .•ORMATION 

NOTE-The following information should be furn; .q 
Force, Marine Co~s, or Coast Guard of the Unir ~ 

.!ach ~riod of the veteran's active service in the Armc:!, Navy, Air 
or serv1ce as a commissioned officer in rhe Coast and eodetic Sur-

vey or Public Hea th Service. 

12A. ENTERED ACTIVE SERVICE 
12&. ~- ~ 12C. SEPARATED FROM ACTIVE SERVICE 12D. GRADE, RANK OR RATING, ORGANI· 

DATE PlACO '0 OAT> PlACE ZATION AND BRANCH OF SERVICE 

210ctl955 Dallas, Tex l. .7 22Augl960 
Luzon, 
~hilippine I 

5/rt. y:-:::! 
Hf~CO 3DLA'tDIV ~·lF 
U::>l•.<.; 

13. IF VETERAN SERVED UNDER A NAME OTHER THAN THAT SHOWN IN ITEM 1, GIVE FULL NAME AND SERVICE RENDERED UNDER THAT NAME 

PART II INFORMATION RELATING TO MARRIAGE (See lnstru~tions, paragraph G) 
INFORMATION RELATING TO VETERAN 

"· HOW MANY TIMES HAS VETERAN BEEN MARRIED? 

Once to my knowledae 
15A. MARRIAGE l!iC. HOW MARRIAGE 1 SO. MARRIAGE ENDED 

I SB. TO WHOM MARRIED ENDED (Death, 
OAT> PUCE divoru, de,) DAti PlACE 

l0Decl955 ':orfolk, Vao Jane ~laine Smith Death 2?Aue:l960 Philiopine 

INFORMATION RELATING TO WIDOW OR MOTHER OF THE CHILDREN FOR WHOM THIS CLAIM IS BEING MADE 

16. HOW MANY TIMES HAS WIDOW IEEN MARRIED? 

0nce 
MARRIAGE 17A. 

178. TO WHOM MARRIED 
DAU PLACE 

l01Jecl955 l'-1orfolk, Va. Robert A. 

:.:~ 21-534 EXISTING STOCKS OF VA FOlM 21-!il-4, 
JUN 1958, W1U IE USED. 

Doe 

17C. HOW MARRtAGE 
ENDED ( Dt.ttb, 
diVIIf"'r, rtc,) 

Death 

Figur~ 12-56.--Continued. 

17D. MARRIAGE ENDED 

DATE PlACE 

22Auf'l960 Philippine 

I 

I 
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PART II INFORMATION RELATING TO MARRIAGE (Continued) 
NOTE.-If claimant is not the veteran's widow, omit items 18 to 26, inclusive. 

18. MAIDEN NAME OF VETeRAN'S WI!>OW (Pint-middle-last) 119, DATe OF BIRTH 

Jane Elaine Smith l0Decl934 
20. PLACE OF BIRTH 21. WAS A CHilD BORN OF WIDOW'S 22. OlD WIDOW UVE CONTINUOUSlY WITH 

MARRIAGE TO VETeRAN? THE VETERAN FROM DATE OF MARRIAGE 
TO DATE OF DEATH? 

Norfolk, va, [j] YES 0 NO OOm 0 NO (If"No," jill in 23) 

23 .. CAUSE Of SEPARATION 
HHh order.) 

(E:plair~ fully, giti,lg uason, date of separation, . ·ation, etc . If separation was by court order, aJJach a certified copy of 

24. HAS WIDOW REMARRIED SINCE DEATH Of VETERAN? 25. DATE REMARRIED PLACE REMARRIED 

Om 00 NO 
(If "Yes," flJ in itNNs 
2J and 26 

~ PART Ill INFORMATION CONCERNING r • (See Instructions, paragraph H) 

IDENTIFICATION OF CHILDREN AI'' A...; KMATION RELATIVE TO CUSTODY 

NOTE.-Liu below, the name of each unmarried child of the v• 
years of ~e if attending school) ; or of any age if termanentl ~ 
a child o the veteran is expected, that fact should e stated 

-<? dudinn adopted child or ner;hild, under 18 years of age (or under 21 
.. Je of se f-support by reason o mental or physical defen. If the birth of 

27 A. NAMf OF CHILD 
27B., DATE Of 0 ~ . ..;E OF BIRTH 27D. NAME AND ADDRESS OF PERSON HAVING CUSTODY 

BIRTH OF EACH CHILD 

~ Jane E, Doe 
1234 St. Charles st. 

Mary Jane Doe 12Janl958 Norfolk, Va, Norfolk, Va, 

28. DO YOU ALSO DESIRf THIS APPLICATION TO BE CONSIDERED AS A ClAIM FOR THE VETeRAN'S CHILDREN 

NOTE.-Item 28 to be answered by widow only LISTED IN ITEM 27A, WHO ARE NOT IN YOUR CUSTODY? 

if any child listed above is not in her custody. 

0 YES 0 NO 

ADDITIONAL INFORMATION RELATING TO CHILDREN LISTED IN ITEM 27A 

"· NAME Of LEGAU.Y ADOPTED CHILD (If non~, u·ril~ I 30. ;;;f HElPLESS CHILD (If non~, u-rit~ "NONE") I [ 1. HAS SUCH CHILD EVER MARRIED? 

i«<mf"J 0 YES [jj NO 

32. NAMES Of CHilDREN Of AGE 18, 19, OR 20, WHO AnEND SCHOOL RfGULARl Y (If non~. write "NONE"') 

33. NAME OF ILLEGITIMATE CHILD (If none, writ~ "NONE") "· NAME Of STEPCHILD (If none. u·rite "NONE") 

Non NONE 
NOTE.-If no children are listed in irems 33 and 34, do not fill in item 35-

35. NAMES OF CHILDREN LISTED IN ITEMS 33 AND 3-4 WHO WERE MEMBERS OF THE YETERAN~S HOUSEHOLD AT TIME OF VETERAN'S DEATH (If non~. u·rite 
"NONE") 

NONE 

Figure 12-56.--Continued. 

12-106 



CHAPTER 12--CASUALTIES 12334 
.. 

NOTE-If the veteran died while in active service or if he had no service after April S, 1917, do not Jill in Part IV. 

PART IV-ANNUAL INCOME OF WIDOW AND/OR CHILD (By cal~ndar year) 

IMPORTANT-Read carefully Instructions, paragrt~ph I, before answtring questions. 
amwered FULLY and COMPLETELY. 

All items required to be filled in must be 

NOTE-If ~rt of hour income is from Social Security Annuity based on your own employment as distinguished from the em· 
ployment of your us band complete the following: 

36A. BEGINNING DATE __ 1;68. MONTHLY AMOUNT l36C. SOCIAL SECURITY NUMaEit 

NOTE-If fart of your income is from any other retirement plan or annuity 
plete the fo lowing; 

based upon your employment or purchase com· 

37A. BEG11-INING DATE I :7B. MONTHlY AMOUNT 137C. BY WHOM PAID I :70. AMOUNT YOU PAID INTO PLAN 

INCOME DURING CALENDAR YEAR IN WHICH VETERAN DIED 

NOTE-Fill in only if application is filed within one year from date of veteran's death, 

38A. WIDOW AND/OR· CHILO OR CHILDREN 
381l. AMOUNT Of INCOME FROM JAN-

38C. SOURCE Of INCOME VARY JST TO DA.TE OF DEATH 

NAME Of WIDOW 

' NAME OF CHILD 

' NAME OF CHILD 

~ 
' NA.ME Of CHilD \> 

' -<;! 
391l. A.MT. r 

~ ~tiVED AND 
39A. WIDOW AND/OR CHILD OR CHilDREN EXP'" .... TE OF DEATH 39C. SOURCE OF INCOME ,, 

,.F SAME YEAR 
NA.ME OF WIDOW ~ 

~ 
NAME OF CHILD 

' NAME OF CHILD 

' NAME OF CHILD 

' 
INCOME RECEIVED AND EXPECTED THIS CAlENDAR YEAR (Year in which this form is signed by you) 

NOTE-Do not lill in if claim is fi.led in,C"alendar year in which veteran died. 

40A. WIDOW AND/OR CHILD OK CHILDREN 408. AMOUNT Of INCOME 40C. SOURCE OF INCOME 

NAME OF WIDOW 

' NAME OF CHilD 

' NAME OF CHILD 

' NAM£ OF CHILD 

' EXPECTED ANNUAL INCOME FOR NEXT CALENDAR YEAR 
NOTE-If unable to state exact amounts, give approximate amounu expecred. 

41A. "wiDOW AND/OR CHILD OR CHILDREN 4 1 B. AMOUNT OF INCOME 41 C. SOURCE OF INCOME 

NAME OF WIDOW 

' NAME Of CHilO 

' NAME OF CHilD 

• 
Figure 12-56.--Continued. 
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PAIT Y-DEOUCTIIU IXPINSU 

NOTE-Your income may be reduced by the amount of the just debts, exrunses of last illness and burial of the veteran paid 
by you. Be sure to include as income in items 388 through 41 B any reim ursement received on these expenses or debts. See 
Sec. "J" of instructions for reporting payments and reimbUrsements made after filing of your claim. 

42A. NAME AND ADDRESS Of PERSON 428. TOTAL AMT. 42C. NATURE OF 42E. AMOUNT PAID 
TO WHOM PAID OF EXPENSE OR EXPENSE OR DEBT 420. DATE PAID 

BY YOU DEBT 

. 

PART VI-LIST YOUR NET WORTH (Read lnstrudiom iterr ~ through 43E before answering the following): 
43A.. STOCKS, 80NOS, BANK DEPOS- 438. REAL ESTATE 43C. OTHER Pll~ ~ AlD. TOTAl DEBTS A3E. Nfl WORTH 

• ITS, ETC. NONE • NONE • flO' '\> • 100 00 $ 

PART VII MIS'-<? JUS INFORMATION 
........ FULL NAME Of VETERAN'S MOTHER I, .:.S OF VfTfRAN'S MOTHER, IF LIVING 

~ 
Mary Ellen Doe ~ lioute 2, Box 89, DeBerry, Tex. 

45.4.. FUlL NAME: Of VETERAN'S FATHER 

'? 
1

.58. ADDRESS OF VETERAN·s FATHER. IF LIVING 

John Edward Doe Route 2, Box 89, DeBerry, Tex. 
A6A. HAS THE WIDOW OR CHilD PREVIOUSLY FILED A611. NAME OF PERSON ON WHOSE SERVICE CLAIM WAS MADE A6C. RELATIONSHIP TO CLAIMANT 

CLAIM FOR BENEFITS WITH THE VETERANS AD-
MINISTRATION? 

DYES ~ 
(If "Yn," fill in 46B 

NO through 48, in(/usil~) 

A1. CLAIM NO. AS. OFFICE WHERE CLAIM WAS FILED (Ci17 and 5141~) A9. HAS ANY FEE BEEN PAID OR WILL ANY FEE BE PAID TO ANY 
PERSON FOR ASSISTANCE IN THE PREPARATION OF THIS 
APPLICATION FORM? 

C- 0 YES 1!1 NO (lf"Yts," fiill in JO and H) 

50. NAME AND ADDRESS Of PERSON ASSISTING 51 . AMOUNT Of FfE 

$ 

CERTIFICATE AND SIGNATURE OF CLAIMANT 

I CERTIFY THAT the foregoing stalemenrs are true and correct to the best of my knowledge and belie[ 

"· DATE SIGNI!O 53. SIGNATURE: OF a.A'OT r:r. ~ SIGN~ .1. 
2Sepl960 HERE ~ 

WITNESSES TO SIGf¥.TURE OF CLAIMANT If MADE BY "X" MARK 

NOTE-Signature made by mark must be witnessed by two persons to whom the person making the statement is personally 
sisnatures and addresses of such witne$$es must be shown below. 

known, and the 

S4A. SIGNATURE OF WITNESS 548. ADDRESS Of WITNESS 

SSA. SIGNATURE OF WITNESS 558. ADDRESS OF WITNESS 

PENALTY-Tbe law provides severe rnalties, includinfiefines and imprisonment for the submis.sion of false statements or evidence or fraudu· 
lently acceptina any payment to whic you are not entit d. 

Figure 12-56.--Continued. 
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DEPARTMENT OF HEALm, SOCIAL SECURITY ADMINISTRATION (DO NOT Will! IN THIS SPACE 

EOOCATIOI, AND WELFAIE APPLICATION FOR SURVIVORS BENEFITS YA DATE STAMP) 

BUREAU OF OL0-A6E AND (PAYABLE UNDER TITI.E II OF THE SOCIAL SECURfiY ACT) 

SURVIVORS IISIIIANC£ IMPORTANT-Rt.ul instructiom befon filling;, form. 
Det.uh and ntain ONLY the imtrnctio" s~et. 

I. fiRST NAME MIDDlE NAME LAST NAME OF DfCEASED VETERA.N (Tyjn or print) I'· ;;.:;~~~0 Robert Albert Doe 
3. BRANCH OF SERVICE (Army, Nary, etc.) 4. ORGANIZATION (Regiment, 5. DATE OF SEPARATION FROM lAST 

Ship, Station, etc.) PERIOD Of ACTIVE SERVICE 

USMC HQCO )DMARDIVFMF 22Augl960 
NOTE-If the veteran's Social Security Account No. is unknown, fill in items 7, 8, 9 and 10 concerning veteran. .. SOCIAL SECURITY ACCOUNT NO. Of VETERAN 7. DATE Of BIRTH 8. PLACE OF BIRTH 

767-~7395 l)Novl934 DeBerry, Texas 
9. NAME Of FATHER 10. MAIDEN NAME OF MOTHER 

John Edward Doe Mary Ellen King 
11. FIRST NAME MIDDLE NAME LAST NAME OF APPliCANT (T7p~ or prini) 

Jane Elaine Doe 
12. MAILING ADDRESS OF APPliCANT (Numbtr and slnel or rural rout~. dty or P.O., zone numbtr and State) 13. TELEPHONE NO. 

1234 Saint Charles St, 
Norfolk, Va, BR 5-6789 

14. RELATIONSHIP TO VETERAN 15. OA TE Of BIRTH OF APPLICANT 16. VETERANS ADMINISTRATION ClAIM NO. 

1!1 WIDOW D CHILO 0 PARENT 

(Fill in it~m /~) 10Decl934 
~ XC 19 220 336 

NAMES OF CHILDREN-NOTE: List below the names of all survi"' 
'\> 

.ed children (including stepchildren, adopted, and illegitimate 
children) of the veteran who were under 18 (or 1f age 18 or ov .cr a disability) when the veteran died. 

<Z 
11AMary Jane Doe ~ 

~ 
ln. '0 
I hereb{c apply for all benefi.ts payable to roe t.. .le II of the Social Security Act, as amended and/or to the veteran's children (including 
stepchi drenloadopted, and illegitimate children). .llowing that anyone who makes a false Statement or misrepresents in connection with an 
application r Federal bene6ts is committing a ct. me punishable uDder Federal law, I cenify that the above statements are true. 

18. DATE (Month, Jay, y~ar) 
19 ::::·;Of AP~\CAS}:::., c. ~- .. ) 

25epl960 HERE 

WITNfSSES TO SIGNATURE_~APPUCANT If MADE BT "X" MARK 

20A. SIGNATURE Of WITNESS 201. ADDRESS Of WITNESS (No. and street, city, zone and Stat~) 

21A. SIGNATURE Of WITNESS 211. ADDRESS Of WITNESS (No. and strut, dty, zon~. a11d Stale) 

(ITEMS BELOW TO BE COMPLETED BY THE VETERANS ADMINISTRATION. Use rea-en~ for "Remarks.'') 

22. PROOFS RECEIVED (Cbtdt) 

0 DEATH D MARRIAGE 

0 ... 
!t4.uoofl 

·-· 
0 OTHER ·-· 

(Sperif1) 

2A. DATE 25 . 

. 

~'5' OA-CU 

23. PltOOFS REQUESTED fROM CLAIMANT OR OTHERS (Speci[J) 

0 DEATH 

0 ... 

0 OTHER 
(Spedf1) 

NAME AND ADDRESS Of TRANSMITTING VA OffiCE 

EXtSliNG $TOO(S Of FORM 0A-C2A. 
JUN 19 .58. WILL BE USED. 

Figure 12·56.··Continued. 

0 MARRIAGE 

\NAIIIfl 

!NAIIIfJ 

l"""'fl 
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INSTRUCTIONS FOR FILING CLAIM FOR DEPENDENCY AND INDEMNITY COMPENSATION BY PARENT(S) 

READ VERY CAREFVUY, DETACH, AND RETAIN THIS SHEET FOR IOOR FlfliJRE REFERENCE. ANSWER AU QUESTIONS FULLY OR 
ACTI<JN <JN IOOR CLAIM MAY BE DELAYED. 

The terms ••father" and''motherw include a f8ther, 
mother, father -through adoption, mother through 
adoptiOn, foster father or foster mother (including 
stepparents who stood in the relationship of parent 
to the veteran). 
A •. PAWDIT• IF BDiEF1TS • • GENERAL 

(1) DEPENDENCY AND INDEMNITY COMPENSATION. De• 
pendency and indemnity compensation may be payable 
on or after January 1, 1957 where the veteran dies: 

(a) From disease or injury incurred or aggra~ 
vated in line of duty while on actiVe duty or active 
duty for training; · 

(b) From- injury incurred or aggravated in line 
of duty while on inACtive duty training; or 

(c) From a disability compensable .under laws 
administered by the Veterans Administration. 

(2) AA'OUNTS PAYABLE. Dependency and indemnity com
pensation is payable on a sliding scale, depending 
upon annual income, as follows: 

One parent only 
Total annual income 

More Equal to or 
than but less than 

$750 
$1,000 
$1,250 

!! ,soo. 
>1 750 

$750 
$1,000 
$1,250 
$1 ,soo 
$1,750 _____ .. 

Monthly Rate 
Of Indemnity 
Compensation 

$75 
$60 
$45 
$30 
$15 

No amrumt oavahle 
Two parents not living together 

Total annual income 
of each parent 

Equal to or 
less than 

llo,. 
.than- but 

$750 
$l,OOO 
$1,250 
$1,'500 
S1 750 

$750 
$1,000 
$1,250 
$1,500 
$1,750 

J.lonthly Rate 
of lndemni ty 
Compensation 

to Each Parent 
$50 
$40 
$30 
$20 
$10 

No amount oavable 
Two parents living together 
~ with spouse-

or remarried parent liv-

Total combined annual 
income of parents or of 

remarried parent and spouse 

More 
than 

$1,000 
si,3SO 
$1,700 
$2,050 
$2,400 

but 
Equal to or 
less than 

$1,000 
$1,350 
$1,700 
$2,050 
$2,400 

Philippine Seivice Ca!lles 

Monthly Rate 
of Indemnity 
Colrpensation 

to Each Parent 

$50 
$40 
$30 
$20 
$10 

No amount payable 

The rates of dependency and indemnity compensat~on 
outlined as well as amounts of annual income of par
ents will be computed on the basis of one PhilipPine 
peso for each dollar specified, in cases involving 
service in the Commonwealth Army of the Philippines 
or as a guerrilla or iO the Philippine Scouts where 
the veteran was enlisted under section 14, Public 
Law 190, 79th Congress. 
B.: INm1E 10 BE REPCiliED 

Report all income received 

~.~ ~= VB S-535 
fOr services, interest 

Figure 1'2-57 

and profit from investment. Also report the '"source'' 
of income; for example: '"Wages," "Oid Age and SUr
vivors Insurance", etc. Income includes payment and 
benefits from all sources including: 

(1) Wages, salaries, commissions, bonuses, tips,. 
gratuities, dividends, earnings, investments, o~ 
rents from whatever source derived, or income from 
a business or profession. 

NOTE.- In reporting wages or salary, repnrt GROSS 
income and not "take home'' pay. 00 NOT deduct amounts 
withheld under a retirement act or plan, or amounts 
-withheld for income tax. 

If room, board, or goods are received as part of 
your employment, you should report this fact and 
give the approximate value th.ereo f. 

In computing income from\a'.business or profession, 
report net income, reducing the gross income by the 
necessary expenses of carrying on the same, such as 
cost of goods sold or expenditures for rent, repairs, 
taxes, upkeep, and other operating expenses. 

In computing income from rents, report the net 
income, reducing the gross income by necessary ex
penses; such as: Taxes, fuel, insurance, interest on 
mortgage (not payments on principal), normal repairs, 
water and other operating expenses. Depreciation is 
not a deductible expense. 

(2) Family allowances received by dependents of 
persons in military or naval service. 

(3) Subsistence allowance received from the Vet
erans Administration. 

(4) Commercial insurance consisting of lump sum 
or installments of life, disability, accident, health, 
or similar insurance. 

(5) Servicemen's Indemnity, National Service Life 
Insurance, or U. S. Government Life Insurance paid 
by the Veterans Administration. 

(6) Disability or death pension paid by the Vet
erans Administration. 

(7) Compensation for unemployment, disability. or 
death, such as that paid by the Bureau of Employees' 
Compensation, Department of Labor of the United 
States, or a State compensation or industrial board 
or commissit:::~n. 

(8) Retirement benefits such as Civil Service re~ 
tirement benefits, Federal Old-Age and Survivors' 
Insurance, Railroad Retirement benefits, or benefits 
paid under retirement plans of private employers. 

(9) Annuities consisting of amounts paid to you 
regularly (Yearly, quarterly, or monthly) under the 
t~Tms of an annuity a2reement purchased by you or 
for you, including payments under the Uniformed 
Services Contingency Option Act. 

( 10) Contributions received from members of the 
family. Report actu81 contributions. If the contrib
utor is a- member of your household and part of the 
contribution is intended for board and room, the 
amount thereof may be deducted from the total amount 
received. 

(11) Proceeds of bequests and inheritances re
ceived in the settlement of estates. Property other 
than mnney which is received by inheritance or othera 
wise need not be reported until such property is 
converted into cash. The amount received for any 
property acquired after the veteran's death Should 
be reported when such property is sold. 

(12) Income from any other sources, EXCEPT pay
ments listed in Paragraph C beJow. 
c. INo::tdl! NOT 10 BE REPORTED 

Do not report income frnm the following sources: 
(1) Payments of the s~x-months death gratuity. 
( 2) Donations from public or private relief or 
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welfare organizations. 
f3) Disability compensation, death compensation, 

and dependency and indemnity compensation from the 
Veterans Administration. 

(4) Lump sum death pa)ments under Title II of the 
Social Security Act. 

D. UNUSUAL MEDICAL EXP>NSES 
You may enter under Item 26, Remarks, or on a 

separate sheet, any unusual medical expenses, Such 
as those involved in chronic invalidism, amounts 
Paid for maintenance in a rest home, or nursing or 
convalescent home, expenses incurred for surgery or 
prolonged illness, etc. The items of expense should 
be listed, together with the date or dates on which 
incurred or expected and the date or dates of pay~ 
ment or anticipated payment of such expenses. YOu 
should also state the name and relationship to you 
of the person who suffered 'the illness and explain 
the circumstances, the duration of the illness, and 
any.other pertinent facts. 

E. ORGANIZATIONS AND ATIORNEYS 
You may be repreSented, without charge, by an ac• 

credited representative of any organization recogniz· 
ed by the Administrator of Veterans Affairs, You may 
also be represented by an attorney or agent who·has 
been admitted to practice before the Veterans Ad
ministration. The employment of such attorney or 
agent is unnecessary, as the Veterans Administration 
is pleased to give all information and assistance 
that may be reasonably required to establish rights 
of claimants. An agent or attorney who has been ad
mit ted to practice before the Veterans Administration 
and has filed a power of attorney in a claim may re· 
ceiVe for his services from the proceeds of an award 
a fee not exceeding SlO in an original claim and" a 
fee not exceeding $2 in a claim·for increase. No fee 
is allowable for services in a claim for accrued 
benefits.- The solicitation or receipt of a fee, ex• 
cept as provided by law, constitutes a penal offense. 

F. lllW TO FlU. IN 11lE APPLICATION FORM 
ALL 11lE INFORMATION REQUIRED IN TillS APPLICATION 

1\lJSf BE FURNISHED AND 11lE <;VESTIONS loliST BE ANSliERJ!D 
FUlLY AND a.EARLY. If :you do not know the answer to 
any question say"l.INKl'«>WN. '' For additional space 
use Item 47, Remark!Ji, or attach a separate sheet, 
indicating the item numbers to which the answers 
apply. . 

G. . Il'«XJooi'Emm" 
If the person for whom claim is being made is in· 

c~tent, the application form should be filled in 
and filed by the legal guardian or, iJ no legal 
guardian has been appointed, it may be filled in and 
filed by some person acting on behalf of the incom· 
petent. 
H.: EVIDEICE • • GDIElW. 

If you are unable to furnish with this application 
form anyof the required evidence listed below, state 
why you are unable on a separate sheet. Evidence 
filed previOusly in the Veterans Administration need 
not be filed in connection,wlth this claim. 
I.: PROOF OF RELAT-IONSHIP OF NATURAL OR ADOI'rM 
loliillE>! <I! FA11lEI!. · 

A copy of the publiC record of bi'rth or church 
record of baptism showing the date of birth of the 
veteran and names of the parents and certified by 
the custodian of such records should be furni"shed. 
If neither of the records mentioned i.s obtainable, 
it iS not necessary to establish one for the purpose 
of thiS claim.· Instead, you should submit the affi· 
davit of the attending physician or midwife or the 
affidavits of two persons who have personal know1 4 

edge of the facts tD which he testifies. If the vet
eran was an adopted child, a copy of the court 
order of adoption, certified by the custodian of the 
court record, should be furnished. 
].:~~OR FATHER-~ (Persons, includina 
stepparents, who stood in the relationship of parent 
to the veteran) 

II the claimant is not the natural or adoptive 
parent of the veteran but was the last person who 
stood in the relatiOnship of parent to the veteran 
during his minority for a period of not less than 1 
year prior to his entrance into the active military 
or naval service, the claimant will be required to 
complete VA Form VB 8·524 which will be furnished 
upon receipt of this applicatiOn. 
K. · FI!OCF OF DEAoTII 

Death of a veteran in active service of the Army, 
Navy, Air Force, Marine Corps, or Coast Guard, or in 
a Urilted States Government institution does not need 
to be proved by a claimant. Otherwise, the claimant 
should forward a copy of the public record of death, 
certified by the custodian of such records~- or a 
duly certified copy of a coroner's report of death, 
or a verdict of a coroner's jury. 

INSTRUCTIONS FOR CONPLEliNG ATTACHED FORM OA·C2~, APPLI~ATIDN FOR SURVIVORS BENEFITS (PAYABLE UNDER TITLE II 
OF THE SOCIAL SECURITY ACT) 

Fill in each item on the attached application Form OA·C24 for survivors benefits under Title II of the Social 
.Security Act (except the items 10 through 14). 1ben signed and dated the fol'ql S1DJLD BE LEFT AlTACJIED to your 
completed application for dependency and indemnity compensation. 

Figure 12-57.-·Continued. 
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YElERAMS A~INISJRATIOM 
APPLICATION FOR DEPENDENCY AN.D INDEMNITY 

(DO MOT 11R!TE IN THIS 1>PACE) 
(VA DAn: STill~) 

COMPENSATION BY PARENT(S) 
(INCLUDING ACCRUED BENEFITS AND DEATH COMPENSATION, WHERE APPLICABLE) 

IMPOHTANT • Read instructions before fillint in form. Answer all items fu)ly •. De-
tach ~d retain ONLY the Instruction sheet. .. ~AST NAME• FIRST NAME·IIIIOOLE NAt,IE Of DECEASED VETERAN crrpe or pdnt) 

DGg~ Jr., Ralph Earl 
••• FULL NAME Of CLAIMANT (Mother •• foet•u •other) "· DATE OF BIRTil 

SA. FULL NAME Of CLAIMANT (:tatlt.r or f-ter /ather) "· DATt OF. BIRTH 

Ralph Earl DoeJ Sr. l0Janl9ll. .. RELATIONSHIP TO VI:TERAN $. CLAIM MO. 

DMOTHER Ga FATHER 0 FOSTER MOTHER 0 FOSHR FATHER xc. 
•• lilA I LING ADDRESS OF CLAIMANT{$) (Naaber end etreet or iaral r~>ute, city 7. RAILROAD ~ETIREMENT NO. " B. VETERAN'S SOCIAL SECURI• 

or pod of/ice, zone nllaber end State) VETERAN TY ACCOUNT NO. 

676-53-6285 
'· IF VETERAN PREVIOUSLY APPLIED TO VETERANS ADM\NISTRA· 

TION FOR ANY BENEFIT, INSERT CLAIM NO,, IF KNO\Iotll 

Route 10, Box 15, Smith, Alabama 

PART I - IMFORMHIOI' ~ • TO VETERAN 
10. DATE OF BIRnt 'II, PLACE 0~-BIRTH y <TE OF DEATH 113. PLACE OF .DEATH 

l2Decl939 Smith Ala. -<? ilAUIZl960 Guam i·lariana Is 
14. CAUSE OF DEATH (See In•truction•, parf04r•p11 JrJ 

~ ~iultinle Iniuries 
NOTE--The following infor~tiOn should b• ~ .• ed for each period of the veteran's active service in the 
Army, Navy, Air Force, lWrine COrps, o• 
in the Coast and Geodetic. Survey or F ~ 

.uardof the United States or service as a commissioned offiCer 
alth Service.: 

15A. ENTERED ACTIVE SERVICE 15C. SEPMATED rn:M PCTIVE SERVICE 1 SJ. GRADE, R.AN<. -OR .RAT\r-6, ·_ORGAAII-158. SERVICE Nl. 
DATE PLACE '""' PLAC_E ZATIO'j lt:lJ BRA'>IOi OF SERVICE 

20Augl957 2345678 llAUp;l96C 
Guam, Cpl (E-4) 

Jones'· Ala. i':ariana Is H&SBn lsUiarDivFHF 
US!f:C 

18. IF VETERAN SERVED UNDER A t'"ME OTH[R lHAN THAT SliOliiN IN ITEM lo GIVE FULL NAME AND SERVICE RENDERED UNDER THAT NAME 

17" WAS THE vtTERAN A MEMBER OF YOUR HOUSEHOLD OR UNDER YOUR PARENTAL CcttTROL AT 1 8, DATE PARENTAL CONTROL ENDED 
ALL TIMES BEFORE HE REACHED 21 YEARS OF AGEt 

6d YES 0 NO (l/ 00No," co let. IB u _, 28) 

"· REASON VETERAN WAS NOT A MEMEIER OF YOUR HOUSEHOLD Oft UHDER YOUR PARENTAL .CC.IITROL AT ALL TIMES BEFORE HE REACHED 21 YEARS OF AGE 
(lbphJn /uJJ:rJ · 

He ertered the t-:arine Corps by voluntary enlistment on 20Augl957 and 
remained on active duty until death 

20, NAME AND ADDRESS OF EACH PERSON WHO ASSUMED PARENTAL CONT.ROL OVER VETERAN AFTER DATE SHOWN IN ITEM ,1~ 

"· WAS VETERAN SURVIVED BY 

.o .. - 0. CHILD UNDER II YEARS OF AGE gg NEITHER 

22. NAME AND ADDRESS OF WIDOW Oft atiLD 

V A FORM 
DEC 1951 V.B 8-'535 SUPERSEDES VI> FORM 8•535, JU!!JtS!.o 'Mil.fH WILL NOT PE USED, 

Figure 12-5'1.--Continued .. 

rCo• Jete 22 llllld 23, il aPPJicef>Je 

23, HAS WIDOW REMARRIEDl 

DYES o .. 
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PART II - INFORMATION RELATING TO· PARENTS OF·YETERAN 
24, NAME OF MOTHER "· NAME OF FAT~ER 

Mary Ellen Doe Ralph Earl Doe, Sr. 

"· NAME OF FOSTER MOTHER ( 1 f non•, -.rl.te ''NONE") "· NAME OF FOSTER FATHER (If none, •rite "NONE") 

NONK NONE 
2U,, NAME OF ANY DECEASED PERSON N,<MED IN ITEMS 2.4. "· "· '"' " 289, DATE OF DEATH 

( Plll in He• 28B) 

PA~T Ill - INFORt.!ATION RELATING TO CLAIMANT 
29, DATE OF MARRIAGE TO YOUR "· ARE YOU ll VING WITH YOUR "· DATE Of DEATH Of SPOUSE, IF "· DATE OF SEPARATION FROM 

LAST SPOUSE SPOUSE? DECEASED SPOUSE 

10Augl937 0 YES [!], (If ''No,'' fill l5Augl956 in 31 or 32) 

ANNUAL INCOME (BY CALENDAR YEAR) 

IIII'ORTNfT -Read carefully paragraphs B and C of Instructiot!S before answerin~ questions, All items required to be fj lled in mwst 
be answered fully and completely. 

IKTIE--1£ income and medical expenses are not 'ihown in .... ,. NAME OF MONEY UNIT (f'noe, f>·anca, pounds, Jir••• etc.) 

dollars, enter mwe of money unit, 

I~COME DURING YEAR IN WHICH VETERAN DIED 

N07E --Fill in only if applicstion js fj led within one year {;om date of veteran's death. 

INC0\.1E OF: 
34A. INCOME 

1ST TO 
FROM JANUARY 
DATE OF DEATH 

348- SOURCE OF INCOME 

PARENT NOT LIVING WITH 
SPOUSE (Enter parent's 

l.j,OOO.OO ··r~es - Carpenter Work income) s 
PARENTS LIVING TOGETHER 
(Enter parents' COMBINED <q 

income) 
'Y 

PARENT REMARRIED AND ~ 
LIVING WITH PRESENT SPOUSE 4' (Enter COIIBINED income of 
parent and spouse) "' 35A. INCOME r 0 AND 

I Nca.1E OF: EXPECTr JATE 358. SOURCE OF INCOME 
OF DEAl. t:CEMBER 
31 OF SAt.. EAR 

PARENT NOT LIVING WI TI-l 
SPOUSE (Enter parent'• 

1000.00 inco,.e) s Wag as - Carpenter Work 

PAR£f-4TS LIVING TOGETHER 
(Enter par en t.1' COMBINED 

income) 

PARENT REMARRIED AND 
LIVING WITH PRESENT 
SP0U5E (Enter CO•BINED 
.inco111e of parent and 
spouae) 

INCOME RECEIVED AND EXPECTED THIS CALENDAR YEAR (Year in which thi. form ,. ai gned by you) 

ltO'l'B-- Do no< fill in " claim i:s filed .in calendar year in which ve terliln died, 

INCOME OF: 36A. AMOUNT OF INCOME 368. SOURCE OF INCOME 

PARENT NOT LIVING WITH 
SPOUSE (Enter pa~rent'a 
iqco•e) I 

PARENTS Ll YING TOGETHER 
(Enter parent•' COMBINED 

income) 

PARENT REMARRIEDANDLIVING' 
WITH SPOUSE (&te~ CDJIBINED 

i .i- of parent and .1p0118e) 

Figure 12-57.--Continued. 
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PUT Ill - INFORMATION RELATING TO CLAIMANT (Continued) 

EXPECTED ANNUAL INCOME FOR NEXT CALE~DAR YEAR 
!IOTE--11 un8ble to..liltata exact amoc/ntlil, l!ftter approxi-te amount• expected. 

INCOME OF: 

PARENT NOT LIVING WITH 
SPOUSE (Enter parent'• 
.income) 

PAR~~TS LIVING TOGETHER 
(Enter parents' COMBINED 

income) 

PARENT REMARRIED AND 
LIVING WITH SPOUSE 
(En·ter COMBINED ineome 
of parent and lilpouse) 

37A. AMOUNT OF INCOME 379. SOURCE OF INCOME 

s 5,000, 00 Wages - Carpenter Work 

PART IV - MISCELLANEOUS INFORMATION 

12334 

38.-tNDICATE WHElllER a..AIMANTISJ HAS FILED CLAIM f'OR COMPENSATION FROM LNITED STATES BUREAU OF EMPLOYEES COMPENSATION BECAUSE OF 
DEATH OF VETERAN ON NiOSE SERVICE THIS CLAIM IS FILED? 

0 YES 00 '0 DYES 0 ,. 
39. HAVE YOU PREVIOUSLY FILED A CLAIM WITH THE VETERANS AOMINIS· AD. NAMF I' PERSON YoHO SERVED 

TRATION OASED ON YOUR OWN SERVICE OR THE SERVICE OF ANY OTHER 
VETERAN? 

41. RaATIONSHIP TO CLAIMANT 
~ 

~'\> 
H. HAS N<IY FEE BEEN PAID OR WILL ANY FEE BE PAID TO AN" ~ 4,"-;o,CM7.EC"";N<-::;;O-,C.oC.oO•"E=s=sCo"''"""''"'="~'O~,:-;,~,o,c,c,",~"O'------------I 

FOR ASSISTANCE IN THE PREPARATION OF THIS APPLICA... ~ 

'0 
OvEs -

45, AMOUNT OF FEE 

:6. IS THE ADDRESS SHOWN IN ITEM 6 THE ACTUAL HOt.."-,;;O;;;O;;,;;;,<sosCo;;,;-.,..;;;c,~o_,-;,c,,;;M:;; .. ;c,.,,,-------------------------1 

~YES D NO (If "No,•• ezplaln why 1111otloer addr11111 ill ll•ed) 

CERTIFICATE ANO SIGNATURE OF CLAIMANT 
I CERTIFY that the foregoin~ statements are t~e and correct to the best of my knowledge and belief. 
48. OATE 49. SIGNATURE OF MOTHER, FOSTER 'MOTHER, ,GUARDIAN, OR NEXT FRIEND 

21Augl960 JPa:o / (. ~ 1 b. 
SO, DATE 51, SIGi'b!wRE/JF FATHER, FOSTER FAlHER, GUARDIAN, OR NEXT FRIEND 

WITNESSES TO SIGNATURE OF CLAIMANT IF MAOE BY 'X' MARK 
II:JT&.Si~ature made by marl< must be witnessed by two persons tn whom the person making the statement is oer
V~nally knnwn, and the !'lignatures and Addresses of such witnesses must be shoMl below. 

52A. SIGNATURE OF WITNESS SZB. "ll.DDRESS OF WITNESS 

53A. SIGNATURE OF WITNESS 538. ADDRESS OF WITNESS 

I'IIIM.TY .n.., h• prOYi<'le• th•t ""oever ruku eny 1Ute11ent of 11 ... uriel f•c:t, knowl111 it to be fehe, •hill be J>Ufti•hed by • fine of not llll)te 

than U,ooo or by hoprh.....,•nt for not -r• then 1 yeer, or both, 

Figure 12-57.--Continued. 
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SOCIAL SEC:URITY ADMIIISTRATIOII (DO NOT WRITE IN THIS SPACE) 

Department of Health, APPLICATION (VA DATE STAMP) 
Education, end Welfare FOR SURVIVORS BENEFITS 
Bureau of Old-Age and (PAYABLE UNDER TITLE II OF THE SOCIAL SECURITY ACT) 

; Survivors Insurance 
llll'OKTNrT. Road i.natruetiona,be/ore fi.llinl in form. Detach 
lltnd retain CNLY the inatt'uction abeet. 

'· FIRST NAME • MIDDLE NAME LAST NAME OF DECEASED VETERAN (r)po or print) 

Ralph Earl Doe, Jr. 
2A. FIRST NAME • MIDDLE NAME • LAST NAME OF APPLICANT (Type or pr~·nt) 

Ralph Earl Doe, Sr. ... MACL!NG ADDRESS OF APPL I CANT ( Nu1111ter ond otraot or ruraJ route, cJty or P.O,, •on• nu•b•r 
a11d State) 

Route 10, Box 15, Smith, Alabama 
2C. TELEPHONE NO. (It 20. RELATIONSHIP TO VETERAN (dlod one) '· SOCIAL SECURITY ACCOUNT 4, VETERANS ADMINISTRATION Q.AIM NO. 

,.,..., •ito "NarE") NO. OF VETERAN 

IIIONE 0 WIDOW DcHILD ~PAIIENT 676-53-6285 XC· 

•• NAMES OF CHILDREN -1f0TE! List below the names of oil au·rvivinf unmarried ehildren ( includinf stepchi Jdrm, 
adopted, and ill eli timste children) o/ ••• veteran ••• IVere under 18 (or if ••e 18 or over, were under a di••-
bility) when ••• vetersn died. 

I hereby apply for all benefits payable to me under Titl' ole Soci.t Se<::urity Act, as ~ded and or to the-,.ter~'a 'du.tdn!n 

(lncludina stepchildren, adopted, and illeaitU..te ch;" '<¢> Mowina that anyone •o 111akes a false statetlleflt or misrePresents in 

connection with an application for Federal benefit• .ni ttin& a crime punishable under Federal 1-, I certify that the above 

statenents are true. . '\.> .. DATI> (Jiontll, d•y, ye•r) '· "'"''"' ~~'"'" , .......... , ..h-. 2Uugl960 s1m ~ tl ~ ;;, c~ • JJ 
.,. ~ -1_ • 

WITM~. TO SIGNATURE OF APPLICANT IF MADE BY ''X' MARK" 
8A. SIGNATURE OF WITNI;SS 88, ADDRESS OF WITNESS (No. •"d .tr••'• city, • ..-.. • .,,d St•h) 

tA. SIGNATURE OF WllltESS 90, ADORESS OF WITNESS (No. sr>d •It••'• cJty, •o11• ·~ St•t•) 

{ ITEMS BELOW TO BE C ETED BY THE VETERANS ADNIMISTRATIOM) 
10, PROOFS RECEIVED (CIIsok) II. PROOFS REQUESTED FROM Q.AIMAHT OR OTHERS (S,..eUy). 

D DEATH D MARRIAGE D DEATH D MARRIAGE:· 

o ... 0 AGE 

lltMIE) (!t-Il;) 

I !tAME) (ltAIIIE) 

IIIIAMEI l!tMKI 

ooTHER 
(~lly) D~~=Uy) 

U.MMARKS 

1S, DATE U, NAME MID ADORESS OF TRANSMITTING VA OFFICE 

-0£C ttY OA-C~4 
Figure 12-57.--continued. 
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APf'LICATION FOR UN l FORMED SERVICES IDENT!FICATIOII AND PRIVILEGE CARD foro ApprDoeJ 

B"JI<I Bu,.o• No. 12-/117' 

SECT I Oil I - IOEJITiflCATIOM OF I'ERSOM UPOI WIIOM ELIGIIILITY FOil 00 fORti 1173 IS USED .. LAST N.t.ME ftftST ou.>IE • MIDDLE I~ITIAL Of SPO~S(IR '· ADDRESS (Ooil if •ponur ., dueueJ) ' HLEPIIONE NUMIIER (Kni/or••d. uroic .. or dvilun lporuor. if opp!itdle) 
IIOME 

DOE, Robert A. 
I OFFICE 

.. STATUS p ACTIVE DUTY QRHIREO IXJ HCHSEO AD '· GRAOE- RAT£· R.o.NK ,. BRANCH Of SERVIn ' SERVICE NUMBER 

0 DECEASED 11£1 I RED 0 OTHER (Sped/J/ SC1l'(E-5) USMC 1234577 .. DATE OF_(u~irotion of .. rviu or tOJOiroel) OR (d .. t~) .. REASON fOft .O.P'PLICATION (r;l.ed opplicd!o IIJ ORIGINAL CAAOIS) 0 E!G'II!ATI~ Of" CAAI;)(Sl 
(if opphed •I 

2
2Jun

62 
bq,, I 

DREI'LACE LOST CAR!l(S) o.ow.G£0 CAROlS! CORRECT AN ERROR, ETC. (l•ploin dHIO<•I""<~'.!"''"""dinr Jo., 

FOR· USE OF 
FOR USE OF 

SECT IOM II - I'ERSOMS FOR WIIOM AIITNOftl Z.f.TIOM IS RE~IESTEO (hd~d• , •• ,,.If .. ~.,. oppli<oUo.) VERIFYING 
ISSUING OFFICER 

OFFICER 

lOG. LAST NAME. FIRST AANE. MIDDLE IMITIAL b, II£LATIONSHI~ <. COLO~ EYES '· COLO~ HAIR .. 
~~;~L~t~Ef, 

f. CARD NO. "~ 

DOE, Jane E, WIDOW BLUE BLOND 
• ODOR£ 55 ~- OArt Of Bl RTli i. )tF;IIl-!T j, l'EIIl-!T ~. MCICI EFFtCTIVE DATE 

-N/A •· DATE ISSUED 

1234 Saint Charles Street 
I. EXPIRATION DATE 

Norfolk, Virginia l0Dec33 5'4" 125 30Jun64 
1\o. LAST ~ ...... ( • nRST N.oME. ~I !>OlE INITIAL .. RELATIONSHIP <. COLOR EYES d. COLOR HAl R .. PRIVIlEGE AUTHOR· f, CO.RO NO. ISSUED 

I HOI 

•· ADDRESS ~- DATE OF BIRTH i. HEIGHT J· WEIGHT ~- MCICI £FF£CT!VE OAT( 

•· DATE ISSUED 

!. E~PIAAT!ON DATE 

lllu. LAST NAME • FIRST H/<ME. MIDDlE INITIAL .. RELATIIIOSHIP <· COLOR EYES '· COLOR HAIR .. PRIVIL£Gt AUTHOR-
1 zroJ 

f, CA'IO NO. ISSUED 

•· AOORESS • DATE Of BIRTH i. HEIGHT 1• WEIGHT k. MCICI EFI'I:CTIVE DATE 

•· DATE ISSI;[D 

!. EXPIRATICI'I OA.H 

l3o. LAST N.llf<.!', FIRST NN.£. MIOOI.E JNITI.lL h. RELATIONStHP t. COLOR EYES d. COlOR HAIR .. PMV\LEGE AU"!HQR. 
IZEOI 

f. CA~D NO. !SS0£0 

I· ADDRESS .. DATE OF BIRTH i. HEIGHT j. WEIGHT k, MCICI EHECTIV£ DATE 

•· OAT[ ISSUED 

I. EllPlRATION OAT£ 

~~·- LAST NAME • f'IRST NAME • 10(001.[ I~ITIAL •• REI.ATIQNSHIP .. COLOII EYE$ ' COLOR HAl R .. PRIVILEG£ AUlHOR· f. CARD NO. ISSIJEO 
IZW! 

1· ADDf!£55 .. OAT£ OF 81 RT1-i •• H£(1]ff j. WEII]ff •• NI:(CI EFFECTIVE DATE 

•· ()Ill£ ISSUED 

I. EXPlRATICtl DAlE 

tS.. I.ASTN"""'·"~ni<AtotE: •• fiOOLE INITIAL •• RELATIONSHIP ~. COI.Oft EYES d. cct.(lll HAIR .. PRtVlLEG€ MI'IMOR· f. CNIO M), ISSUED ·=· 
I· ADDRESS ~- DAlE OF SIRT!-i i. ~EIGHT J· WEIGHT •• t.C(CI EFFECTIVE O&Tt 

a. DATE ISSUED 

I, EXPIR&TlCtl OAT£ 

"· \"' DATE AOINO'fi\.EO(;(O 
~. Sl~&TUR£ OF R£~lPIEHT 

R£CE I PT OF CI.IW( S) 

IS AOOIOII!.EDGED 

SECTIOII Ill - STATEMEIIT OF IIIII FORMED SERVICES OR CIYILUII SPOIISORl OTNEittf\SE TK£ APPLICUT 

17. I STAlE' (ilou~ yprttpriU• 6os or 6oua ond coJtllloh .,.lriu u "'plica~lo. J .. D L.,.{ul -rriap to the ~~pouae n~t~~~ed took place at ~ 
P~ACE DATE 

•• D lhe hwful b.u.,and ll8lled ia in {aet dtependesr.t up<m ""' for over 011e-half o{ bia support • .. IXJ I 11111 the windpw of the deceued ...ber or retired ....ber nailed in S.ctioa l, tlw.t I ta DOt now married .ad ba'l8 neYer ~ed since date of 
death of said lllellber or retired lltefl'ber. Lawful lllllrTiase to Hid llll!ld!er or retired lll!lllber took place at Norfolk, Virginia 
oo lOO!!gSS 

DATE 

JAbbr~~i11t~d Prhihgu, i.~.' C- Coaaiuory; 

Ci11ilia.n Fa.cilitiu; 

'""' DD , "" ., 1172 

T- Th.r~St.rr-; BU- B.rehange UnLiai t.rd; El.- B,.chMgot !.iait.rd; 

IIC(US} - llcdinl Cor• in Unifor-aed Ser-~ieu Facilitiu 

s ' PREVIOUS EDITION OF THIS ORM ARE OBSOLETE. 

t Figure 12-58 

PLACE 

IIC(C) -lladica.l t:Gr'ot •• 
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12334 MARCORPERSMAN 

4.0 I am the widower of the decease •ember or retired member named ill SectiOn I,. that I a• ant now married IU.d bne not r-arried 
aio.;:e date of death-of ••id melllber or retired melllher aad that at the time of aaid •eaber' a or retired •eaaber' a death I ••• depeode•t 
upon aoo:h member or retired me.ber for over one~bdf of .y support beeauu of amentd or phyaied i11capacity. Lawful 11auiage to 
aaid 11e11ber or retired 11ember took place at 00 

•·0-All children named are 111Y legitimate, legally adopted or atep ehildnn; that all childreD. are IUUIIUried; that all cbildre11 n .. ed 
who are over 21 yens of age are ( ll incapabh of .elf·aopport beca11ae of"! 11enul or physic.! inupacity that existed prior to 
their reaching the age of 21 ud are in :bet dependent upon me for onr one.hdf of their aupport or ( 2) hue not p .. aed their 
twenty- third birthday and are enr<>lled in a full· ti- c:ourae of atudy in an educational inatit11tion aboYe bich ac:hoollnel ftic .. 
nor•dly •aintaina a regular faculty and c:urdc:uhlll and nor•ally h .. a recuhrly orcanitedbody of atudente in atte!ldtu::r.ce at the 
place •here the educationd acth•itiea are carded on and are h. fact dependent upon•e lor OYer one-hal! of their aupport. · 

f.OAJ.l children nuad are the legit•ate, lesdly adopted or atep-children of the deceaaed -lllher or retired 11emher <~a•ed in Section 1, 
that all childreEI El .. ed are UllDIUried; that all c:hildrell O&llled •ho are OYer 21 year a of ace are ( 1) incapable of aelf- aupport becau•e 
of a mental or pbyaical i11capac:ity that exiated prior to their reachilll the ace of 2land •ere ia fact depe11deat upoa the deceaaed 
.. e111ber or retired•e•ber at the time of the ""'111ber' a or retired •mber' a death for onr oDe• half of their 111pport or ( 2) b&Ye Dot 
puaed their twenty- third birthday and are enrolled iEI a full- ti11e couree of atudy in lEI educational inatitutioa aboYe hicb acbool 
leYel which normal! y mai11tains a regular !a cult y llnd cU!:'ricul 1111 a11d place where the educationd acthitiea are earri ed 011 aad were 
in fact depen1h1nt upon the deceasecl •ember or retired • .,..her at the ti11e of me11har' a or retired .. ellher' a death, for over Oil&• 
hal£ of their support. 

NOTB ·Section II- In ~hou rpecial circu .. tancu 10hich perait c:hildr~n Ollfr 21 eneideeent to eedied care, ind 1eah aft•r 
dart of birth (INC) for tncoll.petcn~y. or (SCH) for atundan~• mt approud rchool. Enter and1r ReearJ.1 the na•• of th11 inttitafion 
of hish•r lurninr. 

I· 01 '" the puent or puent- in-law o£ the deceaaed 111elllhel' o.r retired •••her n .. ed iiLSectioa I and at the ti111e of aaid 11emhel'' 11 or 
retil'ed membel''sdeath, I, and all other parenta orparenta-in-lawna~~edhereiEI reaided ill the· houehold of eaj'd •e•her or re
tired 111e111her, and•ere in fact dependent uponaaid member or retired 111e111her for OYer one-half of our aupport, 

h.OI &Ill the legal guardian of the depe<~dent or dependents of the, de~eued me•her or retil'ed 11ember 11.amed ill Section 1; aad 
fuether certify that the named dependent• aeet the criteria for elisibility preacribed by Public: Law 569, 84th CDngreu, 81 
indicated by blocka checked abo-ve, 

i.OAU parenta or parenta-in-1 .. - named are in feet dependent upon me for over one·halfof their aupl'ort alld actually reaide ill •Y 
bouaehol d, 2 

j.OI .,. entitled to retired, retire11ent, or retainer pay or equivalent pay aa a reault of aerYice in a uniformed ael'Yice; other thaa 
by retirement under title III of the AriiiY and Air For~e Viuliution and Retirement Equalization Aet of 1948. 

~-01 IIIII entitled to retired or retirement pay un.de.r Title 10, U.S.C. Seetion.l331- 1337 (for•erly Title Ill of the Ar•y and Air For~e Vital
~zqtion and Rdirtlllent Equmli:ation Act of.1948) and I haYe eo•phted ei!fht or more years of actiYe duty as defined ill sub-section. 
lOl(E) of the Armed Force& Reeer-.e Act of 1952, 66 Stat. 481. 50 U.S.C. 901, perioda of actiYe duty •ere .,. {ollowa: 

purposu of udical care, thc'rrquire .. nt of GetUGIIy ruidins in the hou1ehold rhall be fu.lfiii..J. .,..n dw parent or pnrent-ln-1 ... net,..lly re
or""' ruiding mt the liuofdeath ofouaber or rdiradu11bl!r, in a dt.elh'ns plne• pro11iJarl or 11aintained by said .,....&,.r or raHred aeeber. 

'' 
Recipients of the lk>ifor"'"d Services Identification and Prhile,o:e C.rd(d authorized on the buis of this awlicati<>fl will be reaponaible for propel' 

uae of the pri-vilefle& and facilities suthori~ed. Recipients will aurrendotr carda illlll!ldiat.ely upon call to do ao or ..t.en apprapriate under applie.ble 
ref!Uhtions, and will not.ify the all'l!nciea desi,mated to "ant author:izati..,a Cor prhilellfla and facilities in event o! any ehmlfl'! in. atatua affeetillfl 
elifl"ibility therefor. ~dic:al eare furnished in unifor!ll!:d serYicea facilities is aubject to the nail.bility of apece, facilitiea, and the cspobilitie-11. 
of the aedical staff to pi"<'O'ide auch care. lletel'llioatiORfl llllde by the ftdieal officer or contract sur..,.on, or his de•il'!""'', u to anilahility of apace, 
fecilitiea, llhd the eapahilitiea of the medical staff shall be c:oncluaive. Reiri>urs...,.nt shall be reqUired for any 1111111thorhed medical care furniahed 
at Gave""""nt npeoae. Penalty for presentilll!' false clei• or INiki,. {alae state,.,nts in connection with claims; fine of not 1Dre than Sl0,000 Ol' 
illlpl'isonment for not 1110re than fiYe yean or- both. Act 25 June 1948, 18 U.S.C. ~B:r;".l,OOI. 
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The attached application for a Uniformed Services Identification and 
Privilege Card (DD Form 1173) has been completed as far as practicable 
from the information available at this Headquarters, and certified. 
Please complete the items indicated by red cheek marks and then present 
it to the Commanding Officer of the nearest Armed Forces installation 
for the issuance of a card that will identify you as being eligible f'or 
certain privileges within the facilities of the Uniformed Services in
cluding medical care. 

NOTE: Medical care for the dependents of' deceased members of the 
Uniformed Services at government expense is authorized 
ONLY within the facilities of the Uniformed Services which 
includes the Army, Navy, Air Force and Public Health Service. 

Figure 12-58.--ContinU.ed. 
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CHAPTER 12--CASUALTIES 
REQUEST FOR PAYMENT OF INTERMENT ALLOWANCE 
NAVMED-1347 Q-59) 

Section A to be typed in triplicate by the originating activity. 

A. INFORMATION PROVIDED BY MILITARY 

1. NAME (Decedent) 3. FILE OR SERVICE NO. 

DOE, Robert A. 1234577 
5, PLACE OF DEATH 6, DATE OF DEATH 

Luzon, Philippine Islands 22Augl960 
7. INITIATING ACTIVITY (Name and addre~s) 

Headquarters, u. s. Marine Corps, Washington 25, D. C. 
B. MAIL TO (Name and address of acti~itJ/Io whick form is to be sent) 

Commandant, 5th Naval District, Naval Base, Norfolk, Va. 

12334 

1

4. BRANCH OF SERVICE 

USMC 

1. This form is to be used in making claim for an allowance to assist in defraying expenses normally incurred in connection 
with funeral and interment services. Examples of such expenses are funeral director's services, clergyman's services, grave 
•He, opening and closing grav.e, vault, obituaries and flowers. 

2. The allowance payable may not exceed: 
a. $200 if interment is made in a private cemetery. 
b. $125 if remains o.re consigned to a funeral dil'ector prior to interment in a nalior.al cemetery. 
c. $75 if remains o.re consigned directly to a nationcl cemetery. 

3. If you have paid the expenses, complete Sec. B and C. Do not complete Sec. D. 
4. If you have not paid the expenses, complete Sec. Band D-2 and have the claimant complete Sec. D-1. Do not complete Sec. C. 
5. Complete all copies and mail to the activity designated in box 8 above. 

B. DISPOSITION OF REMAINS 

1. NAME AND ADDRESS OF C£METERY 

~laplelawn Cemetery, Norfolk, Virginia 
3. IF NOT INTERRED DESCRIBE DISPOSITION OF REMAINS 

~ 
<?v 

================================C~.==E~X~P~E~N==S~E~S~F:,~ ~ ,L~H==A~V~E==B~E~E~N==P~A~I~D==============================~ 

'?>-
<0 ·'' with the funeral and/or interment services lor the above-named decedent and I certify that the amount of$ 198 • 00 was paid by me •· 

that reimbursement has not been received. 

NAMo:. {Piealle prin! OT tupe~ 

ADDRESS 

Jane "E. Doe I 
SIGNATURE (/n ink) ~ 

2=~ j'. ~c./ 

I DATE 2Sepl960 
12}4 Saint Charles Street, Norfolk, Va. 

D. EXPENSES FOR BURIAL HAVE NOT BEEN PAID 

1. 1 certily that services were rendered by me in connection with the luneral and/or interment services for the above named decedent and that payment 
In the amount of $ has not been received. 

NAME (Pie/186 print or type) ! SIGNATURE {In ink) 

I 
ADDRESS I DATE 

2. 1 certify that the above named decedent o was ~ was not interred in a national cemetery and that the services reported above were performed. 

I request that payment be made directly to the above claimant. 

NAME (Pie1111e print or type) 

Brown Funeral Home 
I Sl~ )Jz. t&-.-J 

ADDRESS 

10 Main Street, Norfolk, Virginia 
I oA~E Sep 1960 

Figure 12-59 
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\, NAME OF DECEASED• L.AST- FIRST • MIODL.E (Pdnt <n'Tno-) 14. NAME AND LOCATION OP' CDIIETERY (C,_,. _S,.I•) 

DOE, JR., Ralph Earl Peaceful Cemetery, Smith Alabama 
IMPORT A T • Item 18 on reverse side must be completed. See attached 

2. SERVICE NUMBER 3, PENSION OR VA CLAIM NUMBER N instructions and complete and submit both copies. 

2)45678 ... This application is submitted for a stone or marker for the U!1marked 

4. ENLISTMENT DATE tlfonll>, Ay, yMt) $. DISCHARG£ DATE (Monlh, .... y, )'<Nit) 
grave of a decease<i member or former member of the Armed Forces of the 
U. S., soldier of the Union or Confederate Annies·of the Civ_il War or for 

August 20,_ 1957 August ll 196o an unmarked memorial plot for a non-recoverable deceased member, 

Iii· STATE 1. MEDAL.$ 
I hereby agree to accept responsibility for proper placement at the 

grave or memorial plot at no upense to the Government. 

Alabama NAME OF AP LICANT - IRE;~;~;·; I, GRADE OR 9, BRANCH OF SERVICE, COMPANY, REGIMI!NT, DIVISION - Ralph E. Doe, Sr. RANK 

CPL USMC -0 
DDRESS F AP LICAI<tT ,,.,,..,.d<&eee, Clly•nd$1ete) 

~!'l"R!J 1l'M1i' '\> .. ;-10. DATE OF BIRTH ( ..... nth, """' )'M<) 11, OATil!: OF DEATH p ~ Route 2, Box 290, Smith, Alabama 
December 12, 1939 Augus-t + :760 s(Qu;~ o~:~~"~. .Jr-. I,., 

" CHF" ~ ,EQUIAED C.. I Aug 20 1960 
IZ. RELIGIOUS EMBLEM (Chec:lr one) co ·ARBLE HEADSTONE 

IlL I'"REIGRT STATION 

X LATII•I CROSS (C/>rletian) . .. ARI!ILE MARKER Smith, Alabama 
STAR OF OIIVID (H•"'-"") ~AT GIIIANITE NARM;ER 

17. MANE OF CONSlGNIIO:E WliO WILL TRANSPORT STONI! OR MIIRKER 

NO EMBLEM ~~LAT BRONZE MARKER Jones Transfer Co. 
DO NOT WRITE HBRE ""DDRESS OF CONSIGNEE (Stt .. t MdN••• CUy- Stele) 

FOR VERII"ICATION OROEI'IEO Smith, Alabama 
I HA.VE AGAEII!:D TO TAKE THE STONE OR MARKER TO THE CEMETERY. 

"" CONTRACTOR $1GNATUA:E OF CONSIGNEE Cl 1 .. f./.):)~ 
/'T 

REf' LA '' DD FORM 1330, 1 lUG 60 CES OA FOAM I S, .t.PPL.IC.t. TlON FOR HEADSTONE OR M.t.RKER FonnApproyed 
Bufl4et Bureau No. 22-R20$ .. ' .. , KOREA DUPLICATE 

1, NAIIIIE 01' Oe:CEASEO • loAST • FIRST • IIIIIDDlol!: (Ptfnt or Typoo) 14. !o!AIIIIE AND loOCATION 01" CIE:Ioii!:TERV (Cilyanof Stat•) 

Pe:o.ceful c·ezootery' Smith, Alabama 
DOE, JR., Ralph Earl 

IMPORT A • Item 18 on reverse side must be completed. See attached 
l. SIE:RVIC£ NUMBER 3, PE!o!SION OR VA CloAIIIII NUIIIIBER NT instructionlii and complete and submit both copies. 

2)45678 ... This application is submitted for a stone or marker for the unmarked 

._ £NloiSTMIE:NT D-'TE (Mvnt/0, <My, )'H~) 5. OiSCHARGI: D-'TIE (M<>nth, <ioy, -~) 
grave of a deceaseri member or former member of the Armed Forces of the 
U.S., soldier of the Union or Confederate Annies·of the Civ,il War or for 

August 20, 19!!7 August 11 196o •• "!larked memorial plot for a non-recoverable deceased member. 
~reby agree to accept responsibility for proper placement at the 

1. STATE 7. MEDALS nemorial plot at no expense to the Government. 
Alabama ~ LICANT " .. I REL-'TIONSNIP 

I. GRADE OR 9. 1!11'1-'HCH OF SERVICE. COMPANY, I'IEGIMENT, DIVISION 

-0 . ph E. Doe, Sr. Father RANK 

CPL USMC 
'\> 

.JIItE5'0 OF -'PPLICAHT i'Str•at • .,. .. , C oyand Stai•J 

H&SB!l, lSTMARDIV FMF +.q. . Route 
10. 0-'TI!: OF 81RTH (Manlh. <ioy, ,....,) 11. DATE OF DE-'TH (Month,' 

2, Box 290, Smith, Alabama. 
December 12, 1939 August 11, 

.:;,~ 
S~TURE 01' APPLrT n -L , . .,. 

"· ·D 
- • ~I • A-~ ., 1 

, Aug 20, 19t$0 
CHECK TYI> ' .. RELIGIOUS EMBLEM (Citaclc one) 1&. FREIGHT STATION 

UPI'IIOHT MAR~ .tiP!-'OSTOIIIE 

X loATIN CROSS (Chrl•llan) X FL-'T MA!ItllloE MAI'IM;ER Smith, Alabama 
ST-'111 OF D-'YID (Jf•,..., FloAT GIII-'NITE MARM;EA 

17. "-'ME OF CONSIGNEE WHO Wllolo TR-'NSPO!IIT STONE OR IIIARM;ER 

NO EMIILEI!t FloAT 81'10NZE MARM;ER Jones Transt'er Co. 
DO NQT WRITE HERE ADDRESS OF CD"SIG"EE (SIII'Ht addnu, Clcy and S~l•) 

1'"01'1 YERIFIC-'TIOM OlltDEI'IED 

"" C0111TR-'CT011t 

DD FORM 1330, 1 lUG 60 REP'lo-' ' CES 0-' I'OI'IM 18 S, 

Smith, Alabama 
I HAVE AGREI!D TO TAKE THE STONE OR MARKER TO THE CEMETERY • 

SIGN-'TIIRE OF CONSIGNIE:E 
C\. 

0 

.t.PPL.IC.t.TION FOR HE.t.OSTOME OR IWIKER 

Figure 12-60 
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12334 MARCORPERSMAN 

POR ADDITIONAL SERVICE 

••• 
The grave or memorial plot is unmarked and if a flat marble marker 

(lneert type of etone ot mart::er eliOwn In Item 13) 

is furnished by the Government, it will be permit' .• e grave or memorial plot and all necessary 

arrangements for its placement have been m~ ~ 
DATE 

"E"Dl"~ 
Y ·••••~•~•. s;;l::_;;;"'•• ,_.,_, otuoleO 

... , ....... , . 
26.Aug1960 hn E. J> ~ 

MAIL COMPLETED FORMS TO: "" DO NOT WRITE HERE 
'<;> TO PROCESSING UNIT CANCELLATION 

TO ORDER UNIT RENEWAL. 

DEPARTMENT OF THE ARMY 
OFFICE OF THE QUARTERMASTER GENERAL TO RESOLUTION UNIT REPLACE 

MEMORIAL DIVISION 
WASHINGTON 25, D c 

TO TRANSPORTATION UNIT REACTIVATE 

TO PUNOS AND CONTRACT UNIT JI'ILE 

POR ADDITIONAL SERVICE 

••• 
The grave or memorial plot is Wlmarked und if a Le ........ ~ 'ono- m ,_ "' 

is furnished by the Government, it will be permi". "he grave or memorial plot and all necessary 

arrangements for its placement have been • 
~ 

y 
DATE •~•;uj::,No ~5 ..-nntond-1, S•••-. •• olho<Oomol~ otuclol) 

26Aug1960 
A• ........ I <J.,rr· 

ohnF'?~. 
MAIL COMPLETED FORMS TO: DO NOT WRITB HBRE 

TO PROCESSING UNIT CANCELLATION 

TO ORDER UNIT RENEWAL 

DEPARTMENT OF THE ARMY 
OFFICE OF THE QUARTERMASTER GENERAL TO RESOLUTION UNIT REPLACE 

MEMORIAL DMSION 
WASHINGTON 25, D c TO TRANSPORTATION UNIT RI£ACTIVATE 

TO P'UNDS AND CONTRACT UNIT I"ILE 

Figure 12-60.- -Continued. 
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CHAPTER 12--CASUALTIES 12334 
APPLICATION FOR HEADSTONE OR MARKER 

GENERAL INFORMATION 

The Govemment will furnish, free of cost a headstone or marker 
to be placed at the UNMARKED grave of a member of the Anned 
Forces of the United States or the Confederate States of Ameri
ca .who died in service or whose last discharge was honorable. 
The Government will also furnish a memorial headstone (general 
type only) or flat marker to be placed in a memorial plot to com
memorate any member o( the Armed Forces of the United States 
dying in the service, whose remains have not been recovered or 
identified or were buried at sea. (62 S(at. as amended 24 USC 
279 a-d.) 

The applicant may choose an upright headstone of marble, or a 
flat marker of marble, granite, or bronze (see pictures on other 
aide of this sheet). However, someone in charge of the cemetery 
in which the deceased is buried must state that the headstone 
or marker chosen will be permitted at the grave. Some sections 
of a cemetery ar:e restricted as to the type and design of head
stone o~r marker permitted within a section. 

An applicant for a memorial headstone or marker must be a 
dose relative of the deceased (widow, child, ·parent, grand· 
parent, brother or sister). 

Any person who will accept responsibility for receiving and 

erecting a headstone or marker may apply for one. Before a 
person who is not a member of the deceased's family submits 
an application, he or she should be assured, when possible, 
that the family of the deceased prefers a Government headstone 
or marker. 
The upright or flat stone will be shipped on a Government bill 
of lading at Gove~nment expense to the freight station desig
nated by the applicant. Bronze markers will be mailed by par
cel post to the post office address of the person or finn desig
nated as the consignee. If no one is designated, the marker 
will be malled to the applicllftL The person submitting this 
application must arrange for transporting the headstone or mark
er to the cemetery and erecting it. ALL EXPENSES OF 
TRANSPORTING TO THE CEMETERY AND ERECTING THE 
HEADSTONE OR MARKER MUST BE AT PRIVATE EXPENSE. 
The law does not provide for a monetary allowance instead of 
furnishing Government headstones or markers, nor does it pro
.vide funds for fences or any other purposes connected with im
proving the grave site. Headstone or marker furnished in con
nection with this application remains the property of the United 
States Govemment and cannot be used cor any purpose other 
than that stated on the application. This form has been ap
proved by the Bureau of the Budget and assigned No. 22-R20S. 

INSTRUCTIONS FOR COMPLETING APPLICATION 
PLEASE PRINT OR TYPE. Numbers refer to boxes on application fonn. 

(1) The last, first and middle names in full of the deceased 
whose grave site will be marked .. (II a different name was UtSed 
In the service, show that name also.) Be sure name is cor
rectly printed or typed. If the apPlication is for a memorial 
atone or marker for a service member whose remains were non
recoverable, please print the word NON-RECOVERABLE below 
the name in this block. 

(2) The full service serial number of the deceased, when 
available. 

(3) The pension number or Veterans• Administration Claim 
number, if known. 

(4) (S) The month, day, and year the deceased entered service 
and the date of discharge. (II more than one enlistment and 
discharge, give dates for each.) 

(6) The state or foreign country of residence, birth, enlistment, 
or death. The state or country you designate will appear on the 
headstone or marker. 

(7) Any medals awarded the deceased for Federal Service; such 
as Purple Heart, Distinguished Service Medal, Medal of Honor, 
et cetera. 

(8) (9) The highest grade or rank held by the deceased, the 
Branch of service (Army, Navy, Air Force, Coast Guard, 
Marines) and the .organization (company, regiment, division, 
wing or Squadron) in which the deceased held the grade/rank. 

(10) (11) Complete dates (month, day, year) of birth and death. 

(12) The religious emblem you wish on the headstone or marker. 

(13) The type of headstone or marker you wish. Be sure that 
this type will be allowed in the cemetery. 

MAIL BOTH COPIES (ORIGINAL AND DUPLICATE) TO: 

DEPARTMENT OF THE ARMY 
OF_FICE OF THE QUARTERMASTER GENERAL 
MEMORIAL DMSION 
WASHINGTON 25, D. C. 

(14) Print or type the name, city and state of the cemetery in 
which the deceased is buried or is to be memorialized. 

(15) The name and address of the applicant (and relationship 
to the deceased if the stone or marker is a memorial). Your 
signature in this space indicates your understanding that you 
or the consignee named in Item 17 agrees to remove tlie stone 
or marker from the freight station within 48 hours after the date 
of mailing of arrival notice. At expiration of the 48 hours per
mitted for free storage, railroad storage charges begin to accrue 
daily, for which the Government assumes no responsibility. 

(16) The railroad freight station (designate;d by consignee 
named in Item 17). The freight station must have an agent and 
accept less than carload shipments. (If tllis application is lor 
a brOnze marker, do not complete this item.) 

(17) Since the Government does not pay for moving the stone 
from the freight station, you or someone you choo-se must do 
this. This person will be the consignee for the shipment and 
he agrees by signing his name. He :r·hould be someone living 
in the viclnity of the cemetel-y. 

(18) The type o( headstone or marker being applied for (same 
as checked in Item 13). The signature of the superintendent, 
caretaker, sexton, or other person in charge of the cemetery is 
required and indicates that the type of headstone or marker you 
have selected will be permitted at the grave or memorial plot. 

Please check the application again. Is it complete and accu
rate? Mistakes cannot be corrected after the headstone or mark
er is manufactured. Be sure you have (1) selected the type of 
headstone or marker permitted at the grave; (2) given the cor
rect religious emblem, State, and dates of birth and death as 
they are to appear on the headstone or marker; (3) signed both 
copies of the application and that the consignee and the ceme
tery Official have also signed both copies. 

The Quartermaster General should be notified im
mediately if you decide you do not want the head
stone or marker, if you change your address, or if 
there is any change in your shipping instrUctions. 

NO FEE SHOULD BE PAID IN CONNECTION WITH THIS APPLICATION 

Figure 12-60.--0mtinued. 
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12334 MARCORPERSMAN 

UPRIGHT HEADSTONES OF MARBLE 
(Amer/cGn White MGrble) 

Jl'or eUgJble deceased who served with 
Confederate Statee Army 

For eligible deceaaed ezeept those of the 
Cl'ril and Spanish-American Wars 

For eligible deceased who aened with 
Union forces, CivU War (Aprill5, 1861-
August 20, 1866) and Spanish-American 

War (April 21, 1898-Aprll U, 1899) 

:Jt inches; lonl", 12 inches wide, 4 inches thick. 
IIUICriW with nam.e of de«dent, crade, rank (if 
abon private), and authorized orcaniu.tion, fol· 
lo11'ed by the letters "C. S. A." 

39 inches lon~r, lZ inehea wide, 4 inches thkk. 
Inac:ription will ~mist of name of de«dent, l"t&dt:". 
rank (if above private), and a~o~thorlzed or .. anii<a· 
tion. When headstone is u&ed fo,. Sp!lnish-Ameri
c:an War serviee, the words "Sp. Am. War" are 
added below the orcanlzation, In order to distlncuish 
this aenic:e from Civil War aerYice. 

FLAT MARKERS 

(Choice ofT- for Eli,Pble DecetUed ReiiGNikss of Senrice Period) 

Marker Ia 24 inches lonl', IZ indtea wide and 4 inches th1ck. Within a small 
drele above the inscription will be eut either a Latin Cross for ChrlsUans, Star 
af DaYid for Hebrew., or no emblem, as eleded. Inscribed with the name of the 
dec:edent, the State, grade, rank, authorized organization, ••r period of serYiee 
(as shown in ollidal reeords as World War I and/or II, Mexican War, War 
181%, etc:.), and the month, day, and year of birth and-death. 

. Marker Is 24 lnc:hes lonJ', U lnc:hes wide ... a 'Y. ol an "inib r'ise a"bovc: founda
tmn. Each marker Is furnished with anchor bolts for faatenin&" to a foundation. 
Within a ••nail drde above the inscription will be either a Latin Crou for 
C':'-ristian~, Star of DaYid for Hebrews, or no emblem, aa c:leded. Inac:l'iptlon 
wdl eor:a11•t of thil" name of the duedent, the State, a-rade, rank, authorized or
l"anlaabon, w•r period of serYic:e (as sho•n in official recorda a.s World War I 
andjor II, Mexlc:,an War, War 1812, ett'.), and the month, daY, and )'ear of birth 
and death. 

Figure 12-60.--Gontinued. 



CHAPTER 12--CASUALTIES 

CASUALTY ASSISTANCE CALL REPORT 
IIAYMC NQ 3152-PD 

12334 

SUPERSEDES UVMC 10U9-PO \if!tCH IS OBSOLETE .I.MD Will KOT BE USED. 
DATEo 6 Sep 1960 

Captain James E. Taylor 070689/1303 USMC 
Commanding Officer, Marine Barracks, 
U, s. Naval Base, Norfolk, Va. 
TO: Commandant of the Marine Corps (Code DNB), HeadQuarters U. S. Marine Corps, Washington 25, D. C. 

REFERENCES: (a) CMC Jetter dated _______ _..:Z::._::6,_A,_,u:::Cgo.!l,9'-'6~0c._ ________ to Officer in Charge, 

re casualty Assistance call, case of ~S;se'-'r4ig~;e:Ja~n~t'-'H~o~b~e;:.r~t'---'A~,~D~o!.!;e1i, -'l'-!2:c.23~4~5z_7u7_,,._ _ 
_____________ U.!<.I_,S<-• ._£M..,a.,rGi£n.,e'--'C~o_.rol<..!sL------ deceosed. 

(b) Re~ised CASUALTY ASSISTANCE CALLS Standard Operating Procedure. 

1. In compliance with references (a) and (b), the following report in duplicate ls submitted herewith: 

ASSISTANCE RENDERED 

A. DLI.TII CERTIFICATES 

Widow requests 2 death reports 
B. BURl AL ALLOWU.CES, REIM8URSH4ENT FOR EXPENSES; GOVERNMENT HEADSTO~ES; MEMO' -..,.,-------------------

Explained rights and 
for expenses will be 

allowances, : 0 .nderstands that reimbursement 
made at a la+ .ate "? _____________ _ 

C. ARRE.I.RS OF P.I.Y 

en'~'{. J understands the procedure Explained reasons for delay 
D. O[ATH GRATUirY 

Paid by the Disbursing Offj Marine Barracks, Norfolk, Va. 
E. PERSONAL EFHCTS 

0 

Widow has all personal effects 
F. OEP£NOENTS ASS!SU~CE AND AUOTMEUS (l%~l..,.a.Hon fOr dlsconti,.uonce of) 

Understands the discontinuance of allotments 
G. TRUSPDRTATIOM OF DEPENDENTS 

Explained her rights and time limits,Does not plan to move at present 
M. TUUPORUTIOM OF HOUSEHOlD GOODS 

None. Explained her rights and time limits 
I. DECORATIONS UD AWARDS 

Not discussed 
J. U.S. GOVERNMENT LIFE INSUIUMCE 

Not applicable 

Figure 12-61 
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12334 MARCORPERSMAN 

K. UTIOUL SERVICE LIFl IMSUII:.UCE 

Apparently none in effect 
L. DEPENDENCY 6 IMOEMMITY COI'II'(MSATION 

Explained provisions of dependency and indemnity compensation. 
have been completed 
M. SOCIAL SECUIIITY 

Forms 

Explained benefits of monthly income and survivors payment. Widow has 
completed application for these benefits 

M, COMMERCIAl LHE IMSURUCE (liAISON) 

Applied for 
0. INCOME UX- fEDERAL ~ STATE 

Widow understands both state and federal income tax 
P. UNIFORMED SERVICES I!IEHifiC.I.TION ~ PRIVILEGE ORO 

Explained rights and she has mailed i? 
cancellation 

'ification card to CMC for 

~- HOSPITAL & MEDICAL CARE 

Explained rights and widow 
R. HCHANGE 6 COio!MISS.I.RY PRIVILEGES 

Explained 
S. [MPLOYMEn 

~ 
~v 

,, ~ .ands 
<0 'V --------------

Explained. Advised her the name and address of the office to be 
consulted for Government employment should she desire to go to work 
T, ltllll (Kon-technic"'l assistance only} 

Apparently none executed 
U. EOUC.I.TION 

Has year old daughter. Understands how to get scholarship assistance 
if and when she needs it 

v. NAVY RELIEf SOCIHl 

Explained benefits of Navy Relief and how to get in touch with them 
if she desires assistance 

Arrangements had been made but assured her of the Marine Corps desire 
to establish liaison for her and to help in any way possible 
X. SPECIAL IIE~IUESTS MAO£ BY BENEfiCIARY 

None 

Figure 12-61.--Continued. 
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CHAPTER 12--CASUALTIES 12334 
Y. CHAiiGE or ADDRESS liF HXT OF K\N 

No change 

2. Do you recommend that the dependent's case be referred to the Navy Relief Society tor assistance pending payment of such 

claims as may be due? 0 YES I!] MD 

3. FURTHR CO~~(NTS. 09S£RVATIOHS AND R£COMMEROATIONS (Use bac• of this sheet if adil<tional s(Jace is Yequi..-ed) 

Mrs. Doe informed this officer that she was pleased with the military 
aspects of the burial services. Expressed deep appreciation for the 
assistance and. coooeration of the personnel at her late husband 1 s last 
duty station. 

lt is the opinion of this officer that the widow is well provided for 
in financial matters through commercial insurance and servicemen's 
benefits. 

DATE ORDERS RECEIVED: 29Aug196Q 
DATE tARo REcEI vEo: 29 Augl960 
DATE CALL COMPLETED: _!:2-"5,_,e,op._l"'-L9'->6'-'Q"---
MILEAGE ONE WAY: 

Figure 12-61.--Continued. 

J • E. 

Cl_.~.~ 
qAYLOR CAPT USMC 

(Stgnatu-re of Offker) 
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CHAPTER 12--CASUALTIES 

Mrs. Alonzo Craig 
34 Maple Avenue 
LYnchburg, Virginia 

My dear Mrs. Craig: 

MARINE BARRACKS 
U.S. NAVAL BASE 

NORFOLK ll, VI:OOINIA 

21 Sep 1960 

Recently a letter vas mailed to you f'ro.m Headquarters, U. S. Marine Corps 
offering the services of an officer to assist and advise you concerning 
matters relating to the death of your husband, the late Private First 
Class Alonzo Craig, U. s. Marine Corps. A card vas enclosed for your 
convenience in notifYing the officer of your desires in this matter. 

12334 

No indication has been received that you desire the assistance of an 
officer. However, to ensure that this is the case I again offer my 
services. Should you need assistance at this time, be assured that I will 
be glad to call on you at your convenience to assist in any way possible. 
If you wish me to call, indicate on the bottom of this letter the time and 
date that would meet your convenience and return the letter in the enclosed 
envelope. 

Sincerely yours, 

CFf-~ 
J. E. TAYLOR 
Captain, UEMC 

SAMPLE LETTER TO NEXT OF KIN BY CAC OFFICER WHEN APPOIN'IMENT CARD IS NOT 
RECEIVED 

Figure 12~62 
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15 Septelllber 1960 

The Southern Insurance COIIIPany or Virginia 

2021 North Kexmore Plaza 

Norrolk 21, Virginia 

Re: MWl 222 000 

Gentle11en: 

Please send 11e the necessary instructions and rOl"IU to COIIIPlete a 

c1a1ra under policy nUIIIber MW1 222 000 on the lire or Sergeant Robert A. 

Doe, 12345677, U. s. Marine Corps, vbO died 22 August 1960. 

I Villh to exercise 1I1Y right as beneficiary to elect settlelll!nt options. 

Sincerely yours, 

().-a-.J ~- ~ 
tJ( ~ . I? L. .:;e: tZ.- . ~) 

1234 Saint Charles Street 
Norrollt, Virginia 

SAMPLE LE'l".rER TO COMMERCIAL II!ISURANCE COMPANY 

Figure 12-63 
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DEPARTMENT OF THE NAVY 

HEADQUARTERS UNITED STATES MARINE CORPS 

WASHINGTON 25, D. C. 

DEATH REPORT 
• 

12334 

11\1 REPLY REFER TO 

DNA-elw 

THIS IS TO CERTIFY that the records of Headquarters, Marine Corps 

show that Sergeant Robert A. Doe, 1234577, U. S. Marine Corps, died 

22 August 1960 as the result of accidental drowning in the Dingalon 

Area, Luzon, Philippine Islands. 

Given under my hand at Washington, D. c., this 25th dsy of August, 

1960. co- .d. ~··zt. tcJr-". 
J. F. ROUTH, JR. 

Captain, U. S. Marine Corps 
Head, Casualty Section 
Personal Affairs Branch 

Furnished to: Mrs. Robert A. Doe 
1234 Saint Charles Street 
Norfolk, Virginia 

SAMPlE COPY OF DEATH REPORT 

Figure 12-64 
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CHAPTER 13 

SEPARATION AND RETIREMENT 

PART A: GENERAL INFORMATION PERTAINING TO RETIREMENTS OF REG
ULAR COMMISSIONED OFFICERS AND WARRANT OFFICERS 

13000 
13001 
13002 
13003 
13004 
13005 
13006 
13007 
13008 
13009 
13010 

GENERAL INFORMATION 
DEFINITIONS 
SERVICE NOT CREDITABLE 
EFFECTIVE DATE OF RETIREMENT 
PHYSICAL EXAMINATIONS 
RETIREMENT ORDERS 
ACCRUED LEAVE • 
RETIRED GRADE 
RETIRED PAY 
PAY ACCOUNTS 
CURRENT ADDRESS AND RESIDENCE OF RETIRED OFFICERS 

PART B: SEPARATION AND RETIREMENT OF REGULAR COMMISSIONED 
OFFICERS 

Section 1: MALE OFFICERS 

13050 
13051 

.13052 
13053 
13054 
13055 

13056 
13057 
13058 
13059 

13060 
13061 

13062 

13063 

13064 

RESIGNATIONS 
SEPARATION OR RETENTION OF OFFICERS COMMISSIONED UN
DER TITLE 10 U.S. CODE, SECTION 6909 
INVOLUNTARY DISCHARGE OF PERMANENT REGULAR OFFICERS 
REVOCATION OF COMMISSIONS 
VOLUNTARY RETIREMENTS 
TOTAL COMMISSIONED SERVICE FOR THE PURPOSE OF IN
VOLUNTARY RETIREMENT 
INVOLUNTARY RETIREMENT OF MAJOR GENERALS 
INVOLUNTARY RETIREMENT OF BRIGADIER GENERALS 
INVOLUNTARY RETIREMENT OF COLONELS 
INVOLUNTARY RETIREMENT OF UNRESTRICTED LIEUTENANT 
COLONELS 
INVOLUNTARY RETIREMENT OF UNRESTRICTED MAJORS 
INVOLUNTARY RETIREMENT OF OFFICERS DESIGNATED FOR 
LIMITED DUTY 
INVOLUNTARY RETIREMENT OF COLONELS AND LIEUTENANT 
COLONELS NOT SELECTED FOR CONTINUATION 
INVOLUNTARY RETIREMENT OF MALE COMMISSIONED OFFI
CERS FORAGE 
INVOLUNTARY RETIREMENT FOR FAILURE ON PROFESSIONAL 
REEXAMINATION 

Section 2: WOMEN OFFICERS 

13075 
13076 
13077 
13078 

RESIGNATIONS 
INVOLUNTARY DISCHARGES AND TERMINATIONS 
VOLUNTARY RETIREMENT 
INVOLUNTARY RETIREMENT 

13-1 
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PART C: SEPARATION AND RETIREMENT OF REGULAR CHIEF WARRANT 
AND WARRANT OFFICERS 

13100 
13101 
13102 
13103 
13104 
13105 
13106 
13107 

GENERAL 
RESIGNATIONS 
TERMINATION OF APPOINTMENT 
VOLUNTARY RETIREMENT 
INVOLUNTARY SEPARATION OR RETIREMENT 
INVOLUNTARY RETIREMENT FOR AGE OR SERVICE 
TERMINATION OF TEMPORARY APPOINTMENT IN HIGHER GRADES 
DEFERMENT FOR DISABILITY 

PART D: SEPARATION AND RETIREMENT OF RESERVE OFFICERS: RETIRE
MENT OF ENLISTED RESERVISTS 

13150 
13151 
13152 
13153 
13154 
13155 

13156 

13157 

13158 

13159 

13160 
13161 
13162 

13163 
13164 
13165 
13166 
13167 
13168 
13169 
13170 

DEFINITION OF TERMS 
RESIGNATION OF OFFICERS 
INVOLUNTARY DISCHARGES 
TRANSFER TO ANOTHER RESERVE 
RETIREMENT OR SEPARATION FOR AGE AND SERVICE 
RETIREMENT OR SEPARATION AFTER TWICE FAILING OF SELEC
TION FOR PROMOTION; MALE OFFICERS 
REVOCATION OF LIMITED ASSIGNMENT STATUS AND SUBSEQUENT 
RETIREMENT OR SEPARATION 
RETIREMENT OR SEPARATION FOR AGE AND SERVICE; WOMEN 
OFFICERS 
RETIREMENT OR SEPARATION FOR UNSATISFACTORY PARTICI
PATION 
EXCEPTIONS TO MANDATORY RETIREMENT OR SEPARATION OF 
CERTAIN RESERVE OFFICERS 
RETIRED RESERVE 
RETIREMENT WITH PAY BASED ON ACTIVE SERVICE 
RETIREMENT WITH PAY BASED ON 20 YEARS SATISFACTORY 
FEDERAL SERVICE AT AGE 60 
COMPUTATION OF RETIRED PAY 
TIME NOT CREDITABLE TOWARD YEARS OF SERVICE 
RETIREMENT WITHOUT PAY 
PHYSICAL DISABILITY RETIREMENT 
RETIREMENT PROCEDURES 
STATUS IN THE RETIRED RESERVE 
STATUS OF FORMER MEMBERS 
CURRENT ADDRESS OF RETIRED RESERVISTS 

PARTE: TYPES OF DISCHARGES AND SEPARATIONS OF OFFICERS 

13200 
13201 
13202 
13203 

13204 
13205 

GENERAL 
TYPES OF DISCHARGES 
SEPARATIONS NOT RE;.)UIRING DISCHARGE CERTIFICATES 
DISCHARGES FOR OFFICERS SEPARATED BY REASON OF PHYSI
CAL DISABILITY 
RECOMMENDATIONS FOR DISCHARGE 
PREPARATION OF DISCHARGE CERTIFICATES AND RELATED 
DOCUMENTS 

PART F: TYPES OF DISCHARGES OF ENLISTED PERSONNEL 

13-2 

13250 
13251 
13252 

GENERAL 
TYPES AND REASONS FOR DISCHARGE; SPECIAL CONSIDERATIONS 
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CHAPTER 13 

SEPARATION AND RETIREMENT 

PART A: GENERAL INFORMATION PERTAINING TO RETIREMENTS OF 
REGULAR COMMISSIONED OFFICERS AND WARRANT OFFICERS 

13000 GENERAL INFORMATION 

1. The provisions of this part are 
applicable to retirements of commis
sioned officers and warrant officers of 
the Regular Marine Corps who are 
retired in accordance with the provi
sions of parts B and C of this chapter. 

2, Retirements are effected pursuant 
to specific provisions of law, and in 
each case the retirement must be ap
proved or directed by the President of 
the United States or the Secretary of 
the Navy. 

13001 DEFINITIONS 

1. A voluntary retirement is effected 
as the result of a voluntary request 
from a member who is eligible for re
tirement, An involuntary retirement is 
mandatory under law and may not be 
deferred beyond the date required to be 
effected by law or regulations. 

2, ''Active service'' means service on 
active duty, 11Active~duty 11 means full
time duty in the active military service 
of the United States. Unless otherwise 
qualified, as used in this chapter these 
terms include full-time training duty, 
annual training duty, and active duty 
for training (10 U.S.C. 101). 

13002 SERVICE NOT CREDITABLE 

1. The period of service under an 
enlistment or period of obligated serv
ice while also serving as a cadet at the 
United States Military Academy, the 
United States Air Force Academy, or 
the United States Coast Guard Academy, 
or as midshipman at the United States 
Naval Academy or in the Naval Reserve, 
under an appointment accepted after 
25 June 1956, may not be counted in 
computing, for any purpose, the length 
of service of an officer of an Armed 
Force (10 U.S.C. 971). 

2. In computing length of service for 
any purpose, no officer of the Navy or 
the Marine Corps may be credited with 
service as a midshipman at the United 
States Naval Academy or as a cadet at 
the United States Military Academy, if 
he was appointed as a midshipman or 
cadet after 4 March 1913 (10 U.S.C. 
6116). 

13003 EFFECTIVE DATE OF 
RETIREMENT 

1. Notwithstanding other provisions of 
law, the Uniform Retirement Date Act 
requires that all retirements, except by 
reason of physical disability, shall 
become effective on the first day of a 
month (5 U.S.C. 47a, 10 U.S.C. 1404and 
1221). 

13004 PHYSICAL EXAMINATIONS 

1. Officers contemplating voluntary 
retirement, and those subject to invol
untary retirement, shall obtain a com
plete preretirement physical examina
tion not more than 4 months and not 
less than 2 months prior to the effective 
date of retirement. This physical exam
ination should be obtained sufficiently 
far in advance of the prospective date 
of retirement to permit correction of 
any minor physical defects or, if major 
defects are found, to permit completion 
of physical retirement proceedings 
prior to the date otherwise scheduled 
for retirement. The time required for 
physical disability proceedings varies 
greatly depending on the circumstances 
in each case. However, it may be ex
pected that from 2 to 4 months will be 
required from the date of initial physi
cal examination to the date of final 
action by the Secretary of the Navy; 
and in exceptional cases, longer periods 
may be required. 

2. The retirement of officers who are 
subject to involuntary retirement cannot 
be delayed due to physical disability 
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proceedings, except in the case of war
rant officers as provided in paragraph 
13107. Accordingly, it is possible that 
an officer who would otherwise be eli
gible for disability retirement would 
be forced into nondisability retirement 
while disability proceedings are in 
progress. The law requires that a 
Regular member must be in receipt of 
basic (active duty) pay at the time the 
Secretary of the Navy makes the final 
determination in ·Order to be eligible 
for disability retirement. 

3. In accordance with current instruc
tions of the Bureau ·of Medicine and 
Surgery, each officer shall sign a 
certificate on the Standard Form 88, 
Report of Medical Examination, indi
eating that he understands the current 
BuMed Instruction which provides that 
a member must be in receipt of basic 
pay in order to be eligible for disability 
retirement. 

J4. The voluntary retirement of an of
ficer may not be effected until such time 
as he is found to be physically qualified. 
If an officer has submitted a request for 
voluntary retirement which is permis
sive in nature, and disease or injury 
intervenes requiring medical treatment 
or hospitalization, the Commandant of 
the Marine Corps (Code DMA) will be 
immediately notified by message. 
Orders and correspondence with en
closures relative to retirement will be 
returned to the Commandant ofthe Ma
rine Corps for cancellation in all cases 
where medical treatment is not com
pleted by the retirement date designated 
in the orders. A Standard Form 88, 
Report of Medical Examination, will be 
forwarded immediately to the Com
mandant of the Marine Corps (Code 
DMA) when an officer, whose retire
ment has been delayed as oulined 
above, is found physically fit. Orders 
will be reissued by the Commandant of 
the Marine Corps to effect retirement 
on the first day ofthe first month follow
ing receipt of the Standard Form 88. In 
the event the officer's case is referred 
to a Physical Evaluation Board or a 
Board of Medical Survey, retirement 
cannot be effected until final action is 
taken by the Secretary of the Navy or 
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the Commandant of the Marine Corps 
as appropriate. 

5. Orders are not normally required 
in connection with retirement physical 
examinations, except in those cases 
where travel is required. In such 
cases, temporary additional duty 
orders will be requested from the com
mand having authority to issue such 
orders. Travel costs are chargeable to 
the command issuing the orders. 

13005 RETIREMENT ORDERS 
l. Individuals orders and authoriza
tions for retirement will be issued by 
the Secretary of the Navy or the Corn
mandant of the Marine Corps. Release 
from active duty on the occasion of 
retirement is normally effected on the 
day preceding the effective date of re
tirement and retired pay commences on 
the effective date of retirement. In 
addition to the release from active duty 
orders, the Commandant of the Ma
rine Corps will issue a retirement 
letter with detailed information which is 
normally forwarded subsequent to the 
release from active duty orders. 

2. Officers detached after the effective 
date of retirement are considered to be 
in a retired status from the effective 
date of retirement unless they are in re
ceipt of orders prior to the effective date 
of retirement continuing them on active 
duty in a retired status. The Comptrol
ler General oft he United States has held 
that the retirement is effective from the 
date specified by law or by the Secre
tary of the Navy irrespective of whether 
retirement and release orders are re
ceived subsequent to the effective date 
of retirement (39 CompGen 312). 

13006 ACCRUED LEAVE 
1. Accrued leave, creditable at the date 
of retirement, is compensable in a 
lump-sum payment not to exceed 60 days 
of basic pay and allowances in effect on 
the day prior to date of retirement. Ter
minal leave cannot be granted in con
nection with retirement orders. How
ever, annual leave maybe granted prior 
to retirement by the commander au
thorized to grant such leave in accord
ance with regulations pertaining to 
annual leave. 
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13007 RETIRED GRADE 

I. As a general rule, an officer is re
tired in the grade in which serving at 
the time of retirement. However, in the 
event the officer concerned had previ
ously served in a higher grade than that 
held at the time of retirement, he may 
be eligible for advancement on the re
tired list, Each officer shall be ad
vanced on the retired list to the highest 
officer grade in which he served sa tis
factorily under a temporary appoint
ment as determined by the Secretary of 
the Navy. However, if an officer is 
voluntarily retired under the provisions 
of subparagraph 13054,3, he will be 
advanced on the retired list to the 
highest officer grade in which he 
served satisfactorily under either a 
permanent or temporary appointment 
as determined by the Secretary of the 
Navy. The determination by the Secre
tary of the Navy is made in connection 
with processing the retirement, and 
individual requests for this purpose are 
not required (10 USC 6151 and6323), 

2. An officer who is serving or has 
served in the grade of lieutenant gen
eral by reason of appointment for 
appropriate higher command or per
formance of duty of grave importance 
and responsibility may, upon retire
ment, be appointed by the President, 
by and with the advice and consent of 
the Senate, to the highest grade held by 
him while on the active list and with 
retired pay based on that grade. How
ever, retired pay of the higher grade 
based on such an appointment accrues 
from the date the commissim.lis issued 
after confirmation by the Senate, re
gardless of the date of retirement (10 
USC 5233 and 38 CompGen 340), 

13008 RETIRED PAY 

l. Retired pay is computed in con
formity with specific provisions of law. 
The general information in this para
graph applies only to nondisability re
tirements effected in accordance with 
the provisions of law outlined in parts 
B and C of this chapter. 

2. An officer who is voluntarily retired 
under any law requiring 30 or more 

years of active service for retirement, 
is entitled to retired pay at the rate of 
75 percent of the basic pay to which he 
would be entitled if serving on active 
duty in the grade in which retired, or 
the grade to which advanced on the re
tired list, 

3. An officer who is voluntarily retired 
under any law requiring more than 20 
years but less than 30 years of active 
service for retirement, or is involun
tarily retired for age and/ or statutory 
service is entitled to retired pay at the 
rate of 2!- percent of the basic pay to 
which he would be entitled if serving on 
active duty in the grade in which retired 
or to which advanced on the retired list 
multiplied by the sum of the following: 

a. Total years of service (active 
and inactive) creditable for basic pay 
purposes as of 31 May 1958. 

b. Total years of active service, in
cluding active duty for training, per
formed subsequent to 31 May 1958. 

• c. One day of credit (with a maxi
mum of 60 days of credit for any 1 
year) for each retirement point credited 
in accordance with current regulations, 
as a member of a Reserve component 
subsequent to 31 May 1958, through 
authorized attendance at drills, com
pletion of correspondence courses; 
periods of equivalent instruction or 
appropriate duty performed as author
ized by the Commandant of the Marine 
Corps; Commanding General, Marine 
Air Reserve Training Command; or 
appropriate District Director and the 
Commanding Officer, Marine Corps 
Reserve Data Services Center; and 15 
points per year gratuitous credit for 
Reserve membership. 

d. A part of a year that is 6 months 
or more which may be obtained by 
adding the total service outlined in 
subparagraphs 3a through 3c, above, 
will be credited as a whole year for 
multiplier purposes, and a part of a 
year that is less than 6 months will be 
disregarded. 

13-7 
dl.ll 

_o--~~'-=">-~.,::0_;----,_, 

~--



13009 MARCORPERSMAN 

e. The retired pay of any warrant 
officer who is retired under any law 
cited in parts B and C of this chapter 
will be based upon the applicable 
monthly basic pay of the grade in which 
retired, or to which advanced on the 
retired list, However, if the applicable 
basic pay of the grade to which ad
vanced is less than that of any warrant 
grade satisfactorily held by him on 
active duty, his retired pay will be 
based on the higher applicable basic 
pay. 

4. In no case may retired pay exceed 
75 percent of the basic pay on which 
subject pay is based (10 USC 1401, 
1405, 6!51, 6322, 6325 and 6381). 

13009 PAY ACCOUNTS 

I. Pay accounts of retired personnel 
are carried at Headquarters Marine 
Corps. Any inquiries pertaining to re
tired pay matters should be addressed 
to the Commandant ofthe Marine Corps 
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(Code CDH). Unless the member being 
retired requests otherwise, all insur
ance allotments and allotments for 
liquidation of indebtedness to the Gov
ernment will be automatically con
tinued when retirement is effected. All 

-·other allotments will be stopped. 

,.---- - -

13010 CURRENT ADDRESS AND 
RESIDENCE OF RETIRED 
OFFICERS 

I. Each retired officer shall keep the 
Commandant of the Marine Corps (Code 
DGH) informed at all times of his cur
rent home mailing address where mail 
and messages addressed to him will be 
received. This report of current ad
dress is in addition to that submitted 
for pay purposes. 

2. Subject to the requirements of sub
paragraph 1, above, a retired cfficer 
may change his residence in the United 
States or may reside abroad except in 
belligerent countries. 
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PART B: SEPARATION AND RETIREMENT OF REGULAR COMMISSIONED 
OFFICERS 

SECTION 1: MALE OFFICERS 

13050 RESIGNATIONS .1. Letters of resignation will be ad
dressed to the Secretary of the Navy 
via official channels and must be in 
accordance with the instructions con
tained herein. With the exception of 
requests from the officer subject to 
the provisions of paragraph 13051, 
requests for resignations shall be sub
mitted so as to arrive at Headquarters 
Marine Corps not more than 6 months 
and not later. than 3 months prior to 
the requested effective date of separa
tion. When an officer submits his 
resignation and it is accepted by the 
President, or the Secretary of the 
Navy acting for him, he shall be 
separated from the service. A resig
nation may be withdrawn prior to its 
acceptance by the President, or the 
Secretary of the Navy acting for him, 
but once it has been duly accepted, it 
cannot be withdrawn. Resignation is a 
voluntary act on the part of the officer 
concerned and must be without condi
tion; however, if an officer has not 
completed his obligated service under 
law, the acceptance of his resignation 
normally will be contingent upon his 
acceptance of a Reserve commission, 
a statement that he will accept such 
commission should be included in his 
letter of resignation. Paragraph 132.04 
should be consulted in cases of resig
nation which result from a recommen
dation that an officer be adminis
tratively separated from the Marine 
Corps. 

2. Commissioned officers of the Ma
rine Corps serve at the pleasure ofthe 
President; hence the acceptance of their 
resignations will be adjudged on the 
needs of the service and on the basis 
of the following criteria: 

a. The Commandant of the Marine 
Corps will not recommend acceptance 
of resignations unless the officer con
cerned has completed 4 years active 
commissioned, commissioned warrant, 
or warrant service, as appropriate. For 
the purpose of computing the 4 years 

active service, all active service, ex
clusive of active duty for training, in 
the grade of warrant officer or above, 
will be counted. 

b. The needs of the service will 
gave rn final action on all requests for 
resignation submitted by officers. 

c. Resignations submitted by offi
cers who have completedflighttraining 
will normally not be accepted until a 
minimum of 36 months shall have 
elapsed since completion of flight train
ing, except for those officers who 
entered flight training under a contract 
which specified a shorter period of obli
gated time. 

d. Resignations submitted by offi
cers who have completed service or 
civilian schools of from 5 months to 24 
months duration, inclusive, in com
pliance with official orders, normally 
will not be accepted until a minimum 
of 2.4 months shall have elapsed since 
completion of such schooling. Officers 
serving on their initial obligated active 
duty tour who are involuntarily ordered 
to attend such school, will be excluded 
from the provisions of this subpara
graph. 

e. Resignations submitted by offi
cers who have completed service or 
civilian schools of more than 2.4 months 
duration in compliance with official 
orders, normally will not be accepted 
until a minimum of an equal period of 
time shall have elapsed since comple
tion of such schooling. 

f. The provisions contained in sub
paragraphs c, d, and e, above, will not 
apply in cases where applicants for 
certain training or schooling voluntarily 
agree in their applications to a longer 
period of service, following completion 
of the training or schooling, before sub
mitting their resignations. 

g. Resignations normally will not 
be recommended for approval if: 

(1) An officer has been issued 
orders overseas where dependents are 
not authorized. 
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(2) An officer is scheduled for an 
operation or maneuvers outside the 
United States. 

(3) An officer is serving over
seas. (The tour will be completed prior 
to acceptance of resignation.) 

h. Exceptions to the foregoing poli
cies will be considered in those cases 
where an undue hardship would result 
from the officer's retention. 

3. NROTC graduates are obligated to 
serve as commissioned officers as 
provided by the signed agreements into 
which they have entered in connection 
with their participation in the program. 
Normally, such officers are required 
to serve a minimuxn of 3 consecutive 
years on active duty unless this period 
is extended under provisions of sub
paragraph 2, above. (Regular NROTC 
students appointed Midshipmen, Naval 
Reserve, are at present required to 
serve upon graduation on active duty for 
4 years as commissioned officers un
less sooner released by the Secretary 
of the Navy.) Following the period of 
obligated active duty, they may have 
their Regular commissions terminated 
and be appointed in the Marine Corps 
Reserve. 

4. An officer submitting his resignation 
or request for termination of his per
manent appointment will obtain from the 
disbursing officer carrying his accounts 
a statement as to whether he is, or is 
not, indebted to the United States as 
shown by his records, and no resignation 
will be considered unless such state
ment is attached. He will also include a 
complete statement as to ( 1) outstanding 
financial obligations contracted by him 
while in the naval service, and (2) data 
as to outstanding notes upon which 
others of the naval service are co
signers, giving, if any, the names of 
the latter. 

5. An officer submitting his letter of 
resignation or request for termination 
of his permanent appointment will in
clude therein the reason for its sub
mission. A desire to attend school, 
enter business, or accept a position in 
civil life is frequently given as the 
reason. If, however, an officer desires 
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separation because he considers his 
opportunity for promotion poor, the pay 
inadequate, or the deprivationofhome
life excessive, these reasons should be 
given in addition to any others. While 
the Marine Corps does not desire to 
pry into the personal affairs of an offi
cer, for its own information andforthe 
information of Congress, it is desirable 
to know why officers separate them
selves from the Marine Corps and give 
up a service career. 

6. An officer may be released from 
active duty, permitted to resign, or 
discharged, as may be appropriate, for 
the purpose of performing the duties of: 
the President of the United States; the 
Vice President of the United States; a 
Presidential appointee to a statutory 
office; a member of either ofthe legis
lative bodies of the United States; a 
Governor; any other state official 
chosen by the voters of the entire State 
or the several states; a member of the 
legislative bodies of the several states; 
and a judge of courts of record of the 
United States and of the several states, 
and the District of Columbia. In the case 
of a reservist who is eligible for the 
Retired Reserve list, the individual's 
name will be placed thereon and he 
will be relieved from active duty; or 
if his qame is already on the Retired 
Reserve list, he will be relieved from 
active duty. 

13051 SEPARATION OR RETENTION 
OF OFFICERS COMMISSIONED 
UNDER TITLE 10 U.S. CODE, 
SECTION 6909 

1. The Secretary of the Navy, during 
the second quarter of each year, shall 
cause to be examined the records of 
all officers appointed in the Regular 
Marine Corps pursuant to 10 U.S. Code 
6909 (NROTC contract students) who 
in that year will have the third anni
versary of the acceptance of their 
appointment, and who apply for reten
tion before that anniversary, but not 
later than 31 March of that year. From 
among the officers whose records are 
so examined the Secretary shall cause 
to be selected for retention as many 
as he considers necessary. 
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2. The commission of each officer 
appointed in the Regular Marine Corps 
pursuant to the above provision of law 
who does not apply for retention within 
the time limits prescribed in subpara
graph 1, above, shall be terminated 
not later than the third anniversary of 
the acceptance of his appointment. 
The commission of each officer who 
applies for retention who is not selected 
shall be terminated before 1 Julyofthe 
calendar year of the third anniversary 
of the acceptance of his appointment, 
or not later than that anniversary, if it 
occurs after 30 June. 

3. Upon the termination of his appoint
ment in accordance with subparagraph 
Z, above, such officer, if. consider~d 
qualified, may be appointed a first 
lieutenant in the Marine Corps Reserve 
with a date of rank 3 years after the 
date of rank of his original commission 
in the Regular Marine Corps. 

4. After an officer appointed from the 
NROTC Contract Program has applied 
.for retention as a Regular officer and 
his retention is approved by the Sec re
tary of the Navy, he becomes subject 
to the separation policy as stated in 
paragraph 13050. 

13052 INVOLUNTARY DISCHARGE 
OF PERMANENT REGULAR 
OFFICERS 

1. Each officer on the active list 
serving in the grade of captain or 
first lieutenant shall be honorably dis
charged on 30 J.une of the fiscal year 
in which he is considered as having 
failed of selection .for promotion to the 
grade of major or captain, respec
tively, a second time. However, if the 
officer so requests, he may be honor
ably discharged at any time during that 
fiscal year. 

2. Except as otherwise ·provided for 
second lieutenants in subparagraph 3, 
below, any officer discharged under 
subparagraphs 1, 3, or 5 is entitled to 
severance pay equal to 2 months 1 basic 
pay at the time of discharge multiplied 
by the number of years of total com
missioned service as computed under 
paragraph 13055, not to exceed a total 
of 2 years' basic pay. However, no 
person disc h.a r g e d under subpara
graphs 1, 3, -or 5 is entitled to a 
lump-sum payment that is more than 
$15,000. In determining the total num-
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ber of years of service to be used as 
a multiplier for severance pay pur
poses, a part of a year that is 6 
months or mo_re is counted as a whole 
year, and a part of a year that is less 
than 6 months is disregarded (10 U.S.C. 
6382, 6383 and 6384, as amended by 
Act of June 28, 1962, P .L. 87-509, 
Sec. 4(b)), and 6404. 

3. An officer in tne grade of first 
lieutenant or above who is found not 
professionally qualified upon his re
examination for promotion is con
sidered as having twice failed of selec
tion for promotion. Accordingly, sub
paragraphs 1 and 2, above, apply to 
captains and lieutenants in this cate
gory. An officer in the grade of second 
lieutenant who is found not profes
sionally qualified upon his reexamina
tion for promotion shall be honorably 
discharged with severance pay com
puted on the basis of 2 months' basic 
pay at the time of discharge multiplied 
by the number of years of his active 
commissioned service in the naval 
service, exclusive of training duty, but 
the payment may not be more than 1 
year's basic pay (10 U.S.C. 5865). 

4. An officer scheduled for discharge 
under subparagraph I or 3, above, may 
tender his resignation, and upon ac
ceptance thereof, may be enlisted or 
reenlisted in the Regular Marine Corps 
provided he is in all respects qualified. 
Under no circumstances shall an offi
cer in receipt of severance pay or an 
officer eligible for retirement pay upon 
separation be permitted to enlist or 
reenlist, An officer who desires to 
enlist or reenlist should apply to the 
Commandant of the Marine Corps (Code 
DH) at least 60 days prior to the 
scheduled date of discharge for grade 
and MOS determination. The criteria 
governing appointment or reappoint
ment are as follows: 

a. An officer, who, at the time of 
his permanent appointment as com
missioned officer in a grade above 

chief warrant officer, W-4, was a 
permanent chief warrant or warrant 
officer, was a temporary officer with 
permanent enlisted status, or was a 
former temporary officer with perma
nent enlisted status will be appointed 
or reappointed to pay grade E-7 upon 
enlistment or reenlistment. 

b. Any other officer who resigns 
his commission and forfeits his sever
ance pay, normally will not be appointed 
to a pay grade higher than E-3. A 
higher pay grade may be authorized, 
however, dependent upon the needs of 
the service, and the special qualifica
tions of the applicant. 

5. Each officer on the active list with 
less than 20 years total commissioned 
service whose record, in the opinion of 
a selection board, indicates unsatisfac
tory performance of duty in his grade, 
and, in the opinion of the board, indi
cates that he would not satisfactorily 
perform the duties of a higher grade 
shall be honorably discharged on 30 June 
of the fiscal year in which he is so re
ported, or, in the discretion of the 
Secretary of the Navy, on any earlier 
date, if the officer so requests. Upon 
discharge he is entitled to severance pay 
computed under subparagraph 2, above. 
He is not eligible for enlistment or re
enlistment (10 U.S.C. 6384, as amended, 
by Act of 12 July 1960, P.L. 86-616, 
7 4 Stat. 390). 

6. An officer designated for limited 
duty subject to discharge under sub
paragraphs 1, 3, or 5, above, who had 
the permanent status of a warrant of
ficer when first appointed as an officer 
designated for limited duty, has the 
option, instead of being discharged, of 
reverting to the grade and status he 
would hold if he had not been so ap
pointed. If any such officer had a 
permanent grade below the grade of 
warrant officer, W -1, when first so 
appointed, he has the option, instead 
of being discharged, of reverting to 
the grade and status he would hold if 
he had not been so appointed but had 
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instead been appointed a warrant of
ficer, W-1. In any computation to de
termine the grade and status to which 
an officer may revert, all active serv
ice as an officer designated for limited 
duty or as a temporary or Reserve 
officer is included. Application for 
such reversion will be forwarded to 
the Commandant of the Marine Corps 
(Code DMA) via official channels (10 
u.s.c. 6383). 

7. An officer above the grade of second 
lieutenant and below the grade of colonel 
who is found by ana val examining board 
to be, from any cause arising from. his 
own misconduct, not morally qualified 
to perform the duties of the grade for 
which he is being examined shall, if 
the finding is approved by the Pre si
dent, be discharged with not more than 
I year 1 s pay. He is not eligible for en
listment (10 U.S.C. 5864). 

13053 REVOCATION OF COMMIS
SIONS 

I. The Secretary of the Navy may re
voke the commission of any officer of 
the Regular Marine Corps who has 
completed less than 3 years of con
tinuous service as a commissioned 
officer as of the date the Secretary of 
the Navy signs the document effecting 
the revocation of commission. 

Z. Detailed instructions and proce
dures relative to revocation of com
missions are contained in Navy De
partment General Order No. !6 which 
should be consulted in every case in 
which those procedures are contem
plated. 

1305'.1 VOLUNTARY RETffiEMENTS 

,1. Requests for voluntary retirement 
will be addressed to the Secretary of 
the Navy via official channels. Requests 
shall be submitted so as to arrive at 
Headquarters, Marine Corps not more 
than 6 months and not less than 3 
months prior to the requested effective 
date of retirement. Requests should 
make reference to the appropriate sub
paragraph of this paragraph, and shall 
include the following: 
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a. The requested effective date of 
retirement which must be the first day 
of a month. 

b. A signed or certified true copy 
of Standard Form 88, Report of Medical 
Examination, indicating that the officer 
is physically fit for retirement. How
ever, this enclosure will not be re
quired in those cases where the officer 
has appeared before a physical evalua
tion board within a period of 6 months 
prior to the requested date of retire
ment, and has been found fit to perform 
the duties of his grade by the Secretary 
of the Navy as a result of the disability 
proceedings. See paragraph 13004 for 
instructions regarding physical exami
nations. 

c. If retirement is requested as an 
exception to current policy, complete 
and detailed justification should be 
included. 

2. An officer who is subject to in
voluntary retirement may request vol
untary retirement to be effective on or 
prior to the date of involuntary retire
ment, provided he is eligible for vol
untary retirement. If such a request is 
submitted it will be proce.sed and 
voluntary retirement effected in lieu 
of involuntary retirement. 

3. An officer who applies for retire
ment after completing more than 20 
years of active service in the Army, 
Navy, Marine Corps, Air Force, or 
Coast Guard, or Reserve components 
thereof, of which at least 10 years was 
service as a com.rnis sioned officer in 
the grade of chief warrant officer, 
W-2, or above, may, in the discretion 
of the President, be retired. This sub
paragraph is applicable to all grades 
of officers, including warrant officers 
and temporary officers whose perma
nent status is warrant or enlisted. In 
order to be eligible for retirement 
under this provision of law, an officer 
must complete at least I day more than 
20 years of active service (10 U.S.C. 
6323 ). 

4. A chief warrant officer or warrant 
officer, W-1, who applies for retire
ment after completing 20 or more 
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years of active service may, in the 
discretion of the Secretary ofthe Navy, 
be retired (10 U,S,C. 1293), 

5. An officer holding a permanent ap
pointment in the grade of warrant of
ficer, W-1, or above who applies for 
retirement after completing 30 or more 
years of active service may, in the 
discretion of the Secretary of the Navy, 
be retired (10 U.S.C. 6322), 

6. Each temporary commissioned of
ficer or temporary warrant officer of 
the Regular Marine Corps holding a 
permanent enlisted grade who applies 
for retirement after completing 30 or 
more years of active service, shall be 
retired by the President (10 U.S.C, 
6326). 

7. Each officer holding a permanent 
appointment in the grade of warrant 
officer, W-1, or above, who applies 
for retfrement after completing 40 or 
more years of active service, shall be 
retired by the Secretary of the Navy 
(10 u.s.c. 6321). 

13055 TOTAL COMMISSIONED SERV
ICE FOR THE PURPOSE OF 
INVOLUNTARY RETIREMENT 

1. The succeeding paragraphs of this 
part will refer to this paragraph where 
appropriate, in connection with total 
commissioned service as computedfor 
the purpose of determining eligibility 
for involuntary retirement, separation, 
or continuation on the active list. 

a. For the purpose indicated above, 
the total commissioned service of a 
male officer on the active list of the 
Marine Corps who has served con
tinuously on the active list since his 
regular appointment in the grade of 
second lieutenant, either upon gradua
tion from the Naval Academy or under 
10 U.S. Code 6904, 6906 or 6909, is 
computed from 30 June of the fiscal 
year in which he accepted that appoint
ment, An officer described above will 
be referred to as a Type "A" officer 
and each other officer on the active 
list will be referred to as a Type "B" 
officer only for the purposes of clarity 
in this paragraph. 

b. Each other male commissioned 
officer on the active list of the Marine 
Corps is considered to have the same 
total commissioned service, for this 
purpose, as the Type 11A 11 officer de
scribed in subparagraph la, above, 
with the maximum total commissioned 
service who meets both of the following 
criteria: 

(!)Has not lost numbers or 
precedence; and 

(2) Is, or at any time has been, 
junior to the Type "B" officer for the 
purposes of eligibility for promotion 
and selection for promotion during the 
Type "B'' officer's latest period of 
continuous service on the active list 
as a Regular officer. 

c. The active list of the Marine 
Corps means the list of officers of 
the Regular Marine Corps, other than 
retired officers, holding permanent 
appointments in grades above chief 
warrant officer, W-4. 

d. Title 10 U.S. Code 6904, 6906, 
and 6909 cited in subparagraph 1 a, 
above, are based on Public Law 729, 
79th Congress, the Act of 13 August 
1946, commonly known as the Holloway 
Act. These sections include officers 
initially appointed in the Regular Ma
rine Corps from the NROTC Program. 
Public Law 729 was initially codified 
in Title 34 U.S, Code and authority for 
such appointments was contained in 
Section 1 OZOe thereof. The law was 
subsequently codified in I 0 U.S. Code 
by the Act of 10 August 1956. 

e. If an officer fails of selection 
for promotion to the next higher grade 
and subsequent thereto an officer junior 
to him is promoted to become senior 
to him, he has lost precedence within 
the purview of subparagraph 1 b( 1 ), . 
above. 

f. Total commissioned service as 
defined above has no application for 
temporary officers, warrant officers 
or women officers; and such service 
has no application in the case of limited 
duty officers, except in the computation 
of severance pay of first lieutenants 
and captains. 
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g. The 11 service date 11 is defined 
as the date from which the total com
missioned service is computed, and 
the service date is 30 June of the 
appropriate fiscal year. 

h. Total commissioned service as 
defined herein has no bearing on com
putation of active service to determine 
eligibility for voluntary retirement ( 10 
U.S.C. 6387, as amended, by Act of 30 
June 1960, P.L. 86-558). 

13056 INVOLUNTARY RETffiEMENT 
OF MAJOR GENERALS 

1. Each major general, who is not 
recommended for retention on the ac
tive list in the approved report of a 
board convened for this purpose, shall 
be retired on 1 July immediately fol
lowing the fiscal year in which he first 
completes 5 years of service in the 
grade of major general and 35 years 
of total commissioned service as de
fined in paragraph 13055. 

2. Each major general who would 
otherwise be retired under subpara
graph 1, above, shall be retained on 
the active list if recommended for 
retention in the approved report of a 
board convened for this purpose. An 
officer so retained shall be retired on 
1 July immediately following any suc
ceeding fiscal year in which he is not 
again recommended for retention in 
the approved report of such a board, 
or no such board is convened. 

3. Each year the Secretary ofthe Navy 
may convene a board to recommend 
officers serving in the grade of major 
general for retention on the active list. 
However, he shall convene such a board 
in any year when three or more such 
officers will be subject to retirement 
in accordance with subparagraphs 1 and 
2, above. The number of officers that 
may be recommended by a board for 
retention on the active list may not 
exceed the number that the Secretary 
of the Navy determines to be necessary 
to meet the requirements of the Marine 
Corps. In any year in which the number 
of officers subject to retirement is 3 
or more, the Secretary shall fix the 
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maximum number that may be recom
mended for retention. at not less than 
the number of officers subject to such 
retirement minus two. An officer is 
not subject to retirement under the 
foregoing provisions of this paragraph 
while serving as Commandant of the 
Marine Corps (10 U.S.C. 6373 and 
5709). 

4. For the purposes of subparagraphs 
1, 2, and 3, above, an officer serving 
in the grade of lieutenant general under 
an appointment pursuant to 10 U.S. 
Code, 5232, or serving under a tempo
rary appointment pursuant to 10 U.S. 
Code, 5787, is considered as serving 
in the grade he would hold if he had not 
been so appointed (10 U.S.C. 6385). 

5. A major general who is recom
mended for retirement in the report of 
a board to consider officers for re
tirement shall, if the recommendation 
is approved by the President, be re
tired on the first day of any month set 
by the Secretary of the Navy, but not 
later than the first day of the seventh 
month after the date of approval by 
the President (10 U.S.C. 6394). 

.13057 INVOLUNTARY RETffiEMENT 
OF BRIGADIER GENERALS 

1. Each brigadier general on the active 
list whose name is not on a promotion 
list shall be retired on 1 July imme
diately following the fiscal year in 
which he is considered as having twice 
failed of selection for promotion to the 
grade of major general (10 U.S.C. 
6374). 

2. The Secretary of the Navy may 
convene a board of officers to consider 
and recommend for retirement, briga
dier generals on the active list of the 
Marine Corps. Each brigadier general 
recommended for retirement by such 
a board shall, if the recommendation 
is approved by the President, be retired 
on the first day of any month set by 
the Secretary, but not later than the 
first day of the seventh month after 
the date of approval by the President 
(10 u.s.c. 6394). 
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INVOLUNTARY RETffiEMENT 
OF OFFICERS DESIGNATED 
FOR LIMITED DUTY 

.13058 INVOLUNTARY RETffiEMENT 
OF COLONELS 

I. Each colonel on the active list, not 
retired uncle r the provisions of para
graph !3062, shall be retired on 1 July 
immediately following the fiscal year 
in which he completes 30 years total 
commissioned service as defined in 
paragraph 13055 if his name is not on 
a promotion list and he is considered 
as having twice failed 9f selection to 
the grade of brigadier general, or when 
he completes 31 years of total com
rnis sioned seryice if he is not on a 
promotion list. 

2. A colonel who has lost numbers or 
precedence may not be retired because 
of completing 31 years total commis
sioned service until l July immediately 
following the fiscal year in which he 
completes 5 years service in the grade 
of colonel (10 U.S.C. 6376). 

INVOLUNTARY RETffiEMENT 
OF UNRESTRICTED LIEU
TENANT COLONELS 

I. Each lieutenant colonel on the active 
list not retired under the provisions of 
paragraph 13062 and not designated for 
limited duty shall be retired on 1 July 
immediately following the fiscal year 
in which he completes 26 years total 
commissioned service as defined in 
paragraph 13055 if his name is not,.on a 
promotion list and he is considered as 
having twice failed of selection for 
promotion to the grade of colonel 
(10 u.s.c. 6379). 

INVOLUNTARY RETffiEMENT 
OF UNRESTRICTED MAJORS 

l. Each major on the active list not 
designated for limited duty shall be 
retired on I Julyimmediatelyfollowing 
the fiscal year in which he completes 
20 years total commissioned service 
as defined in paragraph !3055 if his 
name is not on a promotion list and 
he is considered as having twice failed 
of selection for promotion to the grade 
of lieutenant colonel (10 U.S.C. 6380). 

13061 

l. Each officer de signa ted for limited 
duty shall be retired on the first day of 
the second month following the month 
in which he completes 30 years of 
active naval service, exclusive of ac
tive duty for training in a Reserve 
component. 

2. Each major designated for limited 
duty shall be retired on 1 July im
mediately following the fiscal year in 
which he is considered as having failed 
of selection for promotion to the grade 
of lieutenant colonel for the second 
time. However, if any such officer had 
the permanent status of chief warrant 
officer or warrant officer, W-1, when 
first appointed as a limited duty offi
cer, he has the option, instead of being 
retired, of reverting to the grade and 
status he would hold if he had not been 
so appointed. If any such officer had a 
permanent grade below the grade of 
warrant officer, W-1, when first so 
appointed, he has the option, instead 
of being retired, of reverting to the 
grade and status he would hold if he 
had not been so appointed but had in
stead been appointed a warrant officer, 
W -1. In any computation to determine 
the grade and status to which such an 
officer may revert under this subpara
graph, all active service as an officer 
designated for limited duty or as a 
temporary or Reserve officer is in .. 
eluded. An officer exercising the option 
of reverting shall, if not otherwise 
retired, be involuntarily retired in 
accordance with subparagraph !3105.3, 
if he is holding a warrant grade at the 
time of retirement (10 U.S.C. 6383 
and 1305). 

INVOLUNTARY RETffiEMENT 
OF COLONELS AND LIEU
TENANT COLONELS NOT 
SELECTED FOR CONTINUA
TION 

I. Notwithstanding any other provi
sions of law, the officers described in 
this paragraph are also subject to re
tirement under the provisions of Public 
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Law 86-155 as amended (10 U.S.C. 
5701 Note). This law provides for the 
convening of selection boards to con
sider and recommend for continuation 
on the active list officers of the Regu
lar Marine Corps as described below: 

a. Each colonel who has served on 
active duty for more than 5 years, who 
is not on a promotion list, and who will 
complete at least 5·years service in 
the grade of colonel by 30 June of the 
fiscal year in which a board is con
vened. An officer in this category who 
has once been recommended for con
tinuation may not be reconsidered by a 
subsequent board and is not subject to 
the prov1swns of subparagraph 1 b, 
below. For the purposes of this sub
paragraph an officer is considered as 
serving in the grade of colonel in the 
Marine Corps from the date of rank 
assigned him upon appointment to that 
grade until the effective date of his 
appointment to the next higher grade. 

b. Each colonel who is not on a 
promotion list, who has not been pre
viously recommended for continuation 
in the approved report of a board, and 
who has at least twice failed of selec
tion for promotion to the grade of 
brigadier general. 

c. Each lieutenant colonel who is 
not on a promotion list, who has not 
been previously recommended for con
tinuation in the approved report of a 
board, and who has at least twice 
failed of selection for promotion to the 
grade of colonel. 

2. Of the officers considered but not 
recommended for continuation on the 
active list under the provisions of this 
law, the board which considered their 
cases shall further report the names 
of any officers whose performance of 
duty would not warrant retention on 
the active list under any circumstances. 
Each officer so reported shall, unless 
otherwise retired, be placed on the 
retired list as prescribed in subpara
graph 3, below, but shall not be entitled 
to the lump-sum payment set forth in 
subparagraph 5, below. 
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3. Unless sooner selected for promo
tion to the next higher grade, each 
officer who is considered for continua
tion on the active list by a board con
vened under the foregoing p-rovisions 
of this law and who is no~ recom
mended for continuation in the approved 
report of the board, shall, notwith
standing any- other provisions of law, 
except- as provided in the last sentence 
of this subparagraph, be placed on the 
retired list on 1 July immediately 
following the fiscal year in which the 
report of the board is approved or in 
which the officer completes 20 years 
of total commissioned service, as com
puted under paragraph 13055, which
ever is later. However, if the report 
of a board that considers officers for 
continuation on the active list under 
the provisions of this law is approved 
less than 6 months before the end of 
the fiscal year, the retirement of of
ficers who were considered but not 
recommended for continuation by that 
board shall be deferred until the first 
day of the seventh month following the 
month in which the report of the board 
is approved. 

4. An officer who is retired under the 
foregoing provisions of law is entitled 
to retired pay computed in accordance 
with the provisions of paragraph 13008. 
However, the retired pay of such an 
officer may not be less than 50 percent 
of the basic pay upon which the compu
tation of retired pay is based. 

5. Except as otherwise provided in 
subparagraph 2, above, each officer 
retired under the foregoing provisions 
of law who on 11 August 1959 was serv
ing in the grade of colonel or lieutenant 
colonel in the Regular Marine Corps or 
was on a promotion list for promotion 
to one of those grades shall be paid, in 
addition to retired pay, a lump-sum 
payment of $2,000, effective on the 
date of hi.s retirement. The lump-sum 
payment shall be paid if the officer 
retires voluntarily prior to the date 
specified for his retirement in sub
paragraph 3, above, provided the report 
of the continuation board is approved 
by the President prior to the date the 
Secretary of the Navy approves the 
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request for voluntary retirement. An 
officer who is retired under other pro
visions of law by reason of physical 
disability is not entitled to the lump
sum payment. 

6. An officer who is recommended 
for continuation on the active list in 
the approved report of a board con
vened under Public Law 86-155 shall 
become subject to involuntary retire
ment in accordance with other provi
sions of law outlined in paragraph 
13058 or 13059. 

13063 INVOLUNTARY RETffiEMENT 
OF MALE COMMISSIONED 
OFFICERS FOR AGE 

I. Each officer above the grade of 
chief warrant officer, W-4, shall be 
retired by the President on the first 
day of the month following thatinwhich 
he becomes 62 years of age. The 

President may, in his discretion, defer 
retirement of any such officer for the 
length of time he considers advisable 
but not later than the first day of the 
month following that in which such 
officer becomes 64 years of age. Not 
more than ten such officers, including 
naval officers whose retirement is so 
deferred, shall be on active duty at any 
one time (I 0 U .S.C. 6390, Executive 
Order 10621). 

13064 INVOLUNTARY RETIREMENT 
FOR FAILURE ON PROFES
SIONAL REEXAMINATION 

I. The foregoing provisions relating 
to the retirement of officers above the 
grade of captain who have twice failed 
of selection for promotion shall be ap
plicable to such officers who fail on 
professional reexamination for pro
motion in the same manner as if such 
officers had twice failed of selection 
for promotion; see chapter 6. 
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SECTION 2: WOMEN OFFICERS 

13076 

13075 RESIGNATIONS 

I. The provisions of paragraph 13050 
concerning the general conditions under 
which resignations of male officers 
are tendered and accepted are equally 
applicable to Regular women officers. 
Resignations normally will be accept~d 
from women officers under the follow
ing conditions: 

a. After 4 years of active commis
sioned service, except in the case of an 
officer who has additional active serv
ice obligations under lciw, agreement, 
or policy. 

t b. By reason of marriage provideo 
slie has completed 3 years of active 
commissioned service. 

c. For the same reasons whi~h 

would result in termination of commis
sian or warrant as outlined in subpara
graph 13076.3. 

13076 INVOLUNTARY DISCHARGES 
AND TERMINATIONS 

I. Each woman officer serving in the 
permanent grade of captain or first 
lieutenant in the Regular Marine Corps, 
whose name, on 30 June of the fiscal 
year in which she completes 13 or 7 
years of active cornmissioned service, 
respectively, in the Marine Corps, is 
not then on a promotion list for promo
tion to the next higher grade, shall be 
honorably discharged from the Marine 
Corps on that date. However, if she so 
requests, she may be honorably dis
charged at any time during that fiscal 
year. A captain is entitled to a lump
sum payment equal to 24 times the 
monthly basic pay to which she is en
titled at the time of discharge, and a 
first lieutenant is entitled to a lump
sum payment equal to 2 months' basic 
pay a~ the time of discharge multiplied 
by the number of years of her active 
commissioned service in the Regular 
Marine Corps or the Marine Corps 
Reserve, except that no captairl sub
ject to discharge under this subpara
graph is entitled to a lump- sum payment 

that is more than $15,000. A part of a 
year that is 6 months or more is 
counted as a whole year and a part of a 
year that is less than 6 months is dis
regarded in the computation of such 
severance pay (10 U.S.C. 6401, as 
amended by Act of June 28, 1962, P .L. 
87-509, Sec. 4(b)), 6402 and 6404. 

2. The commission or warrant of any 
woman serving in the Regular Marine 
Corps may be terminated regardless of 
grade, or length of service, by or at the 
direction of the Secretary of the Navy, 
except as may be otherwise provided by 
law, under the same circumstances, 
procedures and conditions and for the 
same reasons under which a male 
member of the Regular Marine Corps 
and of the same grade and length of 
service may be totally separated from 
the service by administrative action, 
whether by termination of commission, 
termination of appointment, revocation 
of commission, discharge, or other
wise. 

3. The commission or warrant of any 
woman serving in the Regular Marine 
Corps shall be terminated by the Secre
tary of the Navy when it is established 
that such woman: 

a. Is the parent, by birth or adop
tion, of a child under the age of 18 
years; or 

h. Has personal custody of a child 
under the age of 18 years; or 

c. Is the stepparent of a child under 
the age of 18 years who is within the 
household of the woman for a consecu
tive period of more than 30 days a year; 
or 

d. Is pregnant; however, if preg
nancy is terminated as a !esult of a 
spontaneous or therapeutic abortion or 
a stillbirth prior to separation from the 
service, a woman officer may be con
sidered for retention if she so desires; 
or 

e. Has, while serving under her 
current appointment to warrant or com-
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missionea grade in the naval service, 
given birth to a living child (10 U.S.C. 
6393). 

4~ Each woman officer whose corn
mission or warrant is terminated will 
be awarded a certificate of discharge 
of such type and character as may be 
warranted by her military record and 
the circumstances surrounding the ter
mination. 

5. In the eventawomanofficerdoesnot 
submit her resignation when subject to 
separation under the provisions of sub
paragraph 3, above~ her commander 
will submit a detailed report to the 
Commandant of the Marine Corps en
closing substantiating documents. 

13077 VOLUNTARY RETIREMENT 
1. All laws applicable to the voluntary 
retirement of male officers of the Reg
ular Marine Corps are applicable in 
like manner to women officers of the 
Regular Marine Corps. 

13078 INVOLUNTARY RETIREMENT 

1. Each woman officer of the Regular 
Marine Corps who holds a permanent 
appointment in the grade of lieutenant 
colonel, or a woman officer serving as 
Director of Women Marines with the 
grade of colonel, shall be retired by the 
President on the first day of the month 
following that in which she becomes 55 
years of age or completes 30 years of 
active commissioned service in the 
Regular Marine Corps and the Marine 
Corps Reserve, whichever iS earlier. 
However, a woman lieutenant colonel or 
major who serves as Director of Women 
Marines with the grade of colonel and 
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who becomes 50 years of age while so 
serving, may be retired by the Presi
dent on the first day of the month 
following that in which she ceases to 
serve as Director of Women Marines. 

2. A woman officer detailed as Direc
tor of. Women Marines, who has served 
at least Zi years as such Director, and 
who is retired for any reason, either 
while so serving or after completion of 
that service while serving in a lower 
grade, may, in the discretion of the 
President, be retired in the grade of 
colonel and with retired pay based on 
that grade (10 U.S.C. 5206, 6398 and 
Executive Order 10621). 

3. Each woman officer of the Regular 
Marine Corps who holds an appointment 
in the grade of major or below shall be 
retired by the President on the first 
day of the month following the date on 
which she becomes 50 years of age. 
However, the foregoing shall not apply 
to an officer of the grade of major who 
is on a promotion list for promotion to 
the grade of lieutenant colonel or to 
one while serving as Director of Women 
Marines with the grade of colonel 
(10 u.s.c. 6399). 

4. Each woman officer of the Regular 
Marine Corps who holds an appointment 
in the grade of major shall be retired 
on the first day of July immediately 
following the fiscal year in which she 
is not on a promotion list and she has 
completed 20 years of active commis
sioned service in the Regular Marine 
Corps and the Marine Corps Reserve. 
The foregoing is not applicable to a 
woman officer while serving as Direc
tor of Women Marines (10 U.S.C. 6400). 



PART C: SEPARATION AND RETIREMENT OF REGULAR CHIEF WARRANT 
AND WARRANT OFFICERS 

13100 GENERAL 

1. Unless otherwise indicated, the term 
''warrant officer" as used herein means 
any chief warrant officer or warrant 
officer, W -l. 

2. Unless otherwise indicated, the pro
visions of part C are applicable to 
women warrant officers. 

13101 RESIGNATIONS 

l. The provisions of paragraph 13050 
concerning conditions under which res
ignations are tendered and accepted 
are applicable to warrant officers. 

13102 TERMINATION OF 
APPOINTMENT 

l. The Secretary of the Navy may in 
his discretion, terminate the appoint
ment of a permanent warrant officer 
in the Regular service at any time 
within 3 years after the date of accept
ance of his initial permanent appoint
ment in the Regular service. An officer 
whose appointment is thus terminated, 
shall not be entitled to severance pay, 
but may apply for and be enlisted in 
the grade~ and with the date of rank in 
that grade, held on the day before he 
accepted his appointment as a warrant 
officer. The application for enlistment 
of a person whose appointment as a 
warrant officer has been terminated in 
accordance with this paragraph must 
be approved by the Secretary of the 
Navy prior to enlistment. A temporary 
appointment in a warrant grade may 
be terminated at any time. 

2. When a selection board is convened 
by the Secretary of the Navy to con
sider permanent warrant officers for 
promotion to the next higher grade, the 
board shall report the names of those 
warrant officers considered by it whose 
records and reports establish, in it~ 
opinion, their unfitness or unsatisfac
tory performance of duty in their 
present grades. A warrant officer 
whose name is so reported shall be 
:retired, enlisted, or separated in ac
~ordance with subparagraph 4, below. 

3. The Secretary of the Navy may 
convene a board of officers similar in 
composition to a selection board which 
will consider the records of all warrant 
officers submitted to it by the Secretary 
of the Navy. The records will be those 
of warrant officers not eligible for 
consideration by a selection board and 
among those records there are rec
ords or reports which indicate un
fitness or unsatisfactory performance 
of duty in their present grade. The 
board shall submit a report in writing 
to the Secretary of the Navy via the 
Commandant of the Marine Corps and 
shall certify that: 

11The board has carefully considered 
the records furnished to it and the 
chief warrant officers or warrant offi
cers, W-1, whose names, if any, are 
reported have reports and records 
which establish their unfitness or un
satisfactory performance of duty in 
their present grade.'• 

j 4. Each warrant officer whose name is 
reported in the approved report of a 
selection board or a board of officers 
pursuant to subparagraph 2 or 3, above, 
shall, if eligible for retirement under 
any provision of law, be placed on the 
retired list on the first of the month 
following the 60th day after the date on 
which the Secretary of the Navy ap
proves the report of the board. If not 
eligible for retirement, and if he has 
completed at least 3 years active 
service from the date he accepted his 
original permanent appointment as a 
Regular warrant officer, such officer 
shall be separated with severance pay 
not later than 60 days after the date 
on which the Secretary of the Navy 
approves the report of the board. Such 
warrant officer• s severance pay is 
computed by multiplying his years of 
active service, but not more than 12, by 
the monthly basic pay to which he is 
entitled at time of separation. A part 
of a year that is 6 months or more is 
counted as a whole year and a part of a 
year that is less than 6 months is 
disregarded in the computation of such 
severance pay. However, no person 
is entitled to severance pay in an 
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amount that is more than $15,000. Each 
warrant officer, in lieu of separation 
with severance pay, shall be accorded 
the enlistment privilege as provided 
in subparagraph l, above. If any such 
warrant officer has less than 3 years of 
active service his appointment shall 
be terminated in accordance with sub
paragraph l, above (10 U.S.C. 1165, 
1166, 560, and 1167 as amended by 
Act of June Z8, 196Z, P.L. 87-509, 
Sec. 4(a)), 

13103 VOLUNTARY RETIREMENT 

1. Any warrant officer who has com
pleted not less than ZO years active 
service may, upon application, and in 
discretion of the Secretary of the Navy, 
be placed on the retired list. Sub
paragraph 13054.1 is applicable. 

2. Warrant officers who are eligible 
may request retirement in accordance 
with the appropriate provisions of para
graph 13054. 

13104 INVOLUNTARY SEPARATION 
OR RETIREMENT 

1. Unless separated or retired under 
other provisions of law, a permanent 
Regular warrant officer shall be sepa
rated or retired in accordance with 
this paragraph. 

Z. For the purposes of this paragraph 
the decisive date may be any one of 
the following; whichever is applicable: 

a. The date on which the Secretary 
of the Navy approves the report of a 
selection board pursuant to which the 
warrant officer failed, for the second 
time, of selection for promotion to 
the next higher permanent Regular 
warrant officer grade. 

b. The date on which the Secretary 
of the Navy, the President, or the 
United States Senate, for the second 
time, removes the name ofanywarrant 
officer from a promotion list, or the 
date on which the Secretary of the 
Navy approves the report of a selection 
board which does not recommend any 
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warrant officer for promotion after 
he has been once removed from a 
promotion list as indicated above. 

c. The date on which the Secretary 
of the Navy approves the report of a 
board which reported the name of any 
warrant officer as having failed to 
meet the moral qualifications, or 
upon reexamination, the professional 
qualifications prescribed by the Secre
tary of the Navy for such promotion. 

• 3. If on the decisive date applicable 
to his case any warrant officer has 
completed less than 18 years of active 
service but at least 3 years of active 
service from the date he accepted his 
original permanent appointment as a 
Regular warrant officer, his appoint
ment shall be terminated and he shall 
be separated on that date which is 60 
days after the decisive date applicable 
to his case. A permanent Regular 
warrant officer whose appointment is 
so terminated will be entitled to 
severance pay, unless he applies for 
and is enlisted or reenlisted in the 
Marine Corps and such application for 
enlistment must be approved by the 
Secretary of the Navy prior to enlist
ment. The severance pay of such war
rant officer is computed by multiplying 
his years of active service, but not 
more than 12, by twice the monthly 
basic pay to which he is entitled at 
time of separation. A part of a year 
that is 6 months or more is counted as 

. a whole year and a part of a year that 
is less than 6 months is disregarded in 
the computation of such severance pay. 
However, no person is entitled to 
severance pay under this paragraph in 
an amount that is more than $15,000 
(10 U.S.C. 564 and 1167 as amended 
by Act of June Z8, 1962, P.L. 87-509, 
Sec. 4(a)). 

4. If on the decisive date applicable 
to his case any warrant officer has 
completed at least 18 years but not 
more than 20 years of active service, 
he may be retained until he has com
pleted ZO years of active service and 
shall be placed on the retired list on 
the first of the month following the 
60th day after the date he completes 
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that service, unless he is selected for 
promotion to the next higher permanent 
Regular grade before that date. 

5. If on the decisive date applicable to 
his case any warrant officer has com
pleted 20 or more years of active 
service he shall be retired on the first 
of the month following the 60th day 
after that decisive date (10 U.S.C. 
564). 

13105 INVOLUNTARY RETIREMENT 
FOR AGE OR SERVICE 

1. A permanent Regular male warrant 
officer, who has completed at least 
20 years of active service in the Armed 
Forces, shall be retired on the first 
of the month following the 60th day 
after the date he becomes 62 years of 
age (10 U.S.C. 1263). 

2. A permanent Regular woman war
rant officer, who has completed at 
least 20 years of active service in the 
Armed Forces, shall be retired on the 
first of the month following the 60th 
day after the date she becomes 55 
years of age (10 U.S.C. 1255). 

3. Any permanent Regular warrant 
officer who has at least 30 years of 
active service in the Armed Forces 

shall be retired on the first day of the 
month following the 60th day after the 
date that he completes that period of 
active service (10 U.S.C. 1305). 

13106 TERMINATION OF TEMPO
RARY APPOINTMENT IN 
HIGHER GRADES 

1. The temporary appointment in a 
higher grade of any warrant officer 
shall be terminated on the date the 
officer is subject to separation or 
retirement in accordance with para
graphs 13102, 13104 or 13!05. 

13107 DEFERMENT FOR DIS
ABILITY 

1. The Secretary of the Navy in his 
discretion may defer, for not more 
than 4 months, the involuntary retire
ment or separation of any warrant 
officer if, because of unavoidable cir
cumstances, evaluation of his physical 
condition and determination of his en
titlement to retirement or separation 
for physical disability require hospital
ization or medical observation that 
cannot be completed before the date 
when he would otherwise be required 
to be retired or separated under pro
VlSlons of part C, except subpara
graph 13102.1. 
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PARTD: SEPARATION AND ItETIREMENT OF RESERVE OFFICERS: 
RETIREMENT OF ENLISTED ~SERVISTS 

13150 DEFINITION OF TERMS 

1. Certain terms have special mean
ing with reference to Reserve retire
ments as outlined below: 

a. "Active statusu means the status 
of a reservist who is not on the in
active status list or in the Retired 
Reserve. A reservist in an active status 
may be on active or inactive duty. 

b. The terms ''ReserveRetirement 
Credit11 and 11points" are used inter
changeably and have reference to the 
method provided by law for awarding 
actual or constructive days of service 
for active duty and other duty or train
ing. Each point represents a day of 
service. These points are us~d for 
determining both satisfactory Federal 
service counting towa\rd eligibility for 
retirement, and for computing the 
amount of retired pay to be received. 

c. A "year at sati8factory Federal 
service'' is a year in Which a reservist 
is credited with a minimum of 50 
Reserve retirement credits unless the 
year is declared unsatisfactory by the 
Commandant of the Marine Corps. See 
paragraph 13162 for service prior to 
l July 1949. 

(l) For persons who were mem
bers of the Marine Corps Reserve on 
l July 1949, their anniversary year 
begins on I July of each year as long 
as active Reserve status is maintained. 

(2) For persons who enter or re
enter the Marine Corps Reserve after 
l July 1949, their anniversary year 
begins on the date of entry or reentry, 
and each succeeding "year 11 will begin 
on the anniversary of that date as long 
as active Reserve status is maintained. 

(3) For persons who are dis
charged from another Reserve compo
nent and enlisted or appointed in the 
Marine Corps Reserve, their anniver
sary year begins on the date of entry 
into the Marine Corps Reserve, 
regardless of the anniversary date they 
may have had in the other Reserve 
component. f1 ' 

(4) For persons who are sepa
rated from active Reserve status with
out completing the current anniversary 
year of service, they will be given 
credit for the portion of the year for 
which credit has been earned 

13151 RESIGNATION OF OFFICERS .l. The President, or the Secretary of 
the Navy acting for him, may accept 
the resignation of an officer of the 
Marine Corps Reserve, including chief 
warrant officers and warrant officers, 
W -l. Officers will include in their 
letter of resignation the reason there
for. The provisions of paragraph 13050 
pertaining to tendering and acceptance 
of resignations of Regular officers are 
applicable except that periods of obli
gated service acquired under law or 
contractual agreement must be com
pleted before a resignation will be 
accepted. Exceptions may be made 
when the separation of an officer is 
considered to be in the best interests 
of the service. Subject to the fore
going, a woman officer may tender her 
resignation at any time after completion 
of l.years of active commissioned serv
ice, unless a previous service agree
ment specified 2 years of active duty, 
or 4 years of total commissioned 
service. Reserve officers may tender 
their resignations for any of the rea
sons which would result in involuntary 
discharge. 

2. An officer tendering a resignation 
from the Marine Corps Reserve under 
circumstances which might reasonably 
be susceptible to subsequent charac
terization as 11under conditions other 
than honorable, 11 shall include one of 
the following alternative statements: 

a. 11! have been fully advised con
cerning provisions of statutes and reg
ulations relative to court-martial trials 
and action by boards of officers, and 
concerning the application of such 
statutes and regulations to the factual 
situation obtaining in my case. Mter 
fully weighing the benefits which might 
inure to me as a result of such action, 
and although considering that I would 
suffer no greater prejudice as a result 
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of such action, I hereby waive any and 
all court-martial action under the Uni
form Code of Military Justice, and I 
further waive any consideration of my 
case by any board of officers and find
ings and recommendations by any such 
board of officers. This waiver is made 
in the interest of expediting ultimate 
disposition of my case, as I feel that 
my position in the matter has been 
made clear, and I have full confidence 
in the ability and fairness of the officers 
in higher authority who will act upon 
my case," or 

b. 111 request referral ofthepapers 
in my case to a board of officers for 
findings and recommendations in the 
premises." 

13152 INVOLUNTARY DISCHARGES 

1. Subject to the provisions of Title 10, 
U. S. Code, Reserve commissioned 
officers may be discharged at the 
pleasure of the President. Other re
serves may be discharged under regu
lations prescribed by the Secretary of 
the Navy. The discharge of warrant 
officers, W-1, shall be effected at the 
pleasure of the Secretary of the Navy 
(!0 usc 1162). 

2. A Reserve officer who has not com
pleted 3 years of commissioned, war
rant, or combined commissioned and 
warrant service may be involuntarily 
discharged in the absence of an approved 
recommendation of a board of officers 
under any of the following circum
stances: 

a. Upon failure to complete satis
factorily any course of training, in
struction, or indoctrination which he 
has been ordered to undergo and the 
satisfactory completion of which is 
considered important in achieving 
maximum qualifications for general or 
any special duty assignments or assign
ment ordered or in contemplation, or 
for any promotion, classification or 
designation. 
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b. Low caliber or unsatisfactory 
performance of duty as evidenced by 
either or both official reports offitness 
or special reports by letter submitted 
by no less than two reporting seniors 
under whom the officer in question has 
served. The term "low caliber per
formance of duty" is used herein to 
denote performance which is considered 
to be qualitatively below standards 
deemed normal for officers of com
parable grade, experience, and length 
of ser,vice, and is by no means re
stricted to performance falling below 
any specific numerical or adjectival 
grade, mark, or description. 

c. Unsuitability or unfitness for 
service by reason of a medically 
diagnosed condition or state other than 
physical disability. 

d. Except as provided in subpara
graphs 2a, 2b, Zc, above, Reserve 
officers who have completed less than 
3 years of commissioned and warrant 
service shall be discharged only pur
suant to the approved recommendation 
of a board of officers convened in 
accordance with subparagraph 3, below. 

t3. Except as otherwise provided in 
paragraphs 13154-13157 a Reserve of
ficer who has completed 3 years of 
commissioned service shall not be 
involuntarily discharged. except pur
suant to the approved recommendation 
of a board of officers convened by one 
of the following: The Commandant of 
the Marine Corps; commands author
ized to convene general courts-martial; 
the Commanding General, Marine Air 
Reserve Training Command; Direc
tors, Marine Corps Districts; and the 
Commanding Officer, Marine Corps 
·Reserve Data Services Center. Class III 
Standby reservists who express a de
sire to appear before a board in person 
shall be transferred from the Marine 
Corps Reserve Data Services Center, 
on a nonchargeable basis, to the CG, 
MAR TC or the nearest Marine Corps 
District, as appropriate, for board 
action. However, in the case of officers 
serving on active duty, commands au
thorized to convene a board of officers 
will do so only after they have reported 
all pertinent facts and recommended 
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to the Commandant ofthe Marine Corps 
that such action be taken and the Com
mandant of the Marine Corps has di
rected the convening of a board of 
officers. The board shall consist ofnot 
less than three members who shall be 
senior in grade to the individual under 
consideration and the majority shall be 
officers of the Marine Corps Reserve 
on extended or temporary active duty. 
This board may recommend discharge 
for any of the following reasons: 

a. When a male officer fails on 
reexamination to qualify professionally 
for promotion.· 

b. When found not physically quali
fied for promotion or for active duty, 
and when he or she is ineligible for 
transfer to the retired list of the 
Marine Corps Reserve. 

c. Failure to complete basic mili
tary training, unless waiver and re
tention is authorized by the Commandant 
of the Marine Corps. 

d. Failure to carry out agreements 
entered into prior to appointment. 

e. Civilian occupationincompatible 
with Marine Corps Reserve status. 

f. For such other full and sufficient 
cause, as determined by the Secretary 
of the Navy such as failure to com
plete successfully prescribed course 
of study. failure to answer and/ or 
comply with official correspondence, 
obvious lack of interest in the Reserve, 
and serious breach of discipline. 

4. An officer or a chief warrant offi
cer of the Reserve component may be 
dismissed and a warrant officer of 
the Reserve component may be dis
honorably discharged as a result ofthe 
approved sentence of a general court
martial. 

5. The President or the Secretary of 
the Navy may drop from the rolls any 
member of the Reserve components 
who has been absent without authority 
from his place of duty for a period of 
3 months or more, or who, having been 
found guilty of any offense by the civil 
authorities, is finally sentenced to 
confinement in a Federal or State peni
tentiary or correctional institution. 

6. A Reserve officer discharged or 
separated for cause other than as 
specified in subparagraph 5, above, 
shall be given an honorable or general 
discharge under honorable conditions 
unless: 

a, A discharge under conditions 
other than honorable is effected pur
suant to the approved sentence of a 
court-martial or the approved findings 
of a board of officers convened by 
competent authority, or 

b. The officer consents to discharge 
under conditions other than honorable 
with waiver of court-martial or board 
proceedings. 

7. Men and women officers on the 
retired list of the Marine Corps Re
serve, with or without pay, shall not 
be discharged therefrom without their 
consent, except by sentence of a court
martial, or when sentenced by civil 
authorities to confinement in a State 
or Federal penitentiary as a result of 
a conviction for a felony. 

8. A woman Reserve officer who be
comes pregnant or the parent or custo
dian of a child shall, if ineligible for 
transfer to the retired list of the 
Marine Corps Reserve, be discharged. 

9. A woman Reserve officer who has 
completed 3 years of commissioned 
service shall not be involuntarily dis
charged unless: 

a. Recommended for discharge by 
a board described in subparagraph 3 
above, for reasons enumerated in sub
paragraphs 3b, c, d, e, or f, above. 

b. Discharged or dismissed as 
provided in subparagraph 7 or 8, above, 
or paragraph 13157. 

13153 TRANSFER TO ANOTHER 
RESERVE 

1. A Reserve officer on inactive dUty 
who desires to enlist or accept appoint .. 
ment in the Reserve component of 
another Armed Force shall: 

• a. Apply to the Secretary of the 
Navy via the unit of the Armed Force 
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in which entry is sought, his commander 
and/ or District Director or Com
manding General, Marine Air Reserve 
Training Command, or the Commanding 
Officer, Marine Corps Reserve Data 
Services Center, as appropriate, and 
the Commandant of the Marine Corps 
(Code DMA). 

b. Include in his application evi
dence of fulfillment of one of the con
ditions in subparagraph !3355.la as 
applies to enlisted reservists. 

c. Tender the contingent resigna
tion with his application to read: "I 
hereby tender my resignation from the 
U.S. Marine Corps Reserve. I request 
that my resignation be accepted con
tingent upon and effective as of the day 
prior to my enlistment or acceptance 
in the (specify service). 11 

2. Upon approval of the application, 
the Commandant of the Marine Corps 
will furnish the officer concerned a 
conditional release. This release will 
contain the elements set forth in sub
paragraph l3355.lc. 

13154 RETIREMENT OR SEPARA
TION FOR AGE AND SERVICE 

1. The Comptroller General has ruled 
that a member of the Reserve who is 
60 years of age and qualified for re
tired pay is not entitled to credit for 
any service or retirement credits after 
the date he becomes so qualified, un
less the member is retained under 
exceptional circumstances bY specific 
orders of the Secretary of the Navy 
(38 CompGen 647). In view thereof, 
and in order to protect the interests 
of the members concerned, the Secre
tary of the Navy has directed that 
Reserve personnel shall be retired or 
discharged in accordance with the 
following instructions: 

a. Reserve officers, other than gen
eral officers, and enlisted members 
of the Reserve, who, upon reaching 
age 60 and are then qualified for retire
ment with pay, shall be transferred to 
the Retired Reserve upon their own 
request, effective on the first of the 
month following their 60th birthday. 
However, if they fail to request 
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retirement after being afforded an 
opportunity, they shall be discharged. 

b. General officers of the Reserve 
may, subject to their consent and upon 
specific orders of the Secretary of the 
Navy, be retained in an active status 
until age 62. The Secretary may, sub
ject to their consent, retain, within 
the number specified by law, certain 
general officers in an active status 
until age 64. 

c. Reserve officers who have 
attained age 60 but have not yet com
pleted 20 years of satisfactoryFederal 
service, shall be retired or discharged 
as of the earliest ofthe following dates; 

( 1) The first of the month follow
ing the date on which they first com
plete 20 years of satisfactory Federal 
service and become qualified for re
tirement with pay. 

(2) If commissioned prior to 
1 January 1953, the first of the month 
following their 62d birthday if they 
c.annot qualify for retired pay on or 
before their 64th birthday. An officer 
in this category may be retired without 
his consent (10 U,S.C. 6391). 

(3) If commissioned on or sub
sequent to 1 January 1953, the first of 
the month following their 62d birthday. 
An officer in this category may be 
retired without his consent (10 U.S.C. 
6391) 0 

d. Enlisted members of the Re
serve, who, upon reaching age 60, are 
then qualified for retirement with pay, 
shall be transferred to the Retired 
Reserve upon their own request, effec
tive on the first of the month following 
their 60th birthday. However, if they 
fail to request retirement after being 
afforded an opportunity, they shall be 
discharged by the command concerned 
for convenience of the Government, 
citing subparagraph 13261.1£ as author
ity. 

e. Enlisted members who r1ave 
attained age 60, but have not yet com
pleted 20 years of satisfactory Federal 
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in which entry is sought, his commander 
and/or District Director or Com
manding General, Marine Air Reserve 
Training Command, or the Commanding 
Officer, Marine Corps Reserve Data 
Services Center, as appropriate, and 
the Commandant of the Marine Corps 
(Code DMA). 

b. Include in his application evi
dence of fulfillment of one of the con
ditions in subparagraph !3355.la as 
applies to enlisted reservists. 

c. Tender the contingent resigna
tion with his application to read: "I 
hereby tender my resignation from the 
U.S. Marine Corps Reserve. I request 
that my resignation be accepted con
tingent upon and effective as of the day 
prior to my enlistment or acceptance 
in the (specify service)." 

2. Upon approval of the application, 
the Commandant of the Marine Corps 
will furnish the officer concerned a 

·conditional release. This release will 
contain the elements set forth in sub
paragraph !3355.lc. 

13154 RETIREMENT OR SEPARA
TION FOR AGE AND SERVICE 

!. The Comptroller General has ruled 
that a member of the Reserve who is 
60 years of age and qualified for re
tired pay is not entitled to credit for 
any service or retirement credits after 
the date he becomes so qualified, un
less the member is retained under 
exceptional circumstances by specific 
orders of the Secretary of the Navy 
(38 CompGen 647). In view thereof, 
and in order to protect the interests 
of the members concerned, the Secre
tary of the Navy has directed that 
Reserve personnel shall be retired or 
discharged in accordance with the 
following instructions: 

a. Reserve officers, other than gen
eral officers, and enlisted members 
of the Reserve, who, upon reaching 
age 60 and are then qualified for retire
ment with pay, shall be transferred to 
the Retired Reserve upon their own 
request, effective on the first of the 
month following their 60th birthday. 
However, if they fail to request 
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retirement after being afforded an 
opportunity, they shall be discharged. 

b. General officers of the Reserve 
may, subject to their consent and upon 
specific orders of the Secretary of the 
Navy, be retained in an active status 
until age 62. The Secretary may, sub
ject to their consent, retain, within 
the number specified by law, certain 
general officers in an active status 
until age 64. 

c. Reserve officers who have 
attained age 60 but have not yet com
pleted 20 years of satisfactory Federal 
service, shall be retired or discharged 
as of the earliest of the following dates: 

( 1) The first of the month follow
ing the date on which they first com
plete 20 years of satisfactory Federal 
service and become qualified for re
tirement with pay. 

(2) If commissioned prior to 
1 January 1953, the first of the month 
following their 62d birthday if they 
c.annot qualify for retired pay on or 
before their 64th birthday. An officer 
in this category may be retired without 
his consent (10 U.S.C. 6391). 

(3) If commissioned on or sub
sequent to 1 January 1953, the first of 
the month following their 62d birthday. 
An officer in this category may be 
retired without his consent (10 U.S.C. 
6391). 

d. Enlisted members of the Re
serve, who, upon reaching age 60, are 
then qualified for retirement with pay, 
shall be transferred to the Retired 
Reserve upon their own request, effec
tive on the first of the month following 
their 60th birthday. However, if they 
fail to request retirement after being 
afforded an opportunity, they shall be 
discharged by the command concerned 
for convenience of the Government, 
citing subparagraph 13261.1£ as author
ity. 

e .. Enlisted members who !tave 
attained age 60, but have not yet com
pleted 20 years of satisfactory Federal 
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service, shall be transferred to the 
Retired Reserve or discharged as in
dicated above as of the first of the 
month following the date on which they 
first complete 20 years satisfactory 
Federal service and become qualified 
for retirement with pay. 

z. A Reserve officer, except a limited 
assignment officer, not on active duty 
and not on a promotion list will be dis
charged, allowed to resign, or trans
ferred to the Retired Reserve, if quali
fied, upon attaining the following ages 
in grade: 

Second and first lieutenants - 40 years 
Captains - - - - - - - - - - - - - - 46 years 
Majors- - - ----- - - -- - - - 52 years 
Lieutenant colonels- -- - - -- 58 years 

See paragraph 13159 for exceptions. 

13155 RETffiEMENT OR SEPARA
TION AFTER TWICE FAll.. lNG 
OF SELECTION FOR PRO
MOTION; MALE OFFICERS 

1. Subject to the exceptions outlined 
in paragraph 13159, a Reserve officer 
in an active status in the permanent 
grade of captain or first lieutenant, 
who is considered as having twice 
failed of selection for promotion to the 
next higher grade may, in the discre
tion of the Secretary of the Navy, be 
eliminated from an active status. An 
officer who is to be eliminated from 
an active status under this subpara
graph shall, if qualified, be given an 
opportunity to request transfer to the 
appropriate Retired Reserve and, if he 
requests it, shall be so transferred. U 
he is not so transferred, he shall, in 
the discretion of the Secretary, be 
transferred to the appropriate Inactive 
Status List or be discharged from the 
Marine Corps Reserve. 

z. An officer in an active status in the 
Marine Corps Reserve in the perma
nent grade of major or above, who is 
considered as having twice failed of 
selection for promotion to the next 

higher grade shall, if qualified, be given 
an opportunity to request transfer to 
the appropriate Retired Reserve. U he 
is not so transferred, he shall be dis
charged from the Marine Corps Re
serve if he has completed a period of 
total commissioned service equal to 
that specified below for the permanent 
grade in which he is serving: 

Colonel- - - -- - - - - - - - - - - 30 years 
Lieutenant colonel - - -- - - - 26 years 
Major- - - - - -- - - - - - - - - - 20 years 

3. For the purposes of this paragraph, 
the total commissioned service of an 
officer who shall have served con
tinuously in the Marine Corps Reserve 
following appointment therein in the 
grade of second lieutenant shall be 
computed from 30 June of the fiscal 
year in which he accepted appointment. 
Each other officer shall be deemed to 
have for these purposes as much total 
commissioned service as any officer 
of the Regular Marine Corps not re
stricted in the performance of duty 
who has served continuously since 
original appointment as a second lieu
tenant in the Regular Marine Corps 
and has not lost numbers or precedence 
and who is or has been after 6 Septem
ber 1947 .junior to such other officer, 
except that the total commissioned 
service of such other officer may not 
be less than the actual number of years 
he has served in commissioned officer 
status above the grade of chief warrant, 
W-4. Notwithstanding the first two 
sentences of this subparagraph, the 
Secretary of the Navy may defer the 
retirement or discharge under this 
paragraph of an officer serving in the 
permanent grade of major or above 
for a period of time which does not 
exceed the amount of constructive serv
ice in an active status which was 
credited to the officer at the time of his 
original appointment or thereafter 
under any provision of law, if the 
officer can complete at least 20 years 
of satisfactory Federal service during 
the period of such deferment(10U.S.C. 
6389, as amended, by Act of 30 
June 1960, P.L. 86-559, 74 Stat. 
274). 
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13156 REVOCATION OF LIMITED 
ASSIGNMENT STATUS AND 
SUBSEQUENT RETffiEMENT 
OR SEPARATION 

I. A Reserve officer who has been 
designated for limited assignment will 
have this designation revoked for one 
of the following reasons: (a) failure to 
be selected for continued limited as
signment on annual review, (b) failure 
of selection for promotion to next 
higher grade a second time, (c) failure 
to maintain an active status, and (d) for 
other good and sufficient reasons when 
determined by the Commandant of the 
Marine Corps. Following the revoca
tion of an officer 1 s limited as signm.ent 
status he will be discharged, allowed 
to resign, or transferred to the Re
tired Reserve under the provisions of 
paragraph 13!54 or 13155. 

13157 RETffiEMENT OR SEPARA
TION FOR AGE AND SERV
ICE; WOMEN OFFICERS 

I. A woman Reserve officer shall be 
afforded an opportunity to transfer, if 
qualified, to the Retired Reserve, but 
if not transferred, be allowed to resign 
or be discharged upon attainment of 
age or length of commissioned service 
as follows: 

a. Majors and below pursuant to 
the regulations prescribed for male 
Reserve officers in subparagraph 
!3!54.Z. 

b. Lieutenant colonels who attain 
age 55 or complete ZO years of satis
factory Federal service, whichever is 
earlier, except they may be retained 
beyond age 55 until they complete ZO 
years of- satisfactory Federal service 
provided that this service can be com
pleted by age 6Z. 

c. Ifinitiallyappointedafter !Z June 
1948: 

(I) Captains and first lieutenants 
whose names on 30 June of the fiscal 
year in which they complete 13 and 7 
years commissioned service, respec
tively, are not on a promotion list for 
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promotion to the next higher grade. 
Women officers in this category may 
be retained until 30 June of the fiscal 
year in which they have been con
sidered for promotion for the second 
time and are not on a promotion list. 

(Z) Majors and below who attain 
age 50 and are not on a promotion list. 

(3) Majors who complete ZO 
years of commissioned service and are 
not on a promotion list. 

(4) Lieutenant co lone 1 s who 
attain age 55 or complete 30 years of 
commissioned service 1 whichever is 
earlier~ 

Z. No woman Reserve officer shall be 
involuntarily eliminated from an active 
status pursuant to this paragraph ex
cept upon the recommendation of a 
board which shall be appointed by the 
Secretary of the Navy and convened at 
such times as the Secretary of the 
Navy may direct (10 U.S.C. 6403). 

3. See paragraph 13159 for exceptions 
to this paragraph. 

13158 RETffiEMENT OR SEPARA
TION FOR UNSATISFACTORY 
PARTICIPATION .!. Each non-obligor officer of Class 

III Volunteer Marine Corps Reserve 
in an active status, who is credited at 
the end of his anniversary year with 
less than Z7 retirement points, shall 
be separated or retired unless quali
fied for as signrnent to the inactive 
status list or retention in an active 
status in accordance with current di
rectives, except company grade offi
cers who have not completed more than 
3 years in an inactive duty status since 
date of last release from active duty. 
In the latter case the action described 
above will be taken in the event the 
officer fails to accrue a minimum of 
16 reserve retirement credits at the 
end of his anniversary year. Such a 
member will be informed by letter by 
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the Commanding Officer, Marine Corps 
Reserve Data Services Center, that 
because he has not met prescribed 
satisfactory part i c i patio n require
ments, his separation of retirement 
is mandatory under existing law. Each 
officer will be afforded the option of 
requesting transfer to the Retired Re
serve is qualified, or tendering his 
resignation. 

a. Those members who elect one of 
the options afforded under subpara
graph 1, above, will be processed in 
accordance with the provisions of this 
chapter. · 

b. Each officer subject to separa
tion or retirement who does not elect 
one of the options afforded him under 
subparagraph I, above, will be re
ferred to a board convened in accord
ance with subparagraph 13152.3, and a 
recommendation submitted relative to 
his retention or discharge. Each officer 
who is to be considered by a board 
will be properly notifiedinadvancethat 
his case is to be considered by a board 
for separation and afforded an oppor
tunity either to appear for a hearing 
or to submit a statement as he may 
elect. Further, each such officer will 
be informed that if he desires to 
appear in person or be represented 
before a board, no expense to the 
Government is authorized. The current 
SecNav Instruction pertaining to this 
matter should be consulted for detailed 
procedures. 

2. See paragraph 13159 for exceptions 
to this paragraph. 

13159 EXCEPTIONS TO MANDA
TORY RETffiEMENT OR 
SEPARATION OF CERTAIN 
RESERVE OFFICERS 

1. The retirement or separation of 
certain Reserve officers required by 
paragraphs 13154.2, 13155, 13156, 
13157, and 13158 shall not apply to an 
officer who has completed 18 but less 
than 19 years of satisfactory Federal 
service until the third anniversary of 
the date on which he would otherwise 

be transferred from an active status 
or discharged, or upon completion of 
20 years of satisfactory Federal serv
ice, whichever is earlier; nor shall 
the above referenced requirements 
apply to an officer who has completed 
19 but less than 20 years of satisfac
t!)ry Federal service until the second 
anniversary of the date on which he 
would otherwise be transferred from 
an active status or discharged, orupon 
completion of 20 years of satisfactory 
Federal service, whichever is earlier. 

2. The exception explained in sub
paragraph 1, above, will not be ex
tended to an officer who would not be 
able to complete 20 years of satisfac
tory Federal service prior to reaching 
the age at which retirement is manda
tory under subparagraph 13154.1 (10 
u.s.c. 1006). 

3. Each male person who after August 
9, 1955, becomes a member of an Armed 
Force before his 26th birthday, shall 
serve in the Armed Forces for a total 
of 6 years. Any part of such service 
that is not active duty or active duty 
for training shall be performed in aRe
serve component. Unless, under regu
lations prescribed by the Secretary of 
the Navy, he is promoted to a higher 
Reserve grade, he shall be retained in 
an active status in his Reserve grade 
for the rest of his period of required 
service and may not be discharged 
from that status unless he is so dis
charged because of personal hardship 
under regulations prescribed by the 
Secretary of Defense. 

13160 RETffiED RESERVE 

1. The Retired Reserve consists of 
reservists who are retired under 
vari~us laws and regulations explained 
in succeeding paragraphs. The names 
of all meml;>ers of the Retired Reserve 
are carried on the Retired Reserve 
list. The names of members of the 
Retired Reserve who are entitled to 
retired pay are also carried on the 
.Retired- Reserve list (10 U.S.C. 267, 
274, 1376 and 6017). 

13-31 
Ch.ll 

T 



13161 MARCORPERSMAN 

13161 RETIREMENT WITH PAY 
BASED ON ACTIVE SERVICE 

I. Reserve officers who have com
pleted ZO or more years of active 
service may request retirement under 
the provisions applicable to Regular 
officers in paragraph 13054. 

Z. A reservist (officer or enlisted) may 
request retirement if he has completed: 

a. 30 years of active service other 
than active duty for training, or 

b. ZO years of active service other 
than active duty for training, the last 
I 0 years of which he served in the 11-
year period immediately preceding re
tirement. Retired pay will be 50 percent 
of the basic pay to which he would be 
entitled if on active duty. This retire
ment provision applies only to persons 
who were members of the Naval Re
serve or the Marine Corps Reserve on 
I January 1953, and it shall terminate 
on I January 1973 (10 U.S.C. 63Z7). 

c. A reservist who is eligible for 
retirement under this paragraph, and 
who is also eligible for retirement 
under another provision of law or for 
transfer to the Fleet Marine Corps 
Reserve under paragraph 13404, is 
entitled to elect the type of retirement 
for which he is eligible. 

13162 RETIREMENT WITH PAY 
BASED ON 20 YEARS SA TIS
FACTORY FEDERAL SERV
ICE AT AGE 60 

I. Except as provided in.subparagraph 
3, below, a reservist, officer or en
listed, may request retirement with 
pay if he is at least 60 years of age 
and has performed ZO years or more 
of satisfactory Federal service of which 
the last 8 years of qualifying service 
have been performed in a Reserve 
component, The following service is 
creditable as satisfactory Federal 
service to determine whether a person 
is entitled to retired pay under this 
paragraph: · 

a. Years of service, before 1 July 
1949 in the following: 
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(I) The Armed Forces. 

(Z) The fed era 11 y recognized 
National Guard before 15 June 1933. 

(3) A federally recognized status 
in the National Guard before 15 June 
1933. 

(4) The National Guard after 14 
June 1933, if his service therein was 
continuous from the date of his enlist
ment in the National Guard, or his 
Federal recognition as an officer there
in, to the date of his enlistment or ap
pointment, as the case may be, in the 
National Guard of the United States, 
the Army National Guard of the United 
States, or the Air National Guard of 
the United States. 

(5) The Naval Reserve Force. 

(6) The Naval Militia that con
formed to the standards prescribed by 
the Secretary of the Navy. 

(7) The National Naval Volun-
teers. 

b. Each !-year period, after I July 
1949, in which he has been credited 
with at least 50 point., on the following 
basis: 

(I) One point for each day of --

(a) Active service; or 

(b) Full-time service while 
performing annual training duty or 
while attending a prescribed course of 
instruction at a school designated as a 
service school by law or by the Secre
tary of the military department con
cerned. 

II that service conformed to required 
standards and qualifications. 

(Z) One point for each attendance 
at a drill or period of equivalent 
instruction that was prescribed for that 
year by the Secretary of the military 
department concerned and conformed 
to the requirements prescribed bylaw, 
including attendance at National Guard 
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d. Service in a noniederally recog
nized status in the National Guard. 

e. Service in the Fleet Reserve or 
the Fleet Marine Corps Reserve. 

f. Service in any status other than 
that as a commissioned officer, war
rant officer, flight officer, appointed 
aviation cadet, or enlisted member. 

3. No person who, before 16 August 
1945, was a Reserve of an Armed Force, 
or a member of the Army without com
ponent or other category covered by 
subparagraph Ia, above, except a Reg
ular component, is eligible for retired 
pay under this paragraph unless he 
performed active duty after 5 April 
1917, and before 12 November 1918, 
or after 8 September 1940, and before 
1 January 1947, or unless he performed 
active duty, other than for training, 
after 26 June 1950, and before 28 July 
1953. No person shall be entitled to 
retired pay under subparagraph 1, 
above, if he is entitled, under any other 
provision of law, to retired pay from 
an Armed Force or retainer pay as a 
member of the Fleet Reserve or the 
Fleet Marine Corps Reserve. 

4. The last 8 years of satisfactory 
Federal service need not be the last 
8 years of military service, nor do they 
have to be continuous. For example, 
an individual who served 14 years as a 
reservist and then 6 years in the Reg
ular Marine Corps must serve an addi
tional 6 years in a Reserve status to 
qualify for retired pay; and an individual 
who served 13 years in the Regular 
Marine Corps, then 7 years as a re
servist, followed by 4 years in the 
Regular Marine Corps must serve an 
additional year in a Reserve status 
to qualify for retired pay. In the first 
example, an additional 6 years service 
in a Reserve status is necessary in 
order that the requirement that the 
last 8 years of satisfactory Federal 
service as a member of a Reserve 
component will be met. While this 
person has completed 20 years of 
satisfactory Federal service, the last 
8 years of such service was not as a 
member of a Reserve component, as 

732-936 0-64-14 

only 2 of the last 8 were served as a 
member of a Reserve~ component. In 
the second example, even though this 
person has completed over 20 years 
of satisfactory Federal service he 
must serve one more year as a mem
ber of a Reserve component in order 
to meet the requirement that the last 
8 years of such service was as a mem ... 
her of a Reserve component. 

5. The 50 points required for a year 
of satisfactory Federal service maybe 
prorated for a partial year and the 15 
gratuitous points for membership may 
be similarly prorated. In order to so 
prorate, the member must be removed 
from an active status at the end of the 
period to be prorated by discharge or 
transfer to the inactive status list or 
Retired Reserve. Retention in an active 
status after a member ceases to earn 
points may result in a part of a year 
which is otherwise satisfactory be
coming not creditable as satisfactory 
Federal service. In order for a part 
of a year to be creditable as satisfac
tory Federal service, the member must 
be credited with sufficient points to 
be prorated over the entire part of the 
year that he remains in an active status. 

6. Members of the Retired Reserve 
and former members of the Marine 
Corps Reserve who are fully qualified 
for retired pay in accordance with this 
paragraph may apply therefor. See 
paragraph 13167 for procedures (10 
U.S.C. 1331 and 1332). 

13163 COMPUTATION OF RETffiED 
PAY 

l. For the purpose of computing the 
retired pay of a person entitled to re
tired pay under paragraph 13162, years 
of service and any fraction of such a 
year are computed by adding the fol
lowing and then dividing the sum of 
the addition by 36 0: 

a. Days of active service. 

b. Days of full-time service while 
performing annual training duty or 
while attending a prescribed course of 
instruction at a school designated as a 
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service school by law or by the Secre
tary of the military department con
cerned. 

c. One day for each point credited 
under subparagraphs l3162.lb(2) and 
lb(3), above, but not more than 60 days 
in any one year. 

d. Fifty days for each year before 
1 July 1949, and proportionately for 
each fraction of a year, of service, 
other than active service, in a Reserve 
component of an Armed Force, in the 
Army or the Air Force without compo
nent, or in any other category covered 
by subparagraph l3162.la except a 
Regular component. 

2. The monthly retired pay of a person 
entitled thereto under paragraph 13162 
is computed according to the following 
formula: 

Monthly basic pay 
at rates applicable 
on date when re
tired pay is granted 
of highest grade 
held satisfactorily 
at any time in the 
Armed Forces 

Multiplied by 2i'/<> 
of years of service 
credited to him 
under subpara
graph 1. above 

Subtract excess 
over 75% of pay 
upon which com
putation is based 

(10 usc 1333 
and 1401) 

13164 TIME NOT CREDITABLE 
TOWARD YEARS OF 
SERVICE 

!. The following service will not be 
counted in any computation of years of 
satisfactory Federal service under 
paragraph .13162 or years of service for 
the computation of retired pay under 
paragraph 13163: 

a. Service in an inactive status on 
the inactive status list. 

b. Time spent after retirement or 
transfer to the Retired Reserve. 

2. Members of the Reserve are not 
eligible to earn retirement credits 
while on the inactive status list or in 
the Retired Reserve, and they are not 
entitled to gratuitous credits for mem
bership during such periods (10 USC 
1334). 
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3. See paragraph 13002 for other serv
ice not creditable in the case of officers. 

13165 RETIREMENT WITHOUT PAY 
I. A reservist, officer or enlisted, 
may request transfer to the Retired 
Reserve provided he: 

a. Has completed a total of 20 years 
of honorable service in the Armed 
Forces; or 

b, Has been found physically dis
qualified for active duty as a result of 
a service-connected disability regard
less of 'total years of service com
pleted; or 

c, Has been found physically dis
qualified for active duty, not as a result 
of his own misconduct, regardless of 
total years of service completed. 

2. A reservist, officer or enlisted, 
who has attained the age of 37 years 
may request transfer to the Retired 
Reserve provided he: 

a. Has completed a minimum of 8 
years satisfactory Federal service by 
having been credited with at least 50 
retirement points each year; or 

b. Has completed a minimum of 8 
years Federal service, including at 
least 6 months of honorable service on 
active duty iri time of war or national 
emergency; or 

c, Has consistently supported the 
Armed Forces in an outstanding manner 
as determined by the Secretary of the 
Navy. 

3. A reservist, officer or enlisted, 
may request transfer to the Retired 
Reserve provided he has completed 10 
or more years of active commissioned 
service in the Armed Forces. '4. Upon assignment or transfer to the 
Retired Reserve, a member shall be 
placed on the retired list in the highest 
grade in which he has satisfactorily 
served, as determined by the Secretary 
of the Navy, or in the highest grade for 
which eligible according to law. 

13166 PHYSICAL DISABILITY 
RETIREMENT 

l. Reservists are eligible forphysical 
disability retirement under the 
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conditions of part J of this chapter. 
Reservists retired for physical dis
ability under the provisions of chapter 
61, 10 U.S.C., are entitled to the same 
pay, rights, benefits, and privileges 
provided by law or regulation for re
tired members of the Regular Marine 
Corps. 

13167 RETffiEMENT PROCEDURES 

1. Reservists shall submit requests 
for transfer to the Retired Reserve 
with or without pay to the Commandant 
of the Marine Corps via official chan
nels. Transfers to the Retired Reserve 
are required by law to become effec
tive on the first day of a month. In those 
cases where the member will attain the 
age 60 and become fully qualified for 
retired pay within a period of 4months, 
a DD Form 108, Application for Re
tired Pay, will be completed in accord
ance with subparagraph 2, below, and 
enclosed .with the request for retire
ment. 

2. Members of the Retired Reserve 
and former members of the Reserve 
who are eligible under paragraph 13162 
may apply for retired pay by use of DD 
Form 108 in accordance with instruc
tions thereon. The form will be com
pleted as accurately as possible from 
data readily available to the applicant. 
Only one copy of DD Form 108 will be 
required. The form should be forwarded 
so as to arrive at Headquarters Marine 
Corps not less than 2 months nor more 
than 4 months prior to the date the 
member elects to have his retired pay 
commence. Statements of service are 
not necessary to document these appli
cations and will not be requested for 
the purpose of completing an applica
tion. However, the applicant should list 
any service in other branches of the 
Armed Forces other than the Marine 
Corps, indicating approximate dates 
when exact dates are not known. All 
service will be verified from official 
records when the application is proc
essed. An individual may elect to have 
his retired pay commence as of the first 
day of the month following the month in 
which he becomesfullyqualifiedfor re
tired pay, or the first of any month sub
sequent to that date. 

3. When a reservist who is subject to 
involuntary separation pursuant to this 
chapter is eligible for transfer to the 
Retired Reserve, he shall be so in
formed and afforded an opportunity to 
apply for such transfer prior to taking 
final action in his case. Such oppor
tunity may be considered as having 
been given by the mailing of notice to 
the latest address of the reservist on 
file with the appropriate command 
maintaining his records and the grant
ing of a reasonable period of time in 
which to receive his reply. 

13168 STATUS IN THE RETffiED 
RESERVE 

l. Title 10 U.S. Code 6 72 provides 
that a member of the Retired Reserve 
may be ordered to active duty in time 
of war or national emergency declared 
by Congress, or when otherwise author
ized by law. However, no member of the 
Retired Reserve may be ordered to 
active duty without. his consent unless 
the Secretary of the Navy, with the ap
proval of the Secretary of Defense, 
determines that adequate numbers of 
qualified members of the Ready and 
Standby Reserve in an active status 
are not readily available. 

2. The following general information 
is applicable to members ofthe Retired 
Reserve~ 

a. Members are not eligible to earn 
retirement credits or accrue additional 
satisfactory Federal service unless 
ordered to active duty as indicated in 
subparagraph 1, above. 

b. Members are not required to 
participate in any training program, 
and they are not eligible to participate 
in any training or other program of the 
Marine Corps Reserve in a pay status. 

c. Members are not required to 
submit qualification questionnaires or 
obtain periodic physical examinations. 

d. Members may use their military 
title in connection with any business 
enterprises not prohibited by law. 

e. Members are privileged to wear 
the prescribed uniform upon appro
priate occasions of ceremony. 
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13169 STATUS OF FORMER 
MEMBERS 

1. Former members of the Marine 
Corps Res.erve who .have resigned or 
been discharged may apply for retired 
pay under paragraph 13167, if qualified. 
Such fernier members may receive 
retired pay, but are not carried on the 
retired list and are ineligible for any 
privileges or rights of the Retired 
Reserve. They retain their civilian 
status. However, suchforrner_members 
who are in receipt of _retired pay and 
who have served on active duty, other 
than active duty for training, for 8 
or more years are entitled to certain 
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medical care at facilities of the Armed 
Forces, subject to the availability of 
facilities. 

13170 CURRENT ADDRESS OF 
RETffiED RESERVISTS 

1. A reservist who is retired shall 
keep the Commandant of the Marine 
Corps (Code DGH) informed at all 
times of his current home mailing 
address where mail and messages ad
dressed to him will be received. This 
report of current address is in addition 
to any report submitted for retired 
pay purposes. 
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13200 GENERAL 

I. The information contained herein is 
only a guide to determine whether or not 
an officer who is to be separated from 
the service will be granted a certificate 
of discharge, and if so, to determine its 
character. This part should not under 
any circumstances be construed as 
regulations or authority for effecting 
the separation of Regular or Reserve 
officers. Commissioned officers and 
warrant officers, both Regular andRe
serve, who are totally separated from 
the service, as distinguished from 
released from aCtive duty, will receive 
certificates of discharge as.hereinafter 
provided. The following matter, rela
tive to the situations under which the 
various types of officer discharges will 
be issued, has been designed to create 
the greatest uniformity in policies and 
procedures between officer and enlisted 
separations as well aS among the vari
ous branches of the Armed Forces. 
Part F of this chapter will be con
sulted in situations relating to officer 
separations not specifically covered 
herein. 

13201 TYPES OF DISCHARGES 

I. The following types of discharges 
are prescribed for issuance to officers 
of the Marine Corps or Marine Corps 
Reserve totally separated from the 
naval service: 

Type of Discharge Character of Separation 

Honorable Discharge.. Honorable 

General Discharge •••.• Under IDnorable conditiOns 

Discharge ................ Under conditions other than lDnor-
able 

Z. The foregoing discharges will be 
issued by the Secretary of the Navy 
and forwarded by the Commandant of 
the Marine Corps. Under no circum
stances will any other organization 
issue any form of certificate of dis
charge to an individual separated from 
the service as a warrant or commis
sioned officer. 

3. Ultimate determination as to the 
type and character of a total separation 
of any officer shall be made by the 
Secretary of the Navy. The type of dis
charge and character of separation is 
based on the officer's military record, 
as defined in subparagraph 13251.3. 
The following will be used as a guide 
in determining the type of discharge 
to be recommended: 

a. An honorable discharge is a 
separation from the service with honor. 
It is issued for proper military be
havior, and proficient and industrious 
performance of duty with due regard 
to the grade held and the capabilities 
of the individual concerned. An honor
able dis charge may be is sued for the 
following reasons: 

( l) Unqualified resignations. 

(Z) Discharge of Reserve offi
cers on inactive duty for age irl. grade, 
as a result of failure to pass physical 
examination, or for other reasons 
which, by administrative determination, 
entitle them to honorable discharge. 

(3) Discharge by reason of no 
future need for the services that an 
officer is qualified to perform. 

(4) Discharge because of failure 
to pass professional examination for 
promotion or failure of selection for 
promotion. 

(5) Academic or leadership 
training failure despite honest effort. 

(6) Personality defects or physi
cal deficiencies despite which the indi
vidual concerned is believed to have 
performed service to the best of his 
ability. 

(7) Other conditions 
resulting in an honorable 
for enlisted personnel. 

generally 
discharge 

b. A general discharge is a separa
tion from the service under honorable 
conditions of an individual whose 

13-37 



13202 MARCORPERSMAN 

military record is not sufficiently 
meritorious to warrant an honorable 
discharge. It may be issued for the 
following reasons: 

(1) Administrative separations 
for cause in cases wherein the cause 
for separation or the previous record 
of the officer concerned is of such a 
nature as to preclude honorable dis
charge, but is not of such a nature 
as to require discharge under condi
tions other than honorable, for example: 

(a) Academic or leadership 
training failure due at least in part to 
lack of effort. 

(b) Personality defects or 
physical deficiencies unaccompanied 
by a record of performance deemed 
to represent the best of which the indi
vidual is capable. 

(c) Separations of Reserve 
officers for failure to answer official 
correspondence, wiDlul absence fror.n 
scheduled drills, and like causes. 

(d) Separation for any cause 
wherein review of the military record 
of the individual concerned indicates 
performance of duty of a consistently 
below average or unsatisfactory char
acter. 

c. A "discharge•• as used herein is 
a separation of an officer under condi
tions other than honorable. It may be 
issued for the following reasons: 

(1) Resignation to escape dis
missal. 

(2) Resignation for .the good of 
the service and to escape trial by gen
eral court-martial. 

(3) Resignation for the good of 
the service. 

(4} Separations of officers by 
reason of record of conviction by civil 
authority upon criminal charges. Note 
exception in paragraph 13202 for offi
cers "dropped from the rolls," to whom 
no certificate of discharge is awarded. 
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(5} Homosexuality. 

(6} Drug addiction. 

(7} Habitual drunkenness. 

(8} Chronic default in the fulfill
ment of legal obligations. 

(9} Other reasons which would 
result in the award of an undesirable 
or bad conduct dis charge if the indi
vidual were in an enlisted status. 

13202 SEPARATIONS NOT HE
QUilliNG DISCHARGE 
CERTIFICATES 

1. Certificates of discharge \Yill not 
be issued to officers separated by one 
of the following procedures: 

a. Dismissal pursuant to approved 
sentence following conviction before a 
general court-martial. The letter or 
other document informing the officer 
concerned of the final action in such a 
case and effecting his dismissal from 
the naval service shall be deemed 
equivalent in all respects to a dis
honorable discharge. 

b. Separation of .an officer through 
dropping from the rolls of the service 
pursuant to Section 10,~ Appendix 2, 
Manual for Courts-Martial, U.S., 1951, 
or other statute existing or hereinafter 
enacted which may authorize such pro
cedure. 

c. Separation of an officer through 
dismissal, removal from office, or 
other separation procedure required 
by statutes existing or hereinafter 
enacted prohibiting certain activities 
by officers. Examples of the class of 
statutory prohibitions referred to, 
whether or not specifically applicable 
to Marine officers, are (1} carrying 
on of trade or business by fiscal offi
cers in funds, debts, or public prop
erty of Federal or State Governments; 
(2) using appropriated funds to influ
ence legislation; and (3) accepting 
bribes. 

d. Separation through statutorily 
implied resignation upon accepting or 
holding of an appointment in the foreign 
service of the U. S. Government. 
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13203 DISCHARGES FOR OFFICERS 
SEPARATED BY REASON OF 
PHYSICAL DISABILITY 

l. An officer who is discharged with 
or without severance pay by reason of 
physical disability will be given the 
type of discharge deemed most nearly 
consonant with the cause of his dis
ability and his military record, 

13204 RECOMMENDATIONS FOR 
DISCHARGE 

1. In all cases in which administrative 
separation of an officer from the serv
ice is being recommended, the authority 
so recommending shall further make 
recommendation as to the type of dis
charge which should be awarded in 
accordance with the foregoing para
graphs. If the ·officer concerned should 
submit a resignation from the naval 
service in conjunction with the recom
mendation for separation, such resig
nation shall contain one ofthe following 
paragraphs, as appropriate: 

a. "I have been informed and under
stand that if my resignation herein 
submitted be accepted, I shall subse
quently receive a certificate of honor
able discharge fromthenavalservice." 

b. 111 have been informed and under
stand that if my resignation herein 
submitted be accepted, I shall subse
quently receive a certificate of general 
discharge from the Marine Corps; that 
such a separation, although considered 
by the Navy Department to be under 
honorable conditions, is not the highest 
qualitative type of separation provided 
for officers of the naval service; and 
that, while I shall be entitled to the 
major portion of veterans 1 rights and 
benefits presently authorized for for
mer officers whose service has been 
sinli~ar to my own, should any present 
or future statutes specifically require 
honorable discharge as a condition 
precedent to the granting of rights 

and benefits thereunder, my eligibility 
for any such rights and benefits may 
be at least doubtful." 

c. 111 have been informed and under
stand that if my resignation (for the 
good of the service) (for the good of 
the service and to escape trial by 
general court-martial) which is herein 
submitted be accepted, I shall subse
quently receive a certificate of dis
charge from the Marine Corps which 
will state upon its face that it is under 
conditions other than honorable; that 
I may be deprived of substantial rights, 
benefits, and bounties which Federal 
or State legislation confers or may 
hereafter confer upon persons with 
honorable service in, or separation 
from, the Armed Forces of the United 
States; and that I may expect to en
counter substantial prejudice in civil 
life in situations wherein the nature 
of service rendered in, or the char
acter of separation from, the Armed 
Forces may have a bearing.•• 

13205 PREPARATION OF DIS
CHARGE CERTIFICATESAND 
RELATED DOCUMENTS 

L Where separation is being accom
plished otherwise than by acceptance 
of resignation, a brief statement of 
the facts constituting the cause for 
separation shall be included in orders 
or other documents informing the offi
cer of the action being taken, but no 
such statement of the facts shall be 
set forth in or upon the certificate 
of discharge itself. In cases in which 
the date of separation from the serv
ice is specified in the orders or 
other document designed to effect such 
separation, the appropriate certificate 
of dis charge will be forwarded there
with. When the date of separation is 
not so specified, the certificate will 
be forwarded at such time as the Com
mandant of the Marine Corps is ad
vised of the date that the separation 
was actually effected. 
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13250 GENE~L ~ h :l-- t; d. Li.Administrative Separation. Dis-

~ charge or release from active duty 
l. All discharges and separations of upon expiration of appointment or en-
enlisted personnel will be governed by listment, or prior to expiration of ap-
and made in accordance with the pro- pointment or enlistment in the manner 
visions of this part, which is applicable prescribed by law or the Secretary of 
to all enlisted and inducted personnel. the Na'l(y, but specifically excluding 

2. As used in parts F and G of this 
chapter, the term continental United 
States means the United States except 
Alaska and Hawaii unless otherwise 
indicated. .3. As used within this chapter the 
following definitions will apply: 

a. Discharge. Complete severance 
from all military status. 

b. Release from Active Duty. Ter
mination of active duty status and 
transfer or reversion to a Reserve 
component not on active duty. 

c. Separation. A general term 
which includes discharge or release 
from active duty. 

separation by sentence of a general or 
special court-martial. 

e. Military Record. Includes an in
dividual 's behavior while a member of 
a military establishment, including 
general comportment and performance 
of duty, and reflects the character of 
the service he has rendered while a 
member of an armed service. 

f. Prior Enlistment or Period of 
Service. Service in any component of 
an Armed Force, including the Coast 
Guard, which culminated in the award 
of a separation certificate or report 
attesting to the type and character of 
service rendered during that period. 

13251 TYPES AND REASONS FOR DISCHARGE; SPECIAL CONSIDERATIONS 
l.. There are five types of discharges, with corresponding characters as follows: 

Type of discharge Character of separation Given by--

Honorable Honor able discharge 
General discharge 
Undesirable discharge 
Bad conduct discharge 
Dishonorable discharge 

Under honorable conditions 
Qmditions other than honorable 

Administrative action 
-do-
-do-

-do-
Dishonorable 

2. There are twelve formal reasons 
for discharge which are as follows: 

a. Expiration of enlistment or ful
fillment of service obligation, as appli
cable. 

b. Convenience of the Government. 

c. Own convenience. 

d. Dependency or hardship. 

e. Minority. 

f. Disability. 

g. Unsuitability. 

General or special court-martial 
General court-martial 

h. Unfitness. 

i. Misconduct. 

j. Sentence of court-martial. 

k. Security. 

1. When directed by the Secretary 
of the Navy. 

• 3. The character of separation or type 
of discharge awarded upon administra
tive separation from the current en
listment or period of service will be 
determined solely by the member's 
military record during that enlistment 
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including any extensions thereof. Rec
ords of nonjudicial punishment imposed 
during a prior enlistment or period of 
service may not be considered. (See 
subpar. 4, below.) 

a. Military record as used herein 
includes an individual's military be
havior and performance of duty, and 
reflects the character of the service he 
has rendered while a member of the 
service. The military record is not 
limited to entries in the service rec
ord, but includes all information per
taining to the military record. 

b. Military behavior as used herein 
refers to the conduct of the individual 
while a member of the service. 

c. An honorable discharge is a sep
aration from the service with honor. 

d. A general discharge is a separa
tion from the service under honorable 
conditions of an individual whose mili
tary record is not sufficiently merito
rious to warrant an honorable dis
charge. 

4. Except for misrepresentations, in
cluding omissions, made in connection 
with an enlistment or induction, any ac
tivities that a inember of the service 
engaged in before he acquired status in 
the service may not be considered in 
determining the type and character of 
discharge or separation to be issued. 
The type and character oithe discharge 
will be determined solely by the mem
ber's military record. 

a. In determining whether a mem
ber should retain his current military 
status or be administratively separated, 
the member 1s entire military record, 
including records of nonjudicial punish
ment imposed during a prior enlistment 
or period of service and any other 
factors which are material and rele
vant, shall be evaluated. Commanders, 
investigating officers, duly constituted 
boards and other agencies charged with 
making such determinations will con
sider records of nonjudicial punish
ment imposed during a prior enlistment 
or period of service only if such records 
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of punishment would, under the par
ticular circumstances of the case, have 
a direct and strong probative value in 
determining whether retention or ad
ministrative separation should be ef
fected. 

( l) Cases in which the circum
stances may warrant use of such rec
ords shall ordinarily be limited to those 
involving patterns of conduct which 
would become manifest only over an 
extended period of ·time. 

(2) When a record of nonjudicial 
punishment imposed during a current 
enlistment or period of service is con
sidered, isolated incidents and events 
which are remote in time, or have no 
probative value in determining whether 
retention or administrative separation 
should be effected, shall have minimal 
influence on the determination. 

(3) I£ a determination is made 
that a member should be administra
tively separated, the provisions of sub
paragraph 3 and of this paragraph 
apply. 

5. An honorable or general discharge 
will be issued, as warranted by the 
individual's military record, whendis
charge is for one of the following 
reasons: expiration of enlistment, 
convenience of the Government, own 
convenience, dependency or hardship, 
minority, disability, and unsuitability. 
When the discharge of an individual for 
one of the foregoing reasons is directed 
by higher authority, and such authority 
does not specify the type of discharge 
or character of separation, the com
mander effecting the discharge will 
determine the type of discharge as 
honorable or general, based on the 
military record of the individual in ac
cordance with instructions he rein. 

6. In those cases where an individual 
may be issued either an honorable or 
general discharge, and the commander 
or higher authority is oithe opinion that 
the individual concerned should be is
sued a type of discharge di££erent from 
that indicated by conduct and duty pro
ficiency markings as set forth herein, 
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a full report of the circumstances with 
recommendations shall be forwarded to 
the Commandant of the Marine Corps 
(Code DMB) for decision. These excep
tional cases are limited to those wherein 
an honorable discharge is recommended 
in lieu of a general discharge, or a 
general discharge is recommended in 
lieu of an honorable discharge. When an 
individual is to be transferred for dis
charge, the recommendation should be 
made prior to the transfer and a copy 
will be forwarded to the activity to which 
the person is to be transferred. 

7. Commanding Generals of Marine 
Corps Recruit Depots will determine 
the type of discharge to be issued to a 
recruit who is dis charged prior to com
pletion of recruit training for one of the 
reasons listed in subparagraph 5, above, 
unless otherwise directed by higher 
authority. The determination of type of 
discharge in such cases will not be del
egated to commanding officers. An 
honorable or general discharge will be 
issued, as warranted by the individual's 
military record in accordance with in
structions herein. The recommenda
tions of boards convened in connection 
with separation of recruits maybe con
sidered in making the determination in 
each case. 

8. An honorable, general, or unde
sirable discharge may be issued when 
discharge is for security reasons. Dis
charge for security reasons will beef
fected only when directed by the Com
mandant of the Marine Corps or the 
Secretary of the Navy after appropriate 
proceedings in accordance with s epa
rate directives which deal explicitly 
with this matter. 

9. An undesirable discharge will be is
sued when an individual is discharged by 
reason of unfitness or misconduct, un
less otherwise directed by the Com
mandant of the Marine Corps. 

10. When a commander is considering 
recommending an individual of the 
grade of sergeant (E-5) or above for 
discharge by reason of unsuitability, 
unfitness or misconduct, he may, where 
considered appropriate, request from 

the Commandant of the Marine Corps 
(Code DGK) copies of fitness reports 
and any other pertinent information 
which may be related to the reason for 
discharge, or type of discharge to be 
issued. 

13252 HONORABLE DISCHARGE 

1. An honorable discharge is a separa
tion from the service with honor. Is
suance of an honorable discharge is 
conditioned upon: 

a. Proper military behavior. ln the 
case of personnel of the grade of cor
poral (E-4) and below, proper military 
behavior will be evidenced by the pos
session of a minimum final average 
conduct mark of 4.0. 

b. Proficient and industrious per
formance of duty commensurate with 
the grade held and the capabilities of 
the individual concerned. In the case of 
personnel of the grade of corporal (E-4) 
and below, such performance of duty 
will be evidenced by the possession of 
a minimum final average duty profi
ciency mark of 3.0. 

c. Eligibility for discharge by 
virtue of one of the following reasons: 

(1) Expiration of enlistment or 
fulfillment of service obligation, asap
plicable. 

(2) Convenience of the Govern-
ment. 

(3) Own convenience. 

(4) Dependency or hardship. 

(5) Minority. 
c. :u~t · 

(6) Disability. 

(7) Unsuitability. 

(8) Security. 

(9) When directed by the Com
mandant of the Marine Corps or Secre
tary of the Navy. 
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2. An honorable discharge will not be 
issued if an individual has been con
victed of an offense by general court
martial or has been convicted by more 
than one special court-martial in the 
current enlistment, period of obligated 
service, or any extensions thereof, 
except as provided in subparagraphs 3 
and 4, below. In other instances, where 
a commander or higher authority con
siders that, in view of particular cir
cumstances, an enlisted or inducted 
person should receive an honorable 
discharge as an exception to the fore
going, he should so recommend to the 
Commandant of the Marine Corps (Code 
DMB), forwarding a full report of the 
circumstances. 

3. An individual who has been awarded 
one of the following listed decorations 
during his current enlistment, period 
of obligated service, or any extension 
thereof, may, where otherwise ineli
gible, be given an honorable discharge: 
Medal of Honor, Navy Cross, Distin
guished Service Medal, Silver Star 
Medal, Legion of Merit, Distinguished 
Flying Cross, Navy and Marine Corps 
Medal, Bronze Star Medal, Air Medal, 
Commendation Ribbon, Gold Life Saving 
Medal, Silver Life Saving Medal, or 
any decorations of the other Armed 
Forces of the United States comparable 
to the decorations listed above. Each 
case will be determined on the basis 
of the individual's military record. 

4. An individual, who is discharged by 
reason by physical disability incurred 
in line of duty may, where otherwise 
ineligible, be given an honorable dis
charge. Each case will be determined 
on the basis of the individual's military 
record. 

lS;;;:;,; GENERAL DISCHARGE 

1. A general discharge is a separation 
from the service under honorable con
ditions. Issuance of a general discharge 
is conditioned upon: 

a. A military record not suffici
ently meritorious to warrant an honor
able discharge. 
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b. Eligibility for discharge by vir
tue of one of the reasons listed in sub
paragraph l3252.lc, 

2. When it is considered that a general 
discharge may be warrantedin,lreU of
an honorable discharge in the--case Of a 
noncommissioned officer of the grade 
of sergeant (E-5) or above, a report of 
the circumstances with recommenda
tions may be forwarded to the Com
mandant of the Marine Corps (Code 
DMB) for determination. Such proce
dure is not appropriate when a general 
discharge is clearly warranted based 
on information pertaining to the mili
tary record of the individual which is 
available to the commander effecting 
discharge. 

13254 UNDESIRABLE DISCHARGE 

1. An undesirable discharge is an ad
ministrative separation from the serv
ice under conditions other than 
honorable. It is issued for unfitness, 
misconduct, or for security reasons. 
However, whenever the particular cir
cumstances in a given case so warrant, 
a rec·ommendation for an administra
tive discharge other than undesirable 
may be made to the Commandant of the 
Marine Corps (Code DMB). Such a 
recommendation will include the alter
nate reason for discharge and the type 
of discharge deemed most appropriate, 
since an honorable or general type dis
charge may not be based upon reasons 
of unfitness or misconduct. An unde
sirable discharge will not be issued in 
lieu of trial by court-martial except 
upon the determination of a general 
officer exercising general court-mar
tial jurisdiction, or by higher authority, 
that the interests of the service as well 
as the individual will best be served 
by administrative discharge. This does 
not preclude recommendation for an 
undesirable discharge when an indi
vidu,al is in a disciplinary status or 
disciplinary action is pending. 

13255 BAD CONDUCT DISCHARGE 

1. A bad conduct discharge is separa~ 
tion from _the service under conditions 
other than honorable, A bad conduct 
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discharge may be given only by ap
proved sentences of general or special 
courts-martial and is appropriate for 
offenses that warrant separation as 
included punishment but are not of suf
ficiently grave a nature as to warrant 
dishonorable separation. 

13256 DISHONORABLE DISCHARGE 

l. A dishonorable discharge, as its 
title denotes, is a separation from 
service under dishonorable conditions. 
Dishonorable discharges may be given 
only by approved sentences of general 
courts-martial.and are appropriate for 

serious offenses warranting dishonor
able separations as included punish
ment. 

13257 TABLE OF MATTERS RE
LATING TO DISCHARGES 
OR RELEASES FROM AC
TIVE DUTY 

l. The following table of matters re
lating to discharges or releases from 
active duty is furnished as a ready 
reference. The entries in the table are 
to be considered as a guide only. 
Pertinent references should be con
sulted for detailed instructions and 
exceptions under certain conditions. 
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TABLE OF MATTERS RElATING TO DISCHARGES 

Conditions Retain 
Affecting Transpor- Issue Cash and Wear Reenlistment 

Reason for Character of Mileage tat ion in Civilian 
Authority the Type and Discharge DD Form (a) Allowance Uniform B~a 

Discharge Character of Kind Clothing Recoupment 
(a) (b) (n) H=e 

(e) Discharges (d) 

Expiration of Par. Par. 13251 Honorable DD 256-MC 
Enlistment or 13258 13252 or 
Fulfillment or 13253 Under Hon- DD 257-MC Yea No No No Yea No 
of Service 13351 arable Con-
Obligation as ditions 
applicable 

Convenience Par. Por. 13251 Honorable DD 256-MC 
of the Gov- 13261 13252 or 
enunent 13253 Under Hon- DD 257-MC Yea No No No Yea No (f) 

arable Con-
ditions 

01m Con- Por. P,.,.. 13251 Honorable DD 256-MC 
venience 13262 13252 or 

13253 Under Hon- DD 257-MC Yea No No No Yea Yea 
arable Con-
ditions 

Dependency p,.,.. Par. 13251 Honorable DD 256-MC 
or Haxdship 13263 13252 or 

13253 Under Hon- DD 257-MC Ye• No No No y., No 
arable Con-
ditions 

Minority p,.,.. Par. 13251 Honorable DD 256-MC 
13264 13252 or 

13253 Under Hon- DD 257-MC Yoa No No No y,. No 
orable Con-
ditions 

Disability Par. Por. 13251 Honorable DD 256-MC 
13260 13252 or 

13253 Under Hon- DD 257-MC Ye• No No No Yea No (g) 
orable Con-
ditions 

Unsuitability p.,._ Por. 13251 Honorable DD 256-MC 
13265 13252 or 

13253 Under Hon- DD 257-UC Yoa No y,. No No No 
orable Con-
ditions 

Security Par. p.,.. 13251.8 Honorable DD 256-MC 
13269. 13252 or 

13253 Under Hon- DD 257-MC Yea No Ye• No No Yes (h) 
orable Con-
ditions 

or 
Por. 13251.8 Undesirable DD 258-UC No Ye• Ye• Ye• No Yes (h) , 

13254 

Unfitness p.,.. p,.,.. 13251.9 Undesirable DD 258-MC No Yoa Ye• Yea No Ye• 
13266 13254 

Misconduct P,.,.. Par. 13251.9 Undesirable DD 258-MC No y., Yoa Yea No Yea 
13267 13254 

Sentence of p,.,._ Par. 13255 Bad Conduct DD 259-MC No Ye• Yoa Ye• No Yea 
Court-martial 13268 13256 or 

Dishonorable DD 260-UC 

•(•) See paragraph 13303; Joint Travel Regulations; and Navy Travel Instructions, paragraph 7150-3d. 
(b) see paragraph 13307. 
(n) See paragraph 13309 and Navy Comptroller Manual, paragraph 044180. 
(d) See paragraph 13317. 
(e) See paragraph 14001 and Navy Comptroller Manual, paragraphs 044070-4 and 044075-4. 
(£) UnJ.ess directed by Cl£ or unless marriage is the basis in the case of a woman member. 
(g) Unless resulting from misconduct or will.f'W. neglect or unless incurred during a period of 

unauthorized absence. 
(h) Wben d:l:rect,!d by CJIG, , .. 
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13258 DJSCHARGE FOR REASON OF 
EXPIRATION OF ENLIST
MENT OR FULFILLMENT OF 
SERVICE OBLIGATION 

l. Commanders are authorized to dis
charge enlisted personnel upon normal 
date of expiration of enlistment, exten
sion of enlistment, or period of induc
tion. The normal date of expiration of 
enlistment for any enlistment is the 
date of the month immediately preced
ing the appropriate anniversary of the 
date of enlistment as adjusted for the 
purpose of making up any time lost 
from the enlistment, extension of en
listment or period of induction. 

2. Discharge of enlisted personnel for 
reason of fulfillment of service obliga
tion will be accomplished in accordance 
with the provisions of part H of this 
chapter. Paragraph 13351 will be cited 
as the authority for discharge. 

13259 DISCHARGES AT SEA 
l. Discharges will not be executed 
while an enlisted person is attached to 
a Marine Detachment Afloat, except 
for the purpose of immediate reenlist
ment, or accepting a commissioned or 
warrant grade. 

13260 DISCHARGE FOR PHYSICAL 
DISABILITY 

l. The Commandant of the Marine 
Corps, and commanders, when specifi
cally authorized by separate directive, 
may direct or effect discharge for 
physical disability when as a result of 
medical findings, an individual has been 
found physically unfit to perform the 
duties of his grade. Discharge for rea
sons of physical disability is given only 
as the result of an individual's appear
ance before a physical evaluation board 
or a board of medical survey. For 
further instructions, see paragraph 
13305 and part J of this chapter. 

13261 DISCHARGE OR RELEASE 
FROM ACTIVE DUTY FOR 
CONVENIENCE OF THE 
GOVERNMENT 

l. The Commandant of the Marine 
Corps may authorize or direct the 
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discharge or release from active duty 
of enlisted personnel for the conven
ience of the Government for any one 
of the following reasons: 

a. 
order 
class 
order. 

General demobilization or by an 
applicable to all members of a 
of personnel specified in the 

b. To accept appointment as an 
officer in the Marine Corps, Marine 
Corps Reserve, or in another branch 
of the Armed Forces for active duty 
only. 

c. Upon certification by a medical 
officer that an enlisted woman is preg
nant, the commander shall discharge 
the woman for the convenience of the 
Government, or in the case of over
seas commands will transfer the en
listed woman to the continental United 
States for discharge. The type of dis
charge certificate issued will be as 
warranted by her service record, re
gardless of her marital status. In the 
case of discharge for reason of preg
nancy of an unmarried minor (under 
21 years), the commander will notify 
the parents or guardian of the-woman 
concerned. If as a result of a spon
taneous or therapeutic abortion or a 
stillbirth, the pregnancy is terminated 
prior to separation from the service, 
the woman will be discharged unless 
she requests in writing that she be 
retained in the service. In such case, 
the woman may, at the discretionofthe 
commander be retained in the service, 
if found physically qualified. 

d. For reasons of national health, 
safety, or interest, only when recom
mended by a government agency au
thorized to make such determination 
and recommendation. It is not expected 
that cases of this nature will come to 
the attention of individual commanders. 
However, should such be the case, a 
prompt report containing all available 
information should be made to the 
Commandant of the Marine Corps (Code 
DMB). 

e. By reason of erroneous induc
tion, when so stated by the Office of 
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the Director of Selective S"rvice, or 
by reason of erroneous enlistment. 
Any case corning to a commander's 
attention which purports to be of this 
nature shall be investigated as fully 
as possible and a complete report, 
including such certified statements as 
appear necessary, made promptly to 
the Commandant of the Marine Corps 
(Code DMB). 

f. Other good and sufficient rea
sons when determined by the Com
mandant of the Marine Corps or the 
Secretary of the Navy. 

g. For the purpose of holding public 
office as set forth in subparagraph 
13050.6. 

2. Commanding generals of Marine 
Corps recruit depots may authorize 
or direct discharge of recruits for 
the convenience of the -Government 
citing the authority in subparagraph le, 
above (erroneous enlistment or erro
neous induction) if it is determined in 
accordance with existing regulations 
that the recruit failed to meet the 
required physical standards when ac
cepted for enlistment or induction. 

3. The commander shall discharge for 
the convenience of the Government or, 
in the case of overseas commands will 
transfer to the continental limits of 
the United States for discharge: 

t a. A married enlisted woman, at 
her written request, provided she is 
not stationed at or sufficiently close to 
the duty station or residence of her 
husband to permit the maintenance of 
a joint residence and provided she 
meets all applicable conditions set 
forth below. 

(1) A transfer request to the 
same or nearby duty station or place 
of residence of her husband has been 
submitted by the enlisted woman to the 
Commandant of the Marine Corps 
(Code DF) and has been denied. 

(2) The separation of husband 
and wife has exceeded 18 months. 

(3) The enlisted woman is not 
serving on an extension of enlistment 
or reenlistment entered into subsequent 
to marriage. 

( 4) The enlisted woman has com
pleted 24 months service following 
completion of a service school if length 
of course was over 24 weeks. 

b. An enlisted woman when it is 
established that such woman: 

( 1) Is the parent by birth or 
adoption of a child under 18; or 

(2) Has personal custody of a 
child under 18; or 

(3) Is the stepparent of a child 
under 18 and the child is within the 
household of the woman for a consecu
tive period of more than 30 days a 
year; or 

(4) During her current enlist
merit or extension of enlistment has 
given birth to a living child. 

13262 DISCHARGE OR RELEASE 
FROM ACTIVE DUTY FOR 
OWN CONVENIENCE 

1. The Commandant of the Marine 
Corps may authorize or direct the dis
charge or release from active duty of 
Marines for their own convenience. 
Requests for discharge will, as a policy, 
not be granted when submitted solely 
for the purpose of ( 1) entering another 
branch of the Armed Forces in an 
enlisted status, (2) accepting civil em
ployment, or (3) accepting employment 
with other government agencies in a 
civilian capacity. 

2. It is not desired to prevent person
nel from applying for discharge for 
personal reasons; however, when it is 
evident after interview with the person 
concerned that his desire for separa
tion is based on personal benefit, such 
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as for one of the reasons stated above, 
he should be informed of the general 
policy and discouraged from submitting 
an official request for discharge for 
such rea sons. If he still wishes to sub
mit a request for discharge, he should 
be allowed to do so, in which case sub
stantiating documents bearing on his 
particular case should be required of 
the applicant to accompany his request. 
In the case of aliens, the provisions of 
paragraph 13326 are applicable. 

3. Discharge "by purchase 11 will not 
be authorized. 

13263 DlSCHARGE OR RELEASE 
FROM ACTIVE DUTY FOR 
REASON OF DEPENDENCY 
OR HARDSHIP 

I. The Commandant of the Marine 
Corps and all Marine general officers 
in command may authorize and direct 
the discharge or release from active 
duty of enlisted personnel for depend
ency or hardship. 

2. Enlisted persons who desire to re
quest discharge or release from active 
duty for dependency or hardship rea
sons shall be informed of these regu
lations and of the proper procedure to 
follow. It should be clearly explained 
to each applicant that submission of a 
request is no assurance that discharge 
or release will be authorized. Each 
request of this nature that is received 
shall be carefully and sympathetically 
considered and decided on its individual 
merits. 

3. Undue hardship does not exist solely 
because of altered present or expected 
income or because the individual is 
separated from his family or must 
suffer the inconveniences normally in
cident to military service. Discharge 
or release from active duty by reason 
of hardship or dependency will not be 
authorized: 

a. For personal convenience alone. 

b. When the Marine is in a dis
ciplinary status. This does not preclude 
submission of application while in a 
disciplinary status. 

c. When the Marine requires medi
cal treatment. 
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d. Solely by reason of the preg
nancy of the Marine's wife. 

4. Discharge or release from active 
duty will not be disapproved under the 
provisions of this paragraph solely 
because: 

a. The enlisted person's services 
are needed in his organization. 

b. He is indebted to the Government 
or to an individual. 

5. Discharge or release from active 
duty for hardship or dependency will 
be warranted and may be authorized 
and directed when the following condi
tions are met: 

a. Undue and genuine dependency 
or hardship exists. 

b. Dependency or hardship is not 
of a temporary.nature. 

c. The Marine has made every 
reasonable effort to relieve the hard
ship ·by means of application for de
pendents a 11 ow an c e and voluntary 
contributions which have proven inade
quate. 

d. Conditions have arisen or have 
been aggravated to an excessive degree 
since entry into the Marine Corps or 
entry on current tour of extended ac
tive duty. An example of a meritorious 
case is one in which the evidence 
shows that as a result of the death or 
disability of a member of the Marine's 
family, his discharge or release from 
active duty is necessary for the sup
port or care of a member or members 
of the family. 

e. Discharge or release from ac
tive duty will result in the elimination 
of, or will materially alleviate the 
condition, and there are no means of 
alleviation readily available other than 
by such discharge. 

6. After explaining the regulations to 
an applicant, he will be permitted to 
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submit a written application for dis
charge or release from active duty for 
dependency or hardship. Consideration 
and assistance will be given in the 
preparation of request. Requests must 
be accompanied by at least two affi
davits substantiating the dependencyor 
hardship claim. Where practicable, one 
such affidavit should be from the de
pendent concerned. The request should 
contain the following additional infor
mation: 

a. Reason in full for request. 

b. Complete home address of de
pendent and applicant. 

c. Names and addresses of persons 
familiar with the situation. 

d. Statement as to marital status 
and date of marriage. 
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e. Financial obligations; specific 
amounts and methods of contributions 
to dependent. 

f. Names, ages, occupations, and 
monthly incomes of members of the 
individual's family, if any; where ap
plicable, incomes to include monetary 
benefits derived as the result of being 
beneficiary to a life insurance policy 
indicating whether payment was made 
in a lump-.sum settlement or on a 
monthly basis, and the reasons why 
these members cannot provide the nec
essary care or support of the indi
vidual's family; and a statement that 
no members of the family have been 
omitted. Income as used herein will 
include wages, compensation of any 
type, Social Security benefits, interest 
and rental income from property and 
all other sources. If the request is 
based on financial conditions of speci
fic members of the family, a statement 
of both monthly income and expenses 
of such members, and a statement of 
their assets and liabilities will be in
cluded. Assets will include a listing of 
all property, securities, and funds 
owned, indicating value, except cloth
ing and household furnishings. 

g. If dependency is the result of 
death of a member of the Marine's 
family, occurring after his entrance 
into the service, a certificate or other 
valid proof of death should be fur
nished. If dependency or hardship is 
the result of disability of a member of 
the Marine's. family, occurring after 
his entrance in the service, a physi
cian's certificate should be furnished 
showing specifically when such dis
ability occurred, the nature thereof, 
and probable duration. 

7. The immediate commander will for
ward such application by endorsement, 
including: 

a. A definite recommendation. 

b. A statement regarding service 
obligation. 

c. Status of any disciplinary action 
pending. 

d. Effective date, amount and pur
pose of all allotments. If the applicant 
claims to be making cash contribu
tions, he shall be required to produce 
substantiating evidence, such as money 
order receipts, etc. 

B. The commander who has authority 
to convene special courts-martial will 
appoint a board, consisting of not le·ss 
than three members, before whom the 
Marine will appear. This board shall 
consist entirely of military personnel. 
It will be the responsibilityofthe board 
to study and evaluate all available 
information, interview the applicant, 
and make recommendations to the com
mand concerning ultimate disposition 
of the case, including a recommenda
tion as to whether an individual who 
has a rema1mng service obligation 
should be discharged or released from 
active duty. The report of the board 
will include a brief summary of any 
factors considered in arriving at its 
recommendations which are not appa
rent in the application. The authority 
contained herein to appoint a board 
may be limited by higher authority 
when such action is deemed desirable; 
e.g., when one board may conveniently 
consider all cases in a larger. com
mand. 

9. Upon receipt of a written request 
from the individual concer.ned, together 
with the supporting evidence outlined 
in subparagraph 6, above, the command 
exercising discharge authority will: 

a. Review carefully the basis on 
which the request is made. 

b. Commands exercising discharge 
authority may request supplemental 
information from the American Red 
Cross pertaining to the application for 
discharge or release from active duty 
of individuals for hardship. These re
quests will be restricted to specific 
information in those cases onlywhere 
additional information is needed to 
make a determination. If the case is 
disapproved after receipt of the Amer
ican Red Cross report, the command 
will include the reportwhenforwarding 
the case to the Commandant of the 
Marine Corps (Code DMB). 
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c. If the case has not previously 
been considered by a board, appoint a 
board to consider the case as outlined 
in subparagraph 8, above. 

d. If the discharge or release from 
active duty is considered warranted, 
the command will take final action on 
the application regardless of the rec
ommendations of the board. If the indi
vidual is discharged, application and 
all supporting papers will be forwarded, 
with closed out service record, to the 
Commandant of the Marine Corps (Code 
DGH). For those individuals released 
from active duty, the application and 
supporting papers will be forwarded to 
the Commandant of the Marine Corps 
(Code DGH); service records will be 
forwarded to the appropriate Reserve 
command 'iD. accordance with current 
directives. 

e. If the discharge or release from 
active duty is not considered war
ranted, the command will forward the 
application with all supporting docu
ments, together with a synopsis of the 
proceedings and recommendations of 
the 'local review board, to the Com
mandant of the Marine Corps (Code 
DMB), for review and final determi
nation. The synopsis should contain 
any pertinent information not included 
in the man's application or other sup
porting documents that will aid in 
making final determination. 

t f. If, at any time prior to final ac
hon, the applicant indicates a desire 
to withdraw the application or a desire 
not to be discharged even though the 
application is not formally withdrawn, 
the cognizant command will obtain a 
signed statement from the applicant to 
that effect. The statement will be in
cluded with the application when for
warded to the Commandant of the Ma
rine Corps (Code DMB) and an entry 
will be made on page ll of the service 
record book showing that the applicant 
signed such a statement. 

10. Commands authorized to direct 
discharge or release from active duty 
in accordance with this authority are 
further authorized to make the final 
determination, when the Marine con
cerned has a military obligation, as to 
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whether the conditions of hardship or 
dependency for which the individual is 
being considered may be expected to 
continue throughout the period of obli
gated service. If it is considered that 
the hardship or dependency will con
tinue throughout the period of obligated 
service, the Marine maybe discharged, 
in which case the period of obligated 
service. is terminated. In case of doubt, 
the Marine will be transferred to or 
retained in the Marine Corps Reserve 
to complete his obligated service. 

ll. In effecting separations under this 
authority, the procedures set forth 
below will be followed: 

a, If the individual to be separated 
has a home of record in the continental 
United States: 

( l) Commands located in the 
United States will effect the separation 
locally. 

(2) Commands located outside 
the United States will transfer the in
dividual concerned to the nearest Ma
rine Corps activity in the United States 
for separation. 

b. If the individual to be separated 
is entitled to and elects transportation 
to a point outside the United States 
upon separation, he will be transferred 
to the Marine Corps actiVity nearest 
to the point to which transportation is 
authorized. 

12. Any information concerning the 
private affairs of Marines or their 
families shall be treated as confidential, 
and shall not be disclosed to persons 
other than in connection with their offi
cial duties, nor will the source of such 
information be disclosed. 

13264 DISCHARGE FOR REASON OF 
MINORITY 

l. Subject to the restrictions contained 
in subparagraph 4, below, the Com
mandant of the Marine Corps may au
thorize or direct the discharge of 
enlisted personnel for minority when 
it is considered to be in the best in
terests of the Government. 

2. Subject to the restrictions set forth 
in subparagraph 4, below, all Marine 
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general officers in command are au
thorized to effect the discharge of 
enlisted or inducted personnel for rea
son of minority. Overseas commands 
will transfer personnel to the United 
States for such discharge. 

3. Organizations not in the jurisdiction 
of one of the commands listed above 
will forward a report of the case tothe 
Commandant of the Marine Corps (Code 
DMB), including the evidence pre
scribed in subparagraph 6a, below; a 
definite recommendation as to desira
bility for retention, and a statement 
from the subject person. If the person 
is not considered desirable for reten
tion, he shall be retained at, or trans
£erred to a continental shore station 
and the Commandant of the Marine 
Corps will be so advised. 

4. Discharge for minority may be 
effected subject to the following re
strictions: 

a. Regular Marine Corps and Ma-
rine Corps Reserve · 

(1) If under a verified age of 17 
years, the individual will be discharged 
regardless of whether or not he enlisted 
with proper consent. 

(2) If it has been verified that 
the individual has passed his 17th 
birthday but not his l Bth, he will be 
discharged, provided: (a) enlistment 
was made without proper consent and 
application of parent or guardian for 
release has been received by the com
mand concerned or the Department of 
the Navy within 90 days from the date 
of enlistment; or (b) if in the opinion of 
the commander the individual is not 
sufficiently mature for retention. A 
negative opinion in this respect should 
be supported, if practicable, by a qual
ified psychiatric evaluation. 

(3) When it has been verified that 
the individual haspassedhis 18th birth
day he will be retained. 

b. Inductee 

( 1) If the individual is under 1 B 
years and 6 months of age, when veri
fied, he will be discharged unless, pur
suant to Selective Service regulations, 
the minor, after attaining age 17, vol-

unteered for induction with the written 
consent of his custodial parent or legal 
guardian. 

c. Women 

(1) If enlisted and under lByears 
of age she will be dis charged. 

(2) If enlisted without proper 
consent and has passed her 18th birth
day but not her 21st birthday, when 
verified, discharge upon application of 
parent or legal guardian provided that 
such application has been received by 
the command concerned or the Depart
ment of the Navy within 90 days after 
the enlistment. 

5. The statutory and administrative 
minimum ages for enlistment are as 
follows: 

Stamtory Administrative 
Regular Marine Corps 

Men 14 17 
Wornen 18 18 

Marine Corps Reserve 
Men 14 17 
Women 18 18 

a. The discharge of any enlisted 
person who is determined to be under 
the statutory minimum. age is manda
tory, and request of parent or guardian 
is not required. This provision is· not 
applicable to a minor who is enlisted 
while under the minimum statutory age 
limit and remains in the service after 
reaching the statutory age. Such a re
quest will be processed in accordance 
with subparagraph 4, above, where 
appropriate. 

6. In any case where it becomes ap
parent or it is alleged that there is a 
discrepancy of age or name in the en
listment contract, or when the validity 
of custodian 1s consent is questioned, 
prompt action shall be taken to ascer
tain the true facts, and whether or not 
such facts provide a basis for discharge, 
local records will be corrected and a 
complete report made to the Com
mandant of the Marine Corps (Code 
DMB). 

a. The evidence described below 
will be acceptable for establishing proof 
of age and for correction of records: 
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(1) A certified copy ofbirthcer
tificate showing date of birth and date 
birth was recorded, To be acceptable, 
it must be recorded previous to enlist
ment. 

(2) A certified copy of baptismal 
certificate, or other church record, 
showing age or date of birth. 

(3) A certified extract from a 
school census record. 

(4) A certified hospital record 
of birth. 

(5) A certified census enumera
tion extract. 

b. Any difference in the name con
tained in the evidence and the name 
under which the individual enlisted 
must be clarified by public record or 
affidavits of two disinterested persons 
testifying from their own knowledge as 
to the identity of the per son concerned. 

7. The Commandant of the Marine 
Corps requires that written consent be 
obtained from the custodial parent or 
legal guardian in cases of all male 
minors under 18 years of age, and all 
women under 21 years of age. 

8, The enlistment of a minor with 
false representation as to age, or with
out consent, will not alone be considered 
a fraudulent enlistment, (See par. 
13267 .) . 

9. The commander effecting a minority 
discharge shall notify the next of kin, 
giving the type of discharge and, in 
general terms, the re.ason for dis
charge. Care and discretion shall be 
exercised in phrasing the notification 
in order that the reason for discharge 
may not be construed by the person 
concerned as derogatory to the indi
vidual or to reflect adversely on his 
character. 

10. A person whose enlistment or in
duction is terminated by reason of 
minority shall not, as a result of such 
enlistment or induction, be considered 
to have aCquired a period of obligated 
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service under law, nor is a service 
under any enlistment or indUction which 
was so terminated creditable toward 
theffulfillment of any subsequently ac
quired obligation. 

13265 DISCHARGE FOR REASON OF 
UNSUITABILITY 

1 • The Commandant of the Marine 
Corps, and Marine general officers in 
command, may authorize or direct dis
charge by reason of unsuitability, ex
cept that all cases involving sexual 
perversion or homosexual tendencies 
will be referred to the Commandant of 
the Marine Corps (Code DK) for deci
sion, Such discharge will be effected 
when it has been determined that an 
individual is unsuitable for further 
military service because of: 

a, Inaptitude, Applicable to those 
persons who are best described as 
inapt, due to lack of general adapta
bility, want of readiness or skill, un
handiness, or inability to learn. 

b. Enuresis. 

t c. Character and behavior Q.is ... 
orders, disorders of intelligence, and 
transient personality disorders due to 
acute or special stress as listed in 
''Department of De"fense Disease and 
Injury Codes" (TB Med' 15/NAVMED 
P-5082/ AFM 160-24) and revisions 
thereof. 

d. Other good and sufficient reasons 
when determined by the Commandant 
o£ the Marine Corps or the Secretary 
ofthe Navy. 

e. Apathy, defective attitud.es and 
inability to expend effort constructively; 
1as a significant observable defect, 
apparently beyond the control of the 
individual, elseWhere ·not readily de
scribable. 

f. Alcoholism; chronic, or addic
tion to alcohol. 

g. Homosexual tendencies, 
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.2. Commanding generals of recruit 
depots may authorize or direct dis
charge of recruits by reason of un
suitability, citing the authority in sub
paragraph ld, above (other good and 
sufficient reasons as determined by 
the Commandant of the Marine Corps 
or Secretary of the Navy) under the 
following conditions: 

a. Upon enlistment the recruit con
cealed the fact that he was married, or 

b. Upon enlistment the recruit con
cealed a juvenile or youthful offender 
record, and 

c. A general discharge is appro
priate. 
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3. In cases where a commander con
siders an enlisted person unsuitable for 
further military service, he will refer 
the case to the appropriate commanding 
general, or the Commandant of the 
Marine Corps (Code DMB) for decision, 
Prior to recommending the discharge 
of an enlisted person for unsuitability, 
the commander will investigate or 
cause the case to be investigated, The 
person concerned shall be informed 
of the contemplated action and the rea
son therefor, and after the Uniform 
Code of Military Justice, article 31 is 
read and explained to him, he shall be 
given an opportunity to make a state
ment in his own behalf. In every case 
of discharge for reason of unsuitability 
recommended by a commander, a com
plete report giving all the circum
stances of the case, together with a 
signed statement from the person con
cerned or a certification that he does 
not desire to make a statement, shall 
be forwarded, 

4, A recommendation for discharge by 
reason of unsuitability should be sub
mitted in appropriate cases notwith
standing any pending disciplinary action 
or status as the result of disciplinary 
action. 

5, At the time of submission of a rec
ommendation for discharge, an entry 
will be made on page 11 of the service 
record showing this fact and the reason 
therefor, If the recommendation for 
discharge is disapproved, an entry to 
this effect will likewise be recorded 
on page 11 of the service record, 

6. When final action is taken on a rec
ommendation for discharge by reason 
of unsuitability, all papers shall be 
forwarded to the Commandant of the 
Marine Corps (Code DGH) for file in 
the individual's official record, 

13266 • ' 
DISCHARGE FOR REASON OF 
UNFITNESS 

l, The Commandant of the Marine 
Corps and all Marine general officers 
exercising general court-martial juris
diction, may direct the discharge or 

retention in the service of enlisted or 
inducted persons recommended for dis
charge by reason of unfitness, except 
that cases involving sexual perversion 
will be referred to the Commandant 
of the Marine Corps (Code DK) for 
decision. 

2. The commander will recommend an 
individual for discharge for reason of 
unfitness when it is determined that 
his military record is characterized by 
one or more of the following: 

a, Sexual perversion including but 
not limited to: 

(1) Lewd and lascivious acts, 

(2) Homosexual acts, 

(3) Sodomy, 

(4) Indecent exposure, 

(5) Indecent acts with or assault 
upon a child, 

(6) Other indecent acts or of
fenses. 

b, Frequent involvement of a dis
creditable nature with civil or military 
authorities. 

c. An established pattern for shirk
ing. 

d, Drug addiction or the unauthor
ized use or possession of habit-forming 
narcotic drugs or marijuana. 

e, An established pattern showing 
dishonorable failure to pay just debts, 

f. For other good and sufficient 
reasons when determined by the Com
mandant of the Marine Corps or the 
Secretary of the Navy. 

3, Before recommending a discharge 
for unfitness, the commander shall in
vestigate or cause each case to be 
investigated. The circumstances, facts, 
and offenses shall be substantiated by 
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service record entries and/or other 
pertinent information and copies there
of shall be enclosed with the recom
mendation. All recommendations indi
cating the existence of a physical 
disability will be supported by a report 
of a medical board, or a psychiatric 
report in cases of character and be
havior disorders or other mental in
firmities, if practicable. The individual 
recommended for such discharge will, 
if his wherea.bouts is known, be prop
erly advised of the basis for the con
templated action and afforded an oppor
tunity to request or waive, in writing, 
each of the following privileges: 

a. To have his case heard by a 
board of not less than three officers. 

b. To appear in person before such 
board, subject to his availability; e. g., 
not in civil confinement. 

c. To be represented by counsel, 
who, if reasonably available, should be 
a lawyer. Military counsel of his choice 
will be provided if reasonably avail
able, otherwise, military counsel 
deemed reasonably available will be 
appointed. He may retain civilian coun
sel at no expense to the Government. 

d. To submit statements in his own 
behalf. Prior to receiving any state
ment, the provisions of Uniform Code 
of Military Justice, article 31, shall 
be read and explained to the individual. 

4. At the time of submission of a rec
ommendation for discharge, an entry 
will be made on page 11 of the service 
record book showing this fact and the 
reasons therefor. U recommendation 
for discharge is disapproved, an entry 
to this effect will likewise be recorded 
on page 11 of the service record. 

• 5. A board consisting of not less than 
three officers shall be convened by 
each general officer exercising general 
court-martial jurisdiction, or by such 
subordinate commanding officers or 
officers in charge as the officer exer-
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cising general court-martial jurisdic
tion may direct, for the purpose of 
considering recommendations for un .. 
desirable discharge in all cases where 
the individual concerned has not waived 
in writing the right to have his case 
heard by a board of officers, and to 
make recommendations to the con
vening authority as to the final disposi
tion in each cas e. When a board is 
convened under delegated authority as 
authorized in this paragraph, the rec
ommendations of the comm<inding of
ficei: or officer in charge, and the 
report of the board with the convening 
authority's recommendation thereon, 
will be forwarded to the general officer 
exercising general court .. martial jur
isdiction for appropriate action. 

a. The membership of a board shall 
include at least one woman officer 
when a case of an enlisted woman is 
under consideration. 

b. If the individual under consid
eration is a member of the Reserve 
component, the membership of the 
board shall include: 

(1) A majority of Reserve offi
cers if available locally, 

(2) If a majority of Reserve offi
cers is not available locally, at least 
one Reserve officer. 

c. If the requirement set forth in 
subparagraph b( 1), above, cannot be 
met, the record shall include a certifi
cate of the convening authority to that 
effect. If any other requirement cannot 
be met from officer personnel available 
locally, instructions will be requested 
from the Commandant of the Marine 
Corps (Code DK) • 

6. The recommendation for discharge,
and the report of the board in each case 
considered by a board, will be sub .. 
mitted to the convening authority for 
approval or disapproval. Based on the 
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convening authority's decision, the fol
lowing will apply: 

a. Should the recommendation of 
the board be approved, the convening 
authority may immediately direct dis
charge or retention of the individual 
concerned. 

b. Should the board of officers 
recommend discharge and the conven-

ing authority disapprove such recom
mendation, he may direct retention of 
the individual concerned. 

c. Should the board of officers 
recommend retention and the convening 
authority not approve the recommenda
tion, the entire proceedings will be 
referred to the Commandant of the 
Marine Corps (Code DK) for decision. 
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d, Should the comma!lder, board of 
officers, or convemng authority rec
ommend an administrative discharge 
other than an undesirable discharge, 
in accordance with paragraph 13ZS4, 
the case will be referred to the Com
mandant of the Marine Corps (Code 
DMB) for decision, (See subpar, g, 
below, for exception,) Any other case 
in which the convening authority re
gards an undesirable discharge as war
ranted while the board of officers rec
ommended an honorable or general 
discharge will be referred to the Com
mandant of the Marine Corps (Code 
DMB) for decision. 

e, In cases where the individual 
concerned has waived the right to have .. 
his case heard by a board of officers, · 
the general officer exercising general 
court-martial jurisdiction may direct 
discharge or retentionoftheindividual, 

f. In any case where the convemng 
authority considers that there is a 
question as to proper disposition, the 
matter will be referred to the Com
mandant of the Marine Corps (Code 
DK) for instructions, 

• g. In cases involving fraudulent 
enlistments when a board of officers 
recommends discharge of a Marine 
under Zl years of age for any reason 
set forth in subparagraph 13Z67 .Zb, 
)Marine Corps general officers exer
cising general court-martial juris
dicition may direct a discharge of the 
type recommended by the board or dis
charge as unsuitable without referral 
to the Commandant of the Marine Corps 
for decision, In such cases the para
graph of this manual corresponding to 
the discharge awarded will be cited; 
e.g .. paragraph 13Z6S.ld. 

h. In ca.ses involving fraudulent 
enlistment for any reason set forth in 
subpara,graph 13Z67 ,Zb(Z) the following 
will be accomplished: 

(1) Ascertain all the facts by 
inquiry to civil authorities to determine 
actual offenseiS committed, circum
stances in the case, disposition by 

juvemle or youth offender courts, ac
tual confinement served and whether 
civil probation exists, 

(Z) Any other information 
deemed relevant to an evaluation ofthe 
case. 

(3) Evaluate the facts obtained, 
man's statement, and military service 
rendered to determine whether dis
charge or retention should be directed, 

(4) If discharge is deemed 
proper, it should be for unsuitability 
under honorable conditions unless cir
cumstances warrant a lower type dis
charge. 

i. When final action is taken on 
any report or recommendation, all 
papers shall be forwarded to the Com
mandant of the Marine Corps (Code 
DK) for review, 

7, Commanding officers and officers 
in charge, not under the command of a 
Marine general officer exercising gen
eral court-martial jurisdiction, will 
comply with the procedures as set 
forth in subparagraphs 3, 4, and 5, 
above. Such officers will convene a 
board of officers and refer recom
mendations for discharge to the board 
in cases where the individual concerned 
does not waive in writing his right to 
have his case heard by a board of 
officers, The re.commendation of the 
commanding officer or officer in 
charge, and the report of the board in 
e"'ch case considered by a board, with 
the convening authority's recommenda
tion thereon, will be forwarded to the 
Commandant of the Marine Corps (Code 
DK) for final action, 

8, Personnel serving outside the con
tinental Umted States shall be trans
ferred to the nearest Marine Corps 
activity in the Umted States by the 
general office-r who directs or recom
mends the discharge, Authority for 
discharge will be included in the orders 
transferring the individual to the Umted 
States, 
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9. Commanders of activities outside 
the continental United States, notunder 
command of a Marine general officer 
authorized to direct discharge, will 
transfer to the nearest Marine Corps 
activity in the United States those indi
viduals who have been recommended 
for discharge by a board convened 
under the provisions of subparagraph 5, 
above, o;r who have been recommended 
for discharge by their commander and 
have waived in writing, the right to 
have their case heard by a board of 
officers. Commanders in their endorse
ment of the proceedings of the board 
or their recommendation for discharge 
will indicate the activity in the United 
States to which the individual is being 
transferred. 

10. For notification to parents, 
spouses, or guardian of enlisted per
sons who are discharged prior to the 
expiration of enlistment, see paragraph 
7006. 

13267 DISCHARGE FOR REASON OF 
MISCONDUCT 

1. General instructions relating to dis
charge by reason of misconduct are as 
follows: 

a. The Commandant of the Marine 
Corps and Marine general officers 
e~~_rci sing g_ene_ral court- martial juris
diction, may direct the discharge or 
retentiOn in service of enlisted or 
inducted personnel recommended for 
discharge by reason of misconduct. 

b. When an individual is to be re
taih~Q in the service and civil restraint 
(inciuding probationary reporting) 
exists., civil authorities will be re
quested to terminate or sul!pend such 
restraint for the duration of the enlist
ment. (This action should be taken by 
the commanding general making the 
final determination or by the Com
mandant of the Marine Corps in eases 
where the Commandant of the Marine 
Corps makes final determination as to 
re-tention in the service.) 

2. The commander or officer in charge 
shall make a report of suspected or 

13-56 
Ch. 3 

apparent misconduct of enlisted or in
ducted persons for any of the following 
reasons and shall include in the report 
a recommendation for discharge or 
retention in the service of the person 
concerned: 

a. Prolonged unauthorized absence. 
When unauthorized continuous absence 
o£ one year or more has been estab
lished by official records, but punitive 
discharge has not been authorized by 
competent authority. 

b. Procurement of a fraudUlent en
listment, induction or period of obli
gated service through any deliberate 
material misrepresentation or conceal
ment which, except for such misrepre
sentation or concealment, may have 
resulted in rejection. (See subpar. 
13266.6g.) This includes, but is not 
limited to the following: 

(l) A police record, or convic
tion by civil court. 

(2) A record as a juvenile de
linquent, wayward minor, or youthful 
offender. (See subpar. 13266.6h.) 

(3) Previous service in any 
branch of the Armed Forces. 

(4) Physical defects. 

(5) Marriage or dependents. 

(6) Prese;rvice homosexual 
act(s) or tendencies. 

c. Conviction by civil authorities 
(foreign or domestic) or action taken 
which is tantamount to a finding of 
guilty of an offense for which the maxi
mum penalty under the Uniform Code 
of Military Justice is death or confine
ment in excess of 1 year; or which 
involves moral turpitude; or where the 
offender is adjudged a juvenile delin
quent, wayward minor, or youthful 
offender as a result of an offense in
volving moral turpitude. If the offense 
is not listed in the Manual for Courts
Martial Table of Maximum Punish
ments, or is not closely related to an 
offense listed therein, the maximum 
punishments authorized by the U. S. 
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Code or the District of Columbia Code, 
whichever is lesser, applies. For the 
purpose of this subparagraph only, an 
individual shall be considered as having 
been convicted even though an appeal 
is pending or is subsequently filed. 

3. The enlistment of a minor with 
false representation as to age will not 
alone be considered a fraudulent en
listment. (See par. 13264.) 

4. In forwarding cases of apparent 
fraudulent enlistment or induction, 
commanding officers or officers in 
charge shall include documentary evi
dence with regard to the alleged fraud. 

5. In cases of conviction by civil au
thorities or by consular court subse
quent to enlistment, a copy of the court 
order or order of commitment, or the 
certificate of the Judge or the Clerk of 
the Court, advising as to the charge on 
which convicted, and the sentence ad
judged, will be enclosed with the report 
and recommendation. After verifica
tion, the commanding officer or officer 
in charge will include in his recom
mendation the maximum sentence pro
vided for the offense. 

6. The instructions and procedures set 
forth in subparagraphs 13266.3 through 
13266.9, shall govern in disposing of 
cases of individuals considered for dis
charge by reason of misconduct. 

7. For notification to parents, spouses, 
or guardian of enlisted per sons who 
are to be discharged prior to expira
tion of their enlistment, see paragraph 
7006. 

13268 DISCHARGE ADJUDGED BY 
SENTENCE OF COURT
MARTIAL 

l. The words "discharge 11 and "dis
charges•• hereinafter used in this para
graph will refer to dishonorable dis
charges and bad conduct discharges 
adjudged by sentences of courts-mar
tial. 

2. It has been, and continues to be, the 
Navy Department's policy that con-

vening and reviewing authorities should 
approve discharges only in those cases 
where enlisted persons' records and 
conduct show conclusively that they are 
not fit for retention, and where reten
tion is clearly not in the Govermnent• s 
interest. Great care and judgment 
should be exercised in cases of theft. 
(See subpar. 5810.3, Marine Corps 
Manual.) 

3. Under the provisions of the Manual 
for Courts-Martial, United States, 1951, 
a dishonorable discharge should be 
reserved for those who should be sepa
rated from the services under condi
tions of dishonor. Bad conduct dis
charges are appropriate for one who 
has been convicted repeatedly of minor 
offenses and those whose punitive sepa
ration from the service appears to be 
necessary. 

4. A convening authority, in those 
cases where he approves a punitive 
discharge, will include in his action a 
brief synopsis of the disciplinary fea
tures as well as favorable matters of 
the service of the accused during his 
current enlistment or current exten
sion of enlistment as reflected in the 
individual 1 s service record book. 

5. Prior to taking his action, however, 
a copy of the synopsis will be furnished 
the accused or his counsel as appro
priate for such statement in rebuttal 
or explanation as the accused may 
desire to make. 

6. Discharges as a result of sentences 
of courts-martial will be effected only 
after appellate review of the proceed
ings and clemency action in accordance 
with current directives have been com
pleted. In those cases where confine
ment is adjudged in addition to a dis
charge, the discharge shall not be 
effected until the completion of appel
late review or completion of the 
sentence of confinement, whichever is 
later. An exception to the foregoing 
may be made where the period of con
finement is to be served in a Federal 
penal institution. In such cases the 
discharge may be effected upon the 
completion of appellate review without 
waiting until the sentence of confine
ment is completed. 
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7. Except when the discharge has been 
suspended for a stated number of 
months to permit the person to con
tinue in the service after serving 
satisfactorily during a probationary 
period, the transfer of personnel sen
tenced to discharge (including those to 
be discharged on account of vacation of 
suspended sentence) who are serving 
outside the continental limits of the 
United States will be governed by the 
following instructions: 

a. When an enlisted person who has 
been sentenced to discharge, is serving 
outside the continental limits of the 
United States, whether it is ashore or 
on board ship, transfer will be made to 
the Marine Corps activity within the 
continental limits of the United States 
nearest the port of debarkation, for 
retention or rede signation of a place 
of temporary custody or confinement 
in accordance with current directives. 

b. Transfer to the continental limits 
of the United States in case of a person 
sentenced to discharge will not be 
effected until review has been com
pleted by the officer exercising general 
court-martial jurisdiction, the pro
mulgating order issued, and appro
priate entries made in the service 
record book to show the action taken 
by the officer exercising general court
martial jurisdiction. 

• c. Transfer to the continentallimits 
of the United States, in those cases 
where~ pul"suant to the Manual of the 
Judge Advocate General, the record of 
trial is submitted directly to the Office 
of the Judge Advocate General without 
review by an officer exercising general 
court-martial jurisdiction, will be 
effected after appropriate entries have 
been made in the service record book 
to show the action taken by the con
vening authority. 

d. When transfer to the United 
States is directed, report of same shall 
be made to the Judge Advocate General 
of the Navy in accordance with the 
Manual for Courts-Martial, United 
States, 1951, paragraph 96, with copy to 
the Commandant of the Marine Corps 
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(Code DK), indicating the type of court
martial, sentence as approved at the 
time of transfer, the name of the ac
tivity to which the individual is trans
ferred, and the estimated date of re
porting to the new activity. Upon the 
arrival of such personnel at the new 
activity, the commander ofthat activity 
will immediately advise the Judge 
Advocate General of the Navy by mes-
sage, airmail letter, or speedletter, 
with copy to the Commandant of the 
Marine Corps (Code DK). When a dif
ferent activity or Naval Disciplinary 
Command is redesignated as the place 
of temporary custody or confinement, 
this fact will be set forth in the report, 
and the date of transfer to that activity 
or command will be stated. 

e. No punitive discharge is to be 
effected outside the continental limits 
of the United States, except in accord
ance with instructions of the Secretary 
of the Navy or the Commandant of the 
Marine Corps. 

8. When an enlisted person serving at 
a station within the continental limits 
of the United States has been sentenced 
to discharge, and the discharge has 
not been suspended for a stated number 
of months to permit the person to con
tinue in the service after satisfactorily 
serving during a probationary period, 
the individual will be retained at the 
place of trial or transferred to another 
activity, or a Naval Disciplinary Com
mand, in accordance with periodic 
directives o! the Commandant of the 
Marine Corps and the Bureau of Naval 
Personnel governing designation of 
places of confinement. When an indi
vidual is transferred to another station 
or to a Naval Disciplinary Command, 
report of the transfer will be made to 
the Judge Advocate General ofthe Navy, 
with copy to the Commandant of the 
Marine Corps (Code DK). (See Manual 
for Courts-Martial, UnitedStates, 1951, 
par. 96.) 

9. When an enlisted person serving 
within the United States, attached to a 
vessel or organization destined for 
transfer to foreign duty has been sen
tenced to discharge and the discharge 
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has not been suspended for a stated 
number of months to permit the person 
to continue in the service after serving 
satisfactorily during a probationary 
period, he shall be transferred to a 
Naval Disciplinary Command if he 
meets the established criteria for 
transfer to such a command; otherwise 
he shall be transferred to the Marine 
Corps activity nearest to the port of 
departure prior to sailing. In such 
cases report of transfer will be made 
as set forth in subparagraph 8, above. 

10. An enlisted woman who has been 
sentenced to discharge will be trans
ferred to the nearest post, station, or 
barracks, where women are serving. 

11. Where execution of a portion of a 
sentence which adjudges a discharge is 
suspended subject to a probationary 
period, the suspension may be vacated 
pursuant to the procedure set forth in 
paragraph 97 .b, Manual for Courts
Martial, United States, 1951. Com
manders are directed to give careful 
consideration to reports of offenses 
committed by personnel serving in such 
status, and to undertake proceedings 
for the vacation of suspension of the 
sentence only where it is established 
by the record that such action is appro
priate and in the best interest of the 
Marine Corps. For a new offense the 
commander may, (a) award nonjudicial 
punishment, or recommend or direct 
trial by court-martial, (b) initiate pro
cedure for vacation of suspension, or 
(c) both. 

12. A chief warrant officer may be 
dismissed from the servic_e and a war-

rant officer may be dishonorably dis
charged from the service pursuant to 
the sentence of a general court-martial. 
In time of war, the President may order 
the dismissal of such officers. 

13269 DISCHARGE FOR REASON OF 
SECURITY 

I • The Commandant of the Marine 
Corps or the Secretary of the Navy 
may direct discharge for reasons of 
security with the character of discharge 
and under conditions stipulated in direc
tives that deal explicitly with this 
matter when retention is not clearly 
consistent with the interest of national 
security. 

13270 DISCHARGE WHEN DIRECTED 
BY THE SECRETARY OF 
THE NAVY 

1. The Secretary of the Navy may au
thorize or direct discharges in indi
vidual cases. 

• 13271 DISCHARGE OF SECURITY 
FORCE PERSONNEL, PA
CIFIC OCEAN AREA 

I. The Commanding General, Fleet 
Marine Force, Pacific, shall exercise 
such administrative control over mat
ters relating to discharges involving 
enlisted personnel of the Marine Corps 
Security Forces, Pacific Ocean Area, 
as is otherwise delegated to all Marine 
general officers in command and all 
Marine general officers exercising 
general court-martial jurisdiction, in 
accordance with part F of this chapter. 

13-59 
Ch.4 



PART G: GENERAL INSTRUCTIONS RELATING TO DISCHARGES 

13300 TIME AND PLACE OF DIS
CHARGE 

1. A regular or reservist stationed 
within the continental limits of the 
United States will be discharged from 
the Marine Corps at the duty station 
to which assigned at the time he be
comes eligible for such discharge. 

2. Prior to expiration of enlistment or 
expiration of any extension of enlist
ment or when separation from active 
duty for any other reason is authorized, 
Marines serving on foreign shore and at 
sea, including such times as a ship may 
be in a United States port, who do not 
desire or are not eligible to reenlist 
or extend their enlistment will be trans
ferred by the field commander con
cerned or commander of Marine De
tachment Afloat to the Marine Corps 
activity nearest a port of entry within 
the continental United States except as 
provided in subparagraph 3, below. 
Transfer will be effected to ensure ar
rival not later than 10 days prior to the 
effective date of discharge or release. 
Attention is invited to the provisions of 
paragraph 4110. 

3. Enlisted personnel who are eligible 
for separation, and who are entitled to 
elect transportation to a destination 
outside the continental United States, 
shall be transferred to the Marine 
Corps activity nearest their destina
tion. Such transfer will be made in ac
cordance with current directives and in 
sufficient time to allow those per son~ 
to arrive not later than 10 days prior 
to the effective date of separation. 

4. Eruisted personnel becoming eligi
ble to be separated under honorable 
conditions .,while serving outside the 
United States or its territories or pos
sessions," in·~ other than belligerent 
countries may, at their own request~ 
be separated at their duty stations. 
Personnel shall indicate their election 
by exe,cuting on page 11 of the service 
record a request to be so separated. 
Such separation in the case of enlisted 
women becoming eligible to be sepa
rated by reason of pregnancy is con tin-

gent upon the individual having estab
lished residence in the area in which 
the duty station is located or being 
married to a person who has such a 
residence. 

a. Individuals desiring separation 
in a foreign country whether for the 
purpose of traveling or residing in a 
foreign area after separation from the 
service shall, at a time substantially 
prior to the normal date of separation, 
make application for a passport in ac
cordance with current directives and 
fOr permis sian to remain in the foreign 
country or its possessions. These ap
plications should be accompanied by 
statements from the commander rela
tive to the date the person will be 
eligible for separation under honorable 
conditions. 

b. In the case of enlisted personnel, 
the commander shall~ prior to separa
tion of the individual ascertain that he 
will be issued a passport and has been 
or will be granted permission to re
main in the foreign area. In this con
nection, the commander may accept a 
written statement from the appropriate 
consular or diplomatic representative 
to the effect that the individual con
cerned has applied for a passport and 
that it appears that he is eligible to 
receive a passport upon his separation 
from the service. In general, a consular 
or diplomatic representative will be in a 
position to make this latter statement 
upon receipt of proper proof of the 
individual's claim to United States 
citizenship or nationality. PermissiOn 
to travel or reside in a foreign country 
may be substantiated by a written state
ment from the foreign government con
cerned that the individual has been 
granted or it is anticipated that he will 
be granted permission to remain in the 
foreign area in question. 

c. Officer personnel will submit 
requests to be separated on foreign 
station to the Commandant of the Ma
rine Corps (Code DF). Contained in 
their request shall be a statement that 
application has been made for a pass
port and indications are that such pass
port ·will be granted upon separation. 
In addition, the request shall include 
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a statement that permission to remain 
in the foreign area has been or will be 
obtained. 

13301 EFFECTIVE TIME OF 
SEPARATION 

• l. A discharge takes effect upon de
livery of the discharge certificate. The 
release to inactive duty of members of 
the Regular Marine Corps who are 
transferred to the Marine Corps Re
serve and concurrently released to 
inactive duty, takes effect upon delivery 
of the separation document. 

' 2. In cases where discharge has been 
authorized or directed and the indi
vidual is unavailable due to his un
authorized absence or confinement in 
a civilian jail, prison, or institution 
and personal delivery of the certificate 
is not possible or feasible, the dis
charge will be effective on the date 
shown on the discharge certificate . 

• 3. Title 38 U.S. Code, 106(c) provides 
that, for the purpose of entitlement to 
benefits administered by the Veterans 1 

Administration, an individual dis
charged or released from a period of 
active duty shall be deemed to have 
continued on active duty during that 
period of time immediately following 
the date of such discharge or release 
from such duty determined in accord
ance with current regulations to be re
quired for him to proceed to his home 
by the most direct route, and in any 
event, until midnight of the date of such 
discharge or release. If a discharged 
member is injured while returning 
home and requires hospitalization, he 
may be eligible for benefits from the 
Veterans 1 Administration and should be 
advised to file an appropriate claim to 
that agency. 

4. If discharge is being effected as a 
result of immediate entry or reentry 
into any component of the Armed 
Forces, the discharge will be dated as 
of the date preceding such entry or 
reentry. 

5. The release from active duty of a 
reservist who was assigned to active 
duty as a reservist is effective at the 
expiration of authorized travel time. 
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The discharge of a reservist as the 
result of expiration of enlistment or 
fulfillment of service obligation will be 
effective on the date shown on the dis
charge certificate. 

6. When the date of discharge is not 
indicated, administrative discharges 
will be effected at the earliest prac
ticable date and normally not later than 
5 working days from the time of receipt 
of the discharge order by the command 
concerned. 

7. Discharge certificates and final pay 
or a substantial portion thereof will be 
prepared and ready for delivery to the 
Marine concerned upon the date of dis
charge or release from active duty. 

a. Delivery of discharge certifi
cates will be made on the date of dis
charge to those Marines who have 
indicated that they do not desire to ex
tend or reenlist. 

b. Marines who desire to extend 
or reenlist will be required to execute 
their enlistment contracts or exten
sions of enlistment on the dates their 
current enlistment contracts expire, 
or prior thereto, to be effective on the 
date next succeeding the date of dis
charge or expiration of enlistment. De
livery of the discharge certificate will 
be accomplished on a date subsequent 
to the date of discharge. 

c. Commanders are authorized to 
effect discharge, or to order a reservist 
home for release from active duty, as 
appropriate on the last working day 
preceding a Saturday, Sunday, or holi
day when the normal expiration of en
listment or date of detachment from the 
command in the case of a reservist 
falls on one of those days providing the 
individual Marine concerned consents in 
writing. The reason for discharge will 
be for convenience of the Government. 
Subparagraph 1326l.la and this sub
paragraph will be cited as authority. 
Personnel desiring to reenlist im
mediately will not be discharged early 
under this subparagraph. Thefollowing 
statement of consent will be entered 
on page 11 of the service record and 
signed by the Marine concerned: 
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"I hereby consent to be (dis
charged) (detached from my command) 
on in lieu of my 
normal date of (expiration of enlist
ment) (detachment) on -:-:----:-~-c-:-:-:---:
____ . I understand that entitlement 
to pay and allowances and credit for 
active Federal service ceases on the 
actual date of my separation from 
active service." 

( 1) The following instructions 
are applicable to personnel discharged 
or released early under authority con
tained in this subparagraph. 

• (a) Personnel shall be con
sidered eligible for the Good Conduct 
Award in all instances where eligibility 
therefor would have been established 
through normal expiration of obligated 
active service. 

(b) Recoupment of reenlist
ment bonus will not be made. 

(c) In the event of future 
recall, personnel will be considered in 
the same status as those who have 
completed their enlistments or periods 
of extended active duty. · 

13302 CATEGORIES FOR DIS
CHARGE AT DUTY STATIONS 
WITHIN THE UNITED STATES 

l. Commanders will process and dis
charge, at their present stations, all 
enlisted personnel eligible for dis
charge who fall within one of the fol
lowing categories: For personnel ar
riving in the United States from se1;1 or 
foreign duty, the commander referred 
to is that of the post or station at or 
nearest the port or aerial port of entry. 

a. Those who have no obligated 
service under law and who will be dis
charged for reason of expiration of 
enlistment. 

b. Those who will bedischargedfor 
enlistmeht or reenlistment. 

c. Those whose discharge is di
rected by proper authority prior to 
expiration of enlistment. 

2. Except for reenlistment or when 
discharge is otherwise directed by 
competent authority, enlisted personnel 
who have not completed their obligated 
service under law will not be dis
charged upon expiration of enlistment. 
They will be transferred to the Marine 
Corps Reserve in accordance with 
current directives. 

13303 TRAVEL UPON SEPARATION 

1. Detailed instructions relating to 
the travel of personnel upon separation 
from the service or release from ac
tive duty are contained in Joint Travel 
Regulations and in the U.S. Navy Travel 
Instructions. 

2. If it is impossible to verify· the 
place elected for the purpose of mileage 
from local records, the commander will 
accept a certificate from the individual 
as substantiation which will state the 
place elected for purpose of mileage 
and identify such place as the home of 
record, place from which ordered to ac
tive duty, the place of induction, or the 
place of entry into the service as he 
may elect. This certificate will be in
serted in the service record book or 
officer's qualification record. 

13304 RETENTION IN SERVICE TO 
LIQUIDATE INDEBTEDNESS 

l. Neither Regular nor Reserve per
sonnel will be retained on active duty 
for the purpose of liquidating indebted
ness to the Government. 

13305 PHYSICAL EXAMINATIONS 
TREATMENT, AND PRO
CEEDINGS 

1. A complete physical examination 
shall be given to all enlisted person
nel prior to discharge, transfer to Re
serve, or release from active duty. 
Examination in the cases of personnel 
being discharged or retired upon the 
approved report of a medical board, 
or a physical evaluation board shall be 
given only if requested by the person 
being discharged or retired. Physical 
examinations shall be given in ac
cordance with the Manual of the 
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Medical Department and current· di
rectives. If as a result of such exami
nation the enlisted person is found unfit 
for the performance of duty, his case 
shall be referred to an appropriate 
medical board. 

2. Discharge or release from active 
duty normally will not be effected when 
any of the following actions are being 
taken or contemplated: 

a. Physical evaluation board proc
essing until the Secretary of the Navy 
has taken final action on the board 
proceedings and the Commandant ofthe 
Marine Corps has promulgated such 
action. 

b. Medical board hearing, or; 

c. Necessary medical or dental 
treatment. 

d. For further instructions see part 
J of this chapter. 

3. An enlisted Marine on active duty 
whose term of enlistment expires while 
he is suffering from disease or injury 
incident to service and not due to his 
own misconduct, and who needs medi
cal care or hospitalization, may be re
tained on active duty, with his consent, 
until he recover.s to the extent that he 
is able to meet the physical require
ments for reenlistment or until it is 
determined that recovery to that extent 
is impossible. (See par. 13451.) 

13306 GOVERNMENT PROPERTY 

1. Government property in possession 
of enlisted personnel or on charge to 
them will be recovered prior to dis
charge. In case of shortages, com
manders will take appropriate action 
to determine responsibility in accord
ance with current instructions. 

13307 UNIFORMS AND CLOTHING 

1 . The instructions relating to uniform 
clothing of personnel being discharged 
are contained in Individual Clothing 
Regulations. 
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2. A person discharged with a dis
honorable, bad conduct or undesirable 
discharge or for reasonofunsuitability 
or security shall have all uniform 
coats, overcoats, raincoats, liners, 
trousers. utility uniforms, caps and 
hats in his possession, together with 
all grade and branch of service insignia, 
service stripes, and brass or bronze 
buttons pertaining thereto, recovered 
by his commander prior to discharge, 
and if necessary, an outfit of civilian 
outer clothing will be issued to him in 
accordance with current instructions. 

3. Uniforms recovered from women 
Marines discharged as stated in sub
paragraph 2, above, shall be interpreted 
to mean all uniform coats, overcoats, 
skirts, dresses, utility uniforms, duffel 
bag, boots, handbag cover and strap, 
rain cap cover, hood for raincoat, 
neckties, scarfs, gloves, caps and hats, 
together with all grade and branch of 
service insignia, service stripes, and 
uniform buttons thereto. They will be 
permitted to retain the raincoat, hand
bag, and other items not specified above. 
If they do not possess an olive drab 
overcoat, the allowance of civilian 
clothing furnished shall include a civil
ian topcoat when weather conditions re
quire. 

13308 ACCRUED LEAVE 

1. Prior tu discharge the leave account 
will be balanced to the date of dis
charge to determine the total amount 
of leave accrued. For instructions rel
ative to settlements for leave upon 
separation see paragraph 15119. 

13309 PAY ACCOUNTS 

I. The disbursing officer carrying the 
individual's account will be notified at 
least 3 working days prior to date of 
discharge. 

2. An enlisted person who is dis
charged for any reason with a dis
honorable, bad conduct, or undesirable 
discharge and who would be otherwise 
without funds to meet his immediate 
needs shall, upon discharge, be paid a 
sum not to exceed $25 or such portion 
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thereof as will, together with other 
funds available to the individual con
cerned, total $25. For detai~ed instruc
tions regarding this cash allowance 
see Navy Comptroller Manual, para
graph 044180. 

13310 INTERVIEW BY RECRUITING 
OFFICERS 

l. Prior to discharge each individual 
will be interviewed by post or organiza
tion recruiting officer, who will, if the 
individual is considered desirable for 
reenlistment, point out the benefits of 
continued service in the Marine Corps. 
If the individual has definitely decided 
not to reenlist, interest should be 
aroused in the Marine Corps Reserve, 
pointing out the benefits to be obtained. 

2. Personnel should also be instructed 
to apply to the nearest recruiting of
ficer, and not direct to the Commandant 
of the Marine Corps, should they de
sire to reenlist at some subsequent 
date. Recruiting officers have all the 
necessary information and can answer 
questions in much less time than if 
inquiry is made direct to the Com
mandant of the Marine Corps. Individual 
cases will be referred to the Com
mandant of the Marine Corps (Code DP) 
when necessary, by the recruiting of
ficers. 

13311 ADDRESS OF MARINE CORPS 
DISTRICT DIRECTOR 

1. Each individual dis charged and not 
reenlisted in the Regular Marine Corps 
will be informed of the address of the 
Director of the Marine Corps District 
nearest his prospective home address, 
and that on questions relative to Marine 
Corps service the Director maybe con
sulted. 

13312 PREPARATION OF THE 
DISCHARGE CERTIFICATE 

1. All enlisted discharge certificates 
will be prepared by the organization 
having custody of the service record 

book. The instructions contained in 
paragraph 15074 will govern custody 
and preparation of the discharge cer
tificates. 

13313 DELIVERY OF DISCHARGE 
CERTIFICATE 

1. The delivery of the honorable dis
charge certificate invariably will be 
made in person by an officer; in the 
case of a person who has completed his 
enlistment honorably or under honor
able conditions, the delivery should be 
made by the post or regimental com
mander, or if that is impracticable, 
by the company commander, accom
panied by the expression of a hope that 
the individual will reenlist or good 
wishes for a successful career. 

13314 ARMED FORCES OF THE 
UNITED STATES REPORT 
OF TRANSFER OR DIS
CHARGE (DD FORM 214) 

1. The Armed Forces of the United 
States Report of Transfer or Dis
charge, DD Form 214, will be pre
pared and delivered to each per son at 
the time of his separation from active 
service for reasons other than death. 

2. Instructions contained in paragraph 
15072 shall govern preparation and 
disposition of the Armed Forces of the 
United States Report of Transfer or 
Discharge. 

.13315 DELETED (Ch. 10) 

13316 HONORABLE DISCHARGE 
BUTTON AND HONORABLE 
DISCHARGE PIN 

1. For eligibility for the honorable dis
charge button and honorable discharge 
pin, see paragraph 8100. 

13317 WEARING OF UNIFORM 
AFTER DISCHARGE 

1. Marines whose character of dis
charge is honorable or under honorable 
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conditions, except when discharge is for 
unsuitability or for reason of security, 
may retain and wear their uniforms 
from the place of discharge to their 
horne s, within 3 months after date of 
discharge. The phrase "from the place 
of discharge to his home, within 3 
months after the date of such dis
charge," refers to the period between 
the date of discharge and the date of 
the person's arrival at his home and 
does not permit the wearing of the uni
form after arrival home, even though 
the 3-month period has not expired. 
If such personnel served during war 
they shall, when not on active service, 
be entitled, upon occasion of ceremony, 
to wear the uniform of the highest grade 
held by them duririg their war service. 

13318 NATIONAL SERVICE LIFE 
INSURANCE AND INSURANCE 
UNDER THE INSURANCE ACT 
OF 1951 

1. In case an individual held National 
Service Life Insurance he should re
ceive the fourth copy of the notification 
of discontinuance of allotment for Na
tional Service Life Insurance, Form 
VA 365. 

2. Each individual carrying National 
Service Life Insurance should receive 
explicit notice that he may pay pre
miums direct to the Veterans' Adminis
tration, District Office, P. 0. Box 
8079, Philadelphia, Pennsylvania, if he 
wishes to continue his insurance. 

3. Each individual covered by the In
surance Act of 1951 should be care
fully counseled regarding the post
service insurance available to him. The 
time limitation on applying for this in
surance should be emphasized (38 
U.S.C. 70l-7Z4, 781-784), (See par. 
11100.) 

13319 BENEFIT PAMPHLET 

1. Each individual separated will be 
given a copy of the DD pamphlet "Going 
Back to Civilian Life," (NAVMC-2537). 
(See par. 11350.) 
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13320 WARNING TO INDIVIDUALS 
NOT ELIGIBLE FOR RE
ENLlSTMENT 

1. Every person discharged who is not 
eligible for reenlistment will be in
formed that: (a) fraudulent enlistment 
in any branch of the service will un
doubtedly be detected by fingerprints, 
and {b) if concealment of his previous 
service and discharge results in his 
reenlistment, he will be subject to dis
ciplinary action. 

13321 CLOSING OUT OF SERVICE 
RECORD BOOK 

l. The service record book of each 
person separated will be completed in 
accordance with the instructions con
tained in paragraph 15100. 

13322 FORWARDING OF SERVICE 
RECORD BOOKS 

l. In all cases where individuals have 
been discharged, the service record 
books will be forwarded in accordance 
with instructions contained in paragraph 
15100. 

2. In order to avoid confusion and de
lay in final settlement, no transfers 
will be made or authorized after an 
individual's accounts have been closed 
preliminary to discharge. 

13323 DELIVERY OF BAGGAGE 
AND PERSONAL EFFECTS 

l. The individual's baggage and per
sonal effects, upon discharge, will be 
delivered to the railroad station or 
other point of departure by the com
mand concerned. 

13324 VOID ENLlSTMENTS 

l. The law prohibits the enlistment in 
the Marine Corps of a person who is: 

a. A male and under 14 years of 
~ge; 

b. A female and under 18 years of 
age; 
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c. Insane; 

d. Intoxicated; or 

e. Has deserted in time of war from 
any of the Armed Forces unless, in time 
of war, his enlistment is permitted 
by such authority as the Secretary of 
the Navy designates. (10 U.S.C. 5532.) 

2. An enlistment entered into by a 
person of one of the categories listed in 
subparagraph 1 is void. 

3. All cases of enlistments apparently 
entered into in violation of the prohibi~ 
tion in I 0 USC. 5532 shall be reported 
to the Commandant ofthe Marine Corps 
(Code DGK) immediately. After in
vestigation of the facts and subject to 
any provision of law pertinent thereto, 
the Commandant of the Marine Corps 
will direct the action to be taken and 
the disposition of the person con
cerned. The foregoing reporting re
quire:rn.ent applies, in addition to cases 
falling under subparagraph I, to the 
following illegal enlistments: 

a. Unauthorized execution of a con
tract of enlistment into the Marine 
Corps or Marine Corps Reserve while 
already a member of any component of 
any Armed Force of the Unite<t"States or 
execution of such contract while on a 
retired list of any compone11t of any 
Armed Force of the United States, 

4. For pay status of per-sons urtder 
above illegal enlistments, see 39 Camp. 
Gen. 742 and 860 in conjunction with 
paragraph 044204.8, Navy Comptroller 
Manual. 

13325 NOTIFICATION OF NATU• 
RALIZED PERSONNEL BEING 
SEPARATED UNDER OTHER 
THAN HONORABLE
CONDITIONS 

1. Provision is made by law to revoke 
the citizenship of naturalized citizens 
who are discharged either dishonorably 
or under other than honorable condi
tions. The Immigration and Naturaliza
tion Service, Department of Justice is 
responsible for the institution of 

proceedings for the revocation c>f citi
zenship in any such cases-. 

2. In the event any naturalized ·citizen 
who is a member of the Marine Corps 
is being discharged either dishonorably 
or under other than honorable condi
tions, the commander of the dischargee 
shall forward immediately to the Com
mandant of the Marine Corps (Code 
DK), a report of such case in order 
that the required certification may be 
prepared and transmitted to the Im
migration and Naturalization Service 
upon the person's discharge for deter
mination as to the propriety of revoca
tion of citizenship. This report will 
include the fact of discharge and the 
date thereof. The report will also in
clude whatever information is shown on 
the dischargee 1 s service records with 
respect to naturalization. 

13326 SEPARATION OF ALIENS 

l. In any case where personnel who are 
not citizens of the United States are to 
be separated within the United States or 
its Territories or Possession·s, the 
nearest district office of the Immigr!l.
tion _and Naturalization Service, De..: -
partment of Justice, shall be notified of 
such pending separation and prospe<:
tive date thereof. Such notification shall 
be submitted in sufficient time to peT-' 
mit the immigration authorities to take 
such action as they may deem appro
priate prior to the date on which the 
individual is to be separated. 

2. Section 328. of the Immigration and 
Nationality Act (8 U.S.C. 1439) pro
vides fbr expeditious naturalization of 
permanent resident aliens upon comple
tion of 3 full years service in the 
Armed Forces of the United States 
provided_ certain _other qualifications 
are met. In order not to jeopardize 
their eligibility for naturalization, 
permanent resident aliens serving on 
an enlistment or tour of extended duty of 
3 years or more will not be discharged 
until completion of 3£ullyears service, 
solely for the convenience of the Govern
ment under the provisions of any early 
release program. Further, the above 
provisions will be explained to any alien 
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who makes !U!Plication for discharge 
by reason of own convenience or hard
ship prior to completion of 3 years 
service. Notwithstanding the foregoing, 
if any alien d_esires discharge for one 
of the above reasons, he may be dis
charged provided he makes the follow
ing signed statement on page .11 of the 
service record: 

"I understand that my requesting 
discharge prior to completion of 3 full 
years of service may jeopardize my 
eligibility for expeditious naturaliza
tion under 8 U.S, Code 1439, However, 
understanding the above, I request early 
discharge," 

The above policy should not be con
strued as giving aliens an entitlement 
to retention in service for at least 3 
full years regardless of their military 
record. Adequate provisions are con
tained in this manual for the separation 
of personnel whose performance of duty 
or conduct does not justify their con
tinued retention in the service. 

• 3, Section 315 of the Immigration and 
Nationality Act (8 U.S.C. 14Z6J provides 
for permanent_ de~al of eligibility to 
become a citizen of the United States to 
any alien who applies or has applied for 
exemption or discharge from training or 
service in the Armed Forces of the 
United States on the ground that he is 
an alien, and is or was relieved or di•
charged from such training or service 
on such grounds .. The above provision~ 
will be explained to any alien who makes 
application for !ii!llcharge by reason of 
own convenience on the grounds that: he 
is an ali!!n, Aliens acc!!pting discharge 
solely on grounds of being an alien 
shall be required to make the following 
sign'!d stat'!ment of understanding on 
page 11 of the service record: 
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"I understand that 8 U.S.C. 14Z6 
provides that any alien who applies for 
discharge from the servi.ce of the 
United States on the ground that he is an 
alien, and is discharged from such 
service on such ground, shall be per
manently ineligible to become a citizen 
of the United States." 

Aliens separated under the foregoing 
conditions are not eligible and shall not 
be recommended for reenlistment, 

13327 DISCHARGE OF ALIENS 

l, Title 10 U.S, Code 651 provides 
that each male person who enlists in 
the Armed Forces prior to his Z6th 
birthday incurs a military service 
obligation, Aliens accepted for enlist
ment are not exempt by law from the 
military service obligation, and upon 
separation from active service are 
normally transferred to or retained in 
an appropriate Reserve component to 
complete any remaining period bf obli
gated aervice, 

2, Commanders are authorized to dis
charge an alien upon completion of a 
term of active service or £rom an 
inactive duty Reserve status, upon the 
written request of the individual con
cerned, provided the applicant indicates 
that immediately subsequent, to dis
charge, he will estabi~~h permanent 
ruidence in his native country or other 
country foreign to the United States. 

3. Aliens who declare their intention 
t:o establish a permanent residence in 
the_ United States will not. be relieved 
of their military service obligation. 

4, Aliens who declare their intention 
to establish permanent resi!ience out
l!id!! the UnitedStates may be retained 
in an obligor statu11 upon request, 



PART H: PROCEDURES FOR DISCHARGE OF RESERVISTS ON INACTIVE DUTY 

13350 GENERAL 

~ 1. The Commanding General, Marine 
Air Reserve Training Command; Di
rectors, Marine Corps District; Com
manding Officer, Marine Corps Reserve 
Data Services Center and commanders 
of Organized Marine Corps Reserve 
Units (hereafter termed commanders, 
where appropriate) are authorized to 
discharge enlisted reservists, on in
active duty under their command in 
accordance with regulations promul
gated for discharge of Marines from 
the Regular· Marine Corps, and for 
reason 'set forth below as amplified by 
instructions contained in the succeed
ing subparagraphs: 

a. For fuliu.unent of service ob
ligation. 

b. For own request. 

c. For enlistment or appointment 
in the Regular Marine Corps or for 
appointment in the Marine Corps Re
serve. 

d. For enlistment in the Regular 
Army, Navy, Air Force or Coast Guard. 

e. For enlistment in another Re
serve component of the Armed Forces. 

f. For failure to complete basic 
military training. 

g. For reason of erroneous as
signment of military obligation. 

h. Lack of interest (the Command
ing General, Marine Air Reserve Train
ing Command; and Directors only are 
authorized to discharge for this reason). 

i. When classified 
IV -F or I- Y status by 
Service System. 

in either a 
the Selective 

13351 DISCHARGE FOR FULFILL
MENT OF SERVICE 
OBLIGATION 

l. Commanders, shall discharge 
reservists upon' completion of the 6-or 

8-year term of service required for 
fulfillment of service obligation under 
10 U.S. Code 651 and 50 Appendix, 
U.S. Code, 454d(3), Universal Military 
Training and Service Act, except those 
serving on a definite term enlistment 
contract or extension which has not 
expired. 

13352 DISCHARGE FOR OWN 
REQUEST 

1. Commanders are authorized to dis
chc rge reservists on inactive duty un
der their command upOn the reservist's 
written request under the following 
conditions: 

a. When the reservist is an alien 
resident of a foreign country. (See par, 
13327.) 

b. When a married enlisted woman 
has completed a minimum of l year of 
service and has served 6 months follow
ing any period of active duty for train
ing. Requests for discharge under this 
subparagraph will be accompanied by 
documentary proof of marital status. 
(See par. 13363.) 

13353 DISCHARGE FOR ENLIST
MENT, INDUCTION OR 
APPOINTMENT IN THE 
REGULAR MARINE CORPS 
OR FOR APPOINTMENT 
IN THE MARINE CORPS" 
RESERVE 

1. The enlistment of a reservist is 
deemed to be automatically terminated 
upon his enlistment or induction in the 
Regular Marine Corps or upon his 
acceptance of appointment as an offi
cer in the Marine Corps or Marine 
Corps Reserve. Upon receipt of official 
notificati.on of such enlistment, induc
tion or appointment, commanders will 
close . out the service record of the 
reservist concerned, showing the date 
of discharge as of the day prior to 
enlistment or induction in the Regular 
Marine Corps or of acceptance of 
appointment, The discharge certificate 
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will be prepared and forwarded to, or 
retained by the commander of the 
organization to which the individual 
will be assigned in his new status 
for delivery to the individual. 

13354 DISCHARGE FOR ENLIST
MENT OR INDUCTION IN THE 
REGULAR ARMY, NAVY, 
Affi FORCE, OR COAST 
GUARD 

l. Upon receipt of official notification 
of the enlistment or induction of a 
reservist in the Regular Army, Navy, 
Air Force or Coast Guard, com
manders will effect the discharge of 
the reservist as of the day prior to 
such enlistment or induction, and for
ward the discharge certificate to his 
new organization, if known, otherwise 
to the Commandant of the Marine 
Corps {Code DGK) with a statement 
as to reason for nondelivery. 

13355 DISCHARGE FOR ENLIST
MENT IN ANOTHER RESERVE 
COMPONENT OF THE ARMED 
FORCES 

l. Reservists not on active duty and 
having a military obligation under law 
who desire to enlist or accept appoint
ment in another Reserve component of 
the Armed Forces of the United States, 
may, upon their application, or with 
their consent upon application of the 
Armed Force in which enlistment or 
appointment is desired, be discharged 
by the commander concerried, subject 
to the following conditions and pro
cedures: 

a. Request may be approved and 
a conditional release granted if: 

{ l) The gammg Armed Force 
has a specific vacancy for the reserv
ists in an Organized unit within a rea
sonable distance of his home or place 
of business, and there is no Organized 
Marine Corps Reserve unit similarly 
available to him; or 

{2) The gainingArmedForcehas 
a specific vacancy for the reservist in 

13-70 
0!,4 

an Organized unit within a reasonable 
distance of his home or place of busi
nes ~~ and the reservist has· special 
experience or professional, education
al, or technical background which is 
clearly of greater use to the gaining 
Armed Force, and which use outweighs 
the value of the reservist 1s previous 
training in the Marine Corps; or 

{3) The reservist will be en
rolled in an officer training program 
of the gaining Armed Force. Where 
membership in the officer training 
program does not confer military 
status, discharge from the Marine 
Corps Reserve will be for the purpose 
of immediate enlistment in a Reserve 
component of the gaining Armed Force. 

b. Determination as to whether the 
foregoing conditions are met will be 
made by the commander of the reserv
ist concerned. 

c. When a request is approved, 
the commander will furnish a condi
tional release to the originator of the 
request which shall contain the follow
ing elements: 

{l) Statement that the request 
for discharge is approved, subject to the 
applicant's enlistment or acceptance of 
appointment in the gaining Armed 
Force, and will be effected upon noti
fication to the approving authority of 
such enlistment or acceptance of ap
pointment; 

{2) Request that approving au
thority be notified by the gaining Armed 
Force of the effective date of such 
enlistment or acceptance of appoint
ment; 

{3) Date the reservist acquired 
his period of obligated service; 

{4) Term of military obligation. 

d. Upon receipt by the approving 
authority of evidence that the applicant 
has been enlisted or has accepted ap
pointment in the gaining Armed Force, 
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discharge will be effected as of the 
day prior to the date of such enlistment 
or acceptance of appointment. Dis
charge certificate will be forwarded 
to the gainingArmedForcefordelivery 
to the reservist. 

2. Discharge of reservists, who do 
not have a military obligation, to enlist 
or accept appointment in a Reserve 
component of another Armed" Force 
will be in accordance with the criteria 
and procedures stated in subparagraph 
1, above, unless the reservist is eli
gible for discharge at his own request. 
Conditional release in such cases will 
state that the reservist has no obli
gated service under law. 

13356 DISCHARGE FOR FAILURE 
TO COMPLETE BASIC 
MILITARY TRAINING 

l. Commanders will discharge re
servists who have completed their ob
ligated service, upon failure to com
plete the minimum military training 
requirements prescribed in the current 
Reserve Training SOP, unless waiver 
and retention is authorized pursuant 
to such instructions as may be issued 
by the Commandant of the Marine 
Corps. 

13357 DISCHARGE FOR REASON OF 
ERRONEOUS ASSIGNMENT 
OF MILITARY OBLIGATION 

1. The commanders are authorized 
to discharge enlisted Marines erron
eously assigned a military obligation. 
The following is applicable to the 
discharge so effected: 

a. Authority for discharge will be 
this paragraph. 

b. Character of discharge will be 
in accordance with the table shown in 
paragraph 13257 and the type which the 
Marine would have received if dis
charge had been effected upon expira
tion of enlistment inductee service. 

c. Discharge will not be predated 
nor will a new DD Form 214 be 
issued. 

d. Do not effect discharge without 
affording the Marine an opportunity to 
reenlist in the U. S. Marine Corps 
Reserve provided he is qualified. 

13358 DISCHARGE FOR LACK OF 
INTEREST 

~ 1. The Commanding General, Marine 
Air Reserve Training Command; Dis
trict Directors; and the Commanding 
Officer, Marine Corps Reserve Data 
Services Center are authorized to dis
charge for lack of interest, reservists 
on inactive duty under their command, 
provided the reservist concerned does 
not have a military obligation under 
existing law. 

2. Lack of interest is defined as, and 
limited to one of the following: 

a. Failure to answer official cor
respondence or to comply with the 
directives contained therein. 

b. Failure to undergo a quadren
nial physical examination when ordered. 

13359 DISCHARGE OF RESERVISTS 
CLASSIFIED IV-F AND 1-Y 

l. Commanders will discharge those 
reservists assigned to their commands 
who are classified in either a IV -For 
I- Y status by the Selective Service 
System. 

13360 RECOMMENDATIONS FOR 
DISCHARGE 

l. Commanders may recommend to 
the Commandant of the Marine Corps 
(Code DMB) that reservists be dis
charged for the following reasons: 
Convenience of the Government; own 
convenience; hardship; minority; un
suitability; unfitness; or misconduct. 
Recommendations will be prepared and 
processed in accordance ~th part F 
of this chapter. When an inactive duty 
reservist is informed of his right to 
appear in person before a board in. 
connection with discharge for unfitness 
or misconduct, he should also be in
formed that such appearance will be 
at no expense to the Government. If 
he does not waive his rlght to appear 
in person, and he fails to appear 
after having been notified of the time 
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and place 
it will be 
reasonably 
the board 

of meeting of the board, 
considered that he is not 
available. The report of 
should clearly state the 

circumstances. 

13361 NOT PHYSICALLY 
QUALIFIED 

l. Upon receipt of a report from a 
medical officer that an enlisted re
servist who is not on active duty, has 
been determined to be physically un
qualified the commander concerned, 
will forward the Report of Medical 
Examination (SF 88) to the Comman
dant of the Marine Corps (Code DMB) 
via the Chief, Bureau of Medicine 
and Surgery, with recommendation as 
to retention, waiver, discharge, or 
transfer to another class. 

t 2. The Commanding General, Marine 
Air Reserve Training Command; Di
rectors; and the Commanding Officer, 
Marine Corps Reserve Data Services 
Center are authorized to take the action 
described below upon being notified by 
the Commandant of the Marine Corps 
that an enlisted reservist not on active 
duty has been found by the Chief, Bu
reau of Medicine and Surgery, to be 
physically unqualified for retention in 
the Marine Corps Reserve. 
~-- ( .... , • .-,_..;-e,, ~7 . __ ./),.1:~ /.1-JJ/_.(,,);--

.; ,. a.· !f the ret's"el-vist ,fs a member of 
Class II Reserve, transfer to Class III 
Reserve.t·l~·-- !_~), - --~- ;} ·--, __ ) _., -1"~~_,,._ , 

b. Inform the reservist of his status 
providing the following information and 
an appropriate form letter for reply; 

(1) Medical descriptionofphysi
cal defect. 

(2) That laws governing the 
1\.rmed,Forces require that any person, 
who is not physically qualified for 
assignment to active duty, be dis
c barged or retired from the Marine 
·corps Reserve. 

( 3) That in view of the fore
going he is requested to take one of 
the following courses of action: 

(a) Submit a written request 
for discharge by reason of being physi
cally unqualified. 
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(b) Request transfer to the 
Retired Reserve if eligible under ex
isting regulations. 

(c) Request a hearing before 
a physical evaluation board. Further, 
that expenses incurred incident to this 
hearing must be borne by the reservist 
concerned and that he would not be 
eligible to receive retired pay, sev
erance pay or any other benefits as a 
result thereof. Additionally, that such 
hearings are expensive and that the 
physical evaluation board would be 
limited in its recommended findings 
only as to whether the Marine is 
physically qualified for active duty in 
the U. S. Marine Corps Reserve as 
set forth in the Disability Separation 
Manual, paragraph 0428. 

(d) That if no reply is re
ceived within 30 days from the date 
of the letter of notification, it will be 
considered that the reservist does not 
desire a hearing and that action will 
be taken to discharge him involuntarily 
by reason of physical disqualification. 

c. Upon completion of the fore
going, take such administrative action 
as may be indicated in accordance with 
the following instructions: 

(1) Discharge the reservistupon 
receipt of his or her written request 
under authority contained in paragraph 
13260. 

(2} In the event the reservist 
requests a hearing, authorize his ap
pearance before the nearest physical 
evaluation board at no expense to the 
Government in accordance with instruc
tions contained in the Disability Sepa
ration Manual. Such authorization will 
be prepared in accordance with the for
mat contained in figure 13-l. The 
addresses of the physical evaluation 
boards are shown in figure 13-Z. 

13362 DISCHARGE CERTIFICATE 

l. A reservist whether discharged in 
accordance with the instructions con
tained in part H or pursuant to the 
provisions of part F will be awarded a 
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certificate of discharge of such type 
and. character as is prescribed for his 
type of case. The discharge of reserv
ists serving on active duty is governe-:l 
by the provisions of part F. 

2. For instructions governing prepa
ration of discharge certificcites see 
paragraph 15074. 

3. Upon transmittal of discharge cer
tificates, inform each Marine that it 
is his responsibility to report his 
change of status to his local board of 
the Selective Service System. 

13363 DISCHARGE OF WOMEN WHO 
BECOME A PARENT OR 
CUSTODIAN OF A CHILD 

tL Commanders shall discharge an 
enlisted woman in accordance with 
subparagraph l3261.3b when it is es
tablished that such woman comes within 
its purview. 

13364 DISCHARGE OF RESERVISTS 
ON INACTIVE DUTY WHO 
HAVE BECOME REGULAR 
OR DULY ORDAINED MINIS
TERS OF RELIGION OR WHO 
DESIRE TO TAKE FINAL 
VOWS IN ARE LIGIOUS ORDER 

l. Members of the Marine Corps Re
serve on inactive duty who have be
come regular or duly ordained minis
ters of religion or who desire to take 
final vows in a religious order may 
request separation as follows: 

a. Officers will submit resignation 
of commission to the Secretary of the 
Navy through official channels via the 
Commandant of the Marine Corps (Code 
DMA). 

b. Enlisted personnel will submit 
requests for discharge via official 

channels to the Commandant of the 
Marine Corps (Code DMB). 

2. The following definitions apply for 
the purposes of this paragraph: 

a. 11Regular minister of religion, 11 

is defined as a person who as his cus
tomary vocation preaches and teaches 
the principles of religion of a church, 
a religious sect, or religious organi
zation of which he is a member, with
out having been formally ordained as 
a minister of religion, and who is 
recognized by such church, sect or 
organization as a regular minister. 

b. "Duly ordained minister of re
ligion" is defined as a person who 
has been ordained in accordance with 
the ceremonial ritual, or discipline of 
a church, religious sect, or religious 
organization established on the basis 
of a community of faith and belief, 
doctrines and practices of a religious 
character, to preach and to teach the 
doctrines of such church, sect, or 
organization and to administer the rites 
and ceremonies thereof in public wor
ship, and who as his regular and 
customary vocation preaches and 
teaches the principles of religion and 
administers the ordinances of public 
worship as embodied in the creed or 
principles of such church, sect, or 
organization. 

c. The above definitions do not 
include a person who irregularly or 
incidentally preaches and teaches the 
principles of religion of a church, 
religious sect or religious organiza
tion or who may have been duly or
dained a minister in accordance with 
the ceremonial rite, or discipline of 
a church, religious sect or religious 
organization, but who does not regu
larly, as a vocation, teach and preach 
the principles of religion and adminis
ter the ordinances of public worship as 
embodied in the creed or principles 
of his church, sect,or organi~ation. 

3. Resignation of a commission or 
application for discharge must be ac
companied by a statement or certifi
cate from an appropriate official of 
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the church, religious sect, or religious 
organization attesting that the reserv
ist is a regular or duly ordained 
minister of religion as defined in the 
foregoing paragraph, or if the reservist 
desires to take final vows in a reli
gious order, his resignation -or appli
cation for discharge must be accom-

panied by a statement or certificate 
from an appropriate official of the 
religious order showing that in order 
to proceed further with his acceptance 
into the religious order, it is required 
that the reservist be separated 
from any military status he may 
have. 



PART 1: RETIREMENT OF ENLISTED P.ERSONNEL AND TRANSFERS TO THE 
FLEET MARINE CORPS RESERVE 

13400 RETIREMENT OF ENLISTED 
PERSONNEL AFTER TIDRTY 
YEARS ACTIVE SERVICE 

1. An enlisted member serving in the 
Regular Marine Corps who applies 
for retirement after completing 30 or 
more years of active service in the 
Armed Forces shall be retired. Such 
retirements are normally approved by 
the Secretary. of the Navy acting for 
the President. For this purpose, an 
"enlisted member 11 includes a member 
of the Regular Marine Corps who 
holds a permanent enlisted grade and a 
temporary appointment in a comrnis
sioned or warrant officer grade. Unless 
otherwise entitled to a higher grade, 
each member shall be retired in the 
grade in which serving at the time of 
retirement. Upon retirement, an en
listed member, unless otherwise en
titled to a higher pay by reason of being 
advanced to a higher grade in which 
he served satisfactorily as an officer 
under temporary appointment, is en
titled to retired pay at the rate of 75 
percent of the basic pay to which he 
would be entitled if serving on active 
duty in the pay grade in which he was 
serving on the day before retirement 
(10 U.S.C. 6326 and 6151). 

2. Service creditable for retirement 
includes active service, except active 
duty for training, in the Army, Navy, 
Air Force, Marine Corps, Coast Guard, 
and Reserve components thereof, per
formed prior to 1 0 August 19 56; and 
such active service, including active 
duty for training, performed on and 
after 10 August 1956. For the purpose 
of this paragraph "active service" is 
defined as "active duty•• and means 
full-time duty in the active military 
service of the United States. 

3. In computing active service for re
tirement of enlisted members and for 
transfer to the Fleet Marine Corps 
Reserve, the following periods of time 
lost as defined and computed in ac
cordance with paragraph 044019, Navy 
Comptroller Manual, must be deducted 

from Regular Marine Corps enlist
ments or other periods of active serv
ice: 

a. Unauthorized absence. 

b. Confinement. 

c, Nonperformance of duty. 

d, Sickness misconduct. 

e. There shall also be deducted 
from active service for retirenient of 
enlisted members and for transfer to 
the Fleet Marine Corps Reserve: 

(1) Time served under an en
listment which was voidedbydischarge 
on the ground that the member had 
perpetrated a fraudulent enlistment. 

(2) Time held beyond expiration 
of enlistment or obligated active serv
ice while awaiting or undergoing trial 
by court-martial or awaiting comple
tion of appellate review of such trial, 
unless (a) the trial resulted in acquit
tal of all charges involved, (b) no find
ing of guilty was upheld upon appellate 
review, or (c) the member was placed 
in a full duty status. 

(3) Time served under a sen
tence which included unsuspended, for
feiture of all pay and allowances, 
unless (a) the sentence was disapproved 
or set aside upon appellate review, or 
(b) the member was placed in a full 
duty status. 

(4) Periods of leave without pay 
granted in accordance with current in
structions (see SecNav Instruction 1050 
series) to await completion of appellate 
review of court-martial sentences 
which included punitive discharge. 

(5) Service performed wh i 1 e 
under the minimum statutory age for 
enlistment, 10 U.S. Code 3254, 3256, 
5533, 8254, 8256; 32 U.S. Code 313, 
regardless of whether the enlistment is 
terminated by reason of minority. 
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13401 PROCEDURE FOR EFFECT
ING VOLUNTARY RETIRE
MENT 

1. Application for retirement shall be 
addressed to the Secretary of the 
Navy via official channels and the 
Commandant of the Marine Corps. 
The application shall be submitted so 
as to arrive at Headquarters Marine 
Corps not more than 3 months and 
not less than 2 months in advance of 
the desired retirement date and will 
have attached a Report of Medical 
Exanlination, SF 88, in· duplicate in
dicating the individual is physically 
qualified for retirement. 

2. Upon approval of the Secretary of 
the Navy, an authorization for transfer 
to the retired list will be forwarded to 
the commander by the Commandant 
of the Marine Corps. Transfer to the 
retired list will specify a date upon 
which transfer is to be effective. Trans
fer to the retired list must, by law 
be effective on the date specified unless 
the Secretary of the Navy approves a 
change prior to the effective date. 
The law, 5 U.S. Code 47a, requires 
that such retirements shall take effect 
on the first day of a month. 

3. In time of peace an individual will 
be released from active duty on the 
date preceding the effective date of 
retirement. Release from active duty 
takes effect at midnight on last of 
month immediately preceding date of 
retirement. 

4, Discharge certificates will not be 
issued regardless of the reason for 
retirement. 

5. En 1 is ted Marines contemplating 
voluntary retirement shall obtain a 
preretirement physical examination not 
more than 4 months and not less than 
2 months prior to the desired retire
ment date in order to determine their 
fitness for voluntary retirement. If a 
disability is disclosed, the Marine 
may be subject to physical disability 
retirement in accordance with part J 
of _this chapter. A request for retire
ment should not be submitted until the 
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individual is found to be physically 
qualified for retirement. If, after a 
member has submitted a request for 
voluntary retirement, disease or in
jury intervenes and such disease or 
injury may warrant consideration for 
physical disability retirement or medi
cal treatment beyond the requested date 
of retirement, the cognizant command 
will immediately notify the Command
ant of the Marine Corps by message 
and the individual will be advised to 
withdraw his application for retirement 
pending determination of his case. 

6. An individual being released from 
active duty upon retirement shall be 
directed to inform the Commandant 
of the Marine Corps (Code CDH) for 
pay purposes of any change in address, 
and of the necessity in all communica
tions of giving full name, grade, and 
service number. He shall be further 
directed to keep the Commandant of the 
Marine Corps (Code DGH) informed 
at all times of current home mailing 
address where he will receivemailand 
messages addressed to him. _This re
port of current address is in addition 
to that submitted for pay purposes. 
He shall also be informed that he may 
wear his uniform from place of re
lease to home, if travel is performed 
within 3 months after the date of his 
release, and on other occasions when 
the wearing of the uniform is appro
priate; see Marine Corps Uniform 
Regulations. 

7. Upon retirement, the individual 1 s 
service records will be closed out 
and forwarded to the Commandant of 
the Marine Corps (Code DGH) and the 
disbursing officer who is carrying 
the pay records of the member will be 
notified. Prior to forwarding the se rv
ice records, the commander will in
clude in the member's record a home 
mailing address .. 

8. When an enlisted member of the 
Marine Corps is to be placed on the 
retired list after 30 years service, the 
presentation of his retirement papers 
will be made an occasion of ceremony 
the scope of the ceremony and the 
number of troops participating being 
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left to the discretion of the commander 
of the post or station. 

9. When an enlisted member of the 
Marine Corps is placed on the disa
bility retired list or the temporary 
disability retired list as directed by 
the Commandant of the Marine Corps, 
the service record book will be closed 
out and forwarded to the Commandant 
of the Marine Corps (Code DGK). No 
discharge certificate will be issued, 

13402 RETIREMENT OF MEMBERS 
OF THE FLEET MARINE 
CORPS RESERVE 

1. When a member of the Fleet Ma
rine Corps Reserve has completed 
30 years of combined active and in
active service, or when he is found 
not physically qualified, he shall with
out application be transferred to: 

a. The retired list of the Regular 
Marine Corps if he was a member of 
the Regular Marine Corps at the time 
of his transfer to the Fleet Marine 
Corps Reserve. 

b. The Retired Reserve of the Ma
:rine Corps Reserve if he was a mem
ber of the Marine Corps Reserve at 
the time of his transfer to the Fleet 
Marine Corps Reserve. 

2. For the purpose of retirement, a 
member's years of service are com
puted by adding: 

a. The years of service credited 
to him upon his transfer to the Fleet 
Marine Corps Reserve; 

b. His years of active and inactive 
service in the Armed Forces before 
his transfer to the Fleet Marine Corps 
Reserve not credited to him upon that 
transfer; 

c. His years of service, active and 
in.3.ctive, in the Fleet Marine Corps Re
serve. 

3. Unless otherWlse entitled to higher 
pay as set forth in paragraph 13403, 
each member hansferred to the retired 

list or the Retired Reserve as provided 
in this paragraph is entitled to retired 
pay at the same rate as the retainer 
pay to which he was entitled at the 
time of his transfer to the retired 
list or the Retired Reserve (10 USC 
6331), 

4. Upon an individual's retirement 
from the Fleet Marine Corps Reserve, 
appropriate en t r i e s shall be made 
in his service record book by the 
Director of the Marine Corps Dis
trict to which he is attached. The 
service record book will then be 
forwarded to the Commandant of the 
Marine Corps (Code DGH), 

13403 ENLISTED PERSONNEL ON 
THE RETIRED LIST 

1. An individual on the retired list 
may be ordered to active duty in time 
of war or national emergency. A re
tired person serving on active duty 
shall receive full pay and allowances 
of his grade, 

2. A retired individual serving on 
active duty in time of war or national 
emergency will be released from ac
tive duty only in accordance with such 
instructions as may be is sued by the 
Commandant of the Marine Corps. 

3. Retired enlisted personnel not on 
active duty shall receive such retired 
pay as may be provided by law, and 
shall be paid monthly by the Comman
dant of the Marine Corps (Code GDH). 

t4. Retired enlisted personnel not on ac
tive duty are entitled to medical treat
ment and hospitalization on space avail
able basis; see Manual of the Medical 
Department, United States Navy. When 
hospitalized in a naval hospital, they 
are entitled to a daily ration. 

5. Upon transfer to the retired list, 
enlisted members who formerly served 
as officers, will be advanced on the 
retired list to the highest officer grade 
in which they served satisfactorily 
under a temporary appointment as 
determined by the Secretary of the 
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Navy. A warrant officer, W -1, or en
listed member so advanced to a com
missioned grade on the retired list 
who applies to theSecretaryoftheNavy 
within 3 months after his advancement, 
shall, if the Secretary approves, be re
stored on the retired list to his former 
warrant officer or enlisted grade, as the 
case may be, and shall thereafter be 
considered for all purposes as a war
rant officer, W -1, or an enlisted mem
ber as the case may be. 

a. Each enlisted member other than 
a former member of the Fleet Marine 
Corps Reserve, who is advanced on the 
retired list under the provisions of sub
paragraph 5, above, upon retirement 
after completion of 30 years of active 
service, is entitled to retired pay atthe 
rate of 75 percent of the basic pay to 
which he would be entitled if serving on 
active duty in the grade to which ad
vanced on the day before retirement. 

b. Each former member of the Fleet 
Marine Corps Reserve who is advanced 
on the retired list under the provisions 
of subparagraph 5, above, is entitled to 
retired pay based upon the grade to 
which advanced. Such retired pay shall 
be at the rate of Z-1/Z percent of the 
basic pay of the grade to which ad
vanced, determined by the same period 
of service used to determine the basic 
pay of the grade upon which his retainer 
pay is based, multiplied by the number 
of years of service creditable for his 
retainer pay at the time of retirement, 
but the retired pay may not be more 
than 75 percent of the basic pay upon 
which the computation of retired pay is 
based (10 USC 6151). 

13404 ELIGIDILITY FOR TRANSFER 
TO THE FLEET MARINE 
CORPS RESERVE 

1. An enlisted member of the Regular 
Marine Corps or Marine-Corps Reserve 
who has completed 19 years and 6 months 
or more of active service in the Armed 
Forces may, at his request, be trans
ferred to Class I(d) of the Fleet Marine 
Corps Reserve. The approval or disap
proval of a request for such transfer 
will be based on the needs of the service 
and the criteria in effect at the time 
the request is received (10 USC 6330). 
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a. Each member who is transferred 
to Class I( d) of the Fleet Marine Corps 
Reserve is entitled, when not on active 
duty, to retainer payattherateofZ-1/Z 
percent of the basic pay that he received 
at the time of transfer multiplied by the 
number of years of active service in the 
Armed Forces. Retainer pay may be 
recomputed to include any active duty 
performed after transfer. 

b. If the member has been credited 
by the Secretary of the Navy with ex
traordinary heroism in the line of duty, 
which determination by the Secretary is 
final and conclusive for all purposes, 
his retainer pay shall be increased by 
10 percent. However, in no case may a 
member's retainer pay be more than 75 
percent of the basic pay upon which the 
computation of retainer pay is based. 

c. All active service as defined in 
subparagraph 13400.2 is included in 
computing service for transfer to Class 
l(d). A completed minority enlistment 
in the Regular Navy is counted as 4 
years of active service and an enlist
ment in the Regular· Navy terminated 
within 3 months before the end of the 
term of enlistment is counted as active 
service for the full term. For the pur
pose of determining the number of years 
of service to be used as a multiplier 
in computing retainer pay, a part of a 
year that is 6 months or more is counted 
as a whole year and apart of a year that 
is less than 6 months is disregarded. 

d. Deductions will be made for time 
lost in accordance with subparagraph 
13400.3. 

e. A member must be serving on a 
valid contract of enlistment or extension 
thereof to be eligible for transfer to the 
Fleet Marine Corps Reserve. There is 
no existing authority for automatic re
tention beyond the expiration date of an 
enlistment contract solely for such pur
poses. If a member is retained beyond 
the expiration of his enlistment formed
ical,purposes, and is returned to.a\duty 
status as fit for duty, he must immed
iately extend his contract or reenlist, 
notwithstanding his expressed intention 
to transfer to the Fleet Marine Corps 
Reserve in the near future. 
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2, Members of the Regular Marine 
Corps who were in the naval service on 
or before 1 July 1925, may be trans
ferred to Class I(b) of the Fleet Marine 
Corps Reserve upon completion of 16 
but less than 20 years of active naval 
service; or to Class I(c) with 20 or 
more years of active naval service, (34 
USC 1952 ed B54bandB54c.)Paymaybe 
increased 10 percent for all men who 
may be credited with extraordinary 
heroism in the line of duty or whose 
average conduct mark for 20 or more 
years is not less than 95 percent ofthe 
maximum, Regulations pertaining to 
these classes are not set forth in detail 
because they relate to small closed 
classes and are therefore oflirnited in
terest, Qualified personnel who were in 
the Navy or Marine Corps on or before 
1 July 1925, may obtain detailed infor
mation from the Commandant of the 
Marine Corps (Code DMB), 

13405 APPLICATION FOR TRANS
FER TO THE FLEET MARINE 
CORPS RESERVE 

1. Requests for transfer to the Fleet 
Marine Corps Reserve shall be sub
mitted to the Commandant of the Marine 
Corps (Code DMB), via official channels 
in sufficient time to arrive at Headquar
ters, U.S. Marine Corps, not earlier 
than 90 days, and no later than 60 days 
prior to the requested effective date of 
transfer, Applications submitted re
questing exception to the foregoing pol
icy, will be favorably considered only 
in cases involving genuine hardship or 
where necessary to meet the require
ments of paragraph 4110. The requested 
effective date should be the last day of 
a month except when the requested date 
is the date of expiration of enlistment. 

2, Requests for transfer should refer
ence this paragraph and shall be sub
mitted in the following form: 

11 1. In accordance with ref~rence 
(a), it is requested that I be transferred 
to the Fleet Marine Corps Reserve on 
or about ______________________ _ 

"2. I am eligible for assignment 
to Class I " 

3. A Marine whose case is being con
sidered or has been processed by a 

physical evaluation board, and who de
sires to apply for transfer to the Fleet 
Marine Corps Reserve prior to final 
action of the Secretary ofthe Navy, will 
be advised that in order to be eligible 
for physical disability benefits he must 
be entitled to receive basic pay at the 
time the Secretary of the Navy makes 
the necessary physical disability de
termination and that any untimely sep
aration may be prejudicial to his case. 
If he does not desire to withdraw his 
request for transfer to the Fleet Marine 
Corps Reserve, his application should 
also include the following paragraph: 

"Having been informed of my rights 
under Chapter 61, 10 U.S. Code, I agree 
to forego any disability benefits to which 
I may be entitled thereunder and I re
quest transfer to the Fleet Marine 
Corps Reserve on .'' 
(See part J.) 

4, When forwarding a request for 
transfer to the Fleet Marine Corps 
Reserve the commander will provide 
the following document and information 
with his endorsement: 

a, Any extraordinary heroism 
which occurred during the current en
listment. 

b, Future horne mailing address. 

c, Standard F.orm BB, Report of 
Medical Examination, in duplicate; see 
subparagraph 5. 

d, Time lost during current en
listment, 

e. Report of courts-martial 
awarded during current enlistment, 
(Example: Summary Court approved 
CA 16 Sep 60.) 

f, In the case of a Marine who ap
plies for transfer to Class I(c) with 20 
or more years service, the average of 
any semiannual markings during cur
rent enlistment, Applies only to mem
bers who were in the naval service on 
or before 1 July 1925. 

• g. If enlistment contract has 
recently been extended or reenlistment 
effected, include date of execution and 
period for which extended or reenlisted, 
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5. Enlisted personnel who desire to 
request transfer to the Fleet Marine 
Corps Reserve shall be given a com
plete physical examination to deter
mine if they are physically qualified for 
such transfer. Such examinations shall 
be given in accordance with the Manual 
of the Medical Department, U. S. Navy, 
and shall be completed not more than4 
months prior to the requested date of 
transfer. This examination will permit 
correction of minor physical defects, 
and if a disability is disclosed the indi~ 
vidual may be subject to disability re
tirement in accordance with part J of 
this chapter. A request for transfer to 
the Fleet Marine Corps Reserve should 
not be submitted until such time as the 
individual is found to be physically 
qualified for such transfer. 

6. Applications, once submitted in the 
proper manner, will not normally be 
cancelled. However, when a request for 
cancellation is made by an enlisted 
person, due to unforeseen meritorious 
conditions, the case shall be referred 
to the Commandant of the Marine Corps 
with all pertinent facts, together with 
affidavits or other supporting docu
mentary evidence showing changed con
ditions that could not be fore seen. 

7. Applicants for transfer to the Fleet 
Marine Corps Reserve will be retained 
on active duty pending receipt of in
structions from the Commandant ofthe 
Marine Corps in the following circum
stances. A detailed message report of 
conditions involved will immediately be 
made to the Commandant of the Marine 
Corps (Code DMB). 

a. When the Marine loses time due 
to nonperformance of duty because of 
reasons listed in Navy Comptroller 
Manual, volume 4, in the interim period 
between date of submission of request 
and authorized date of transfer. 

b. When the individual is awaiting 
disciplinary action, serving sentence of 
a court-martial, to include a Marine 
serving in a prob.ationary status as a 
result of an approved suspended sen
tence awarded by court-martial. 
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c. Where the applicant has applied 
to the Commandant of the Marine Corps 
for remission of indebtedness to the 
Government and is awaiting action on 
his case. 

8. If, after submission of an application 
for transfer to the Fleet Marine Corps 
Reserve, an individual's duty station.is 
changed prior to receipt of the Corn
mandant of the Marine Corps 1 action on 
his application, the Commandant of the 
Marine Corps shall be informed imme
diately by message making reference to 
this paragraph. In the event the author
ization for transfer is subsequently re
ceived in the command from which the 
application was submitted, the author
ization shall be forwarded promptly to 
the individual's new duty station by 
end or sernent, with identifying data, and 
a copy of the endorsement sent to the 
Commandant of the Marine Corps. 

13406 TRANSFER TO THE FLEET 
MARINE CORPS RESERVE 
AND RELEASE FROM ACTIVE 
DUTY 

1. Enlisted personnel shall be trans
ferred to the Fleet Marine Corps Re
serve only upon authority of the Corn
mandant of the Marine Corps. Transfers 
shall be effec;ted on the last day of the 
month and personnel will assume their 
status as members of the Fleet Marine 
Corps Reserve on the first day of the 
following month. Exceptions to the fore
going will be made only in those cases 
where transfer has been requested upon 
expiration of enlistment. In such cases 
transfers will be effected on the date the 
enlistment expires and the Marine con
cerned will assume status as a member 
of the Fleet Marine Corps Reserve on 
the following date. Except in time of war 
or national emergency, p e r s on n e 1 
transferred to the Fleet Marine Corps 
Reserve shall be released from active 
duty on date of such transfer, unless an 
order to the contrary has been received. 

2. Transfer to the Fleet Marine Corps 
Reserve shall not be made on a date 
other than as contained in the authori
zation, unless the Commandant of the 
Marine Corps' authority for a change 
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in the date is first obtained. When such 
a change is authorized by the Com
mandant of the Marine Corps, it will be 
attached to the original authorization for 
transfer. Any change must be authorized 
by the Commandant of the Marine Corps 
prior to the effective date of transfer. 

3. If disease or injury occurs after the 
individual has submitted his request for 
transfer to the Fleet Marine Corps Re
serve and it appears that he may be sub
ject to retirement by reason of physical 
disability or he may require medical 
treatment beyond the requested date of 
transfer, the circumstances will be re
ported to the Commandant ofthe Marine 
Corps (Code DMB). If the authorization 
for transfer has been received, it should 
be returned with the report. If the au
thorization is subsequently received it 
should be returned by referencing the 
report. See part J of this chapter for 
information regarding physical dis
ability retirement. 

4. Commands effecting an individual's 
transfer to the Fleet Marine Corps Re
serve and release to inactive status 
shall see that the following procedure is 
complied with: 

t a. Forward two copies of the com
m ander 1 s order to the individual trans
£erring him to the Fleet Marine Corps 
Reserve to the Commandant of the 
Marine Corps (Codes DGH and 
CDH), and one copy to the Director 
of the Marine Corps District in which 
he will reside, and one copy to the 
Commanding Officer, Marine Corps 
Reserve Data Services Center. 

b. A new health record will be pre
pared for the enlisted person and the 
old health record shall be disposed of 
in accordance with current instructions 
from the Bu·reau of Medicine and Sur
gery. 

tc. Forward the service record and 
new health record to the Commanding 
Officer, Marine Corps Reserve Data 
Services Center. 

., d. Fleet Marine Corps reservist~ 
w1ll be instructed in writing by the com
mander that they mustkeepthemselves 
in readiness for active service in the 
event of war or national emergency; 
that they must keep the Commandant 
of the Marine Corps (Code DGH), the 
Director of the Marine Corps District 
in which they reside and the Command
ing Officer, Marine Corps Reserve 
Data Services Center informed oftheir 
current home mailing address in addi
tion to any address they report for 
purposes of pay; that they must answer 
promptly all letters addressed to them 
by the proper authority; and that they 
must inform the director of any change 
in health which might prevent service at 
sea or in the field in time of war. They 
shall also be informed that they may 
wear their uniform from place of re
lease to horne if travel is performed 
within 3 months after the date of re
lease, and on such other occasions when 
the we a ring of the uniform is appro
priate; see MCO Pl020.34B, Marine 
Corps Uniform Regulations. 

e. Fleet Marine Corps reservists 
on inactive duty are entitled to medical 
treatment and hospitalization; see the 
Manual of the Medical Department, 
United States Navy. When hospitalized 
in a naval hospital they are entitled to 
a daily ration. 

13407 RETIREMENT OF ENLISTED 
RESERVISTS 

1. Additional provisions for retire
ment of enlisted reservists are set 
forth in part D of this chapter. 
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PART J: PHYSICAL DISABILITY RETIREMENTS AND SEPARATIONS OF 
OFFICERS AND ENLISTED PERSONNEL 

13450 GENERAL 

1. Regulations promulgated by the Sec
retary of the Navy for administration 
of the provisions of law which pertain 
to physical disability separation and 
retirement of members of the naval 
service are contained in the Disability 
Separation Manual, NAVEXOS P-1990, 
which should be consulted in each case. 
These regulations provide that no mem
ber of the naval service shall be sepa
rated or retired by reason of physical 
disability from an active duty status 
without a hearing before a physical 
evaluation board rmless such hearing 
is waived by the member concerned. 
Further, that no member of the naval 
service shall be separated or retired 
by reason of physical disability from 
an inactive duty status without a hear
ing before a physical evaluation board 
if such member shall demand it, 

2. When doubt exists as to the present 
state of health of any member of the 
Marine Corps or as to the ability ofthe 
member to perform the duties of his 
rank, an appropriate medical board 
may be convened to examine him. The 
medio:al board shall make recommen
dations regarding the disposition ofthe 
member. 

3. If the promotion of an enlisted 
member is effected on or after the 
date that the signature of the Secretary 
of the Navy has been affixed to the 
order directing retirement for physical 
disability, the promotion is without 
effect. 

4. Final disposition of any case of a 
member of the Marine Corps whose 
case has been referred to a physical 
evaluation board shall be made only 
as directed by the Commandant of the 
Marine Corps, based on the final de
termination of the Secretary of the 
Navy, 

5. Personnel who have disciplinary 
action pending, or who are being in
vestigated for possible misconduct will 

not be ordered before a physical evalu
ation board without specific approval of 
the Commandant of the Marine Corps. 
See the Disability Separation Manual for 
detailed instructions, 

• 6, In accordance with 10 USC 1218, a 
member of the Marine Corps may not 
be discharged or released from active 
duty because of physical disability until 
he ( l) has made a claim for co;rnpensa
tion, pension, or hospitalization, to be 
filed with the Veterans 1 Administration, 
or has refused to make such a claim; 
or (2) has signed a statement that his 
right to make such a claim has been 
explained to him, or has refused to sign 
such a statement. All commanding offi
cers connected with activities desig
nated to separate personnel will en
sure that no person shall be discharged, 
retired, or released from active 
service, by reason of physical dis
ability, until he has had explained to 
him his right to file a claim for com
pensation, pension, or hospitalization. 
It shculd also be explained to each 
individual that any hospitalization or 
benefits which may be reo![uired or 
desired from the Veterans 1 Adminis
tration, at a later date, are generally 
contingent upon the filing of such claim, 
A delay in filing fl. claim may result 
in the eventual loss of monetary bene
fits or deprivation of hospitalization at 
a critical time, To eliminate this delay 
the following procedure will be fol
lowed: 

a, Where the individual submits a 
claim for compensation, pens.ion, or 
hospitalization. The pension claim shall 
be forwarded to the Veterans 1 Ad
ministration regional office having 
jurisdiction over the locality in which 
the individual intends to reside, ac
companied by a photostatic or type
written copy of the entire Health Record 
(except cover) and a certified copy of 
such of the following records as may 
have been completed: 

( 1) Standard Form 88, with dental 
section completed, reporting the sep
aration physical examination, 
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(2) NavMed--M. 

(3) Clinical Board Report. 

(4) Final orders in the case of 
persons discharged or released from 
active service in accordance with the 
provisions of Title IV of the Career 
Compensation Act. 

b. Where the individual does not 
desire to file a claim. A right that a 
member may assert after failing or 
refusing to sign a claim, as provided 
in subparagraph a, above, is not 
affected by that failure or refusal. 
In these cases the individual shall 
be requested to sign a statement 
on a page of his medical record as 
follows: 

"I have been told that I am to be (discharged) (re
tired) or (released) from active duty in the naval 
service, by reason of physical disability and have 
been advised of my right to file a claim with the 
Veterans' A dministratlon for compensation, pen .. 
sion, or hospitalization. I have decided not to submit 
a claim for any of those benefits at this time. I 
understand that my failure to file a claim at this 
time does not prejudice any right to submit a claim 
which I may assert in the future. I understand, 
however, that a delay in filing a claim may result 
in the eventual loss of monetary benefits or depri
vation of hospitalization at a critical time." 

This statement does not constitute a 
waiver of any rights and should not be 
referred to as a waiver. The signed 
statement should be attached to, and 
forwarded to the Bureau of Medicine 
and Surgery with, the terminated Health 
Record for filing. If at a later date 
the veteran decides to submit a claim 
for benefits, the statement will be 
forwarded to the Veterans' Adminis
tration with a copy of his medical 
record. 

c. Where the individual does not 
desire to file a claim and refuses to 
sign a statement as set forth in sub
paragraph b, above. In these cases 
an appropriate entry shall be made 
in the medical record of the indi
vidual, s i g ned by the cognizant 

13-84 ~ 
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officer, reading substantially as fol
lows: 

-,-----:--:--has had explained to him his right to 
file a claim for compensation, pension, or hos .. 
pitalization with the Veterans' Administration. He 
did not desire to file such a claim at this time and 
refused to sign a statement acknowledging the 
explanation of his right and his decision not to sub
mit a claim at this time. was advised 
that a right that he may assert after failing or re .. 
fusing to sign a claim at this time is not affected by 
his failure or refusal. 

(Signature of cognizant officer)" 

d. The foregoing does not preclude 
the immediate transfer of any person 
to a Veterans 1 Administration facility 
for necessary hospital care. 

e. Claims shall be submitted in 
accordance with paragraph 11350. 

7. A member of the Marine Corps or 
Marine Corps Reserve who is separated 
or retired from the service by reason 
of physical disability may be eligible to 
elect either compensation from the 
Veterans' Administration or retired 
pay from the Marine Corps, or both, 
based on that disability. In no case 
may the total compensation received 
exceed the maximum granted by either 
the Marine Corps or the Veterans 1 

Administration. 

8. Additional instructions regarding 
separation by reason of disability are 
contained in current BUMED Instruc
tions. 

13451 VOLUNTARY SEPARATION 
PRIOR TO COMPLETION OF 
FINAL ACTION ON PHYSICAL 
DISABILITY PROCEEDINGS 

1. A member of the Regular Marine 
Corps entitled to basic pay, or a mem
ber of the Marine Corps Reserve en
titled to basic pay who has been or
dered to active duty for a period of 
more than 30 days, other than involun
tary active duty for training for not 
more than 45 days pursuant to 10 U.S. 
Code, 270(b), should not be discharged 
or released upon expiration of active 

E 
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service if medical treatment or dis
ability proceedings have not been com
pleted, If such a member requests 
separation despite these circum-

under law cannot be deferred beyond 
the date specified by law, and a report 
is not required in such cases. 

stances, or prior to final action by 13452 DlSPOSITION OF MARINE 
the Secretary of the Navy, he will be i.. CORPSPERSONNELAWAITING 
instructed that the law, 10 u.s. Code, {, ~INAL ACTION. OF .PHYSICAL 
Chapter 61, requires that in order to VALUATION BOAAD 
be eligible for physical disability re- • [ R,~f\~ < 
tirernent or severance pay, such a ] . ~ . \o 
member must be in receipt of basic I. A ~her f e arine Corps or 
pay at the time the Secretary of the ~ Marine Corps Reserve on active duty 
Navy makes the necessary physical J\ in excess of 30 days who has been con-
disability determination and that sepa- sidered by a physical evaluation board 
ration prior to such time may prejudice which finds that the member is unfit 
his case. If, after the explanation, an for duty and that continued treatment 
enlisted member does not withdraw his is not indicated may, subject to his 
request for separation or release, the consent, be ordered horne to await 
following entry will be made in the orders pending action on the physical 
service record: evaluation board proceedings. Com-

"I request that I be discharged (re
leased from active duty) despite the 
explanation which has been given me, 
that in order to be eligible for physical 
disability retirement or severance pay 
I must be entitled to receive basic pay 
at the time the Secretary of the Navy 
makes his determination in my case. 
Notwithstanding possible prejudice in 
my case, I still deSire separation." 

Such entry shall be signed by the indi
vidual and witnessed by an officer 
prior to effecting separation. If the 
Marine refuses to sign such a state
ment, an entry of such refusal shall 
be made, his separation effected and 
the Commandant of the Marine Corps 
(Code DMB) informed, In all cases 
involving transfer to the Marine Corps 
Reserve and/ or release from active 
duty a certified true copy of the Ma
rine's statement will be forwarded to 
the Commandant of the Marine Corps 
(Code DMB) immediately upon separa
tion. 

2. In the case of officers, if orders 
for release from active duty, separa
tion, or voluntary retirement have been 
received, the Commandant of the Ma
rine Corps (Code DM) will be informed 
of the circumstances by message. How
ever, involuntary separation or invol
untary retirement which is mandatory 

manding officers of naval hospitals 
will, after appearance of a Marine 
before a physical evaluation board, 
discharge such member to the organi
zation to which administratively at
tached when his condition does not 
warrant continued treatment. Com
manders will utilize the services of 
any member who does not desire to be 
ordered home to await action of physi
cal evaluation board proceedings and 
whose condition does not warrant con
tinued treatment. 

2. Commanders will issue permanent 
change of station orders directing a 
member to proceed to his home to 
await orders pending final action on 
physical evaluation board proceedings 
when the following conditions exist: 

a, A physical evaluation board has 
arrived at a recommended finding that 
the member is unfit to perform the 
duties of his grade, and the member has 
signed a statement that he accepts the 
prima facie findings and does not 
demand a full and fair hearing or he 
has appeared in person and received a 
full and fair hearing before the board, 

b. The commanding officer of the 
naval hospital considers that further 
hospitalization and treatment are not 
required. 

c. The services of the member 
may not be _utilized to advantage. 

13-85 
Ch. 9 



13452 MARCORPERSMAN 

d. The member so ordered has 
agreed to permit any accumulated un
used leave to be charged off while in 
such status. 

3. Orders for officers coming within 
the purview of this paragraph will be 
requested by message addressed to 
the Commandant of the Marine Corps 
(Code DFA). 

4. Enlisted members will be issued 
orders in accordance with the format 
contained in chapter 5. If the orders 
would involve travel in Alaska, Hawaii 
or outside the United States, instruc
tions will be requested by message 
addressed to the Commandant of the 
Marine Corps (Code DMB). 

5. Enlisted members ordered home or 
to point of selection to await action on 
physical evaluation board proceedings 
will be entitled to payment of basic 
allowance for subsistence for the period 
following the date and hour of arrival 
home to include the date of separation 
from active service. Members without 
dependents will be entitled to basic 
allowances for quarters from and in
cluding the date of arrival home to 
include the date of separation from 
active service. Members with depend
ents will continue to be entitled to basic 
allowance for quarters as prescribed 
by current regulations to include the 
date of separation from active service. 
The date of arrival home for the pur
pose of crediting subsistence and quar
ters allowances will be determined by 
the disbursing officer on the basis of 
the member 1 s itinerary or constructive 
rail travel via the shortest usually 
traveled route, whichever is earlier. 

t6. The unused leave balance of a 
member will be reduced for time spent 
at horne awaiting orders, commencing 
the day following the date of actual 
arrival horne or the date following the 
constructive date of arrival home or 
the date following the constructive date 
of arrival based on the shortest usually 
traveled route, whichever is earlier. 

13-86 

7. Transportation of dependents and 
household effects is authorized under 
change of station orders issued, in 
accordance with authority contained 
herein, for the distance not to exceed 
that from the old station to the home of 
record only. However, members will 
be advised that, since entitlement to 
transportation of dependents and house
hold effects will not accrue unless and 
until the member's name is ultimately 
placed on the retired list or he is 
otherwise separated from the service, 
there is a possibility that claims for 
transportation for dependents and cost 
of the shipment of household effects 
paid prior to actual entitlement may 
be for checkage against the individual's 
account. Upon being placed on the 
permanent retired list, temporary dis
ability retired list, or separated from 
the service, mileage and other trans
portation allowances, including trans
portation of dependents and household 
effects, will be settled or adjusted in 
accordance with the provisions of Joint 
Travel Regulations and Navy Travel 
Ins tractions. 

B. A claim for reimbursement for 
travel performed by dependents incident 
to change of station orders issued under 
this authority will be submitted to the 
disbursing officer maintaining the Ma
rine 1 s pay record. A claim for reim
bursement for travel performed by 
dependents incident to the member 1 s 
retirement, placement on the temporary 
disability retired list, or discharge will 
be submitted to the Commandant of the 
Marine Corps (Code CD), and will be 
supported by the original and two certi
fied copies of the change of station 
orders, plus the original and two certi
fied copies of ( l) the retirement orders, 
or (2) the "Transportation of Dependents 
and Household Effects 11 certificate 
which will be furnished him by the 
commander in the event of his dis
charge. At the time a member who has 
dependents is detached from his per
manent duty station by orders issued 
under this authority, the disbursing of
ficer will furnish him with sufficient 
copies of DD Form 766 for his use in 
submitting claims for transportation of 
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dependents, and will advise him of the 
procedure for submitting such claims. 

13453 CURRENT ADDRESS OF 
PERSONNEL RETffiED 
FOR DISABILITY 

1. An officer or enlisted man who is re
tired by reason of physical disability 

shall keep the Commandant of the Ma
rine Corps (Code DGH) informed at all 
times of his current home mailing ad
dress where mail and messages ad
dressed to him will be received. This 
report of current address is in addition 
to the report submitted to the Com
mandant of the Marine Corps (Code 
CDH) or Veterans' Administration for 
pay purposes. 

13-86a 
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tFrom: Commanding General, Marine Air Reserve Training Command 
To: 

13453 

Via: Senior Member, Physical Evaluation Board (insert appropriate mailing 
address shown in Figure 13-2) 

Subj: Authorization to appear before a Physical Evaluation Board 

Ref: (a) Disability Separation Manual ( NAVEXOS P-1990) 

Encl: (1) Statement of Rights in triplicate (NAVEXOS-3332) 

1. When notified by the via addressee that the necessary records are available 
for presentation of your case, you are authorized to report to that officer for an 
evaluation of your present physical condition. 

2. In the evaluation of your physical condition, the Physical Evaluation Board is 
directed to conduct the proceedings in all respects as provided for hearings in the 
case of active duty members except that it will make only the recommended find
ing that you are or are not physically qualified for active duty in the U. S. Marine 
Corps Reserve. The Board's attention is invited to paragraph 0428 of reference 
(a) • 

3. The above is authorized with the understanding that you will not be entitled to 
reimbursement for mileage or expense in connection therewith. In case you do 
not desire to bear this expense or if for any reason you fail to report to the 
Physical Evaluation Board on the date specified, you will regard paragraph 1 of 
this authorization as revoked. 

4. You are advised that if for any reason you are unable to report in person to the 
Physical Evaluation Board on the date specified, you may waive your right to 
appear in person. If you waive your right to appear in person, your case will 
be submitted to the Physical Evaluation Board for an examination on the record. 
It is requested that you execute the enclosed Statement of Rights and return it to 
the via addressee prior to the date set for your examination. 

5. Whether you appear in person or waive your right to appear in person, you 
may be represented by counsel if you so desire. You are advised that if you 
desire counsel to assist or represent you in presenting your case before the 
Physical Evaluation Board, competent legal assistance is available without 
expense to you. Should you desire to avail yourself of this service, you may apply 
to the Senior Member of the Physical Evaluation Board. 

6. By endorsement hereon the via addressee is requested to notify you of the 
date and place you are to appear. 

Copy to: 
BuMed (Code 3351) 
CMC (Code DMB) 
Individual concerned - 4 

(Signature of Commander) 

Figure 13-1 
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MAILING LIST OF PHYSICAL EVALUATION BOARDS 

First Naval District 
U. S. Naval Hospital 
Chelsea 50, Massachusetts 

Third Naval District 
U. S. Naval Hospital 
St. Albans, L. I., 12, New York 

Fourth Naval District 
U. S. Naval Hospital 
17th St. and Pattison Avenue 
Philadelphia 45, Pennsylvania 

Fifth Naval District 
U. S. Naval Hospital 
Portsmouth, Virginia 

Sixth Naval District 
U. S. Naval Hospital 
U. S. Naval Base 
Charleston, South Carolina 

Note: 

Ninth Naval District 
Building 1, 
Great Lakes, Illinois 

Eleventh Naval District 
U. S. Naval Hospital 
San Diego 34, California 

Twelfth Naval District 
U. S. Naval Hospital 
Oakland 14, California 

Headquarters Marine Corps 
Henderson Hall, Building #3 
Washington 25, D. C. 

U. S. Naval Hospital 
Camp Lejeune, North Carolina 

U. S. Naval Hospital 
Camp Pendleton, California 

Address all correspondence to Senior Member. 

13-BB 
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EXAMPLE: Senior Member 
Physical Evaluation Board 
Headquarters, Ninth Naval District 
Great Lakes, Illinois 

I Figure 13-2 
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CHAPTER 14 

PAY AND ALLOWANCES 

PART A: GENERAL 

14000 SCOPE 
I. Regulations regarding pay and al
lowances are contained in the Navy 
Comptroller Manual, volume 4, chapter 
4, part B, except that information con
cerning allowances for travel of mem
bers and their dependents is contained 
in Joint Travel Regulations, Navy 
Travel Instructions, and chapter 5 of 
this manual. Instructions in this chapter 
are to amplify or specify qualification 
requirements and shore patrol entitle
ments. 

14001 RECOUPMENT OF REEN
LISTMENT BONUS 

1. Provision is made under Section 207 
of the Career Compensation Act of 1949, 
as amended, 37 U.S.C., Section 308, 
whereby a prorata portion of the re
enlistment bonus paid an enlisted mem
ber for a reenlistment or an extension 
of an enlistment entered into on or after 
26 October 1951 will be refunded to the 
Government by an enlisted member 
who either voluntarily or as result of 

his own misconduct does not complete 
the enlistment or extension of enlist
ment for which the reenlistment bonus 
was paid. The Navy Comptroller Man
ual, paragraph 044070-4, contains the 
detailed regulations pertaining to the 
periods of time not served for which 
recoupment of reenlistment bonus is 
required and the manner in which the 
commander will submit the required 
information to the disbursing officer 
for appropriate action on the member's 
military pay record. 

jz. The recoupment of reenlist
ment bonus changes the informa
tion recorded on enlistment contracts. 
Detailed instructions on making such 
changes are contained in subparagraph 
ISIOS.Iaa and in the Navy Comptroller 
Manual, paragraph 044072-2. 

3. A member will not be retained in 
the service beyond the date he would 
otherwise be discharged solely for 
the purpose of recoupment of reenlist
ment bonus. 
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PART B: BASIC ALLOWANCE FOR SUBSISTENCE--ENLISTED MEMBERS 

DEF1NITIONS FOR PURPOSES 
OF THIS PART 

1. Government Mess. This term means 
any mess operated by the Government 
for the purpose of subsisting enlisted 
members of the Armed Forces without 
charge to the individual, 

2. Rations In Kind Are Not Available. 
This term shall be considered appli
cable in the case of enlisted members 
on duty at stations where it is deter
mined, in accordance with this part, 
that it is impracticable for subsistence 
in kind to be furnished by the Govern
ment. This includes situations where a 
government mess as defined in Joint 
Travel Regulations is in fact not avail
able. 

3. Permission to Mess Separately. 
This term shall be considered appli
cable in the case of enlisted members 
on duty at stations or while sick in 
hospitals where a mess for subsisting 
enlisted members is available and when 
such enlisted members are authorized 
to subsist themselves independe11tly. 
Such term shall also be considered ap
plicable in the case of enlisted mem
bers during all periods of authorized 
leave, including periods of leave or 
delay while en route between duty sta
tions. 

4. Assigned to Duty Under Emergency 
Conditions Where No Government Mess
ing Facilities are Available. This term 
shall be considered applicable in the 
case of enlisted members assigned to 
duty under conditions requiring ex
traordinary expenseS for subsistence 
as determined in accordance with this 
part. 

5. Subsisted at Government Expense. 
This term shall be considered appli
cable to enlisted members who are 
subsisted in kind by the Government, 
and to enlisted members while they are 
in travel status and are entitled to a 
per diem allowance in lieu of sub
sistence or to a mileage allowance. 

6. Pro Rata Allowance. This term shall 
be considered applicable to enlisted 

members being subsisted in kind or to 
those who have been granted permis
sion to mess separately whose duties 
require them to be absent from their 
station and to buy at least one meal 
from other than a government mess and 
are thus entitled to a pro rata allow
ance for each such meal. 

.14051 POLICY 

l. Normally, enlisted members will 
be subsisted in kind. 

2. In the interest of uniformity in 
making determinations, government 
messes when available within the area, 
will be used to the fullest extent com
patible with economy and efficiency. 

3. The subsistence allowances re
ferred to in this part shall not be 
authorized solely on the basis of mari
tal status, dependency or the location 
of a member•s residence or as extra 
incentive or compensation on the basis 
of the member's assignment to speci
fied duties, such as bands, recruiting, 
chauffeurs, and orderlies. 

4. In all cases where members of one 
or more services are performing duty 
at installations or are assigned to ac
tivities within the same area, the serv
ice commanders shall confer to assure 
that determinations of the authoriza
tion of basic allowances for subsistence 
are uniform when similar duty condi .. 
tiona exist. Each commander shall de
termine, within established guidelines, 
whether a government mess is avail
able and, if so, the practicability of 
the Government furnishing subsistence 
in kind to personnel assigned to his 
command. In cases where two or more 
installation commanders within a 
given area are unable to reach voluntary 
agreement on determinations for simi .. 
lar duties, a complete report of the 
facts and circumstances will be re
ported to the Commandant of the Ma
rine Corps (Code DF) for resolution. 
In cases where members of more than 
one service are performing duty at an 
installation, the installation com
mander shall make the determinations. 

14-5 
Ch. 6 



14052 MARGORPERSMAN 

5. Enlisted personnel hospitalized and 
subsisted at government expense are 
not authorized any monetary allowance 
for subsistence. However, when a hos
pitalized member is granted permis
sion to mess separately he is entitled 
to receive a subsistence allowance at 
the authorized rate. 

6. Members permitted to mess sepa
rately are entitled to the commuted 
value of the ration, at the authorized 
rate, except as hereinafter provided in 
this part. 

7. Members on authorized leave are 
entitled to the same basic allowance 
for subsistence as is authorized when 
permission to mess separately is 
granted. 

8. Authorizations for the emergency 
rations rate, within the U.S. (excluding 
Alaska and Hawaii) not to exceed $3.42 
per day may be made only in cases 
where: 

a. Government messing facilities 
are in fact not available, 

b. The member is assigned to duty 
under 11 emergency conditions" and, 

c. Extraordinary expenses for sub
sistence are actually incurred. 

"Emergency conditions 11 may be con
sidered to exist when a member is 
assigned to duty in out-of-the-way 
places, the assignment is of a limited 
duration, and the member is required 
to procure at least two meals a day 
from commercial restaurants or con
tract messes. A member may be con
sidered to have incurred ''extraordi
nary expenses" where the actual cost 
of subsistence equals or exceeds $3.42 
per day. 

9. Authorizations under subparagraph 
8, above, shall be granted only with the 
approval of the Secretary of the Navy, 
or his designee, Approval authority may 
not be redelegated. Such authorizations 
may be made for periods not to exceed 
12 months. In approving original and 
subsequent authorizations, considera
tion shall be given to practicability and 
cost of establishing government mess
ing or contract facilities. 

14-6 
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.14052 DETERMINATION OF 
IMPRACTICABILITY 

l. Determinations that it is imprac
ticable for subsistence in kind to be 
furnished by the Government shall be 
based on the location of a government 
mess in relation to the member's post 
of duty. 

2, Normally, in the absence of other 
extenuating circumstances, determina
tions of impracticability will not be 
made unless the mess, by normal travel 
time, is more than 30 minutes each 
way via government-provided trans
portation. If the cost to the Government 
of providing the member transporta
tion (government or commercial) to the 
mess would be more than the basic 
allowance for subsistence when rations 
in kind are not available less the com
muted value of the ration, a determina
tion of impracticability may be made. 

3. The time and cost factors need not 
be applied for the noonday meal where 
an enlisted member's post of duty is 
not at a military or naval installation. 

4. A determination of impracticability 
may be made by the Secretary of the 
Navy, or his designee, notwithstanding 
the foregoing for members whose as
signed duties are such that utilization 
of a government mess would adversely 
affect their mission, such as investiga
tive personnel. 

5. An enlisted member, who regularly 
performs duty outside the confines of 
a military installation (such as a down
town office building), but resides off 
the military installation because family 
quarters are not available for assign
ment to him and his dependents, is 
entitled only to the subsistence allow
ance authorized when permission to 
mess separately is granted, if single 
quarters and messing facilities are 
available at a military installation and 
normally are assigned to or utilized 
by single members performing duty at 
the duty station. Such a member may 
also receive an additional supplemental 
subsistence allowance at the rate and 
under the conditions outlined in the 
Navy Comptroller Manual, paragraphs 
044025-3e and 044026-2c. 
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14053 AUTHORIZED SUBSISTENCE 
ALLOWANCES 

l. The Navy Comptroller Manual, 
paragraph 044025-3, based on 37 
U.S.C. 402 and appropriate Executive 
and Department of Defense directives 
and Comptroller General decisions, 
provides the entitlement provisions for 
subsistence allowances which the regu
lations contained in this part supple
ment. 

14054 FULL, PARTIAL, AND SUP
PLEMENTAL ALLOWANCES 

1. When it has been deemed imprac
ticable, in accordance with paragraph 
14052, for a member in a nontravel 
status to subsist in a government mess 
or be furnished rations in kind because 
of the nature of his assigned duties, the 
commander, or his designated repre
sentative, will submit substantiation of 
such event as prescribed in the Navy 
Comptroller Manual, paragraph 
044026-2. 

14055 REPORTS 

1, An annual report of the number of 
members, by actual duty locations, who 
have been authorized to receive the 
emergency subsistence allowances 
under the provisions of paragraph 
14051.8 will be furnished to the Com
mandant of the Marine Corps(Code DFE). 
This report will list the number, dura
tion and actual duty location of each 
authorization in effect at any tim~ dur
ing the 12-month period ending 30 April 
of each year and shall be submitted 
within 15 days thereafter, This report
ing requirement is assigned Report 
Control Symbol DD-Comp(A)488, Nega
tive reports are ·not required. 

14056 COMMUTED RATIONS 

1, An enlisted member (including an 
enlisted member without dependents) 
on permanent, temporary, or tempo
rary additional duty at a station where 
a general mess is maintained may be 
authorized by his commander to mess 
separately and be paid a commuted 
ration allowance at the applicable daily 
rate. The commander's approval will 

14056• 

be based on the condition that the mess 
to which the member is assigned will 
not be left withtoofewmemberstoper
mit economical administration as a 
result of the approval of the request, 

• 2. The commander of the activity re
sponsible for the administration of the 
mess will establish the criteria appli
cable to the economical administration 
of the mess. In establishing these cri
teria, the comn1ander will take into con
sideration the number of personnel fed, 
the ratio of paid supernumerary per
sonnel to personnel authorized to sub
sist at governtnent expense; mess com
mitments peculiar to the command, 
financial condition of the mess, etc. 
Sue h criteria will be published to all 
commands serviced by the mess and 
will be utilized by those commands in 
apprOving applications for commuted 
rations. 

3. An enlisted member assigned to 
duty in the general mess may be au
thorized and credited commuted rations 
on the same basis and in the same 
manner as rations are authorized to be 
commuted for other members. Such a 
member is required to pay for all meals 
eaten by him during his tour of duty as 
well as other meals he may eat during 
off-duty hours. 

4. Entitlement to commuted rations 
commences on the date and hour a 
written request of the member is ap
proved in writing by the commander, 
or his designated representative. 
Retroactive approval is not authorized. 
A Commuted Rations Action form 
(NAVMC !0522-PD) will be used for 
this purpose, Once approved, the au
thorization to receive co~muted 
rations remains in full force and effeCt: 

a. While the member is on duty at 
the permanent, temporary and tempo
rary additional duty station; 

b. Upon intraorganizational trans
fer or upon transfer between com
mands located at the same station; 

c. While on leave; 

d, While sick in hospital, in a 
restricted status, or absent from his 
station under travel orders; and 
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e. Upon discharge and reenlist
ment, provided the reenlistment occurs 
at the same station at which discharged 
and within 24 hours of such discharge. 

Under category c, above, entitlement 
to commuted rations is automatically 
suspended during any period of time an 
individual is in receipt of leave rations. 

Under category d, above, entitlement 
to commuted rations is automatically 
suspended as of the date and hour of 
departure, or restriction. The suspen
sion is automatically terminated as of 
the date and hour of return to the duty 
station, or when the restriction ends. 
A new application and authorization are 
not required. This suspension does not 
preclude authorization to mess sepa
rately and be paid a commuted ration 
allowance by the appropriate com
mander of a hospital or temporary duty 
station. 

5. Group Travel 

a. Entitlement to commuted rations 
for members on temporary additional 
duty, under group travel orders, con
tinues in force, under the following 
circumstances: 

( 1) Temporary additional duty is 
performed under group movement 
orders involving at least three enlisted 
members. 

(2) Travel to and from the tem
porary additional duty station will be 
performed .between one meal hour and 
the next, e.g., depart permanent duty 
station 1000, 25 August 1961 and arrive 
at temporary additional duty station at 
1100, 25 August 1961; depart temporary 
additional duty station at 1830, 8 Sep
tember 1961 and arrive at permanent 
duty station 1900, 8 September 1961. 

(3) Members are not entitled to 
a travel per diem allowance for sub
sistence while at the temporary duty 
station. 

b. Remarks substantially in ac
cordance with the following samples 
will be shown on travel orders. (See 
par. 16111 for sample unit diary en
tries.) 
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(1) By commanding officer of 
permanent duty station: "Personnel 
denoted by an asterisk (*) are entitled 
to commuted rations. Entitlement to 
this allowance continues for period of 
temporary additional duty directed 
herein in accordance with reference 
(-)." (The reference being MARCOR
PERSMAN, par. 14056.) 

(2) By commanding officer of 
tempo:rary additional duty station: 
"Personnel denoted by an asterisk !*) 
were not subsisted at government ex
pense while on temporary additional 
duty at this station. Any meals eaten 
in a government mess were paid for on 
a supernumerary ration basis.•• 

6. Entitlement to commuted rations 
terminates as follows: 

a. Automatic termination 

(1) As of the directed date and 
hour of departure from the duty station 
(except by intraorganizational transfer 
or transfer between commands located 
at the same station) by transfer or com
pletion of temporary duty or temporary 
additional duty (see subpar. 5010.2); 

(2) As of midnight of the date of 
discharge if reenlistment does not oc
cur at the same station within 24hours 
of such discharge; 

(3) As of the directed date and 
hour of departure from the station under 
release from active duty or active duty 
for training orders. 

b.· Termination by action of com
mander: The commander, or his desig
nated representative, is authorized to 
terminate entitlement to commuted 
rations at any time for good and suffici
ent cause such as (a) application of the 
member; (b) economic operation of the 
general mess required such termina
tion; etc. Such a terminationmustbeon 
a Commuted Rations Action form 
(NAVMC 10522-PD) to the member and 
is effective on the date and hour the 
termination is directed by the com
mander or at a later date and hour if so 
specified. The commander will assure 
himself that the member was duly 
notified on or prior to the date and hour 
of termination stated in the notification. 
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7. An enlisted member may not be 
authorized commuted rations for any 
period while in a travel status and 
entitled to a travel per diem allowance 
for subsistence or a mileage allowance. 
When such a member is performing 
temporary or temporary additional duty 
at a station and his travel per diem 
allowance is reduced because a Govern
ment mess is available for subsisting 
him, he is not considered as being in 
receipt of a travel per diem allowance 
for subsistence. Accordingly, he maybe 
authorized commuted rations as pre
scribed in these regulations by the com
mander of the temporary duty or tempo
rary additional duty station, which 
authority terminates on the date and 
hour of completion of such temporary 
duty or temporary additional duty, un
less terminated earlier for cause. An 
illustration of a normally occurring 
situation is as follows: 

FACTS 

(1) Member is on duty at Station 
"A" and receiving commuted rations; 

(2) He departs from Station "A" 
at 1300 on 15 July for TAD at Station 
''B''; 

(3) He reports at Station "B" at 
1000 on 17 July and it is determined 
that messing facilities are available, 
thus entitling him to a reduced travel 
per diem allowance; 

(4) Upon reporting at Station ''B" 
he applies for commuted rations be
cause his wife has accompanied him 
and he desires to reside with her, which 
application was approved on 17 July; 

(5) He completed TAD at 0800 on 
27 July and reports at Station "A" at 
1500 on 29 July. 

ENTITLEMENT TO COMMUTED RA
TIONS AT STATION "A" 

As stated in subparagraph 4, entitle
ment is automatically suspended at 
1300 on 15 July and the suspension is 
automatically terminated at 1500 on 
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29 July. Thus, the member's pay ac
count would not be credited with com
muted rations from and including the 
evening meal on 15 July to and inClud
ing the noon meal on 29 July. 

ENTITLEMENT TO COMMUTED RA
TIONS AT STATION "B" 

The member is entitled to commuted 
rations from and including the noon 
meal on 17 July to and including the 
morning meal on 27 July. 

8. Subsistence for enlisted members 
during the period of required travel, 
under permanent change of station 
orders, is provided in the mileage 
allowance when such allowance is pay
able; otherwise it will be provided 
separately by meal tickets, box lunches, 
contract-procured meals, or appro
priate reimbursement for each meal, 
as authorized in the Joint Travel Regu
lations. Subsistence provided by the 
Joint Travel Regulations is applicable 
only up to the time and date the mem
ber reports for duty at the new duty 
station, which is the time and date his 
travel status terminates. It is em
phasized that the member "belongs" to 
the joining command commencing with 
the actual hour and da"te of reporting 
thereto, and is entitled to rations in 
kind, or commuted rations in lieu there
of if properly entitled thereto, from 
such hour of actual reporting. The fact 
that he is not administratively joined 
until the following day has no relation
ship with the termination of his travel 
status. 

9. Under the law, entitlement to com
muted rations does not commenceuntil 
the member has been authorized to 
mess separately, i.e., the date and hour 
the commander in fact approves the 
request of the member in writing and 
places the member on notice that he is 
so authorized to mess separately. Until 
such time, the member is being fur
nished subsistence in kind, regardless 
of where he eats his meals. Therefore, 
a delay in processing an application 
results in a monetary loss to a mem
ber who, in good faith, has been sub
sisting himself while awaiting approval 
of his request for commuted rations 
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or has been acting on the erroneous 
assumption that the authority to receive 
commuted rations at a previous duty 
station continued at his new duty station 
without action on his part. It is the 
policy of the Commandant of the Marine 
Corps to afford all enlisted members 
maximum consideration in this matter. 
Accordingly, all commands are en
joined to insure that: 

a. Each member JOlnlng a station 
is afforded immediate opportunity to 
make application for commuted rations 
at the place where the member initially 
reports to the activity, and 

b. If approval is to be granted, such 
approval is reduced to writing immedi
ately in order for the allowance to be
come effective before the first meal 
hour occurring after reporting. 

14057 COMMUTED RATIONS-
PROCEED TIME 

1. An enlisted member is entitled to 
commuted rations for proceed time 
authorized by chapter 5; however, he 
is not entitled to commuted rations for 
any period of authorized travel, in
cluding travel authorized by privately
owned conveyance. 

14058 COMMUTED RATIONS-
ENLISTED MEMBERS SUB
SISTED IN OTHER THAN A 
GENERAL MESS 

1. When an enlisted member is as
signed to duty and subsisted in a mess 
other than the general mess, or is 
assigned in a service capacity to the 
public quarters of an officer and sub
sisted therein, the commuted value of 
his rations will be paid monthly to the 
treasurer of the mess in which he is 
subsisted or to the officer in whose 
quarters he is subsisted. Commuted 
rations authorized under this sub
paragraph will not be credited on the 
enlisted member's paJit record, but 
instead will be paid on wblic voucher 
in accordance with thl", Navy Comp
troller Manual, volume 4, chapter 6. 
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2. Each month the commander will 
submit a Military Pay Order (DDForm 
114) in quadruplicate to the disbursing 
officer. The DD Form 114 will show 
the name and service number of each 
member whose rations are being com
muted, the number of rations for each 
member, the applicable dates, the total 
number of rations to be commuted, and 
the following certificate: 

"The enlisted members named 
hereon were detailed to and subsisted 
in the (insert 'quarters of' and grade 
and name of officer, or name of mess 
if not subsisted inanofficer 1 s quarters) 
for the period set opposite their names. 
It is directed that the commuted value 
of the rations of these enlisted mem
bers be paid to (insert grade and name 
of officer in whose quarters the mem
bers were subsisted, or 'Mess Treas
urer' and name of mess, as appropri
ate)." 

The disbursing officer will furnish a 
copy of the paid public voucher and a 
copy of the DD Form 114 to the payee 
of the voucher. 

14059 LEAVE RATIONS 

1. An enlisted member on authorized 
leave, including delay en route between 
duty stations chargeable as leave, as 
distinguished from liberty, and who is 
not furnished rations in kind, is entitled 
to a leave ration at the applicable rate 
for each day of leave. Leave rations 
are not payable for any period that 
leave is overstayed unless the absence 
over leave is excused by the com
mander as unavoidable; however, the 
enlisted member will be entitled to 
leave rations for the period of author
ized leave, even though the absence 
over leave is not excused as unavoid
able. An enlisted member is not entitled 
to leave rations for any period of ex
cess leave or for any period during 
which he performs travel aboard a 
government vessel, including the days 
of embarkation and debarkation. 
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1. Commanders may authorize the 
payment of shore patrol allowances for 
quarters, subsistence, and certain 
other sundry expenses when facilities 
are not available to personnel perform
ing shore patrol duty. All temporary 
shore patrol assignments to be per
formed in the area generally visited 
by liberty parties from the ship or 
station landing the patrol are con
sidered as being performed in a non
travel status, thereby precluding any 
entitlement to per diem allowances 
normally associated with temporary 
duty. Members assigned shore patrol 
duties are in no sense transferred 
or detached from their permanent duty 
station. Shore patrol allowances are 
authorized in recognition of the Gov
ernment's responsibility for providing 
subsistence and quarters, and when 
these military duties are performed 
at a place where Government quar
ters and/or messing facilities are not 
available, the monetary allowance is 
provided in lieu of the rations and 
quarters in kind. 

2. Consideration must be given by 
commanders to the availability in the 
area of Government messing facilities 
and Government quarters, bearing in 
mind that such facilities need not be 
Navy or Marine Corps operated but 
may be operated by any of the armed 
services. Accordingly, fullest advan
tage should be taken of the availability 
of all Government facilities, and ap
propriate local arrangements should 
be made for their use wherever pos
sible. In the audit of shore patrol 
expenditure vouchers, factors of major 
consideration include the availability of 
Government facilities and whether or 
not performance of the assigned duty 
in and of itself was responsible for any 
out-of-pocket expenditures for sub
sistence and quarters by the member 
performing the duty. Whether the mem
ber ·chooses to avail himself of the 
facilities is not for consideration; what 
is significant is their availability to 
him in such fashion as not to impair his 
performance of assigned duties. 

3. Members serving on shore patrol 
duty in a travel status will be entitled 
to travel expenses in accordance with 
and at the rates authorized by regu
lations applicable to personnel in a 
travel status. 

14101 AMOUNTS PAYABLE 

1. When it is impracticable for mem
bers performing temporary shore 
patrol duties in the general area visited 
by liberty parties from a ship or station 
to return to their ship or post of duty 
(or facility operated by any of the other 
uniformed services) for meals and 
lodging, and they are required to pro
cure additional quarters or meals at 
their own eXpense, they are entitled to 
reimbursement for actual expenses 
therefor not to exceed the following, 
any excess costs being borne by the 
member concerned: 

a. Within United States except 
Alaska and Hawaii 

Meals: Breakfast $1..00 

Dinner and Supper (each} $1.75 

Lodging: Actual cost, not to exceed per day $7.50 
(see subpar. 2, below) 

b. Within Alaska and Hawaii and 
Outside the United States 

Meals: 50 percent of travel per diem, listed in 
appendix B. Joint Travel Regulations, pro
rated on the basis of 1/5 for breakfast. 2/5 
for dinner, and 2/5 for supper. 

Lodging: Actual cost, not to exceed 50 percent of 
[ravel per diem listed in appendix B, Joint 
Travel Regulations (see subpar. 2, below). 
When appendix B indicates that separate 
rates apply when Government quarters are/ 
are not available, reimbursement will be 
based on the "not available" rate. .c. Additional Meal. Payment for 

a meal at other than the normal supper 
hour may be authorized when a mem
ber performs shore patrol duties for 
a period of at least eight hours during 
a period when no normal meal hours 
are scheduled. A member will not be 
entitled to this additional meal allow
ance if he is in receipt of basic allow-
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ance for subsistence at the rate of 
$2,S7 or $3,42 per day or in receipt of 
shore patrol a 11 ow an c e s for three 
meals, Payment will be at the supper 
rate as applicable in subparagraphs a 
or b, above. 

2. If the period of temporary shore 
patrol duty exceeds IS consecutive 
days, the maximum lodging allowance 
payable is reduced by one-third on 
the 16th and each succeeding day, 
recognizing that the member should• 
under the circumstances, avail him
self of the lower rates generally ob
tainable for a long-term rental as 
distinguished from day-to-day rates. 
.An exception to the foregoing may be 
made in those cases involving bona 
fide extensions of shore patrol duty 
from periods of less than !6 days to 
periods of 16 days or more when such 
extensions are necessitated by an un
foreseen exigency of the service such 
as unexpected delay in the sailing date 
of a ship. A practice wherein members 
are· recalled to their permanent duty 
station at the end of a IS-day period 
but are soon thereafter reassigned to 
another IS-day period of shore patrol 
duty can only be viewed as abuse of 
the foregoing provisions. 

3. Enlisted members assigned to per
manent shore patrol billets may be 
authorized commuted rations, or a 
basic allowance for subsistence where 
rations in kind are not available, and 
basic allowance for quarters in ac
cordance with the provisions of part B 
of this chapter and the Navy Comp
troller Manual, volume 4, chapter 4. 

4. Credits of basic allowance for quar
ters for members with or without de
pendents or station per diem allowance 
for quarters _are not affected during 
periods while the members are as
signed to shore patrol duties in a 
nontravel status. Allowances for quar
ters prescribed while assigned to shore 
patrol duties are in addition to those 
enumerated in the preceding sentence. 

14102 HIRE OF AUTOMOBILES 

l. Expenses for the hire of automo
biles or other modes of transporta-
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tion, including taxicabs, are n:ot au
thorized items of shore patrol expenses 
except at transient ports or places 
where, in the opinion of the senior 
officer present, such hire is necessary 
to the efficient conduct o£ shore patrol 
activities because the area to be 
patrolled is large and places frequented 
by liberty parties are widely separated 
and no Government transportation is 
available. In addition to the hire of 
automobiles upon authorization of the 
senior officer present, as provided 
above, automobiles may be hired in 
cases of emergency, and in each case 
the hiring per son will submit a full re
port of the circumstances to the senior 
officer present (via his commander) 
who will, if satisfied as to the necessity 
of hiring the vehicle, direct that the 
expenditure be allowed. 

14103 RECEIPTS 

1. Receipts must be obtained for 
lodging to substantiate expenditures but 
need not be obtained for meals. When 
meals are furnished along with lodging 
at a flat daily rate, it is not necessary 
that the receipt therefor itemize the 
meals separately from the lodging. 
Receipts will also be obtained for 
miscellaneous expenses, when prac
ticable, except for carfare and official 
telephone calls. Receipts covering ex
penditures for automobile hire will be 
obtained by the per son making the 
transaction. Upon completion of shore 
patrol duty, orders will be end or sed by 
appropriate authority to indicate what 
meals and lodging the member was re
quired to procure while performing 
shore patrol duty. This endorsement 
should be in the following form: 

(Date) 

"During performance of shore patrol 
duty, member was required to pro
cure 8 breakfasts, 10 dinners, and 13 
suppers and was required to procure 
lodgings on 2/8, 2/9, 2/12, 2/13, 
2/14, 2/!7. 2/!8, and 2/19." 

The appropriate authority for the exe
cution of this endorsement is the senior 
shore patrol officer or other officer 
Urider whose jurisdiction the shore 
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patrol duty was actually performed. In 
the absence of an affirmative showing 
on the above endorsement, it will be 
assumed that on "off-duty" days Gov
ernment quarters and messing facil
ities were available to the member. 

14104 ACCOUNTING DATA 

1. Expenses outlined in this part, as 
well as other expenses in connection 
with maintaining shore patrol head
quarters, will be considered as ad
ministrative expenditures of the com
mands establishing the shore patrol 
and/or shore patrol headquarters, and 
will be borne by funds available to 
them for administration, subject to 
regulations and to instructions and 

14105 
limitations as may be established by 
management bureaus or offices or by 
Headquarters, U.S. Marine Corps. 
Payments of shore patrol expenses 
will be charged to the accounting data 
listed in the Navy Comptroller Manual, 
volume 4, chapter 6. 

14105 ADVANCE OF FUNDS AND 
SETTLEMENT OF CLAIMS 
FOR SHORE PATROL EX
PENSES 

l. Disbursing officers may advance 
funds and will settle claims for shore 
patrol expenses in accordance with 
instructions contained in the Navy 
Comptroller Manual, volume 4, chap
ter 6. 



PART D: CERTIFICATES OF RESERVISTS AND RETIRED MEMBERS 
REGARDING PENSIONS, DISABILITY COMPENSATION, ETC. 

Section 1: RESERVE PERSONNEL (EXCLUDING PERSONNEL ON EXTENDED 
ACTIVE DUTY IN TIME OF WAR OR NATIONAL EMERGENCY) 

14150 GENERAL 

1. Applicability. The provisions of this 
secbon are not applicable to members 
of the Marine Corps Reserve ordered 
to extended active duty in excess of 30 
days in time of war or national emer
gency. For instructions concerning 
certificates of these member-s, see 
section II. 

2. Election of Pension or Pay. A 
reservist who is in receipt of a pension, 
retainer pay, disability compensation, 
or retired pay, by virtue of his prior 
military service, from the Government 
of the United States, is prohibited from 
recei.ving pay or allowap.ces, including 
allowances for subsist~nce, quarters, 
and travel, for any period of active 
duty, active duty for training, or in
active duty training, unless he specifi
cally waives or relinquishe.s such 
pension, retainer pay, disability com
pensation, or retired pay for the period 
of such duty. 

3. Effective Date of New .-Election. A 
reserv1st who elects to continue to re
ceive his pension, retainer pay, dis
ability compen.sation, or retired pay in 
lieu of pay and/or allowances for 
active duty, active duty for training, 
or inactive duty training, and who later 
changes his election, will be paid pay 
andjor allowances only from and. in
cluding the date he executes the wa1 ver 
certificate containing his new election, 
unless he specifically states in his 
certificate that the election is to be 
effective as of a later date. 

4. Modification of Certificates. The 
wording of the certificates per scribed 
in this section may be modified to 
meet the requirements of special cases. 

14151 CERTIFICATES REQUIRED 
WHEN ON ACTIVE DUTY 

1. Reservists Not Receivin Pension. 
An Organize or Volunteer reservist 
who is assigned to active duty, either 
individually or as part of a unit, and 
who is not in receipt of a pension, etc .. 
will submit to the commander of his 
first active duty station the following 
certificate in original only. The com
mander will submit the certificate to 
the disbursing officer. 

a. Certificate 

(Plac.e) (Date) 

1 certify that 1 am not in receipt of a pension, retainer 
pay, disability compensation, or retired pay, by virtue 
of prior military service. 'from the Government of the 
United Sta~. and that in the event 1 later become 
entitled to- a pension, retainer pay, disabilitycompensa
tion, or retired pay, by virtue of military service, 
from the Government of the United States. 1 shall 
notify my commander innnediately. 

•' 

2. Reservists Receiving a Pension Who 
Elect to Receive Pay. A reservist who 
is in receipt of a pension, etc., and 
who elects to receive pay and allow
ances for the period of his active duty, 
will submit to the commander of his 
first active duty station the certificate, 
signed in triplicate, prescribed in sub
paragraph 2a, below. The commander 
will submit the original and both copies 
of the certificate to the disbursing of
fi~er, who will endorse thereon the cer
tificate set forth in subparagraph 2b, 
below, and sign the original and both 
copies. The disbursing officer will for
ward the original certificate to the 
agency paying the pension, etc. (for ex
ample, a district office ofthe Veterans' 
Administration); will file the duplicate 
as a pay record voucher; and will for
ward t)le triplicate to the commander. 
The triplicate will be inserted in the 
officer's qualification record or the en
listed member's service record book. 
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a. Certificate of Reservist 

(Date) 

TO WHOM IT MAY CONCERN 

l (grade, name. service number. service component. and 
organization), hereby certify that I entered on active 
military service on (date) and that I elect to receive 
active duty pay and allowances in lieu of (pension, 
retainer pay, disability compensation, or retiredpay.as 
applicable) now received from(agency paying the pension, 
etc,) (insen claim number ifknown),Iberebywaive my 
(pension, etc.) for the entire period of my active service 
and will refund the amount of such (pension, etc.) that 
I have received or may hereafter receive for any portion 
of the period of my active service. 

b. Endorsement of Disbursing Of
ficer 

First Endorsement (Date) 

From: Disbursing Officer (Activity) 
To: (Aaency paying the pension, etc.) 

1. I hereby certify that (grade, name, service number, 
and service· component), has been credited active duty 
pay commencing (date of member's entrance on active 
service). 

3. Reservist Receiving a Pension Who 
Does Not Elect to Receive Pay. A 
reservist in receipt of a pension, etc., 
who does not elect to waive or re
linquish the pension, etc., for the 
period of his active duty, will submit 
to the commander of his first active 
duty station the certificate, signed in 
triplicate, set forth in subparagraph 
3a, below. The commander will sub
mit the original and both copies of the 
certificates to the disbursing officer, 
who will endorse thereon the certifi
cate prescribed in subparagraph 3b, 
below, and sign the original and both 
copies. The disbursing officer will for
ward the original certificate to the 
agency paying the pension, etc., (for 
example, a district office of the Vet
erans' Administration); will file the 
duplicate as a pay record voucher; 
and will forward the triplicate to the 
commander. The triplicate will be filed 
in the officer 1 s qualification record or 
the enlisted member'S service record 
book. The dis bur sing officer will open 
a pay record for the reservist by 
completing Item 1 and making the 
following notation in Item 4: "Not 
entitled to active duty pay and allow-
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ances--does not waive or relinqui~h 
(pension, etc.)." This pay record will 
be transferred in the usual· manner, 
but will not be closed unless the re
servist is separated from active duty 
or later makes an election under sub
paragraph 2, above. 

a. Certificate of Reservist 

(Date) 

TO WHOM IT MAY CONCERN 

1 (grade, name, service nwnber, service component, 
and organization), hereby certify that 1 entered on active 
military service on (date); that 1 am now receiving a 
(pension, retainer pay, disability compensation, or 
retired pay, as appropriate) from (agency paying the 
pension, etc.) (insert claim number if known); and thAt 
1 elect ro continue to receive such (Pension, etc.) from 
said agency fOr the period of my active military 
service. 1 fully understand that my election precludes 
rny entitlement to receive pay or allowances autiDrized 
by law for such duty (including allowances br sub
sistence, quarters, and travel). 1 will pay all of my 
transportation expenses and for all meals taken in a 
government mess. 1 will reimburse the Government 
for any subsistence or transportation, other than trans
portation by goverrunent conveyance, heretofore or 
hereafter furnislm me by the Government during my 
current tour of active military service. This certificate 
will remain in effect until such date as 1 may waive my 
pension, etc. 

b. Endorsement of Disbursing Of
ficer 

First Endorsement 

(Date) 

From: Disbursing Officer (Activity) 
To: (Agency paying the pension, etc.) 

1. 1 .hereby certify that (grade, name., service number. 
and service component), has oot been and will not be 
credited active duty pay or allowances during such 
pe-riod as the member's election as set JOrth above has 
been or remains in effect. If this member later elects to 
receive active duty pay and allowances. appropriate 
notice of such changed election will be furnished. 

14152 CERTIFICATES REQUIRED 
WHEN ON INACTIVE DUTY 
TRAINING AND ACTIVE 
DUTY FOR TRAINING 

1. Organized Reservists Not Receiving 
a Pension 

a. Each member 
Corps Reserve who 

of the Marine 
is assigned to 
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an Organized Marine Corps Reserve 
unit and who is not in receipt of a pen
sion, etc., will immediately submit to 
his commander the following certifi
·cate in original only. The certificate 
will be filed in the officer 1 s qualifi
cation record or the enlistedm.ember's 
service record book. Where practicable 
an enlisted member's certificate will 
be entered and signed on page 11 of 
his service record book rather than 
being submitted to the commander and 
then filed in the book. 

(1) Certificate 

(Place) (Date) 

1 certify that I am not in receipt of a pension, 
retainer pay, disability compensation. or retired 
pay, by virtue of prior military service. from the 
Government of the United States, and that in the 
event I later become entitled to a pension, retainer 
pay, disability compensation, or retired pay, by 
virtue of military service, from the Government of 
the United States, 1 shall notify my commander 
immediately. 

b. Each money list upon which pay'
ment of active duty for training pay 
and/or allowanceS is made to officers 
or enlisted personnel of the Organized 
Marine Corps Reserve will bear the 
following certificate signed by the com
mander. Where it is more convenient 
or desirable, a separate certificate 
signed by the commander may be used 
instead of the certificate on the money 
list. When a separate certificate is 
used, it will be attached to the appli
cable original money list. 

( 1) Certificate. Each reservist 
whose name appears hereon has certi
fied that he is not drawing a pension, 
retainer pay, ·disability compensation, 
or retired pay, by virtue of prior 
military service, from the Government 
of the United States. 

2. Volunteer Reservists Not Receiving 
a Pension. A Volunteer reservist who 
is assigned to active duty for training, 
either individually or as part of a unit, 
and who is not in receipt of a pension, 
etc., will submit to the commander 
of his first training duty station the 
certificate, in original only, prescribed 
in subparagraph la( 1 ), above. The com
mander will submit the certificate to the 
disbursing officer. 

14152 

3. Reservists Receiving a Pension Who 
Elect to Receive Pay .. A reservist who 
is in receipt of a pension, etc., and 
who elects to recei"e pay and/ or allow
ances for inactive duty training and 
active duty for training, will submit to 
his commander the certificate, signed 
in triplicate, prescribed and at the 
times specified in subparagraph 3a or 
3b, below, as applicable. The com
mander will submit the original and 
both copies of the certificate to the 
disbursing officer, who will endorse 
thereon the certificate set forth in 
subparagraph 3a or 3b, below, as ap
plicable, and sign the original and 
both copies. The disbursing officer will 
forward the original certificate to the 
agency paying the pension, etc.; will 
file the duplicate as a pay record 
voucher; and will forward the triplicate 
to the commander. The triplicate will 
be inserted in the officer 1 s qualification 
record or the enlisted member•s serv
ice record book. 

a. Certificate of Organized Re
servist Waiving a Pension, etc., to be 
Submitted Upon Joining an Organized 
Unit and on 1 July of Each Year 

(Date) 

TO WHOM IT MAY CONCERN 

I (grade, name, service number, service component. 
and organization), hereby elect to receive inactive duty 
pay and active duty pay and allowances in lieu of (pension, 
retainer pay, disability compensation. or retiredpay,as 
applicable) now received from(agencypayingthepeosion, 
etc.) (insert claim number if known). I hereby waive my 
(pension, etc.) for (number) drills and (number) days of 
active duty for training, or a total of (number) days, 
with the understanding that in the event Ido oot perform 
this duty, my (pension, etc.) will be adjusted on the basis 
of duty actually performed. I will refund the amount of 
such (pension, etc.) thatihavereceivedor may hereafter 
receive for any duty performed in excess of that stated 
above. 

First Endorsement 

(Date) 

From: Disbursing Officer (Activity) 
To: (Agency paying the pension, etc.) 

1. I hereby certify that (grade, name, service number, 
and service component), will be credited such pay and 
allowances as may become due him (her) on and after 
(date of member"s assignment to Organized unit or 
1 July, as applicable). 

14-15 
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Certificates submitted on 1 July should 
waive the pension, etc., for the maxi
mum number of drills authorized and 
the days of active duty for training 
scheduled for the current fiscal year. 
If the member joins an Organized unit 
on other than 1 July, the certificate 
should waive the pension, etc., for t:p.e 
maximum number of drills authorized 
and the days of active duty for training 
scheduled for the remainder of the 
fiscal year. 

h. Certificate of Volunteer Re
servist Waiving a Pension, etc., to be 
Submitted Each Time He is Assigned 
to Active Duty for Training 

(Date) 

TO WHOM IT MAY CONCERN 

I (grade. name, servicenumber,servicecomPOnem,and 
organization), hereby certify that I entered on active 
duty for training on (date) and that I elect to receive 
active duty pay and allowances in lieu of (pension, 
retainer pay, disability compensation, or retired pay. 
as applicable) now received from (agency paying the 
pension, etc.) (tnsert claim number if known). 1 hereby 
waive my (pension, etc.) for (number) days, com
mencing on (date of entry on active duty for training) 
and ending on (date of release from active duty for 
training), and I will refund the amount of such (pension, 
etc.) that I have received or may hereafter receive fOr 
such period. 

(Date) 

First Endorsement 

From; DisburstngOfflcer (Activity) 
To: (Agency paying the pension, etc.) 

1. I hereby certify that (grade, name, service number, 
and service component), bas been credited active duty 
pay fur the period (from-to, both dates inclusive), 

4. Reservists Receiving a Pension Who 
Do Not Elect to Receive Pay. A re
servist 1n receipt of a pension, etc., 
who does not elect to waive or relin
quish the pension, etc., for the period 
of his inactive duty training and active 
duty for training, will submit to the 
commander the certificate, signed in 
triplicate, set forth in subparagraph 
4a, below. The commander will submit 
the original and both copies of the 
certificate to the disbursing officer, 
who will endorse thereon the certi
ficate prescribed in subparagraph 4b, 
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below, and will sign the original and 
both copies. The disbursing officer will 
forward the original certificate to the 
agency paying the pension, etc.; will 
file the duplicate as a pay record 
voucher; and will forward the tripli
cate to the commander. The triplicate 
will be filed in the officer 1 s qualifi
cation record or the enlisted member 1 s 
service record book. For instructions 
regarding the pay records of reservists 
who do not elect to waive or relinquish 
their pensions, etc., for periods of in
active duty training and active duty for 
training, see Navy Comptroller Manual, 
volume 4, chapter 4. 

a. Certificate of Reservist 

(Date) 

TO WHOM IT MAY CONCERN 

J (grade, name, service number, service comiX>nent, and 
organization), hereby certify that l was assigned to the 
Organized Marine Corps Reserveon(date); that lam oow 
receiving a (pension, retainer pay, disability compensa
tion, or retired pay, as appropriate)from(agencypaying 
the pension, etc~) (insert claim number if koown);; and 
that I elect bJ continue to receive such (pension, etc.) 
from said agency for the period of inactive duty training 
and active duty for training heretofore or hereafter 
performed. I fully understand that myelectionprecludes 
my entitlement bJ receive pay or allowances authorized 
by law for such duty (including allowances for sub
sistence, quarters, and travel). l will pay all of my 
transportation expenses and br an meals taken 1n a 
government mess. I will reimburse the Government for 
any subsistence or transportation, other than trans
portation by government conveyance, herem fore or here
after furnished me by the Governmentduringmycurrent 
assignment to the Organized Marine Corps Reserve. 
This certificate will remain in effect until such date as 
1 may waive my (pension, etc~)· 

b. Endorsement of Disbursing Of
ficer 

First Endorsement 

(Date) 

From: Disbursing Officer (Activity) 
To; (Agency paying the pension,_ etc.) 

1. I hereby certify that (grade, name, service number, 
and service _component), bas not been and will oot be 
credited pay or allowances for inactive duty training 
or active duty for training during such period as the 

·member's election as set forth above has been or remains 
in effect. If this member later elects to receive pay for 
inactive duty training or active duty for training, appro
priate notice of such changed election will be furnished. 
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Section 2: RESERVE PERSONNEL ON EXTENDED ACTIVE DUTY IN 
TIME OF WAR OR NATIONAL EMERGENCY 

14175 GENERAL 

I. Pension Election Restrictions. Any 
member of the Marine Corps Reserve 
receiving a pension, retainer pay, dis
ability compensation, or retired pay, 
by virtue of prior military service, 
from the Government of the United 
States who is ctrdered to extended active 
duty in excess of 30 days in time of 
war or national emergency and is found 
physically qualified to perform active 
duty, will not be entitled to such 
pension, etc., for the period of the 
extended active duty unless the amount 
thereof is greater than the active duty 
pay and allowances {including allow
ances for subsistenc~, quarters, and 
travel) to which he is entitled. During 
the period the pension, etc., is sus
pended, the member will be entitled to 
active duty pay and applicable allow
ances. U the pension, etc., is greater 
than the active duty pay and allowances, 
the member may elect to receive either 
the pension, etc., or active dUty pay 
and allowances. If he elects to receive 
the pension, etc., and later changes 
his election, he will be paid pay and 
applicable allowances from and in
cluding the date he executes the waiver 
certificate containing the new election, 
unless he specifically states in his 
certificate that the new election is to 
be effective as of a later date. Active 
duty pay and allowances must be paid 
to the rnem.ber if they become equal 
to or greater than his pension, etc. 

2, Modification of Certificates. The 
wording of the certificates prescribed 
in this section may be modified to 
meet the requirements of special cases. 

14176 CERTIFICATES REQUIRED 

1. Members Now Receiving a Pension. 
A reservist who is assigned to extended 
active duty in excess of 30 days in time 
of war or national emergency and who 

is not in receipt of a pension, etc., 
will submit to the commander of his 
first active duty station the certificate 
prescribed in subparagraph 1415l.la. 
The commander will submit the certifi
cate to the disbursing officer. 

2. Members Receiving a Pension, A 
reservist receiving a pension, etc., 
by virtue of prior military service, 
from the Government of the United 
states who is ordered to extended active 
duty in excess of 30 days in time of 
war or national emergency and is 
found physically qualified to perform 
active duty, will submit to the com
mander of his first active duty station 
the certificate, signed in triplicate, 
prescribed in subparagraph Za, below. 
The commander will submit the original 
and both copies of the certificate to 
the disbursing officer, who will endorse 
thereon the appropriate certificate set 
forth in subparagraph Zb, below, and 
sign the original and both copies. The 
disbursing officer will forward the 
original certificate to the agency paying 
the pension, etc.; will file the duplicate 
as a pay record voucher; and will 
forward the triplicate to the com
mander. The triplicate will be inserted 
in the officer's qualification record or 
the enlisted member's service record 
book. If the pension, etc., is greater 
than the member's pay and allowances 
and he elects to continue to receive 
the pension, etc., the disbursing officer 
will open a pay record for him by 
completing Item 1 and making the 
following notation in Item 4: ''Not en
titled to active duty pay and 
allowance -- does not waive or relin
quish (pension, etc.) of $(amount)." 
This pay record will be transferred 
in the usual manner, but will not be 
closed unless the reservist is sepa
rated from active duty or later makes 
an election to receive or is required 
to receive active duty pay and allow
ances. 
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a. Certificate of Reservist 

(Date) 

TO WHOM IT MAY CONCERN 

I (grade. name, service number,service component, and 
organization), hereby certify that I entered on active 
military service in excess of 30 days on (date), and 
that I am receiving a (pension, retainer pay, disability 
compensation, or retired pay, as applicable) in the 
amount of $ from (agency paying the pension, 
etc.) (insert claim number if known). If my (pension, 
etc.) is greater than my active duty pay and allowances. 
I elect to ·receive my (pension, etc •• or active duty pay 
and allowances, as elected) during my current tour of 
active military service., 1 will refund the amount of any 
overpayment of my (pension, etC.) that I have received 
or may hereafter receive for any portion of the period 
of my active service. 

The following portion of this certifi
cate will be executed only if the pen-

, sion, etc., is greater than the active 
duty pay and allowances and the mem
ber elects to continue to receive the 
pension, etc. 

I fully understand that my election precludes my entitle
ment to receive pay or allowances authorized by law for 
such service (including allowances for subsistence, 
quarters, and travel). I will pay all of my transportation 
expenses and for all meals taken in a government mess. 
I will reimburse the Government for any subsistence or 
transportation, other than transportation by government 
conveyance. heretofore or hereafter furnished me by the 
Government during my current tour of active military 
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service. This certificate Will remain in effect until such 
date as I may waive my (pension, etc.) or my active 
duty pay and allowances equal or exceed the amount of 
my (pension, etc.), whichever occurs earlier. 

b. Endorsement ofDisbursingOffi
cer 

(Date) 

First Endorsement 

From: Disbursing Officer (Activity) 
To: (Agency paying the i'ellSion. etc.) 

1. I hereby certify that (grade, name. service num
ber, and service component), has been credited active 
duty pay (insert .. and allowances, .. if applicable) in 
the monthly amount of $ commencing (date of 
member's entrance on active service). 

OR 

(If pension, etc., is greater than the active duty pay and 
allowances and the member elects to continue to receive 
the pension, etc.) 

1. I hereby certify that (grade, name, service number, 
and service comp:ment), is entitled to active duty pay 
(insert "and allowances," if applicable) in the monthly 
amount of $ • This member has oot been and 
will not be credited active duty pay or allowance 
during such period of his election as set forth above has 
been or properly remains in effect. If this member 
later elects to receive or is required by law to receive 
active duty pay and allowances, you will be so in
formed. 
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Section 3: RETIRED AND FLEET MARINE CORPS RESERVE PERSONNEL 

14200 CERTIFICATE REQUIRED 
WHEN ON ACTIVE DUTY 

l. Members Not Receiving a Pension. 
A retired member or a Fleet Marine 
Corps reservist who is assigned to 
active duty and who is not in receipt 
of a pension or disability compensa
tion from the Veterans 1 Administra
tion, will submit to the commander of 
his first active duty station the follow
ing certificate in original only. The 
commander will submit the certificate 
to the disbursing officer. 

a. Certificate 

(Place) (Date) 

I certify I am oot in receipt of, nor have 1 a claim pend
ing for a pension or disability compensation, by virtue 
of my prior military service, from the Veterans• 
Administration. 

(Signature and typed or printed grade, 
name, service number, and service 
component) 

Z. Members Receiving a Pension. A 
retired member or a Fleet Marine 
Corps reservist who is assigned to 
active duty and who is in receipt of a 
pension or disability compensation from 
the Veterans' Administration,willsub
mit to the commander of his first 
active duty station the certificate, 
signed in triplicate, prescribed in sub
paragraph Za, below. If the member 
has been assigned to active duty in 
excess of 30 days the commander will 
submit the original and both copies 
of the certificate to the disbursing 
officer, who will endorse thereon the 
certificate set forth in subparagraph 
Zb, below, and sign the original and 
both copies. The disbursing officer 
will forward the original certificate 
to the agency paying the pension, etc. 
(for example, a district office of the 
Veterans 1 Administration); will file 

~ 

the duplicate as a pay record voucher; 
and will forward the triplicate to the 
commander. The triplicate will be 
inserted in the officer's qualification 
record or the enlisted member's serv
ice record book. If the member has 
been assigned to active duty for 30 
days or less, the commander will 
submit the original and both copies of 
the certificate to the Commandant ofthe 
Marine Corps (Code CDH). 

a. Certificate of Member 

NOTICE OF REENTRANCE INTO ACTIVE 
MILITARY SERVICE 

(Date) 

I (grade, name, service rmmber, service component, 
and organization), hereby certify that I entered on 
active military service on (date), and that lam receiving 
a (pension or disability compensation, as applicable) 
from the Veterans• Administration (insert claim num
ber if known). I request termination of such (pension, 
etc.) for the period that I will be in receipt of active 
duty pay. I will refund the amount of (pension, etc.) that 
I have received or may hereafter receive for the period 
I receive active duty pay. 

b. Endorsement of Disbursing Offi-
cer 

First Endorsement 

(Date) 

From: Disbursing Officer (ActiVity) 
To: (Agency paying the pension, etc.) 

1. I hereby certify that (grade. name. service rmmber. 
and service component), has been credited active duty 
pay commencing (date of member•s entrance on active 
service). 

14201 MODIFICATION OF CERTIFI
CATES 

l. The wording of the certificates 
prescribed in this sectionmaybemodi
fied to meet the requirements of 
special cases. 
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RECORDS, REPORTS & ADMINISTRATIVE PROCEDURES 

PART A: HEADQUARTERS MARINE CORPS MILITARY PERSONNEL FILES 

15000 GENERAL 

I. Every Marine has an official per
sonnel file at Headquarters, U.S, Ma
rine Corps which provides a complete 
military history of the Marine. 

2. Nonpunitive letters of censure, other 
than those is sued by the Secretary of 
the Navy, shall not be forwarded to 
Headquarters Marine Corps, quoted in 
or appended to fitness reports, or 
otherwise included in official Head
quarters Marine Corps military per
sonnel files. 

3. Matter of an unfavorable nature will 
be filed in personnel files maintained 
at Headquarters, U.S. Marine Corps in 
the following manner: 

a. Officer selection board jackets; 

(I) Matter of an unfavorable na
ture will be filed in an officer's selec
tion board jacket only after he has 
been afforded the opportunity to make 
a statement in regard· thereto as re
quired by Navy Regulations. Such state
ment will be filed in the selection board 
jacket together with the unfavorable 
matter, except that court-martial or
ders may be filed without affording 
him the opportunity of making a state
ment. 

b. Officer correspondence jackets: 

(I) Matter needed for the evalua
tion of performance will not be filed in 
an officer• s correspondence jacket. 
This jacket is not a part of an officer's 
"record" referred to in Navy Regula
tions. However, matter which might be 
considered upon superficial exarnina .. 
tion as reflecting adversely upon the 
officer will not be filed ifi the officer's 
correspondence jacket unless there is 
also filed therewith a copy or copies of 
correspondence indicating the officer 
concerned has had, or is being given, 
an opportunity to make a written state
ment to be filed therewith. 

c. Enlisted personnel files: 

(I) Unfavorable matter may be 
filed in an enlisted personnel file pro
vided there is also filed therewith a 
copy or copies of correspondence in
dicating that the individuals' command
ing officer or this Headquarters has 
taken action or is taking action to 
afford the individual the opportunity to 
submit a statement regarding the un
favorable matter. 

(Z) Punitive unfavorable matter 
listed below, however, may be filed 
without the action set forth in sub
paragraph c(l), above, to wit: 

(a) Court-martial orders and 
memoranda 

(b) FBI fingerprint reports 
and related correspondence 

(c) Reports 
and convictions and 
spondence 

of civil arrests 
related corre-

(d) Reports of absentees and 
deserters and related correspondence 

(e) Waivers of fraudulent en
listments and related correspondence 

(f) Reports and correspond
ence relating to administrative dis
charge action where individual is an 
unauthorized absentee at the time of 
discharge or is otherwise unavailable 
for statement. 

>-. (g) Denial or termination of 
security clearance. 

15001 OFFICER PERSONNEL FILES 

I. The officer personnel file is com
posed of two separate jackets, a selec
tion board jacket and a correspondence 
jacket. 

z. Selection Board Jacket. This jacket, 
Which is divided into four sections, is 
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designed to provide a clear and com
plete coverage of the officer's mental, 
moral, and professional qualifications. 
The four sections of the selection form 
jacket are titled: M i s c e 11 an eo u s 
Matter, Favorable Matter, Unfavorable 
Matter, and Fitness Reports and Re
lated Correspondence. 

a. Certificates and miscellaneous 
matter section. In this part of the se
lection board jacket will be filed only 
the following: 

( 1) Certificates, diplomas, and 
other evidence of completion of courses 
of instruction received during service 
in the Marine Corps. 

(Z)Requests for change of 
orders. for personal reasons and final 
action thereon. 

(3) Requests for special duty or 
training or retention on extended active 
duty beyond,normal release date, when 
disapproved or filed awaiting action, 

(4) Resignations or applications 
for retirement, including those sub
sequently withdrawn, 

(5) Reserve Retirement Credit 
Reports. 

(6) Current official photograph 
of officer. 

(7) Correspondence or other 
matter neither clearly favorable nor 
unfavorable in nature, but of interest 
to a selection board in passing on the 
officer's fitness. 

(8) Orders promulgating the re
sults of trial by general or special 
court-martial if the individual is ac
quitted or all convictions are set aside 
by higher authority. 

b, Favorable matter. section. In this 
part of the selection board jacket will be 
filed correspondence and other matter 
which reflect favorably on the mental, 
moral, or professional qualifications of 
the officer such as: 

(1) Citations and awards re
ceived. 

(2) Recommendations for cita
tions and awards. 

.(3) Certificates of commenda
tion received. 

(4) Favorable comments in for
warding endorsements on special re
quests, 

(5) Letters regarding inspec
tions which contain favorable com
ments reflecting credit on the officer 
individually, 

.(6) Letters of commendation or 
appreciation from military/ civilian 
sources for services rendered. 

(7) Other favorable matter not 
specifically covered above, but of suf
ficient merit to assist a selection board 
in passing on the officer's fitness. 

(8) Letters which contain favor
able com.m.ents reflecting credit on an 
entire organization and not on individual 
officers will not be filed in the records 
of any officer other than the command
er of the organization. 

(9) StatementS indicating the of
ficer has passed the Officers Adminis
trative Subjects Examination, that the 
officer is exempt from such require
ment, or that the requirement has been 
waived. 

c, Unfavorable matter section, In 
this part of the selection board jacket 
will be filed correspondence and other 
matter which reflect unfavorably on the 
mental, moral, or professional quali
fications of the officer such as: 

(l) Orders promulgating the re
sults of trial by general or special 
court-martial resulting in conviction. 

(2) Letters of censure with re
lated correspondence, 

(3) Correspondence concerning 
marital difficulties reflecting unfavor
ably on the officer's moral attitude or 
conduct, 
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(4) Disapproved requests for 
special duty or training which reflect 
unfavorably on the officer. 

(5) Requests of commander for 
the reassignment of an officer when 
such request reflects unfavorably on 
the officer. 

(6) Reports of misconduct or 
complaints regarding the officer from 
civilian sources, and final action there
on. 

(7) Unfavorable comments in 
forwarding endorsements on special 
requests. 

(8) Letters regarding inspec
tions containing unfavorable comments 
which reflect discredit on the officer 
individually. 

(9) Correspondence which indi
cates numerous or heavy debts or in
difference to indebtedness. 

( 10) Correspondence and forms 
relative to medical surveys where 
hospitalization is due to the officer's 
own misconduct. 

(ll) Statement of disciplinary ac
tion taken by the approving authority 
when the officer is found responsible 
for the loss of government property by 
a board of survey. 

• (lZ) Denial or termination of se
curity .clearance. • ( 13) Statements indicating the of
ficer has failed the Officers Adminis
trative Subjects Examination or that 
the officer while in the mandatory test
ing zone has failed to take the exami
nation. 

15-6a 
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( 14) Other unfavorable matter not 
specifically covered above, but of suffi
cient importance ·to assist a selection 
board in passing on the officer's fit
ness. 

(15) Statements by the officer re
garding any of the above unfavorable 
matters. 

d. Fitness report section. In this 
part of the selection board jacket will 
be filed only the following: 

(l) Fitness reports and corre
spondence relative to incorrect,- in
complete, or missing fitness reports. 

(2) Statements by the officer 
concerned, the reporting senior, or the 
reviewing officer relative to a particu
lar fitness report. 

• (3) Certificates or letters of 
commendation or censure attached to 
fitness reports when such certificates 
or letters have not previously been 
forwarded for filing in the officer's 
record as directed by paragraph 15068. 

3. Correspondence Jacket. The cor
respondence jacket is divided into two 
sections as follows: 

a. Orders section. Except for 
temporary additional duty orders, all 
orders and modifications thereto that 
are issued at Headquarters Marine 
Corps will be filed in this section of 
the correspondence jacket. Orders 
from sources other than Headquarters 
will not be filed. 

b. N.Uscellaneous correspondence 
section. In this section of the corre
spondence jacket will be filed all cor
respondence and forms clearly perti
nent to the officer's military history 
which are not prescribed for inclusion 
in the selection board jacket in sub
paragraph 2, above. Extra copies of 
correspondence and matter clearly not 
pertinent to the military history of the 

individual will not be filed. The follow
ing items are samples of material 
which are considered appropriate for 
file in this section of the correspond
ence jacket: 

(1) Basic forms, documents, and 
correspondence relative to original 
commissiOning, including evidence of 
birth, and college credits or certifi
cate of graduation. 

(2) Reports of medical examina-
tion. 

(3) Allotment notices, stops, and 
other disbursing forms, and related 
correspondence. 

(4) Uniform gratuity forms. 

(5) U. S. Government Life In
surance, National Service Life Insur
ance, and Servicemen's Indemnity 
forms and correspondence . 

(6) Promotion forms and cor
respondence. 

(7) Statements of service for 
pay or other purposes. 

(8) Detailingcorrespondence, 
including classification and approved 
requests for special duty or training, 
or retention on extended active duty 
beyond normal release date. 

(9) Requests for delay from of
ficers on temporary duty, and requests 
for additional leave while en route on 
change of station orders, and final ac
tion thereon. 

(10) Final security clearance. 

( 11) Casualty reports and cor
respondence, and correspondence re
garding an ofiicer's welfare and treat
ment. 

(ll) Reports of hospitalization 
resulting from. accidents or sickness 
incurred in line of duty and related 
correspondence. 
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( 13) Forms and correspondence 
relative to final separation. 

( 14) Record of Emergency Data, 
NAVMC 10526-PD. 

4. In correspondence addressed to 
subordinates, commanders are not au
thorized to state categorical! y that 
certain matter will be placed in the 
officer's selection board jacket at 
Headquarters Marine Corps. Com
manders will ensure that pertinent 
correspondence is forwarded to Head
quarters Marine Corps (Code DGH), 
for filing in officer records in cases 
similar to the following: 

a. Where final action on special 
requests or on disciplinary matterS is 
taken by an authority other than the 
Commandant of the Marine Corps. 

b. VVhere there has been no copy 
specifically provided for filing in the 
officer's record at Headquarters Ma
rine Corps of the following: 

( l) Letters of commendation or 
appreciation from civilian sources or 
from persons not within the officer's 
regular chain of command. 

(2) Letters regarding inspec
tions containing comments which re
fleet favorably or unfavorably on the 
officer individually. 

(3) Favorable or unfavorable 
comments in forwarding endorsements 
on special requests. 

15002 ENLISTED PERSONNEL FILES 

1. Two different types of files are 
used at Headquarters Marine Corps 
for enlisted personnel. For personnel 
serving on an initial enlistment, a two
sided jacket is used; for all other 
personnel, a jacket with four filing 
sections is used. 
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2. Two-sided Jacket. In this type file, 
service record books will be filed on 
the left side and all other items will be 
filed on the right side. 

3. Four-sided Jacket. This file is 
maintained as follows: 

a. Section I: Correspondence -
Order~:~xcept for temporary addi
tional;\ort1ers, all orders and modifi
cations thereto that are issued at 
Headquarters Marine Corps will be 
filed in this section. Orders from 
sources other than Headquarters Ma
rine Corps will not be filed. 

b. Section 2: Service Summary. 
This section will include: 

( l) Enlistment contracts 

(2) Agreements to extend enlist-
ments 

t(3) Awards, citations, certifi
cates or letters of commendation and 
appreciation. 

(4) Certificates and diplomas 
and other evidence of completion of 
courses of instruction 

(5) Certificates of appointment 
(promotion warrants) 

tion 
(6) Changes of military occupa-

(7) Disciplinary action reports 

(8) Reports of separation 

(9) Reserve retirement credit 
reports 

c. Section 3~ Fitness Reports. 
This section will include all fitness 
reports and related correspondence. 

d. Section 4: Service Record 
Books. 



PART B: MISCELLANEOUS PERSONNEL AND IDENTIFICATION RECORDS 

15050 NAME 

l. A Marine's name is the first and 
most commonly used method of identi
fication, It is recorded on all his iden
tification and service records, and on 
all correspondence regarding him or 
his records. Therefore, extreme care 
must be taken to ensure that the name 
and signature are correctly placed on 
all records. 

2. The following instructions shall be 
used for name and signature entries in 
official records: 

a. The words "Junior" or "Senior" 
or Roman Numerals "I, 11 "II," etc., 
are as much a part of a man's name as 
is the first or last name, When the sur
name (last name) is recorded preceding 
the first name, middle initial or ini
tials, ·enter Jr., Sr., II, etc., after the 
last initial. 

b. Where the first or middle name 
consists of only one letter, it shall be 
enclosed in quotation marks, e.g., "~·" 

c. Where there is no middle name 
or letter in lieu of a middle name 
nothing will be entered, The use .of the 
letter "N" enclosed in parentheses, 
e.g., (N), will not be used. 

3. The following instructions .shall be 
used in changing a name on official 
records after it is officially recorded: 

a. A name on official records will 
be changed only at the request of the 
individual concerned to the Com.m.an
dant of the Marine Corps (Code DGK). 
The request must be supported by a 
copy of a court order or other evidence 
which can be accepted as authority for 
legal change. 

b. Where only minor differences in 
the spelling of a name occurs on Ma
rine Corps records, a correction will 
be made by the Commandant ofthe Ma
rine Corps (Code DGK), upon receipt 
of a sworn statement from the man 
showing the correct spelling. 

c. Upon marriage, a woman Marine 
may have her surname changed on her 

official records by forwarding a request 
for change and a copy of the marriage 
certificate to the Commandant of the 
Marine Corps (Code DGK). 

15051 SERVICE NUMBERS 

1. Service numbers are assigned all 
officers and enlisted personnel. Once 
as signed, the number remains the same 
throughout the individual's officer or 
enlisted service, Numbers assigned to 
women will be prefixed by the letter 
"W. II 

2. Service numbers are assigned as 
follows: 

a, To officers by the Commandant 
of the Marine Corps. 

b, To enlisted personnel by Armed 
Forces Examining and Entrance Sta
tions, Marine Corps Districts, Marine 
Air Reserve Training Command, and 
certain other organizations specifically 
authorized by the Commandant of the 
Marine Corps. Units of the Organized 
Marine Corps Reserve (Ground) will 
requisition service numbers from the 
Marine Corps District in which located, 
Units of the Organized Marine Corps 
Reserve (Air) will requisition service 
numbers from the Commanding Gen
eral, Marine Air Reserve Training 
Command. Those organizations which 
are authorized to request service num
bers from the Commandant of the 
Marine Corps (Code DGK), will requi
sition them in an amount not to exceed 
the estimated requirements for a 
3-month period, 

3. The following instructions shall be 
used in assigning service numbers to 
individuals : 

a. Upon a ppointrnent, enlistment, 
reenlistment, or induction, insert the 
service numbei' in the blank spaces 
provided for it in the officer's quali
ficat-ion record, service record book, 
health record, and identification rec
ords, 

b. When a person claims prior 
Marine Corps service but has no proof 

15-9 
Ch, 10 



15052 MARCORPERSMAN 
in his possession, th"' interested or-~ 
ganization will request verification and 
service number from the Commandant 
of the Marine Corps (Code DGK), In
clude in the request the individual's 
full name, date and place of birth, date 
and place of last enlistment, and date 
and place of last discharge. 

4. Occasionally an erroneous or dup
licate service number is entered in 
Item 3 of the Enlistment Contract and 
Record (NAVMC 118(2)-PD),or Item l 
of the Record of Induction (DD Form 
47). If this is detected at the Personnel 
Procurement Activity after the dupli
cate document has been forwarded to the 
Data Processing Installation, a mes
sage will be sent to the Commanding 
General of the cognizant Recruit Depot, 
with information copies to Commandant 
of the Marine Corps (Attention: Code 
DGK and APB) and to the cognizant 
Data Processing Installation giving both 
the erroneous and the correct service 
number. When duplicate service num
bers are detected by the Data 
Processing Installation, they will query 
the Personnel Procurement Activity by 
message as to the correct service 
number. The Personnel Procurement 
Activity in their message reply will 
provide information copies to Com
mandant of the Marine Corps (Atten
tion: Codes DGK and APB) and the 
cognizant Recruit Depot. In both in
stances stated above, the Personnel 
Procurement Activity message will 
contain the statement "cite this mes- · 
sage as the authority for correction of 
records.•• 

15052 POLICE RECORD CHECK 
(DD FORM 369) 

1. General 

a. The official fingerprint record 
is prepared for the purpose of deter
mination by the Federal Bureau of In
vestigation of any criminal record an 
individual may have had prior to entry 
into the service. The record is filed by 
that organization for future identifica
tion as necessary. 

b. The DD Form 369 may also be 
used by recruiting agencies for the 
purpose of making local police record 
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checks. In this case, the completed 
form will be retained at the place of 
enlistment or reenlistment until time 
for disposal, and will not be forwarded 
for use as a fingerprint record as 
prescribed in subparagraph 2b, below. 

.2. Prepare a fingerprint record for an 
officer at the time of initial acceptance 
of appointment. Marine Corps Recruit 
Depots will complete the fingerprint 
record on all recruits incident to the 
National Agency Check. All enlisted 
personnel, other than recruits and those 
reenlisted within 24hours, will have the 
finge1'print record completed upon en
listment. 

a. Complete all entries on the form. 
In the block entitled 11Service, 11 enter 
"U.S. Marine Corps" or "U.S. Ma
rine Corps Reserve" as appropriate, 
and the organization to which the in
dividual is assigned or transferred. 

b. Forward completed fingerprint 
records of officers and personnel en
listed in the Platoon Leaders Class, 
Officer Candidates Course, and the 
Women Officer Training Course to the 
Commandant of the Marine Corps (Code 
DP). 

.c. Forward completed fingerprint 
records of enlisted personnel who re
quire recruit training as supporting 
document to the National Agency Check 
initiated at the Marine Corps Recruit 
Depots. For individuals other than those 
requiring recruit training, the Armed 
Forces Examining and Entrance Sta
tions will forward the fingerprint rec
ord to: 

Federal Bureau of Investigation 
Attention: Identification Division 
2d and D Streets, S. W. 
washington,. D.C. 20535 

15053 PHOTOGRAPHS 
1. Official photographs will be fur
nished to Headquarters Marine Corps 
to provide identificationofMarines. 

2. The following instructions shall be 
used in the preparation and forwarding 
of official photographs: 

a. The official photograph will be 
prepar..,d upon appointment, enlistment, 
reenlistment, or induction at the station 
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to 'which the individual is attached, the 
recruit depot, or the first duty station 
to which the individual reports. Upon 
promotion of an officer (except a first 
lieutenant), a new photograph will be 
prepared, 

b. Officers. The photograph shall be 
not more than 3 by 3 inches or less than 

. 2 by 2 inches of the individualin uniform, 
uncovered and from a front view show
ing head and shoulders, and the uniform 
insignia shall be that of the officer's 
current grade, In addition to the promo
tion photograph required in subpara
graph. a, above, see MCO P5720.44, 
Marine Corps Informational Services 
Manual, for instructions regarding the 
preparation of official portraits and bi
ographies when officers are promoted 
to the grade of colonel or above. 

c. Enlisted. Use one copy of the 
photograph prepared in accordance with 
paragraph 15064.8, 

d. Securely paste the photograph 
in the center of a sheet of white bond 
letter paper, Type the name, grade, 
service number, and date the photo
graph was taken, 1 inch below the 
photograph; have the individual sign 
below the typed information, 

e. Forward the completed page to 
the Commandant of the Marine Corps 
(Code DGH). No letter of transmittal 
is required. Label the container 
"PHOTOGRAPH- DO_~O_T BEI"fD." 

15054 HOME OF RECORD AND 
LOCAL ADDRESS 

l, Horne of Record 

a, Regular personnel 

(l) The home of record of both 
Regular officers and enlisted personnel 
for determining -c.ertain benefits pro~ 
vided by law, as outlined in Joint Travel 
Regulations, is the individual's actual 
horne at the time the member is com
missioned, reinstated, a,ppointed, en-

listed, reenlist!!>d, or inducted into the 
Marine Corps. In view of the above, the 
address recorded on the enlistment 
contract and the appointment accept
ance and record must be the actual 
home of the individual and not just an 
address selected for convenience. 

(2) Once recorded on the enlist
ment contract or the appointment ac
ceptance and record, this address will 
not be changed without authority from 
the Commandant of the Marine Corps. 
This authority will only be granted when 
it is determined that an administrative 
error has occurred and the address 
shown was not the actual horne of the 
individual at the time o~ entry into the 
service. 

(3) Requests for correction of 
the Home of Record at Time of Enlist
ment (Appointment), as originally re
corded, will be originated by the in
dividual concerned and sent to the 
Commandant of the Marine Corps (Code 
DGK). The request must be justified by 
the following: 

(a) Statement of the nature of 
the error; 

(b) How the error occurred; 

(c) Listing of the correct 
Horne of Record of the individual at the 
time of entry into the service; and 

(d) Any documents, or certi
fied copies thereof, that will support 
the claim. 

(4) Where authority is granted to 
correct the Home of Record at Time of 
Enlistment (Appointment), draw a thin, 
inked line through the erroneous entry 
without deleting it, and enter the cor
rect information just above or below 
the original. 
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b. Reserve personnel 

(1) The home o! record o! both 
Reserve ofiicers and enlisted person
nel is: 

(a) The individual's actual 
home at the time the member is com
missioned, reinstated, appointed, re
appointed, enlisted or reenlisted into 
the Marine Corps Reserve, or 

(b) The actual home estab
lished by effecting a change (from that 
recorded on the current enlistment 
contract or appointment acceptance and 
record in consonance with subpara
graph (a), above, during a period of 
inactive duty. 

(c) ln any case, for determin
ing certain benefits provided by law, 
as ouUined in Joint Travel Regulations, 
thio home of record for reservists is 
considered to be the individual's ac
tuil home at the time of receipt of 
orders to active duty, that is, that 
place where the reservist lived per
manenUy and presumably would have 
continued to reside had not such resi
dence been interrupted by orders to 
active duty. ln respect to reservists 
discharged while on active duty who 
immediately reenter the Marine Corps 
Reserve and continue on active duty, 
the provisions of subparagraph (a), 
above, are applicable. 

(Z) All reservists on inactive 
duty are responsible for keeping their 
commanding o!ficer informed of any 
change in their permanent residence 
so that, upon assignment to active duty, 
the home of record may be firmly es
tablished for determining payment of 
travel allowance and other benefits, 
both at the time of assignment to and 
release from active duty. A change in 
permanent residence of the type indi~ 
cated in subparagraph (b), above, shall 
immediately be reported to the fol
lowing: 

(a) The commander, in the 
case of personnel assigned to an Or
ganized unit. 
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• (b) The,Commanding\Officer, 
Marine Corps Reserve Data Services 
Center in the case of Class m and 
Fleet Marine Corps reservists. 

(3) The provisions of subpara
graph la, above, pertaining to changing 
the home of record as originally re
corded on the enlistment contract or 
appointment acceptance and record for 
Regular personnel also apply to Re
serve personnel. The method for re
questing correction of erroneous en
tries, as outlined therein, shall be 
followed. 

c. Special provision 

(1) ln accordance with Joint 
Travel Regulations, home of record and 
place from which ordered to active duty 
do not change upon separation (other 
than upon expiration of enlistment or 
prescribed term of service) for the 
express purpose of continuation of ac
tive duty. It is therefore necessary in 
such case that the new enlistment 
contract or acceptance form continue 
to show the same home of record as 
the document previously in effect and 
in addition that the place from which 
ordered to active duty be carried for
ward to the administrative remarks 
page of the new record. (See subpar. 
15115.3cc.) 

(Z) When a commander believes 
that current records of a member of 
his command may not be correct due 
to the special provision stated above, 
he shall request verification from the 
Commandant of the Marine Corps (Code 
DGK). 

z. Local Address, Active Duty Per
sonnel 

a. For Marine Corps purposes, 
local address, for both regulars and 
reservists on active duty, is that ad
dress where the individual is currenUy 
residing and can be most readily con
tacted, when absent from military du
ties, by his commander. 

b. Individuals shall immediately 
report to the commander, any change 
of local address. This address will be 



CHAPTER 15--RECORDS, REPORTS & ADMINISTRATIVE PROCEDURES 15058 

recorded in the local records of a 
command, only. 

3. Present Address, Nonactive Duty 
Personnel 

a. In addition to reporting changes 
in their home of record as required in 
subparagraph 1(b)(2), above, members 
of the Marine Corps Reserve not on 
active duty are required to report 
any change in their present address. 
"Present address" may be a place 
where the member is actually residing, 
other than at his home of record, for 
business or personal reasons. 

b. When a change of address is 
reported, the member will clearly in
dicate whether it constitutes a change 
of home of record or a change in 
"present address." All changes of ad
dress furnished by reservists will be 
considered to be changes in horne of 
record unless clearly stated to be only 
a change in "present address." 

4. Home of record or local address, 
as discussed in subparagraphs 1 and 2, 
above, may serve as evidence but do 
not in any way establish legal domicile, 
legal residence, or official residence, 
which can be determined only under 
civil laws for specific situations. 

15055 CURRENT ADDRESS OF 
RETIRED PERSONNEL 

1. All personnel on the retired list 
must keep the Commandant of the Ma
rine Corps (Code DGH), informedatall 
times of the address where they may 
be contacted. This report of current 
address is in addition to that submitted 
for pay purposes. 

.15056 DELETED (Ch. 11) 

.15057 DELETED (Ch. 11) 

15058 CONSENT, DECLARATION OF 
PARENT OR LEGAL GUARD
IAN (DD FORM 373) 

1. This form is provided for obtaining 
written consent of the parent(s) or 
guardian to enlistment of a male minor 

under 18 years of age and each woman 
under 21 years of age. Instructions for 
preparation and disposition of com
pleted forms follow: 

a. This form will be completed in 
triplicate. 

b. Prior to signature of the parent 
or legal guardian, the term of service 
will be recorded on the form in the 
space indicated. The term of enlist
ment will not subsequently be in
creased without completion of a new 
form. 

c. Signatures 

(I) Parent or legal guardian. 
This item must be signed in the pres
ence o'f the witnessing official, Marine 
Corps recruiting officer, or recruiter 
who will sign the form. Consent shall 
be given by: 

(a) Both parents if living and 
not legally separated, or 

(b) The surviving parent if 
one parent is deceased, or 

(c) The custodial parent if 
parents are legally separated, or 

(d) The 1 ega 11 y appointed 
guardian if both parents are deceased, 
or if parents were legally separated 
and the custody of the applicant was 
awarded to a person other than one of 
the parents. 

(2) Witnessing official. This sig
nature will be that of a notary public 
or other official as provided in Uniform 
Code of Military Justice, article 136, 
who witnesses the signatur~-- of the 
parent(s) or legal guardian. The title 
will be shown. In this case no signa
ture is required by a recruiting officer 
or recruiter. 

(3) Recruiting officer or re
cruiter. This signature will be that of 
the Marine Corps recruiting officer or· 
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recruiter who witnesses the signature 
of the parent(s) or legal guardian. The 
grade (and pay grade if applicable) 
will be shown over the appropriate 
title shown under the signature line. 
If this item is completed, no signature 
is required on the witnessing official 
line. 

d. Verification of date and place of 
birth of applicant. Entries in this sec
tion will be made as follows: 

( 1) In all cases, record the name, 
place of birth, date of birth, and how 
the date of birth was verified. 

(Z) In cases where the last name 
of the applicant is different from that 
of the person or persons who have 
signed the consent papers, or where 
the applicant has furnished proof that 
he has no one legally qualified to fur
nish the required consent, an explana
tion will be given under .. remarks, .. 
to include a description of the docu
mentary evidence inspected. 

(3) The signature will be that of 
the recruiter who verifies the infor
mation in this section. 

e. The completed forms will be 
disposed of as follows: 

( 1) Original: Forward with the 
duplicate enlistment contract as a sup
porting document to the unit diary 
which reports the joining. 

(Z) Duplicate: Forward with 
other documents and pages in accord
ance with instructions contained in 
paragraph 15100.Zd. 

(3) Triplicate: Retain in there
crniting station files. Disposal ofthese 
files will be in accordance with the 
current Marine Corps directives gov
erning disposition of records. 

.15059 DELETED (Ch. 11) 

.15060 DELETED (Ch. 11) 
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15061 ARM:ED FORCES SECURITY 
QUESTIONNAffiE (DD FORM: 
98) 

1. Each applicant for initial appoint
ment or initial enlistment to or in the 
Marine Corps or Marine Corps Re
serve shall execute a DD Form 98 
prior to such appointment or enlist
ment. Execution of DD Form 98 nor
mally shall not be required for reap
pointment or reenlistment provided 
that the individual to be reappointed or 
reenlisted has had continuous service 
(no more than 90 days lapse therein) 
in the Marine Corps or Marine Corps 
Reserve and has previously satisfac
torily completed DD Form 98. Each 
member of the Marine Corps Reserve 
(except those enlisted in the Six Months 
Training Program and subsequently 
ordered to active duty for training 
within a period of one year from initial 
enlistment) upon entering a tour of 
extended active duty, either volun
tarily or involuntarily, shall further 
execute DD Form 98 immediately upon 
reporting to the initial activity to which 
official orders reqnire him to report 
for such duty. Retired members of the 
Marine Corps and Marine Corps Re
serve shall execute DD Form 98 prior 
to being recalled to active or extended 
active duty. · 

z. If an applicant for initial appoint
ment or initial enlistment intentionally 
fails or refuses to execute DD Form 
98 in its entirety the appointment or 
enlistment will be denied. 

3. If the completed DD Form 98 con
tains any answer other than • 'no" for 
question (~ Z, part IV, or if a retired 
member of the Marine Corps or Ma
rine Corps Reserve, or member of 
the Marine Corps Reserve being re
called to active or extended active 
duty as applicable, either voluntarily 
or involuntarily, intentionally fails or 
refuses to execute DD Form 98 in its 
entirety, the forwarding command or 
officer will do the following: 

a. Withhold the appointment, en
listment, recall orders or orders to 
active duty or extended active duty, as, 
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appropriate. Exception:. When the an
swer to the question Zr, part IV, is 
"yes," the applicant rna y be corn
pletely processed without reference 
to Headquarters Marine Corps, as 
provided below, provided that: 

( 1) The applicant is otherwise 
qualified, and 

(2) The inquiry into the back
ground to determine eligibility clearly 

reveals that there has been no attempt 
on the part of the applicant to hide his 
true identity, and 

(3) There is nothing which may 
cause suspicion as to the applicant's 
loyalty. 

b. Forward the completed or par
tially completed DD Form 98 and all 
appointment or enlistment papers, re
call orders, or orders to active or 

.15-15 
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extended active duty direct to· the 
Commandant of the Marine Corps to 
the applicable code indicated below, 
with a letter report outlining in detail 
the circumstances surrounding the 
incident: 

( 1) Code DP - applicants for ap
pointment, or applicants for enlistment 
in the Platoon Leaders Class, Officer 
Candidate Course, and Women Officer 
Training Course. 

( 2.) Code DP - applicants for en
listment other than those concerning 
officer training programs. 

(3) Code DF -retired members 
of the Marine Corps and Marine Corps 
Reserve being recalled to active or 
extended active duty, or members of 
the Marine Corps Reserve being re
called to extended active duty with the 
Regular Establishment, either volun
tarily or involuntarily. 

(4) Code AFC -members of the 
Marine Corps Reserve being ordered 
to extended active duty with the Re
serve Establishment. 

4. In all cases other than those set 
forth in subparagraph 3, above, the 
completed DD Form 98 will be for
warded as a supporting document with 
the duplicate copy of the oath of ac
ceptance, enlistment contract, recall 
orders, or orders to active or extended 
active duty, as appropriate. 

15062 NOTIFICATION OF HOME AD
DRESS AT TIME OF LA TEST 
ENTRY INTO ACTIVE SERV
ICE (DD FORM 53) 

1. This form is provided for notifying 
State Directors of Selective Service of 
the home address of an individual at 
the time of latest entry into active 
service. 

2.. The DD Form 53 will be prepared 
for the following persons, including 
women Marines: 

a. Each person who enlists or re
enlists in the Regular Marine Corps. 

15-16 

b. Each officer who accepts initial 
appointment to warrant or commis
sioned grade while serving on active 
duty. 

c. Each reservist who reenlists in 
the Marine Corps Reserve while on 

~tW~-~~::r~~b~~r1 
~ d. Each reser\t-is~, officer or en
hsted, who is ordered to extended 
active duty by individual or unit mo
bilization orders. 

3. No form will be prepared for per
sons who are: 

a. Inducted. 

b. Ordered to active duty for train
ing only. 

c. Found not physically qualified 
for active duty upon reporting for 
physical examination. 

4. The form will be completed by the 
organization at which the individual: 

a. Enlists or reenlists. 

b. Accepts initial appointment to 
warrant or commissioned ~rade while 
serving on active duty (other than 
active duty for training) with the Ma
rine Corps; if not serving on active 
duty on the date of acceptance, by the 
first organization to which joined after 
reporting for active duty. 

c. First reports for extended ac
tive duty, if a reservist, except: 

( l) Recruiting stations effecting 
Reserve enlistments for immediate 
assignment to active duty will complete 
the form. 

(2.) When an Organized Reserve 
unit is mobilized, the form will be 
completed by the Organized unit. 

s. The selective service number to 
be entered in Item 14 may be found on 
the Registration Certificate (SSS Form 
No. 2.), the Notice of Classification 
(SSS Form No. 110), or the Notice of 
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Identification (SS Form No. 391 ), one 
of which should be in the possession 
of the person concerned. In the event 
the individual is not of re~istration 
age, record "not registered" -in Item 
13 and leave Item 14 blank. 

0-, O.o.~ "//t'll~ !I 'tO "i, 'tjJJL lei'/ 
6. bifPQsition of Completed Forms 

a. Completed forms will be mailed 
to the appropriate State Director of 
Selective Service listed in paragraph 
l507Z except that: 

( l) A form containing a home 
address which cannot be identified with 
one of the addresses listed in para
graph l507Z shall be sent to the Direc
tor of Selective Service, Washington Z5, 
D. C. 

15063 WAIVER OF PHYSICAL DIS
QUALIFICATION (STANDARD 
FORM 88, REPORT OF MED
ICAL EXAMINATION AND 
STANDARD FO:RM 89, RE
PORT OF MEDICAL HISTORY) 

l. Requests for waiver of physical 
disqualifying defects for enlistment, 
reenlistment, or "Voluntary extension of 
enlistment will be submitted to the 
Commandant of the Marine Corps (Code 
DP). 

l. The request shall consist of com
pleted Standard -Form 88 in duplicate, 
accompanied by Standard Form 89 
completed by the applicant. Instructions 
contained in the Manual for the ¥edical 
Department, U. S. Navy, apply. 

3. Requests for waiver of physical 
disqualifying defects shall nbt be made 
by message. ·· · 

4. When wil1iver is granted, record the 
nature of the Jiefect waived and. th.e au
thority t'l\t~refor,on the. rev,erse of the 
enlistment contract ~md re,co:r!l· or the 
extension ·of enlistment, ~s i':P,propriate. 

r.en:~_,r.') 

'""'"'"l 55; '-

plastic, is prescribed for issue only 
to members of the Marine Corps and 
Marine Corps Reserve on active duty 
for periods in excess of 90 days. 

b. DD Form ZMC (RET), a gray 
card insert laminated between two 
sheets of plastic, shall be issued to 
retired members of the Armed Forces 
who are entitled to retired pay. 

c. DD Form ZMC (RES), a red 
card insert laminated between two 
sheets of plastic, may be issued to 
members of the Reserve who are not 
otherwise entitled to either of the 
cards prescribed above. DD Form 
ZMCR, l Jan 1950, which is currently 
available in the supply system may 
be used as a substitute until further 
notice. 

z. Personnel may possess not more 
than one of the aforementioned cards 
at any one time. 

3. The identification card shall identify 
the individual to whom issued; mere 
possession, however, does not neces
sarily entitle personnel to enter all 
Armed Forces installations or to have 
access to classified areas. The appro
priate card shall be carried by the 
individual at all times, except that 
wh.en required by proper militiilry. or 
civil authority, it shall be surrendered 
for purposes of identification or in
vestigation, or for purpOSes of re
placement .or destruction as provided 
herein. 

4. Commanders maintaining stocks of 
identification cards are personally re
sponsible for the following security and 
accountability functions: 

a. The approval of requisition for 
eards. 

b. Verification of serial numbers 
and •'totltl · ntilfil:le:r of cards received as 'l'fl{t>wn ori'tWo!! shipping list. 

c, ,Furnishing adequate stowage to 
provide for strict S!!Ocurity of bla,M 
cards at all times. 
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d. TAA main~el\llnce of a permanent 
log which shows tAA final disposition 
of each ca;rd in serial number sequence. 

e. Every 6 months or upon relief 
Of the iuuing agent, invento:ry blank 
cards, sight those in the process of 
issuance, and inspect the permanent 
1og to ve:rify the disposition of each 
card. A signed entry will be placed in 
the log indicating compliance with this 
paragraph. 

5. Appropriate identification cards 
shall be issued under the following 
conditions: 

a. Officers: 

( 1) Appointment. 

(2) Change of grade. 

(3) Assignment to and release 
from extended active duty. 

(4) Retirement. 

(5) In case of loss. 

b. Enlisted: 

( 1) Enlistment and reenlilltment. 

(2) Extension of enlistment. 

(3) Al!signrn<~nt to and re1ease 
fr_om extended active duty. 

' ' , (4) Promotion to the grades 
Corponl through Sergeant Major/Mas
ter dunn:ery Sergeant. 

(S) 1\edudioq.. 

, (6) 1'ransfe:t to the 'Fleet Marine 
Corps Reserve or retirement. 

, (7) Jn t::asl:' o~ loss., 

6., ReS,pPnsibilitY fo:r lt/,suance 

a. DD Form 2MC 'shall be issued 
qy, ,{teld llctivitie• t11 pe;uonnel re
porting for a period of active c;lu,ty 
which will exceed 90 days. Field ac
tj.vitiell all!!l ahaU i~llllf! Cl',t~ie to per
alii~ 0n e~~;te>;lde4 ac;~i,v~ , du,~ on ~e 
occasions •Peci:fie4 in s:ubpar~r.,ph S, 
above. 

b. DD Fo:r'm' 'ZMC(RET) .ihall be 
issued 'i!.s follows: ' 

(1) Upon retirement or transfer 
to the Fleet Marine Corps Reserve, 
the card shall be issued by the separa
tion ac;tivity in exchange for the iden
tification card held by the individual 
at that time. 

(2) When, due to loss, mutilation, 
change in status, etc., it is necessary 
to replace a DD Form 2MC(RET) for 
a Fleet Marine Corps reservist, the 
card shall be issued by the appro
priate Reserve command. 

(3) If a retired Marine requires. 
replacement of the DD Form 2MC(RET) 
for any reason, Marine Corps instal
lations with necessary facilities shall 
issue such card upon presentation of 
a valid identification card and/ or re
tirement orders which are sufficiently 
clear to permit determil\lltion of card 
entitlement and appropriate card en
tries. 

c. DD Form ZMCR shall be issued 
as £oUow11: 

(l) On appointment, enlistment, 
or ,, reenlistment in the , Mllrine Corps 
Re11erve, the card shall be issued by 
the organization effecting the action. 

(2) On release from extended , 
active duty (except 6-month trainees), 
the ca:rd shall be issued by the sepa
ration activity in exchange for DD 
Forrn ZMC. 

:(3) If a :reservist, retired with- -' 
out pay, :requires, replacement of DD 
:form ,?M!(,R £or any reasc;>p., Marine 
GorP!' . installation• with .necessary 
facilities shall issue such card upon 
presentation of a valid identification 
card· and/or reti:rement o:tde:rs which 
are &Uffieiently clear i:o 'perinit det<;r
m!hatioti ·of t::ard entitlement• and ap-
prop-riate· c·ard ehtrie •. '' · 

't4) 'When ' replacement of DD 

Formp~:W:~:I} $,9P, p~:l\offiel~,·~'*er. ~han 
t?o"' \~ti,rfl.~ .. ~~~l'L.f.U• 111 requ~r':d 

; 4\1.~ tq,,.j~~~. ".XI:!~t•latJ~, ~hange 1n 
· status, etc,. .~h<~,.,:,ar.c;l, s~l ,b~;: issued 
·, by the Reserve or~anization to which 
\~e'·i:~~~aual is j~~~ed,;' ·· ·· .. · . 
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(5) In the case of members of 
the six- month training program, the 
following special procedures apply: 

(a) Upon entrance into the 
Marine Corps Reserve, cards shall 
be issued as specified in subparagraph 
c(l), above. 

(b) When trainees are as
signed to the 6- months tour of extended 
active duty, the DD Form 2MCR shall 
be collected at the first active duty 
station, and placed in the envelope pre
scribed for retention of photographs. 
H required, photographing and lamina
tion will be accomplished at the first 
active duty station. 

(c) Unit commanders will re
issue the retained cards upon com
pletion of the 6-months tour of active 
duty. 

(d) When personnel enlist in 
the Regular Establishment during the 
period of 6-months active duty, the 
DD Form 2MCR shall be removed and 
destroyed. 

(6) In the case of personnel en
listing in the Marine Corps Reserve 
for the purpose of applying for a Re
serve Officer Candidate program, a 
temporary DD Form 2MCR shall be 
prepared by the procurement officer 
and delivered to the individual upon 
approval of the application by the Com
mandant of the Marine Corps. When a 
member of a Reserve Candidate pro
gram reports for active duty for ):rain
ing, the training command shall pre
pare and issue a DD Form 2MCR in 
exchange for the temporary card. 

7. Whenever a new identification card 
is issued to an individual or whenever 
an individual is separated, the officer 
effecting the action is responsible for 
the recovery and destruction of the old 
identification card. For reservists in 
.the s.ix-month training program, this 
requirement is waived to the extent 
shown in subparagraph 6c(5), above. 

8'. Identification cards will be com
pleted in accordance with the following 
instl-Uctioli~::J: 

a. General 

( 1) Use typewriter with black 
ribbon for all entries. 

(2) Use black or blue-black ink 
for signature. Do not use a sharp 
pointed pen which might tear the fiber 
of the card. 

( 3) The card will be protected by 
lamination prior to issuance. 

b. Face of card 

(1) Grade 

(a) Officers: Enter official 
abbreviation of grade. 

(b) Enliste!i: Enter official 
abbreviation of grade. 

(2) Expiration date. For offi
cers, retired personnel (except for 
temporary disability). Fleet Marine 
Corps Reserve personnel, and Reserve 
personnel not on active duty serving 
under an indefinite term enlistment 
contract, enter ••rndefinite.'' For Regu
lar enlisted personnel, enter date of 
expiration of enlistment. For Reserve 
enlisted personnel on extended active 
duty, enter the date of expiration of 
active duty. For Reserve enlisted per
sonnel not on active duty (other than 
those with indefinite term contracts), 
enter the date of expiration of obligated 
service or 6 years from date of is
suance whichever is earlier. For per
sonnel on the temporary disability 
retired list, enter the 5 year expiration 
date. 

(3) Signature. Type first name, 
middle initial, and last name under the 
line. Have the individual sign exactly 
as typed. 

(4) Photograph 

(a) An uncovered full face 
portrait (in uniform)- showing service 
number at the bottom will be taken and 
three 1- by it-inch prints made. As an 
exception to the foregoing, civilian 
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clothes may be worn in making photo
graphs for gray cards (DD Form 2MC 
(RET)). One photograph will be se
curely pasted on the space provided; 
the others will be disposed of as 
follows: 

· ~ . l. Enlisted, Use one print 
for pleparatic>J. of the official photo
graph required by paragraph 1'5053; 
place the remaining print in a plain 
envelope (not larger than 4! by 10-3/8 
inches). Perforate the envelope on one 
short edge to fit the metal binding tabs 
in the service record book and insert 
as the last document in the service 
record book. When inspection reveals 
the absence of a photC~graph, a new one 
shall be prepared, 

2. Officers. Place in a 
- 1 plain envelope (not larger than 4z by 

10-3/8 inches). Perforate the envelope 
on one short edge to fit the metal 
binding tabs in the officer's qualifica
tion record and insert as the last 
document in the officer's qualification 
record, 

(b) In preparing DD Form 
2MCR or DD Form 2MC(RET), a copy 
of the photograph in the service rec
ord book or the officer's qualification 
record may be used if it is not possible 
or administratively feasible to secure 
a new photograph of the individual, 

(c) Photographs need not be 
placed on DD Form 2MCR for Volun
teer reservists or reservists retired 
without pay. 

c. Reverse of card 

( 1) Fingerprints 

(a) For DD Form 2MC(RET) 
or DD Form 2MCR, fingerprints need 
not be entered, 

(b) For DD Form 2MC, affix 
fingerprints as indicated. If an index 
finger is missing, the next finger on 
the same hand should be used, Care 
should be taken to obtain clear prints, 

(2) Personal data, Enter as ap
propriate. 

(3) Blank block. Enter "NO 
MEDI-CARE" in the blank block op-

15-20 
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posite the "Date of Issue" block on 
DD Form 2MC(RET) for reservists 
retired with pay in accordance with 
10 U.S.C. 1331-1337 but with less than 
8 years full time active service (other 
than active duty for training). 

(4) Signature of issuing officer 

(a) DD Form 2MC may be 
signed by the commander or by an of
ficer designated by him. DD Form 
2MCR and DD Form 2MC(RET) may 
also be signed by: The Commanding 
General, Marine Air Reserve Training; 
Marine Corps District Directors; com
manding off i c e r s, Marine Air Re
serve Training detachments; Inspector
Instructors; commanding officers of 
Organized Marine Corps Reserve 
Units; officers who effect enlistments 
or reenlistments in the Marine Corps 
Reserve; and other officers designated 
by the foregoing officers, 

9. Identification cards will be proc
essed by organizations authorized nec
essary photographic and lamination 
equipment, Cards for Marine Corps 
personnel at or in close proximity to 
naval issuing activities, and-fOr whom 
Marine Corps facilities are not avail
able, will be prepared by the naval 
activity upon request. Identification 
cards for naval personnel at or in 
close proximity to Marine Corps ac
tivities having identification card 
facilities, and for whom naval facilities 
are not available, will be prepared by 
the Marine Corps activity upon re
quest. In each case the activity re
questing the service will supply the 
necessary identification cards, 

10. Periodically, it may be necessary 
to issue a temporary DD Form 2MC 
until such time as a permanent card 
can be prepared and issued, Com
manders may issue temporary cards 
when, in their opinion, such action is 
justified and serves the good of the 
service, Temporary DD Form 2MC 
will be prepared and issued in accord
ance with the following instructions: 

a. The card will be prepared in the 
same manner as the permanent DD 
Form 2MC, except that in the space 
provided for a photograph, the words 

• 
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"Temporary Card" will be typed, and 
each card must contain a definite ex
piration date, such date not to exceed 
60 days from date of issuance. 

-b. The temporary card will be 
taken up and destroyed by the com
mand to which the individual is at
tached upqn issuance of the permanent 
DD Form ZMC. 

II, Penalties are provided under Arti
cle 134 of the Uniform Code of Military 
Justice (10 U,S,C. 934) for certain 
actions relative to identification cards. 
For certain of the offenses, the pen
alties include 3 years' confinement and 
a dishonorable discharge, Among the 
types of actions prohibited are the 
following: 

a. Falsely making, forging, coun
terfeiting, altering, or tampering with 
an Armed Forces Identification Card; 

b. Using or possessing an Armed 
Forces Identification Card except as 
authorized under regulations pursuant 
to law; 

c. Personating or falsely repre
senting oneself to be or not to be the 
person to whom such card has been 
duly is sued; 

d. Willfully allowing any other per
son to have or use one's identification 
card; or 

e, Photographing, printing, or in 
any other manner executing any en
graving, photograph, print, or im
pression in the likeness of an identi
fication card except as authorized under 
regulations pursuant to law, (In this 
connection, personnel are cautioned 
that they may not use or permit the use 
of the identification card as collateral 
for the return of property, nor permit 
others to photograph the identification 
card for purposes of check cashing, 
establishment of credit, or other pur
poses.) 

15065 GENEVA CONVENTIONS 
IDENTIFICATION CARD 
(DD FORM 528) 

I. The Geneva Conventions Identifica
tion Card is designed for issue to 
military personnel in an area-where 

732-936 0-64-16 

there is possibility of capture as a 
prisoner of war. In the event of cap
ture, the card will be surrendered to 
the capturing authorities for use in 
preparation of prisoner of war rolls 
required of signatories of the Geneva 
Conventions. 

l, The Geneva Conventions include 
the following categories of persons as 
"Protected Personnel": Medical per
sonnel, staff personnel exclusively en
gaged in the administration of medical 
units and establishments, and chap
lains. Cards issued to "Protected Per
sonnel" will be overstamped (on the 
FACE) in red, permanent, waterproof
type ink, with a eros s of dimensions 
not less than I i inches, and the words 
"Chaplain" or 11Medic," as appropri
ate, clearly reproduced in the center, 

3. Commanders will prepare a card 
for the following personnel: 

a, All Marine Corps personnel on 
active duty, or active duty for training 
for a period in excess of 90 days. 

b. Other members of the Armed 
Forces of the United States when at
tached to Marine Corps organizations 
required to issue the cards and the 
member does not- possess a card. 

4, Cards will be prepared initially by 
completing all spaces except "Grade." 

5. The card will be placed in an 
envelope (for enlisted personnel, that 
prescribed by paragraph 15053; for of
ficers, that prescribed in paragraph 
15064) and inserted as the last document 
in the service record book or qualifica
tion record. Thereafter disposition will 
be as follows: 

a. At such time as an individual 
joins a unit of the active Fleet Marine 
Force the "Grade" space of the card 
of the person concerned will be com
pleted and the card laminated between 
two pieces of clear plastic or chemi
cally impregnated to make it water
proof and durable and placed in the 
service record book or qualification 
record as prescribed above. Similar 
action will be taken in the case of 
indiViduals who become involved in 
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conditions comparable to those on Fleet 
Marine Fori::e duty. Subsequent to the 
lamination of these cards, if the in
dividual is ordered to duty in an area 
where he is liable to capture, or de
ployed with a Fleet Marine Force unit 
for contingency operation, the card will 
be is sued to the individual. 

b. New cards will be prepared for 
personnel upon change of grade as 
follows: 

(1) Officers 

(a) Promotion 

(2) Enlisted 

(a) Promotion except for 
promotion to private first class and 
lance corporal. 

(b) Reduction 

c. The individual will carry the 
card on his person at all times while 
in the area. 

d. In the event of capture he will 
surrender the card to capturing au
thorities, and retain his Armed Forces 
Identification Card for identification. 

e. When the individual leaves the 
area in which he is subject to capture, 
recover the card and return it to the 
service record book or qualification 
record. 

15066 IDENTIFICATION TAGS 

1. General 

a. -Identification tags are designed 
for identification and casualty reporting 
in the case of a person who becomes 
a casualty, and for identification, casu
alty reporting, and graves registration 
in case of death in a combat zone. 

b. Identification tags are of metal, 
approximately 2 inches long and 1 l/8 
inches wide, about 0.025 inch thick 
with corners rounded and edges smooth. 

c. Two completed identification 
tags will be issued to each officer and 

enlisted person of the Regular Estab
lishment, and to each member of Class 
II, Marine Corps Reserve. In addition, 
identification tags will be issued to each 
member of Class III, Marine Corps 
Reserve, who participates in training 
in a flight status. A necklace extension 
will be issued with the tags. Completed 
tags will be made up as follows: one 
tag suspended by passing the necklace 
through the hole in the tag. The second 
tag will be suspended by passing the 
necklace extension through the hole in 
the second tag and securing the exten
sion to the necklace. 

d. These tags are a prescribed 
part of the uniform and will be habitu
ally kept in the possession of the 
owner. When prescribed by current di
rectives they will be worn suspended 
from the neck underneath the clothing. 
When not required to be worn, they will 
be regarded as a part ofthe individual's 
equipment and be regularly inspected 
as such. 

.2. Identification tags have the capacity 
of five lines of type with 15 characters 
to each line, and will be embossed by 
a machine provided for that purpose. 
The first character of each line will 
be embossed on the end of the·tag with 
the hole in it, with the raised portion 
of the character on the side with the 
flange. Information will be placed as 
follows: (The first and second lines of 
existing identification tags will not be 
affected by the instructions contained in 
subparagraphs a, and b, below; how
ever., all new identification tags will 
reflect those instructions.) 

a. First line. Beginning in the first 
space, emboss the last name. 

b. Second line. Beginning in the 
first space, emboss the first initial, 
a period, the second initial, a period, 
followed by Jr., Sr., I, II, etc., if ap
propriate. 

c. Third line. Beginning in the first 
space emboss the service number. In 
the 15th space, emboss the. blood type. 

d. Fourth line. Beginning in the 
first space, emboss the letters 11 USMC 11 
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for all Marines, Regular and Reserve. 
(Emboss 11 USN" for all Navy person
nel.) In the seventh space emboss the 
appropriate letter ("S,n "M 11 or "L") 
denoting the protective mask size. 
(Fit individual for current size mask 
each time a tag is to be issued or 
replaced.) 

e. Fifth line. Beginning with the 
first space, record either religion or 
sect as designated by the Marine. Re
ligious preference will be shown as 
follows: Examples used were selected 
at random without purpose other than 
to set forth a pattern for guidance. 

( 1) The de s i g nation will be 
spelled out where possible. For ex
ample: Baptist, Catholic, Protestant. 

(2) Where the designation cannot 
be spelled out because of space limita
tions, meaningful contractions and/ or 
abbreviations will be used. Contrac
tions and/ or abbreviations devised 
shall be adapted to the preference of 
the individual concerned. EXAMPLE: 
The short title of American Evangeli
cal Christian Church is Am Evang 
Chr; the short title of Primitive Ad
ventist Christian Church is Prim 
Ad Chr. 

(3) When the individual prefers 
not to designate a preference or does 
not state a preference, the words 
11 No Preference 11 will be used. 

( 4) The Religion on the identifi
cation tags currently in use will only 
be changed when specifically requested 
by the individual concerned. 

3. Commands not possessing facilities 
for embossing identification tags will . 
request preparation from the nearest 
Marine Corps activity possessing em
bossing faCilities. Include in the re
quest a list of the personnel for whom 
tags are required and the necessary 
data for preparation of the jndividual 
tags. The facilities of the following 
commands may be used: 

Marine Corps Recruit Depot, San 
Diego , Calif. 

Marine Corps Recruit Depot, Parris 
Island, S. C. 

Marine Corps Base, Camp Pendle
ton, Calif. 

Marine Corps Base, Camp Lejeune, 
N.C. 

Marine Corps Schools, Quantico, Va. 
Marine Corps Sup p 1 y Center, 

Albany, Ga. 

15067 CERTIFICATE OF APPOINT
MENT (DD FORM 216MC) 

1. A Certificate of Appointment shall 
be prepared for each individual ap
pointed to any grade above the grade of 
private on a date subsequent to enlist
ment or reenlistment. 

a. Certificates of Appointment will 
not be prepared for individuals who 
are appointed to a grade above private 
at the time of enlistment or reenlist
ment since the Enlistment Contract 
and Record (NAVMC 118(2)-PD) will 
serve as the appointing certificate. 

b. Certificates of Appointment will 
not be prepared for individuals enlisted 
in the Platoon Leaders Class, Officer 
Candidate Co u r s e, Aviation Officer 
Candidate Course, or Women Officer 
Candidate Course. 

2. Instructions for the preparation and 
disposition of Certificates of Appoint
ment are as follows: 

a. Each Certificate of Appointment 
will contain the following information: 

(1) First name, middle initial, 
last name, service number, and pri
mary military occupational specialty 
number. 

(2) Full title without abbrevia
tions of the grade to which appointed. 

(3) In the case of a reservist, 
enter the words "RESERVE OF THE" 
immediately centered over the words 
"UNITED STATES MARINE CORPS." 

(4) The date of promotion and the 
authority under which the promotion 
was effected. 
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.(a) When the date of promo
tion is specified in the directive author
lzmg the appointment, the following 
phrase will be added: (Pursuant to para
graph 6Z55.lc(l), MARCORPERSMAN). 

(5) The date of rank specified in 
the authority under which the promotion 
was effected. 

b. Commanders, except of Regular 
recruiting activities, will prepare an 
original of a Certificate of Appoint
ment, for delivery to the individual 
Marine concerned, and a manifold copy 
to be forwarded to Headquarters Ma
rine Corps, for record purposes. 

3. Certificates of Appointment issued 
by the Commandant of the Marine 
Corps will be forwarded for delivery to 
the commanding officer. After the dup
licate Certificate of Appointment has 
been completed by the commanding 
officer and, when appropriate, by the 
individual, the original will be delivered 
to the Marine concerned. The completed 
duplicate will be promptly returned to 
Headquarters, U.S. Marine Corps (Code 
DHB). 

a, When appropriate, the Marine 
will signify his compliance with the 
provisions of paragraph 6Z5Z,3a(4) or 
6Z5Z. 3b(4) by signing the manifold copy 
of the Certificate of Appointment in the 
space provided, 

b, In the event the Marine does not 
desire to comply with the provisions of 
paragraph 6Z5Z.3a(4) or 6Z5Z,3b(4), as 
appropriate, or he no longer merits 
advancement, the Certificate of Ap
pointment, together with all copies, 
will be returned to Headquarters Ma
rine Corps, in accordance with the pro
visions of paragraph 6Z55,Z, 

15068 OFFICER AND NONCOMMIS
SIONED OFFICER FITNESS 
REPORTS 

I. General. Fitness reports form one 
of the most important records of an 
individual's performance of duty and 
the professional qualifications attained. 

These reports present a continuous 
record of the individual's service with 
the Marine Corps. Fitness reports are 
vital in determining assignment to duty 
and in selection for promotion. Indi
viduals submitting reports must, there
fore, realize the significance of the 
fitness report and exercise the utmost 
care and thoroughness in completing 
them, Each completed report must be 
an accurate and comprehensive por
trayal of the individual reported on. 
Every effort shall be made to maintain 
the confidential nature of completed 
fitness reports. Procedures will be 
established within each command to 
ensure that completed fitness reports 
will be seen only by those individuals 
required to process or have cognizance 
of such reports. Reviewing officers 
will eStablish similar procedures to 
assUre that these practices are ad
hered to in the handling of completed 
fitness reports. Accordingly, fitness 
reports on officers and noncommis
sioned officers of the Marine Corps 
and Marine Corps Reserve will be 
completed in accordance with the prin
ciples, intent and instructions contained 
herein. 

a. Promptness of submission. In 
order to provide complete records for 
selection boards and other using agen
cies, prompt submission of fitness 
reports 1s mandatory. Iridiv1duals sub
mitting fitness reports will forward 
them within 15 days after the terminal 
date of the period covered. In cases 
where the reporting senior is absent 
wjlen a report is due, he will submit 
the report within 15 days of the date 
of his return. 

b. Referral. Completed fitness re
ports will not be shown to the individual 
repo·rted Oil unless the report is ad
verse, as defined in subparagraph 4. 
Reporting seniors are responsible for 
referral of adverse reports to the in
dividual reported on. In cases where 
it is obviously impractical to show the 
report to the individual reported on, the 
reporting senior will set forth in detail 
the circumstances which precluded the 
showing of the report in section D. 
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Change of reporting senior or transfer 
of the individual reported on is not 
considered sufficient justificatioq for 
failure to refer an adverse report to 
the individual reported on. 

c. Matters placed into official rec
ords. A fitness report once properly 
submitted becomes the property of the 
Marine Corps and is not subject to 
withdrawal except as noted in the Ma
rine Corps Manual, paragraph 1070. 

d. Competition-in-Arms. Special 
instructions for completion of fitness 
reports on personnel participating in 
the Competition-in-Arms training pro
gram are contained in subparagraph 9. 

e. Marine Corps ReserVe. Special 
instructions for completion of fitness 
reports on officers and noncommis
sioned officers of the Marine Corps 
Reserve, not on extended active duty, 
are contained in subparagraph 10. 

2. Types of Reports and Reporting 
Occasions. The capitalized abbrevia
tions included in parentheses for each 
type of report or reporting occasion 
described in this subparagraph will be 
inserted on the line below the line 
marked 110ccasion for this Report, 11 

when the 110ther 11 box is checked. The 
11 0ther 11 box will be checked in all 
cases whenever reports are submitted 
for occasions other than those indi
cated by the remaining boxes on line 4, 
section A. 

a. Regular. A regular report is a 
report submitted by reporting seniors 
on their subordinates at the prescribed 
times indicated in this subparagraph. 
Unless otherwise directed, each regu
lar report will cover the entire period 
from the last regular report or from 
the date of assignment to active duty 
to the end of the reporting period. 
Regular fitness reports will be sub
mitted on commissioned, warrant and 
noncommissioned officers of the grade 
of sergeant and above of the Marine 
Corps and the Marine Corps Reserve 
on active duty (except noncommissioned 
officers of the Marine Band) at the 
following times: 

( 1) Semiannually in accordance 
with the following schedule: 

(a) Noncommissioned offi
cers - last day of January and July. 

(b) Lieutenants, commis
sioned warrant officers and warrant 
officers - last day of June and Decem
ber. 

(c) Captains and above - last 
day of February and August. 

NOTE: In cases where it is known that 
either the reporting senior will be 
changed, or the individual reported on 
will be transferred or reassigned with
in 30 days after the date the regular 
semiannual report is due, the report 
may be delayed until the transfer/ 
reassignment date to cover the addi
tional period. In such cases, both of 
the appropriate boxes in Item 4 will 
be checked and explained in the space 
provided, as appropriate. Semiannual 
reports may be omitted if the period 
of observation is 30 days or less, 
however the reporting senior will in
clude this entire period in the next 
report he submits on the individual 
reported on. 

(2) Upon transfer/detachment of 
the individual reported on. However, 
when Marine Aviation Cadets are com
missioned and transferred immediately 
thereafter, no fitness reports are re
quired from the transferring command. 

(3) Upon change of reporting 
senior. 

(4) When directed by the Com
mandant of the Marine Corps (REQ 
CMC). _, 

(5) Upon appointment of a non
commissioned officer (sergeant or 
above) to commissioned or warrant 
officer grade (APPT OFF). 

(6) Upon discharge of noncom
missioned officer reported on (except 
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upon immediate reenlistment) (DIS
CHARGE). 

(7) Upon reduction of noncom
missioned officer to corporal or below 
(RED OF NCO). 

.15-22d 
Ch. 10 

(8) Upon reversion of an officer 
to enlisted grade (REVERT TO ENL 
GRADE). 

(9) Upon request for transfer 
submitted in accordance with paragraph 
4057 or 4ll2 (REQ TR). 

t ----~-- ~ 
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(10) Upon resignation (RESIGN). 

{ll} Upon release from active 
duty of the individual reported on (REL 
ACDU). 

(12) Upon retirement (ortransfer 
to Fleet Marine Corps Reserve ofNCO 
reported on) (RETIREMENT). 

(13) Upon being assigned from 
parent organization to the Annual Com
petition-in-Arms training program (TO 
MKSHIP PROG). 

( 14) Upon assignment to, during 
and upon completion of TAD in connec
tion with the Fleet Marine Force Per
sonnel Assistance Program: 

(a) By the regular reporting 
senior whenever the individual re
ported on is ordered TAD, to include 
the last day of duty prior to the TAD. 
(ORDERED TO (Name of TAD Com
mand) CONN FMF PERS ASST PROG.) 

··.;-,."/; n~,.,\ ,· ,·-,~~'''·'-,;<I .. '•, ;_ ..•. <r) 
. (b) By the TAD reporting 

senior at the regular reporting periods 
described above. (ON TAD (Name qf 
TAD Command) CONN FMF PERS 
ASST PROG). Enter the name of the 
parent administrative unit to whic? the 
individual is administratively assigned 
in line 2 of section A. 

1. Fitness reports are 
not required from the parent adminis
trative command to cover the periods 
of TAD in connection with the Fleet 
Marine Force Personnel Assistance 
Program. Regular reports will be sub
mitted by the TAD command. 

2. Upon request by the 
parent administrative command, the 
TAD command will forward fitness 
reports to that unit prior to their being 
forwarded to the Commandant of the 
Marine Corps. 

(c) Upon termination of the 
individual's TAD, a report will be sub
mitted by the TAD reporting senior 
to include--the last day of duty, prior 
to terminating TAD. (TERM TAD CONN 
FMF PERS PROG.) 

(15) For special instructions on 
submitting reports on noncommis
sioned officers assigned to replace
ment battalions, see subparagraph Bb. 

b. Concurrent. A concurrent re
port is a report, in addition to regular 
reports, submitted on individuals who 
have performed temporary additional 
duty other than in a student status or 
in connection with the Fleet Marine 
Force Personnel Assistance Program, 
or a report which cove r s specific 
aspects of a duty assignment on a 
permanent or temporary basis. U an 
individual is TAD under instruction, 
academic rather than concurrent re
ports are submitted, and if on TAD in 
connection with the Fleet Marine Force 
Personnel Assistance Program, regu
lar reports are submitted. Concurrent 
reports will be completed at the times 
prescribed for regular reports, by the 
senior under whom the individual per
forms TAD or other duties and will be 
forwarded to the individual's parent ad
ministrative command, or to the regu
lar· reporting senior. Concurrent re
ports, however, need not be submitted 
for periods of less than 30 days. Con
current reports will be attached to 
regular reports. When a concurrent 
report is :received by the regular re
porting senior prior to the time for 
submission of a regular report, it will 
be retained by him until the date for 
submission of the next regular report, 
however, if in the opinion of the regular 
reporting senior, a concurrent report 
should become a matter of record im
mediately, the regular reporting senior 
will submit a special report with the 
concurrent report attached thereto. 
Concurrent reports will, on line 2, 
reflect the organization title of the 
parent administrative command. Con
current reports will be reviewed within 
the chain of command of the reporting 
senior. 

c. Academic. An academic report 
is a report submitted to cover periods 
of instruction at a civilian or service 
school. Academic reports will nor
mally be submitted at the times pre
scribedfor - semia=ualperiods, 
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however semiannual academic reports 
may be omitted and a report submitted 
at the completion of the course, to 
cover the entire period of instruction, 
but academic reports will not cover a 
period in excess of 12 months. When 
an academic report includes the date 
of transfer, a 11 Detachment/Transfer 11 

report need not be submitted. Fitness 
reports need not be submitted upon 
change of the individual in charge of 
the school. Items 16a, 18 and 19 of 
section C will be marked "Unobserved" 
in all cases for academic reports. 
Items 16b through 16f for enlisted per
sonnel and Items 16b through 16g for 
officers, and Item 17 will be marked 
if considered appropriate. A copy of 
the school diploma, certificate or Re
port of Separation from Training will 
be attached to academic fitness reports 
submitted upon completion of the course 
of instruction. Section D of academic 
reports will contain the class standing 
and final grade when available if not 
contained in the school diploma, cer
tificate or Report of Separation from 
Training. In cases involving civilian 
schools, should it be impossible or im
practical to obtain the above docu
ment(s) within 15 days following com
pletion of the course of instruction, 
the reporting senior will note in sec
tion D "Diploma/Certificate/Report of 
Separation from Training" (as appro
priate) will be forwarded separately. 
The appropriate document will be for
warded as soon as possible thereafter 
with a covering letter explaining the 
circumstances. Comments shall in
clude an evaluation of the capability of 
the individual to assimilate instruction 
and specific reasons for failure or for 
being dropped from the course of in
struction when applicable. Comments 
are invited concerning a student's per
formance of additional duty, such as 
Class Commander. Deliberate failure 
of a course of instruction is considered 
to warrant disciplinary action; any such 
action should be reflected on the sub
sequent fitness report. In some in
stances it may be difficult to determine 
whether the student is striving to suc
ceed but is failing. In such cases, the 
question shall be resolved in favor 
of the student. For academic reports, 
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the box "Other" will be checked on 
line 4, and the word "ACADEMIC" 
entered on the line below. It is intended 
that academic reports completed on 
individuals who will return to the com
mand which ordered the individual to 
a course of instruction, be returned to 
that parent administrative command, 
and that when the individual will not 
return to the command ordering the 
individual to the course of instruction, 
that the academic report be submitted 
directly by the school command, to the 
Commandant of the Marine Corps. 
Generally academic reports completed 
on personnel in a temporary additional 
duty status will be forwarded to the 
individual's parent administrative 
command who will attach it to the next 
regular report, however, if in the opin
ion of the regular reporting senior, 
an academic report should become a 
matter of record immediately, the 
regular reporting senior will submit a 
special report with the academic re
port attached thereto. Academic re
ports completed on personnel, not in a 
temporary additional duty status, will 
be forwarded, after review, direct to 
the Commandant of the Marine Corps. 
Academic reports will be reviewed 
within the chain of command of the 
reporting senior. 

• (1) Officers attendingacourseof 
instruction conducted by United States 
Army Schools receive an academic re
port DA Form 1059, which is submitted 
directly to the Commandant of the Ma
rine Corps. This academic report DA 
Form 1059 is acceptable in lieu of an 
academic report NAVMC 10147-PD. 

d. Not observed. A "Not Observed" 
report will be submitted when the re
porting senior has had no opportunity 
to observe the duty performance of 
the individual reported on. For a "Not 
Observed" report, section A, Items 1 
through 5 and Item 6, if appropriate, 
section B, Items 11 and 12, and sec
tions E and G will be completed. In 
section D, the reporting senior will 
indicate that the report is for a "Not 
Observed'' period. For a "Not Ob
served" report, if the period of ob
servation (i.e., period covered by the 
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report less periods of nonavailability 
indicated in Item 6) exceeds 30 days, 
the reporting senior will fully explain 
the circumstances in section D. 

e. Extended. An extended report is 
a report which may be submitted upon 
transfer of the individual reported on, 
or change of reporting senior, within 
60 days after the submission of a semi
annual report. The reporting senior 
may, if his opinion remains the same, 
extend the semiannual report, if the 
semiannual report to be extended was 
not an adverse or marginal report. 
For extended reports, Items 1 through 
5 of section A; Items 11, 12 and 15 of 

section B; sections D, E and G will be 
completed. In section D, the reporting 
senior will indicate that the previous 
report is being extended. An example 
of a suitable entry is: "Extend semi
annual report ending (date). My opinions 
remain the same." 

f. Special~ A special report is a 
supplementary report submitted at the 
discretion of the reporting senior when 
an individual's performance of duty, 
derogatory or complimentary, is such 
that the reporting senior feels that the 
Commandant of the Mar in e Corps 
should be advised. Since these are 
supplementary reports, it does not 
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eliminate the requirement for sub
mission of the other types of reports, 
as required. A special report will be 
submitted in accordance with para
graphs 4057 and 4ll2, and on officers 
and noncommissioned officers under 
the circumstances outlined in U.S. 
Navy Regulations, 1948, article 1701.5. 

3. Reporting Seniors, The reporting 
senior is responsible for the submis
sion of fitness reports on officers and 
NCOs under his supervision. In situa
tions where the commander is not the 
reporting senior it will be the responsi
bility of the commander to furnish the 
reporting senior with any information 
relative to the conduct of the individual 
concerned during the time the individual 
is not under the direct supervision of 
the reporting senior. Such comments, 
when deemed appropriate, will be in
cluded in section D of the report, or 
may be appended to the report. 

a. Identity. The reporting senior of 
an individual is the superior to whom 
he has regularly reported for duty in 
compliance with orders issued by com
petent authority. In cases in which the 
reporting senior is not a Marine, the 
individual reported on is responsible 
for bringing the contents of these regu
lations to the attention of the reporJ:ing 
senior at the time specified for the 
submission of fitness reports. 

b. Request for identity. In cases 
where the identity of a reporting senior 
cannot be determined, a request for 
the identity of the reporting senior 
will be submitted to the Commandant 
of the Marine Corps (Code DF). See 
subparagraph 7 for specific designa
tion of officer reporting seniors, and 
subparagraph 8 for specific designation 
of noncommissioned officer reporting 
seniors. 

c. Relief of reporting senior. Fit
ness reports are not submitted by a 
reporting senior whose relief is oc
casioned by alleged misconduct or un
satisfactory performance of duty. 
Under such circumstances, the fitness 
reports which would normally be sub
mitted by him shall be completed by 
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the officer next senior in the chain of 
command. 

4. Definition of Adverse (Unsatisfac
tory or Unfavorable)/Marginal Reports 
and Required Action Thereon 

a. Adverse (unsatisfactory or un
favorable) reports. Adverse reports 
are defined as those which contain: 

(1) An entry of "Unsatisfactory" 
in Items 16, 17 or 19 of section C. 

(2) An entry of "Prefer Not to 
Have" in Item 18 of section C. 

( 3) An adverse (unsatisfactory 
or unfavorable) remark in section D. 

(a) An adverse remark in 
section D should reflect a verbal elabo
ration of the ratings listed in subpara
graphs 4a(l) and (2), above. 

(b) An adverse remark in 
section D may also reflect factors not 
specifically covered in Items 16, 17, 
18, or 19 such as poor character, 
dereliction of duty, intemperance, in
debtedness, disreputable morals, and 
the like at a level comparable to the 
ratings referred to in subparagraphs 
4a( 1) and (2 ), above. 

b. Marginal fitness reports. Mar
ginal fitness reports are defined as 
those which are not considered adverse 
(unsatisfactory or unfavorable) accord
ing to the criteria contained in sub
paragraph 4a(l), (2) and (3), above, 
but which are indicative of performance 
which may become adverse if allowed 
to continue uncorrected. A fitness re
port containing a mark of "Below 
Average" in Item 16 or 17, of section 
C, or a mark in either of the two boxes 
to the immediate left of "Average" in 
Item 19 of section C will be considered 
a marginal report. 

(l) All reports considered as 
marginal reports must contain a state
ment in section D by the reporting 
senior indicating that the individual 
reported on has been apprised of his 
area(s) of mar gina 1 performance 
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sometime during the reporting occa
sion. Reviewing officers will not for
ward reports of this nature until this 
has been accomplished. 

c. Action required 

(1) Adverse reports must be re
ferred to the individual reported on 
for completion of section F. When 
completed fitness reports have been 
referred to the individual being re
ported on, such individuals will com
plete section F of the report, He must 
indicate that he has no statement to 
make or that he had made and attached 
a statement. 

(a) When an individual indi
cates on the report that he has no 
statement to make, it is assumed that 
he accepts the report as cqmplete and 
there are no additional attendant or 
extenuating facts. 

(b) The individual may attach 
a statement when he feels that the rat
ings or remarks made by the reporting 
senior do not correctlyportrayhis per
formance during the period covered. 
Such statements will conform with U.S. 
Navy Regulations, 1948, article 1404, 
and shall concern only the performance 
of duty during the period covered by 
the report. Attachment of statements 
from other people, which rebut or con
tradict the reporting seniors comments 
are not desired. 

(c) Completed fitness re
ports referred to the individual re
ported on will be returned expeditiously 
by him to the reporting senior. 

d, Counseling, Although fitness re
ports, except adverse reports, are not 
to be shown to the individuals reported 
on, this is not to be interpreted by 
reporting seniors that in d i vidual s 
should not be counseled concerning 
their overall performance of duty, goQd 
or bad. Apprising an individual of his 
overall performance of duty is con
sidered an inherent part of leadership, 
and completion of fitness reports can 
serve as a timely reminder to report
ing seniors that all individuals should 

be frequently counseled, regardless of 
how good or bad a fitness report may 
be, 

5. General Completion Instructions. 
Subparagraph 7 contains further com
pletion instructions pertaining to of
ficer fitness reports, and subparagraph 
8 contains further completion instruc
tions pertaining to noncommissioned 
officer reports. 

a. Preparation 

(1) It is the responsibility of 
each individual for whom a fitness re
port is required to ensure that the 
appropriate fitness report (with section 
A completed) is submitted to his re
porting senior at the times and under 
the circumstances prescribed by this 
paragraph. Similarly, it is the re
sponsibility of the reporting senior to 
ensure that a fitness report is prepared 
and submitted at the prescribed report
ing periods on each individual under 
his supervision, for whom a report is 
required. Cooperation by all offices 
having personnel performing clerical 
duties is necessary to ensure adequate 
administrative support for completion 
of section A of officer and enlisted fit
ness reports. Upon completion of sec
tion A, the individual being reported 
on will verify the information contained 
therein, sign the report in the space 
provided, and submit it to the report
ing senior for further completion. 
Minor corrections in section A may be 
made, and initialed, with ink, by the 
individual reported on. 

(2) In certain situations, the in
dividual to be reported on will be per
forming duty at a place geographically 
removed from the unit to which joined 
for administrative purposes. In such 
situations, the commander of the unit 
to which the individual is joined for 
administrative purposes may require 
the individual reported on to accom
plish section A of the report, sign it, 
and deliver it to the reporting senior 
at the proper times. In the event such 
action is taken, commanding officers 
will furnish such instructions, in
formation, and forms to the individual 
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concerned as are necessary to ensure 
prompt submission of fitness reports. 

b. Disciplinary action. Fitness re
ports will not be used as a substitute 
for disciplinary action or as a non
punitive measure as defined in the 
Manual for Courts-Martial, U.S., 1951, 
subparagraph l28c. In this connection, 
see subparagraph 5e(3), below. 

c. Method of completion. An entry 
will be made for each item. If an item 
is not applicable, enter "None, 11 ''Not 
Applicable'' or 11X'' for 'iNotObserved" 
as appropriate. Each erasure or de
letion on the form (less section A) 
must be initialed in ink by the report
ing senior. All entries should be legible 
and typing is preferred in section A 
(except signature); section B, Items 11 
and 12; and section G (except review
ing officer's initials or signature). All 
other entries will be completed legibly 
in ink. Particular emphasis should be 
given to the legibility of comments 
made in section D. The attachment of 
typewritten comments in lieu of hand
written section D comments is not per
mitted. Addressograph plates, which 
include the Monitored Command Codes, 
may be used in the spaces provided or 
may be overprinted in lines l, 2 and 
3 of section A. Addressograph plates 
or rubber stamps may be used in Items 
11 and 12 of section B and in section G. 
Monitored Command Codes need not be 
shown in sections B and G. 

d. Instructions for completing sec
tion A 

( l) Items l, 2 and 3. Insert, as 
indicated, the individual identifying in
formation and enter the name of the 
organization to which the individual 
reported on is administratively joined, 
and the Monitored Command Code of 
the parent organization. (See MCO 
Pl080.20.) 

(2) Item 4. Check appropriate 
box. If the box marked 11 0ther 11 is 
checked, insert on the line below, the 
appropriate abbreviation for the re
porting occasion, as listed in subpara
graph 2, above. 

(3) Item 5. Include the entire 
period covered. Fill in the number of 

months to nearest whole month, com
puting 15 days or longer as one month. 
In the case of newly promoted ser
geants, the reporting period commences 
with the effective date ofpromotionand 
terminates with the date c ;casioned by 
the report. 

(4) Item 6. Record periods of 
nonavailability to the reporting com
mand of 30 consecutive days or longer. 
Enter dates to cover each period 
and explain. EXAMPLE: "1Jun-l5Jul, 
Proceed, Leave, Travel; l7Nov-20Dec, 
Sk USNMC, Bethesda, Md.; l0Jan
l5Feb, TAD, Ywna Test Sta, Ariz. 11 

.(5) Item 7. Enter dates only if 
there was more than one duty assign
ment during the reporting period or 
if there was a period of nonavaila
bility of 30 days or more. Enter the 
T /0 Title and the MOS of the billet 
filled by the individual reported on. 
When a billet title is not fully descrip
tive, briefly describe the duty and enter 
the MOS most appropriate. No MOS is 
required for duty under instruction. In 
Item 7 only principal additional duties 
should be listed. Assignment to courts, 
boards, committees, councils, etc., 
should not be listed unless such duties 
require the individual to devote pro
longed periods of time to such duties. 

(6) Item 8. Enter the wife's cur
rent address. This is not to be confused 
with the legal address, but is the ad
dress where the wife is residing at the 
time of the submission of the report. 
If not married, enter the phrase 11 Not 
Applicable 11

; if legally separated,- enter 
11 Legally Separated." 

(7) Item 9. Enter the age and 
relationship of dependents, other than 
wife, requiring transportation. EX
AMPLE: 56, Mother; 15, Son; 12, Dau. 
If no dependents other than wife, enter 
the phrase "Not Applicable." If for any 
reason, legal dependents, other than 
wife, do not require transportation in 
connection with permanent change of 
station orders, enter 11NotApplicable. 11 

(8) Item 10. Preference for next 
assignment. This item is used at Head
quarter_~, U.S. Marine Corps, for the 
assignment and transfer of individuals 
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according to the nee.ds of the service 
and in lieu of official correspondence 
requesting routine changes of station 
and certain types of duty, In the event 
an individual does not desire to indi
cate a preference, the term "No Prefer
ence,11 ''None," 11As Directed"andthe 
like are considered appropriate. The 
present duty station should not be indi
cated since this does not serve the 
intended purpose, however, those per
sonnel in receipt of transfer orders, 
including a warning order for an over
seas deployment with an Organized 
unit, may indicate a preference for 
subsequent assignment to their present 
duty station. For special instructions 
on completion of this item for officers, 
see .subparagraph 7e, below. 

e. Instructions for completing sec
tion B 

(I) Complete Items 11, 13, 14 
and 15 as appropriate. 

(2) Enter in Item 12 the duty as
signment of the reporting senior to 
reflect his duty relationship to the in
dividual reported _on. Include title of 
assignment and designation of unit or 
organization and location when appro
priate. 

(3) Item 14 

(a) Letters or reports which 
represent nonpunitive measures as de
fined in the Manual for Courts- Martial, 
U ,S., 1951, subparagraph 128c, will 
NOT be attached or referenced on the 
fitness report of the individual re
ported on. 

(b) Recommendations for 
meritorious mast, and the like will not 
be referenced in this Item, but may be 
commented on in section D • 

• (c) Certificates of commen
dation and letters of commendation or 
appreciation or a copy of the routine 
order promulgating meritorious mast 
not previously forwarded to the Corn
mandant of the Marine Corps will be 
attached to the fitness report. Letters 
forwarded during the reporting period 
will be referenced on the fitness report. 

Letters which relate to the efficiency 
of the unit as a whole are considered 
to be a report on the commanding offi
cer or section head and not a particular 
individual, Letters that reflect the ef
ficiency of the unit as a whole that have 
been reproduced to indicate personnel 
of the command will not be forwarded 
nor will they be filed if forwarded, 
Letters of appreciation not within the 
normal chain of command are con
sidered appropriate for attachment to 
the fitness report if they mention the 
specific individual(s), 

(d) Nonjudicial punishment. 
Notation will be made on fitness re
ports of any nonjudicial punishment 
awarded. Notation will not be made 
on a fitness report until a-reasonable 
time has elapsed to permit the indi
vidual to appeal in accordance with 
the Manual for Courts-Martial, U.S., 
1951, paragraph 134, In the event an 
appeal is filed, notation will not be 
made until such time as the appeal has 
been adjudicated. Similarly, notation 
will not be made concerning an indi
vidual who may be undergoing investi
gation or other legal proceedings until 
final disposition has been made of the 
alleged offense( s), 

f. Instructions for completing sec
tion C, It is acknowledged that there is 
a human tendency to permit an indi
vidual's performance in one area to 
unduly influence his markings in all 
others, however, every effort should be 
made to evaluate each trait, quality and 
characteristic as a separate and dis
tinct item. 

(1) Item 16(b) will be marked 
"Not Observed 11 unless additional duties 
are reflected in Item 7 of section A. 

(2) Marking "on the· line" be
tween the rating columns in Items 16 
and 17 is prohibited, Similarly, mark
ing towards the right or left within a 
marking column is not desired. 

(3) When rating an individual, the 
reporting senior should consider care
fully the italicized definitions listed in 



15068 MARCORPERSMAN 

section C of the fitness report, taking 
into consideration the individual's 
length of service, the opportunities 
afforded him which might have a bear
ing on his performance of duty, his 
personal characteristics, and his gen
eral professional qualifications. It 
should be noted that a mark other than 
"Not Observed" in Item 17(h) should 
be explained in section D. This item 
is generally reserved for wartime 
service in view of the descriptive title 
after the item; i.e., 11

( The ability to 
think and act promptly and effectively 
in an unexpected emergency or under 
great strain)/1 however, there are oc
casions during peacetime that a mark in 
this section is fully justified, 

(4) Item 19, Item 19 is not a 
summary or average of marks in Items 

16 and 17, It is the reporting senior 1 s 
opinion of the individuals overall value 
to the service. On each reporting oc
casion reporting seniors will indicate, 
u u de r the appropriate box of this 
item the total number of individuals 
(Marines) of the same grade who are 
marked "Outstanding," 11Excellent
Outstanding,,, 11 Excellent, 11 etc. When 
concurrent reports and regular reports 
are being prepared in response to a 
particular reporting occasion; i.e., 
semiannual reporting date, both types 
of reports should be combined for the 
purpose of showing the distribution of 
marks being assigned. Example: A re
porting senior submits reports on ten 
captains for a particular reporting oc
casion. A tabulation of Item 19 mark
ings would appear on each captain 1 s 
report as follows: 

Not 
Observed 

Unsatis
factory 

Below 
Average 

Average Above 
Average 

Excel
lent 

Out
standing 

D D D ~ D 0 0 
1 3 2 2 1 

NOT OBSERVED 
Where the reporting senior has had insufficient opportunity to observe the 

individual reported on. 

UNSA TISF ACTOR Y 
Inefficient; below minimum standards. 

BELOW AVERAGE 
Passably efficient; satisfactory up to a minimum standard. 

AVERAGE 
Qualified; efficient to the generally accepted standard, 

ABOVE AVERAGE 
Highly qualified and efficient, 

EXCELLENT 
Exceptionally efficient; qualified to a degree seldom achieved by others of his 

grade, 

OUTSTANDING 
One of the very few outstanding individuals of his grade known to the person 

completing the report, 
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g. Instructions for completing sec
tion D 

( l) Comments in section D con
cerning the professional character of 
the individual reported on are manda
tory. Such comments should provide for 
amplification of other entries on the 
report and further information of the 
potentialities, capabilities and limita
tions of the individual reported on; 
however, these comments are not to 
serve as a substitute for either dis
ciplinary action or nonpunitive meas
ures. See subparagraph 4d for manda
tory comments ·concerning counseling 
individuals when submitting marginal 
reports. In formulating comments, the 
grade of the individual reported on and 
the length of his military service and 
time in grade should be considered. 
Because each person is an individual 
with his own strengths and weaknesses, 
no hard and fast rules concerning suit
able entries can be made. Stereotyped 
evaluations will be avoided. Copies of 
meritorious mast, meritorious pro
motion, or recommendations therefor, 
and similar matter will not suffice in 
lieu of completion of section D. 

(2) S e e subparagraph 7f for 
mandatory comments in section D of 
officer reports and subparagraph Se 
for mandatory comments in section D 
of enlisted reports. 

(3) Comments concerning an in
dividual's capacity to handle assign
ments of increasing responsibility, 
particularly those involving command; 
his growth potential.; his ability to 
learn and adapt rapidly; any special 
abilities he may possess; his self
improvement efforts; knowledge of 
world affairs; and off-duty community/ 
civic activities are illustrative of the 
characteristics which might be re
flected in the evaluation. 

(4) Since it is the responsibility 
of Officer Selection Boards and NCO 
Selection and Review Boards, convened 
at this Headquarters, to recommend 
individuals for promotion, recommen
dations for promotion will not be made 
on fitness reports. 

(5) Outstanding or ad v e r s e 
markings in either Items l6A or 19 of 
section C will be specifically justified 
in section D. This justification must 
be presented in a specific, complete 
and concrete manner. General state
ments without explicit details are con
sidered insufficient justification. (Sup
plemental sheets to be used as 
required). 

(6) Comments and recommenda
tions pertaining tor etention in aviation, 
retention on extended active duty in 
the Reserve Program, etc., should be 
made only when specifically requested 
by the Commandant of the Marine 
Corps. 

(7) See subparagraph 2c for spe
cial instructions for completion of 
section D of academic reports. 

h. Instructions for com letin sec
tion E, Section E will be complete in 
the handwriting of the reporting senior. 

i. Instructions for completing sec
tion F. See subparagraph 4a for de
scription of adverse fitness reports, 
and subparagraph 4c for procedures 
for referral of reports to the individ
uals reported on. 

j. Instructions for completing sec
tion G. Section G will be completed for 
initialling by the reviewing officer. 

6. Review of Fitness Reports. Fitness 
reports will be forwarded for review to 
the echelon in the chain of command or 
supervision next above that of the re
porting senior. The importance of a 
factual review of each fitness report by 
the reviewing officer cannot be over
emphasized. Review of fitness reports 
affords the reviewing officer the op
portunity to comment on performance 
when such comment is necessary for a 
more aCcurate record of proficiency, 
a means to ensure that reporting in
structions are observed by the report
ing senior and an opportunity to resolve 
marking problems before they become a 
matter of official re~ord. The review
ing officer will ensure that the instruc
tions and intent of this subparagraph 
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are complied with. If reports are sub
mitted which are late, incomplete or 
inconsistent, the reviewing officer will 
take corrective action. In commands 
or activities where -there is no definite 
superior in a position to review fitness 
reports, the reporting senior will for
ward the report direct to the Com
mandant of the Marine Corps with a 
notation in section G that there is no· 
reviewing officer. 

a. Reviewing officer. The review
ing officer is the officer next in the 
chain of command or supervision above 
the reporting senior a·nd should nor
mally be the officer who submits fitness 
reports on the reporting senior. Gen
eral officers are authorized to delegate 
authority to review fitness reports to 
officers in principal subordinate staff 
and command billets within their or
ganization. However, no fitness report 
will be reviewed by an officer junior to 
the reporting senior. 

b. Evaluation 

( 1) In the event the reviewing 
officer is in a position to evaluate the 
performance of the individual reported 
on, and he is not in accord with the 
ratings assigned or remarks made by 
the reporting senior, the reviewing 
officer may attach a statement to the 
report which will be forwarded with 
the fitness report. If such statement is 
derogatory in nature, a copy of this 
statement will be forwarded to the in
dividual reported on via the reporting 
senior. 

(2) Appended statements or 
short comments penned in section G by 
reviewing officers are encouraged. 

c, Disagreement, In the event the 
individual reported on has attached a 
statement which indicates disagree
ment with the reporting senior as to 
matter of fact, the reviewing officer 
shall take action within his authority 
to resolve the disagreement, and attach 
a statement to the fitness report indi
cating his actions and opinions. In cir
cumstances beyond the authority of the 
reviewing officer, he shall forward all 
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available pertinent information, to
gether with the report to the Com
mandant of the Marine Corps, noting 
that it is not possible for him tore
solve the disagreement and the reasons 
therefor. 

d,, Area auditors. Reports on as
sistant area auditors and noncommis
sioned officers assigned to field audit 
offices shall be forwarded by area 
auditors to the Commandant of the 
Marine Corps (Code AZB), for com
pletion of section G by the Inspector 
General, Marine Corps. 

e. Special instructions. For special 
instructions concerning review of of
ficer fitness reports see subparagraph 
7g. 

7. Special Instructions for Completion 
of Officer Fitness Reports 

a. Form. Fitness reports for all 
officers of the Marine Corps and the 
Marine Corps Reserve will be sub
mitted on the Officer Fitness Report, 
NAVMC 10147-PD. 

b. Seniority of reporting senior. 
In no instance will an officer be re
ported on by an officer who is junior 
to him. When an officer has reported 
for duty to an officer who is junior to 
him, his fitness report will be com
pleted by the first officer in the chain 
of command who is senior to him. The 
completion of fitness reports by an 
officer on another officer of the same 
grade is not desirable, however the 
final determination on this matter is 
left to the discretion of the reviewing 
officer or commander, as appropriate. 

c. Designation of reporting seniors 

(1) Unit commandersdowntoand 
including commanders at the battalion 
and ·squadron level are normally the 
reporting seniors of officers within 
their respective commands. For 
smaller separately administered units, 
the co:mmanding officer will be the re
porting senior. 
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(2) Heads of departments, divi
sions and separate offices of Head
quarters, U.S. Marine Corps; general 
officers; Directors, Marine Corps Dis
tricts; and commanders are authorized 
to delegate the authority to submit 
fitness reports to officers in principal 
subordinate staff and command billets 
within their organization, when the 
number of officers to be reported on, 
or the lack of opportunity to observe 
the performance of duty! warrants such 
delegation of authority. If the delega
tion of authority ·is to be conferred upon 
a naval officer to submit fitness re
ports on other naval officers assigned 
to a Marine unit, approval will first 
be requested from the Chief of Naval 
Personnel in accordance with the pro
visions of the Bureau of Naval Person
nel Manual. To the degree practicable 
for accurate reporting, such request 
for delegation will be consistent with 
the intent expressed in subparagraph 
7c(l), above, with respect to the grade 
level desired of reporting seniors. 

(3) The reporting senior of of
ficers ordered to duty with a non
Marine Corps activity will be the 
immediate superior, regardless of 
service, to whom the officer reports 
for duty. 

(4) The reporting senior of an 
officer ordered to duty under instruc
tion at a service school will be the 
officer in charge of the school. 

(5) The reporting senior of an 
officer ordered to duty under instruc
tion at a civilian school will be the 
commanding officer, NROTC Unit, pro
vided one is so assigned. 

(6) The reporting senior of an 
officer attending a civilian sChool under 
the cOllege degree program, if a com
manding officer, NROTC Unit is not 
assigned, will be the Commanding Of
ficer, Headquarters Battalion, Head
quarters, U.s. Marine Corps. 

(7) Marine Corps officers as
signed full-time to any agency of tii.e 
Department of Defense above the de
partmental level, or to any joint op-

erational staff on or below the depart
mental level will be reported on by 
their immediate supervisors as fol
lows: 

(a) Reports on officers as
signed full-time to the office of the 
Secretary of Defense or to any joint 
agency will be made by the immediate 
military or civilian supervisor, 

(b) In cases in which such 
officers have additional part-time as
signments, the reporting senior in the 
officer's full-time assignment will 
render the report and obtain recom
mendations from the senior(s) in the 
part-time assignments. Concurrent re
ports may be used for these purposes. 

(8) No fitness report will be 
submitted on Regular, Reserve, or 
retired officers who are presidents 
or members of Marine Corps selection 
boards for that period of service. Con
current or regular reports, as appro
priate, rnay be submftted on the re
corder of a selection board at the 
discretion of the president of the board. 

(9) The Director, Marine Corps 
Reserve is designated the reporting 
senior of the Directors of Marine Corps 
Districts (less the 14th District) on 
Reserve aspects of performance. He 
will submit a concurrent report on the 
Director, 14th Marine Corps District. 
The Director of Personnel will submit 
concurrent fitness reports on the re
cruiting aspects of performance of the 
Directors of Marine Corps Districts 
(less the 14th District). 

( 1 0) The Inspector General, Ma
rine Corps is the reporting senior for 
area auditors. Area auditors are the 
reporting seniors for permanent and 
Fleet Marine Force augmentation per
sonnel assigned to their offices. Com
manders of organizations to which area 
auditors are a-dministratively attached 
shall make concurrent fitness reports 
on area auditors and forward such re
ports to the Commandant of the Marine 
Corps (Code AZB). 
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( 11) The Commanding General, 
Marine Air Reserve Training Command 
is the reporting senior of commanding 

. officers of Marine Air Reserve Train
ing Detachments. 

(12) The Head, Subsistence Man
agement Section, Station Services Man
agement Branch, Facilities and Serv
ices Division, Supply Department, 
HeadG.uarters, U.S. Marine Corps is the 
reporting senior for officers in charge 
of the East and West Coast Food Serv
ices Teams. Commanders oforganiza
tions to which the Food Services Teams 
are administratively attached shall 
submit concurrent fitness reports on 
officers in charge of the teams to the 
Commandant of the Marine Corps (Code 
COE). 

(13) The Planning and Operations 
Officer, Supply Department, Headquar
ters, U.S. Marine Corps is the report
ing senior for officers in charge of 
Field Supply Analysis Offices. Com
manders of organizations to which Field 
Supply Analysis Offices are attached 
shall submit concurrent fitness reports 
on officers in charge of the offices to 
the Commandant of the Marine Corps 
(Code CHE). 

(14) In special assignments 
when the identity of the reporting senior 
is not readily apparent to the individual 
officer, the office or identity of there
porting senior will be contained in the 
officer's orders as issued by the Com
mandant of the Marine Corps. 

d. Marksmanship qualifications 

(1) Marksmanship qualifications 
of male lieutenants and captains fired 
in accordance v;ith and as required by 
current directives will be reported 
annually on fitness reports in section 
A, Item 7: 

(a) Each December semi
annual report on second and first lieu
tenants will indicate the rifle/pistol 
qualifications attained for the calendar 
year. 

(b) Each February semi
annual report on captains will indicate 
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the rifle/pistol qualification attained 
for the preceding calendar year. 

(c) When a report is not sub
mitted on such semiannual occasion, 
marksmanship qualifications will be in
cluded in the first following fitness re
port. 

(d) The following abbrevia
tions will be uSed: R (rifle); P (pistol); 
E (expert); SS (sharpshooter); MM 
(marksman); UQ (unqualified); NR (not 
required to fire as provided by current 
directives); DNF (required to fire but 
did not fire). 

(e) Marksmanship entries 
will be made in the form shown in the 
following examples: R-E/P-SS (indi
cates qualification as a rifle expert and 
pistol sharpshooter); R-NR/P-MM (in
dicates not required to fire the rifle 
and qualification as a pistol marksman); 
R- UQ/P-DNF (indicates failure to 
qualify with the rifle and did not fire 
the pistol for qualification although·re
quired to fire by current directives). 

(f) When an officer not re
quired to fire according to current 
directives is subsequently transferred 
to an assignment/duty station where 
firing is required, he will remain in 
the "not required" (NR) category if a 
period of less than 6 months remains 
in the qualification year. This pro
vision should not be construed to imply 
that o££icers in this category are ,not 
encouraged to fire for qualification 
when the opportunity is available. 

(g) Lieutenants and captains 
required to fire the rifle/pistol during 
the calendar year and who have failed 
to fire for qualifications will append a 
statement of explanation to the fitness 
report which indicates their failure to 
fire. 

• e. Duty preference. Preference of 
duty for officers will include not only the 
descriptive title but the Monitored Com
mand Code or the Fitness Report Duty 
Preference Code ofthe desired duty as
signment or station (see MCO P1080.20, 
Personnel Accounting Codes Manual). 
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f. Section D 

(1) Reporting seniors will in
clude a word picture evaluation of the 
growth potential on all reports of all 
lieutenants. 

(2) Since __ failure of an Officer 
AdministJ;ative Examination is con
sidered a serious reflection upon in
dividual initiative and- professional 
qualifications, appropriate comments 
will be made in section D of fitness 
reports on captains and lieutenants, to 
reflect failure, or repeated failure, of 
Marine Corps Officer Administrative 
Examinations. 

(3) A positive statement will be 
made, in the case of naval- aviators 
whose primary duty is flying in a squad
ron, concerning the officer's aeronau
tical ability. 

(4) When the reporting period 
includes the performance of duties 
which involve close contact and joiilt 
effort with officers of other services, 
foreign nations, and high .echelons of 
our own government and whensuchfact 
is not obvious from other entries on the 
fitness report, a notation to this effect 
will be made in section D. In this con
nection, any assignment to duty with 
Joint, Combined, Allied and Office of 
the Secretary of Defense Staffs, as de
fined in Department of Defense Direc
tive 1320.5 of 2 December 1959, will 
be specifically noted in section D. 

(5) See subparagraph 5g for gen
eral comments in section 1). 

g. Review by higher authority 

(1) The Director, Marine Corps 
Reserve will be the reviewing authority 

for those fitness reports submitted by 
District Directors on officers of the 
District Staffs (less the Recruitment 
Branch), Inspector-Instructors, and 
commanding officers of Organized Ma
rine Corps Reserve Ground Units. 

(2) The Director of Personnel 
will be the reviewing authority on fit
ness reports submitted by' District 
Directors on officers of the District 
Staffs serving within the Recruitment 
Branch, officers in charge of recruit
ing stations and officer selection of
ficers. 

(3) The Marine Cor-ps Liaison 
Officer, Staff CNATRA will be the re
viewing authority for fitness reports 
prepared by the Commanding Officer, 
Marine Aviation Detachment, Naval 
Air Basic Training Command, Naval 
Air Station, Pensacola, Florida, on 
Marine Corps officers undergoing flight 
training. 

(4) The Marine Corps Liaison 
Officer, Staff CNAATC will be the re
viewing authority for fitness reports 
prepared by the Commanding Officer, 
Marine Aviation Detachment, Naval 
Air Advanced Training Center, Naval 
Air Station, Corpus Christi, Texas, on 
Marine Corps officers undergoing flight 
training. 

8. Special Instructions for Completion 
of Noncommissioned Officer Fitness 
Reports 

a. Form. Fitness reports on all 
noncommiSsioned officers in the grade 
of sergeant and above of the Marine 
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Corps and Marine Corps Reserve will 
be submitted on the Noncommissioned 
Officer Fitness Report(NAVMC 10233-
PD). 

b. Overseas draft personnel. When 
the period of observation of a noncom
missioned officer in an overseas draft 
replacement battalion is not in excess 
of 60 days, and a fitness report is not 
required under circumstances outlined 
in U.S. Navy Regulations,l948, article 
1701.5, the report may be omitted and 
the entire period, sin-ce last reporting 
date, included in the first report sub
mitted by the reporting senior at the 
new duty station. 

c. Reporting senior. The reporting 
senior will be the officer under whose 
immediate supervision the noncom
missioned officer performs his duties. 
Except as yrovided in the following 
subparagraphs, noncommissioned of
ficers performing duties under the 
immediate supervision of a civilian 
will be reported on by the officer first 
in the echelon of supervision or com
mand. Noncommissioned officers per
forming independent or special duty 
under the immediate supervision of a 
civilian and physically removed from 
the officer first in the chain of com
mand (such as embassy guard) will be 
reported on by that civilian on the pre
scribed report form. 

d. Concurrent reports. Concurrent 
reports will be identified on the Non
commissioned Officer Fitness Report 
(NAVMC 10233-PD) by an entry in the 
"Other" box of Item 4 and "Concurrent" 
entered below. 

e. Section D. In the cases of gun
nery sergeant and first sergeantjtnas ... 
ter sergeant, a descriptive statement 
as to the individual's qualifications for 
selection for promotion to first ser
geant/master sergeant, or sergeant 
major/master gunnery sergeant, asap
propriate, will be included in this 
section. Reporting seniors will note in 
section D of reports submitted on 
sergeants and staff sergeants, whether 
or not the individual reported ori ·has 
the requisite skill in his military oc-
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cupational specialty for advancement to 
the next higher grade. If the individual 
reported on does not have the requisite 
skill in his military occupational spe
cialty for advancement, the reporting 
senior will indicate what action is being 
taken by the command to qualify him 
and what effort is being made by the 
individual to acquire the needed skill. 
The required statements on personnel 
in the grades of sergeant and staff 
sergeant concerning military occupa
tional specialty qualification need not 
be made in the case of individuals 
serving. in a category "B 11 billet. 

( 1) See subparagraph Sg for gen
eral comments in section D. 

9. Special Instructions for Completion 
of Fitness Reports on Personnel Par
ticipating in Competition-in-Arms 
Training Program. Fitness reports will 
be submitted -on competitors and sup
port personnel. 

a. Occasions 

(1) See subparagraph 2a(l3) for 
instructions on submission of regular 
fitness reports when personnel are 
ordered to the Competition-in-Arms 
training program. 

(2) Upon completion of -each 
phase of the Competition-in-Arms 
training program. 

(3) Upon elimination within a 
phase of the Competition-in-Arms 
training program. 

b. Identification of report. Reports 
will be identified by an entry in the 
"Other" box of Item 4 to show, as in 
subparagraph (2), above, "COMPLP
HASEMKSHIP" or as in subparagraph 
(3), above, "ELIMFRMKSHIP," asap
propriate. 

c. Reporting seniors 

( 1) Marine Corps 
matches 

division 

{a) Commands furnishing 
competitors that include an officer. 
The senior officer-competitor. 

I 
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(b) Commands furnishing 
competitors that do not include an of
ficer, The host commander of the 
matches, This may be delegated to the 
matches executive officer. 

(c) Of officer competitors 
not reported on by subparagraphs (a) 
or (b), above, The host commander of 
the matches, This may be delegated to 
the matches executive officer, 

(d) Of matches officials and 
support personnel, Host commander of 
the matches, This may be delegated to 
the matches executive officer, 

(2) Marine Corps matches 

(a) Of interdivision competi
tors, Officer appointed team captain by 
host commanders of division matches. 

(b) Of matches officials and 
suwort personnel. Host commander, 
Marine Corps matches. This may be 
delegated to the matches executive 
officer. 

(c) Of officer competitors not 
reported on by subparagraphs (a) or 
(b), above. The host commander of the 
matches, This may be delegated to the 
matches executive officer, 

(3) National matches 

(a) Of competitors and sup
port personnel. Officers in charge of 
rifle, pistol, smallbore, skeet, trap 
teams and support personnel, 

(b) Of team captain, Marine 
Corps Shooting Teams, Reports will be 
forwarded direct to the Commandant of 
the Marine Corps (Code A03M) for 
completion. 

(4) International matches 

(a) Of competitors and sup
port personnel, Senior Marine officer, 
In cases where there is no Marine of
ficer member of the team, reports will 
be forwarded direct to the Commandant 
of the Marine Corps (Code A03M) for 
completion, 

(b) Of senior Marine officer, 
Reports will be forwarded direct to 
the Commandant of the Marine Corps 
(Code A03M) for completion, 

d. Reviewing officer. The com
manding general or commander of the 
unit being represented at Marine Corps 
matches will be the reviewing officer. 
For national and international matches, 
reports completed by the team captain 
or the senior Marine officer will be 
forwarded to the Commandant of the 
Marine Corps (Code A03M) for review, 
Reports completed in accordance with 
subparagraph 9c(3), above, will be for
warded to the team captain, Marine 
Corps Shooting Team, for review, 

10. Special Instructions Pertaining to 
Completion of Fitness Reports on Of
ficers and Noncommissioned Officers 
of the Marine Corps Reserve, Not on 
Extended Active Duty 

a, Applicability. The instructions 
contained in the above subparagraphs 
are extended in their scope to include 
officers and noncommissioned officers 
of the grade of sergeant and above of the 
Marine Corps Reserve, not on extended 
active duty, except as qualified herein. 

b. Reporting seniors 

(1) District Directors are the 
reporting seniors for Reserve officers 
commanding separately administered 
units ofthe Organized Reserve (Ground) 
within his district. District Directors 
may delegate this authority as indicated 
in subparagraph 7c(2), above, When 
such officers perform training duty 
under the immediate command or con
trol of any officer other than the Dis
trict Director, concurrent reports are 
required, 

(2) The commander of a Marine 
Air Reserve Training Detachment will 
render fitness reports on Reserve of
ficers commanding aviation units ofthe 
Organized Reserve and on commanders 
of Volunteer training units under his 
superv1s1on, provided they are not 
senior to him, In the event the com
mander is junior to the Reserve unit 
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commander, the fitness report of that 
individual will be completed by· the 
Commanding General, Marine Air Re
serve Training Command or his dele
gated representative. When such of
ficers perform training duty under the 
immediate command or control of any 
officer other than the commander of a 
Marine Air Reserve Detachment, con
current reports are required. 

(3) The commander of a post or 
station, or an officer designated by him, 
will report concurrently on com
manders of separate administered units 
of the Organized Reserve for periods 
of annual field training. 

(4) District Directors will sub
mit fitness reports on the commanders 
of the Volunteer training units within 
their respective districts, provided 
they are not senior to the District Di
rector. In the event the District Direc
tor is junior to the unit commander of 
a Volunteer training unit, the fitness re
port of that individual will be completed 
by the Director, Marine Corps Reserve. 

• (5) The Commandant of the Ma
rine "torps will submit fitness reports 
on Reserve General Officers. 

• (6) The commanding officer of a 
separately administered unit of the 
Organized Reserve is the reporting 
senior for members of his unit. 

• (7) The commander of a Volun
teer training unit is the reporting senior 
for all members of his unit. 

.(8) Concurrent or academic re
ports, as applicable, for Class II and 
Class III reservists, covering periods 
of annual field training, active duty for 
training, or temporary active duty, not 
c;onducted under the observation of the 
regular reporting senior, will be sub
mitted by the officer under whom such 
training is conducted. 

c. Occasions of yeports 

(1) Regular 

(a) For members of the 
Organized Reserve, semiannually in 
accordance with the followings chedule: 

1. Noncommissioned of
ficers - last day of January and July. 

2. Lieutenants, commis
sioned warrant officers and warrant 
officers - last day of February and 
August, 

3. Captains and above -
last day of March and September. 

(b) For members of Volun
teer training units, annually on the last 
day of October. 

• (c) General Officers, 
nually oa'·the last day of October. 

an-

• (d) At such other times asap
plicable in accordance with subpara
graph 2. 

(2) Academic. Upon completion 
of any period of instruction at a serv
ice school by a Class II or Class III 
reservist. 

(3) Other 

(a) Reports will be submitted 
to cover periods of temporary active 
duty or active duty for training (other 
than for periods of instruction --aFa 
service school) which are 5 days or 
more in length, provided such duty is 
performed under the command of an 
officer other than the regular reporting 
senior. No fitness report will be sub
mitted for a period oftemporaryactive 
duty as a member of a selection board . 

(b) When a Class III Reserve 
officer or noncommissioned officer 
completes last period of repeated train
ing. 

(c) Marine Corps reservists 
participating in the Competition-in
Arms training program as members of 
the Marine Corps Reserve Shooting 
Teams will have fitness reports sub
mitted in accordance with subparagr.aph 
9. 

d. Completion instructions. The 
Commanding General, Marine Air Re
serve Training Command and District 
Directors will ensure that commanders 
of Organized Reserve units and Volun
teer training units have the prescribed 
forms and current instructions. 

( 1) Item 1. In making reports 
for Reserve personnel not on extended 
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active duty, inc~ude the applicable Re
serve Class (II or III) when completing 
the item "USMC ," Example: 
"USMCR CL, III," 

• (2) Item 2. In addition to the in-
formation required by subparagraph 
5d{l), the geographical location of the 
Reserve unit will be included, Ex
amples: VTU (S) 9-5, New .Orleans, 
La,; 2d EngrCo, ForTr, FMF, USMCR, 
Lynn, Mass, The insertion of a Moni
tored Command Code is not required, 
however. 

(3) Item 4, If the box marked 
''Other'' is checked, giv_e an entry listed 
in subparagraph 2 or Ot1e of the follow
ing on the line below the line marked 
"Occasion for this Report. 11 

Occasion 

Completion of active duty for training 
ComPletion of temporary active duty 
Completion of repeated training duty 

l!:ntr·Y to be made 

AGOUTRA 
TEMPACOU 
REPEAT1RADU 

(4) Item7, Marksmanship quali
fications for the preceding year will be 
reported on the February semiannual 
report for lieutenants and the March 
semiannual report for captains, in ac
cordance with the instructions contained 
in subparagraph 7d. 

('5) Items 8, 9 and 10, These items 
do not require completion. 

(6) Item 15, In completing re
ports for i!ld\viduals assigne,d to or 
associated with the Orgari:j.:i.ed Marine 
Cbrps Reserve and' for members of 
Volunteer training units, in addition to 
checking the appropriate box in this 
item, enter the number of drill,eeriods 
or peridds of eCV-Iivalent inst~uction 
attended and the number of drills 
scheduled during the reporting periods. 
Example: "Attended 8 of 12 scheduled 
drill periods. 11 

(7) Section D 

(a) In section D of regular 
reports, the reporting senior should 
record information relative to par .. 
ticipation in military functions. Ex
ample: "This officer has completed 13 
lessons of correspt:>:n.dence CoUrse_.", 

or ••This officer has giVerifo~:r lec,t:ures 
during the reporting period." Informa
tion recorded ~n this section ~hould be 
restricted ~o matter~ whi.~h advance 
the individual militarily or in which he 
participates in the interest of the Ma-
rine Corps. · 

{b) For the purpo~e ofh!'lping 
to determine future Reserve training 
assignments, it is particularly desir
able that the reports on reservists 
undergoing active duty for training in
clude amplification of ratings in Items 
16 and 17 with comments in section D 
regarding: 

1. Motivation, applica
tion and enthuSiasm; 

f• Ability to digest in
struction on military subjects foreign 
to the officer's military specialty, if it 
can be determined; 

~. Growth potential for 
Reserve officers through the grade of 
major; 

1_. One or more recorn
mendatiori~ concerning future Reserve 
training for the individual; 

5. Class standing (when 
applicable); 

6. Condition and fit of 
uniform, persOnal appearance, general 
state of health, 

e, Review by higher authority 

( 1) Regular reports for members 
of the Organized Reserve and Volun
teer training units shall be reviewed by 
the officer next senior in the chain of 
command or supervision to the report
ing senio;r. 

(2) The Commanding General, 
Marine Air Reserve Tr~ining Command 
will be the reviewing author~ty on fi,t
ness repqrts submitted by comma!ldi!lg 
officers of Marine Air Re·serve Train
ing Detachments Ofl comma!lde .::s 'of 
aviation units of the Organized Ma,rine 
Corps ReServe. · · 

15-38a 
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(3) C9ncurrent 9r academic re
ports on Reserve officers andno.ncom
mis sioned officers to cover per1ods of 
active duty for training of less than 30 
days do not require review unless they 
are adverse or marginal reports, as de
scribed in subparagraph 4. All such re
ports will, however, be forwarded to the 
Commanding General, Marine Air Re
serve Training Command or the appro
priate District Director for informa
tion. 

(4) Concurrent or academic re
ports on Reserve officers and noncom
missioned officers to cover periods of 
active duty for training which are 30 
days or more in length or which are 
considered as unsatisfactory or un
favorable will be reviewed by the of
ficer next senior in the chain of com
mand to the reporting senior prior to 
being forwarded to the Comm~d~ng 
General, Marine Air Reserve Trammg 
Command or the cognizant District Di
rector for information. 

(5) If the regular reporting date 
is more than 30 days in the future, the 
concurrent or academic report shall be 
mailed to the Commandant of the Ma
rine Corps without delay. 

11. Forwarding Fitness Reports. When 
completed fitness reports are ready 
for forwarding to this Headquarters, 
they will be forwarded to the Com
mandant of the Marine Corps (Code 
DF), Washington, D.C. 20380, without 
letter of transmittal. Double envelopes 
will not be used except when required 
by security regulations. When the fit
ness report itself, or a statement or 
report attached thereto, has a security 
classification, it will be transmitted in 
accordance with the transmittal in
structions contained in OPNAVINST 
5510,1B, Department of Navy Security 
Man11al for Classified Information, 

15069 EXTENSION OF ENLISTMENT 
(NAVMC 321a-PD) 

1. The Agreement to Extend Enlist
ment (NA VMC 3Zla-PD) will be used 
to ·.effect all voluntary extensions of 
enlistment· in accordance with Marine 
Corps Man~l, paragraph 1133. ~ 
form will not be used to extend tour$ 
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of active duty within an enlistment. It 
will be used only for extension of 
enlistment. Administrative instructions 
for preparation and disposition of the 
agreement are contained on the form. 
The following general instructions ap
ply: 

a. The agreement must be executed 
prior to or on the date of expiration of 
enlistment except when the individual 
is serVing on an involuntary extension 
of enlistment as provided in paragraph 
ZZ07; otherwise, it is not valid. 

b. The agreement will normally be 
sworn to before the individual's com
mander or such other officer of the 
command as may be designated. How-

~,:',~':ac~~=~le th~:dis n:d~t~!:tr~~;~~~ 
officer is available who is on active 
duty and authorized to administer oaths, 
the agreement may be sworn to before 
any commissioned officer of any com
ponent (including Reserve) of any of 
the Armed Forces of the United States, 
whether or not on active duty, or 
before a notary public. 

c. Upon execution of the Agreement 
to Extend Enlistment, record the term 
of the extension and the date the 
agreement is executed, !In page 11 of 
the service rec9rd book, and report 
the information on the unit diary in 
accordance with paragraph 16054. 

d. To complete the form, the origi
nal must bear the signature of the 
medical officer or a notation of waiyer 
of physical examination in Item 18. 
The physical examination should be 
conducted prior to and as near the 
effective date of the extension as prac
ticable. If for any reason the medical 
officer's certificate is not complete at 
the time the extension becomes effec
tive, it will be co'rripleted as soon there
after as practicable. 

• e. When the extension becomes ef
fective, an appropriate ent:y will be 
made on page 3 of the serVlce record 
book. In addition, the following unit 
diary entries may be requi:red in ac
cordance with subparagraph 1608Z.ZO: 

(l) To report leave settlement 
information, if appficable. 
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(2) To report an extension of 
enlistment for which a reenlistment 
bonus is paid. 

f. In the event the agreement to 
extend is canceled prior to the effec
tive date, remove the original of the 
form from the service record book 
and write the word "CANCELLED" and 
the exact subparagraph under para
graph 2206, as authority for cancella
tion. Then attach the original to, and 
forward it with the unit diary which 
reports the cancellation. Record the 
fact of cancellation, the date, and the 
authority therefor on page 11 of the 
service record book. 

15070 NOTICE OF ABSENTEE 
WANTED BY THE ARMED 
FORCES (DD FORM 553); 
NOTICE OF RETURN AB
SENTEE/DESERTER(NAVMC 
10263) 

1. These forms are provided for fur
nishing notification of an individual's 

desertion to the persons mqst likely to 
know the individual's whereabouts, and, 
upon his return to military control, to 
inform those persons of that fact. 

2. Instructions for preparation and 
disposition of the forms are as follows: 

a. NOTICE OF ABSENTEE 
WANTED BY THE ARMED FORCES 
(DD Form 553) 

(1) The form will be prepared 
at the time the individual is declared 
a deserter. Entries to be made on the 
form are considered self-explanatory. 

(2) Disposition of the completed 
form will be as follows: 

(a) Commandant of the Ma
rine Corps (Code DK). 

(b) Service record book of 
the individual. 

15-39 
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(c) Next of kin. 

(d) Mayor or chief of police 
of the place of usual residence of the 
deserter, or the mayor or chief of 
polico;o of any town to which it is 
thought the deserter may have pro
ceeded. 

(e) Commander or officer in 
charge of the Marine Corps, Navy, 
Army, Air Force or Coast Guard ac
tivity nearest to the place of usual 
residence of the deserter, or the com
manding officer of any military activity 
in an area to which it is thought the 
deserter may have proceeded. 

(f) Commandant of the naval 
district or river corn.mand in which the 
place of usual residence of the deserter 
is located, or to which it is thought the 
deserter may have proceeded. 

(g) If the organization pre
paring the form is located near a 
Marine Corps activity having a provost 
marshal, a copy of the form shall be 
furnished that officer. 

(h) Copies of the form will 
not be forwarded to the Federal Bureau 
of Investigation or local agents of that 
Bureau except when the declaration of 
desertion is the result of escape of a 
prisoner. The Commandant of the Ma
rine Corps will determine whether as
sistance of the Federal Bureau of 
Investigation shall be requested in all 
other cases, and will issue requests 
accordingly. 

b. NOTICE OF RETURN ABSEN
TEE/DESERTER (NAVMC 10263) 

( 1) This form will be prepared 
only in those cases where the DD Form 
553 has been prepared and distributed. 

(2) The form will be prepared a" 
soon as practicable after a deserter 
or absentee has been joined on the rolls 
of an organization. Entries to be made 
are considered self-explanatory. 

(3) This form shall be mailed 
to each of the addressees listed under 

15•40 
Cli; 3 

"DISTRIBUTION" on the reverse side 
of the DD Form 553 with the exception 
of the Commandant of the Marine Corps 
(Code DK). 

15071 FORMAL REPORT OF DE
SERTERS OR ABSENTEES 
(NA VMC 10044-PD) 

1. The Formal Report of Deserters 
or Absentees is designed for recording 
necessary information regarding an 
absentee or deserter, at the time of 
return to military control, for purposes 
of personnel accounting and admin
istration of discipline. For procedures 
to be followed when absentees and 
deserters (Marine Corps personnel) 
are returned to the custody of the 
Marine Corps, see paragraph 7051. 

2. The Formal Report of Deserters 
or Absentees will cover the following 
points: 

a. Title and organizational desig
nation of the officer or noncomm.is
sioned officer submitting the report. 

b. Date of preparation of the report. 

c. Name, grade 
service number and 
tional specialty of 
deserter. 

and pay grade, 
military occupa
the absentee or 

d. Whether the individual is an 
absentee or deserter. 

e. Hour, date, and place of sur
render or delivery to military control. 
(When delivery is made to a naval or 
other military activity or to a guard 
sent to take charge of an absentee or 
deserter, the place, date, and hour the 
individual is received into the military 
custody of naval or other military 
authorities will be shown.) 

f. Date and place of commence
ment of unauthorized absence as stated 
by the individual. (Prior to questioning 
any individual absentee or deserter, 
that person shall have read and ex
plained to him Article- 31, Uniform 
Code of Military Justice, and if he 
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does not desire to make any statement 
relative to date and place of com
mencement of unauthorized absence 
or other matters, this fact will be set 
forth in the report.) 

g. Means by which identity of the 
absentee or deserter was established, 
i.e., identification card, knowledge of 
the Marine Corps, recognized, etc. 

h. In case of delivery by another 
Armed Force or by civil authorities, 
indicate by whom delivery was made. 
Where delivery is made by another 
Armed Force, Obtain a signed written 
report by that Force setting forth the 
hour, date, place, and circunl.stances 
of the arrest or surrender and attach 
this report to the formal report. Where 
delivery is made by civil authorities, 
record the name, title, and mailing 
address of the apprehending officer or 
officers to whom the individual sur
rendered, a.nd the place, time, and 
date of apprehension or surrender. 

i. Whether the individual was at
tired in uniform or civilian clothing, 
condition of the same, and if con
sidered adequate for the season. 

j. Include remarks as to expected 
date and time of arrival at duty sta
tion, if issued orders. (Attach to each 
copy of the formal report an authenti
cated copy of any orders issued.) Give 
the date/time/ group of any message 
reports made. If transfer under guard 
is recommended, so state, and give 
reasons for the recommendation. 

k. Attach or include a report of 
physical examination by the medical 
officer. If no medical officer is avail
able, such as at a recruiting substa
tion, the report will so state, When 
the individual is unfit for confinement 
or duty in the opinion of the .medical 

officer or the Marine Corps official 
preparing the report, set forth the 
details in the report. In case of emer
gency need of medical care, and where 
no Armed Forces medical facilities 
are available, notify the Commandant 
of the Marine Corps (Code DK), by 
message or telephone. 

1. Attach or include a statement 
of the individual if he desires to make 
a statement after having Article 31, 
Uniform Code of Military Justice, read 
and explained to him. If he does not 
desire to make a statement, his written 
certification to that effect will be made. 
If the individual refuses to sign a 
statement to the effect that he does 
not desire to make a statement, nota
tion to this effect shall be made on 
the formal report. Any such statement 
shall set forth information as to whether 
he has been arrested or convicted by 
civil authorities during the period of 
unauthorized absence, with the final 
results of such arrest or conviction, 
and whether he registered for Selective 
Service, including the name or names 
under which he registered and the 
number and address of each Selective 
Service Board. 

3. The original and all copies of the 
formal report will be signed and dis
tribution will be made as follows: 

a. Original and one copy to the 
Commandant of the Marine Corps (Code 
DK). Attach authenticated copy of orders 
issued, if any. 

b. One copy to the commander of 
the organization to which the individual 
is sent. Attach authenticated copy of 
orders issued, if any. 

c. Retain one copy, together with 
copies of all supporting documents on 
file. This includes one authenticated 
copy of orders issued, if any. 

• 15-41 
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ARMED FORCES OF THE 
UNITED STATES REPORT OF 
TRANSFER OR DISCHARGE 
(DD FORM 214-MC) AND 
ARMED FORCES OF THE 
UNITED STATES WORK
SHEET FOR REPORT OF 
TRANSFER OR DISCHARGE 
(DD FORM 214-ws) 

I. The DD Form 214-ws, Armed 
Forces of the United States Worksheet 
for Report of Transfer or Discharge is 
provided to facilitate the separating 
activity's preparation of DDForrn 214-
MC, Upon completion of the DD Form 
214-MC the worksheet may be de
stroyed or retained for not more than 

.6 months at the discretion of the com
pleting activity. 

2. The DD Form 214-MC is designed 
to provide: 

a. The individual serviceman with a 
brief, clear-cut record of a term of 
active service with the Armed Forces 
at the time of his transfer or dis
charge from active duty, or when he 
undergoes a change of status or com
ponent while on active duty; 

b. Various governmental agenciesi 
including the Veterans 1 Adrninistra ... 
tion, the Selective Service System, 
and the United States Employment Serv
ice of the Department of Labor, with 
an authoritative source of informa
tion which they require in the ad-. 
ministration of Federal and State laws
applying to personnel who have been 
discharged from active duty or trans
£erred to a Reserve component of the 
Armed Forces; and 

c. The military services with a 
source of active service information 
for administrative purp,oses, to in
clude determinations of eligibility for 
enlistment or reenlistment. 

3, The DD Form 214-MC will be 
prepared and delivered to personnel 
upon: 

a. Separation from a period of ac
tive military service. 

15-42 
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b. Release from a period of ac
tive duty for training of 90 days or 
more. However, personnel being sepa
rated for physical disability and those 
who have been serving on active duty 
for training under the six-month pro
gram will be furnished DD Form 214-
MC regardless of the length of time 
actually served on active duty. 

c. Continuation of active service 
with one of the following changes in 
status: 

(1) Discharge for immediate en
listment or reenlistment; 

(2) Termination of enlisted 
status to accept an appointment to 
warrant or commissioned officer grade; 

(3) Termination of Reserve 
status to integrate into a Regular com
ponent of the Armed Forces; 

(4) Termination of a temporary 
appointment to accept a pe rrnanent 
warrant or commission in the Regular 
or Reserve Marine Corps; 

(5) Termination of an officer 
appointment in Marine Corps to accept 
appointment in one of the other Armed 
Forces. 

4. The DD Form 214-MC will not be 
issued to: 

a. Personnel found physically dis
qualified upon reporting for active 
duty, and who do not enter actively 
upon duties in accordance with orders. 

b. Personnel separated from ac
tive duty by reason of death. 

c. Personnel released from a 
period of less than 90-days' active 
duty for training except as specified 
in paragraph 15072,3b above. 

d. Personnel appointed as tern_ 
porary officers. 

e. Personnel who have temporary 
officer status terminated and who will 
remain on active duty (these individuals 
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will receive DD Form 214-MC upon 
separation from enlisted status). How
ever, temporary officers who revert 
to permanent enlisted status for pur
pose of transferring to the Fleet Ma
rine Corps Reserve effective on the 
same date of reversion will be issued 
aDD Form 214-MC. 

f. Officers dismissed from the 
service pursuant to sentence of gen
eral court-martial. 

g. Officers dropped from the rolls 
in accordance with section 10, appendix 
2, Manual for Courts-Martial, United 
States, 1951 (now codified in 10 USC 
ll6l(b) and 6408(b)). 

h. Personnel appointed as cadets 
or midshipmen when the enlistment 
contract or period of obligated .service 
has not expired. 

i. Personnel being removed from 
the Temporary Disability Retired List. 

5. General Instructions 

a. The individual's copy of the DD 
Form 214-MC will be delivered to him 
at the time discharge or transfer is 
effected. Distribution of the remaining 
copies will be made on the same day. 

b. Modification of completion in
structions in two particular cases are 
as follows: 

(l) In the case of personnel who 
have appeared before a physical evalua
tion board and have been placed in 
''awaiting orders status" pending final 
action by the Secretary of the Navy on 
retention, retirement, or discharge for 
physical disability, take the following 
action: 

(a) The activity responsible 
for administering the individual records 
and accounts will complete Items 1 
through lOc, 16 through 21, 23athrough 
25, 27a through 29, and 31 through 34, 
in a~ordance with the instructions in 
paragraph 15072.6, below, prior to 
departure of the individual to his 

i11ome, 

(b) When retirement or dis
charge is directed by the Commandant 
of the Marine Corps, the remaining 
items will be completed and all copies 
of the form distributed. 

(c) In the event the individual 
is retained on active duty, the original 
and all copies of the form will be de_ 
strayed. 

(2) In the case of personnel who 
are transferred to a Veterans 1 Ad
ministration hospital for further treat
ment pending final action on the re _ 
port of a physical evaluation board, 
take the following action: 

(a) The activity administer
ing the individual will complete Items 
l through lOc, 16 through 21, 23a 
through 25, 27a through 29, and 31 and 
32, prior to transfer from the naval 
hospital in which the individual is 
hospitalized, and will forward the form 
to the Marine Corps activity respon
sible for maintenance of service rec
ords while a patient at the Veterans 1 

Administration hospital. 

(b) When retirement or dis
charge is directed by the Commandant 
of the Marine Corps, the remaining 
items will be completed and all copies 
of the form distributed. Copy 4, will be 
forwarded to the Veterans 1 Administra
tion hospital in which the individual is 
a patient. 

c. DD Form 214-MC is accepted 
as an official record of the person1 s 
military service by the Veterans 1 Ad
ministration and other agencies to 
which copies are furnished. Therefore, 
care will be exercised in the prepara
tion of the form to ensure that each 
page is completely legible. Prior to 
distribution, each copy of the DD Form 
214-MC will be checked for legibility. 

d. Since the form will be read by 
civilians who may not be familiar with 
military terms, abbreviations will be 
used sparingly. 

e. An entry will be made in each 
item. If no detailed entry is applicable, 
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enter 11None 11 or "Not Applicab,le.'' If 
information required to complete an 
item is not available, or if more space 
is required to complete the item, the 
words ''see remarks," will be entered 
in the space and the explanation or 
completion entered in Item 30. 

f. The form contains spaces for all 
items deemed appropriate; therefore, 
no additional entries will be made un
less spedfically authorized by the 
Commandant of the Marine Corps. 

g. All entries apply to the current 
period of active serVice except. where 
spec1fically noted otherwise. · 

h. Alterations and corrections in 
DD Form 214-MC 

( l) Corrections or changes made 
during the preparation of DD Form 
214-MC will be neat and legible on all 
copies and initialed by the authenticat
ing officer. Once the original has been 

6. Detailed Instructions 

Item 

delivered to the individual, no correc
tion may be made to copies by the 
separating activity. (See subpar. h(2), 
below.) 

(2) The person to whom the DD 
Form 214-MC is issued will be cau
tioned not to make any changes or 
alterations on the form. To do so will 
render the form void. If an error is 
discovered by him after receipt of the 
form and after his departure from the 
separation point, and/or distribution of 
copies of the form have been made, 
correction .or change will be made only 
by the Commandant of the Man;;:e 
Corps on DD Form 215 (Correction to 
DD Form 214-MC). Requests for cor
rections to the form will be addressed 
to the Commandant ofthe Marine Corps 
(Code DGK), Headquarters, U.S. Ma
rine Corps, Washington, D.C. 20380, 
and should include the individual 1 s 
name, grade and pay grade, service 
number, and date of transfer or dis
charge. 

l. LAST NAME, FIRST NAME, MIDDLE NAME. Enter full name in order 
indicated, including "Jr., 11 "Sr., 11 "I.," 11 li, 11 etc. Where there is no 
middle name or letter, nothing will be entered. If the individUal uses 
initials in lieu of a first or middle name, indicate by enclosing the 
initial or initials in quotation marks. Type last name in UPPE.R CASE 
letters. 

2. 

3. 

4. 

Sa. 

5b. 

6. 

7. 

15-44 
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SERVICE NUMBER. Self-explanatory. 

SOCIAL SECURITY NUMBER. Self-explanatory. 

DEPARTMENT, COMPONENT AND BRANCH OR CLASS. Enter com
ponent in which Marine was amemberwhileon active duty. Ensure that 
component designator is included for USMCR enlistments. Examples: 
USMC, USMC -SS, USMCR (K), FMCR, etc. 

GRADE, RATE OR RANK. Enter the abbreviation for the grade in 
which separated. 

PAY GRADE. Enter this item for enlisted personnel only. 

DATE OF RANK. Enter date of rank as distinguished from date of ap
pointment or promotion. 

U.S. CITIZEN. Self-explanatory. 
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Item 

B. 

9. 

lOa. 

lOb, 

lOc, 

lla. 

llb. 

llc. 

PLACE OF BIRTH (City and State or Country). Self-explanatory, 

DATE OF BIRTH, Self-explanatory, 

SELECTIVE SERVICE NUMBER. Enter if available. 

SELECTIVE SERVICE LOCAL BOARD NUMBER, CITY, COUNTY, 
STATE AND ZIP CODE. Enter if available. 

DATE INDUCTED (Day, Month, Year), Self-explanatory, 

TYPE OF TRANSFER OR DISCHARGE, Enter one of the following: 
Discharged, 
Transferred to Marine Corps Reserve. 
Transferred to Fleet Marine Corps Reserve. 
Temporarily Retired, 
Retired, 
Released from active duty. 
Released from initial tour of active duty for training (in the case of 

reservists assigned to the Six Months Training Program). 

STAT ION OR INSTALLATION AT WHICH EFFECTED, Self-explanatory, 

REASON AND AUTHORITY 

1. General: Completion of this item will be accomplished as set forth 
below. No deviation from instructions and entries as set forth herein is 
authorized except that applicable Marine Corps Orders, BUMED In
structions, CMC letters or messages, etc., will also be shown follow
ing the authorized entry. Particular attention is invited to the number or 
number and letter preceding the descriptive reason for transfer or 
discharge. This number and letter must be entered in every case as a 
code designator furnished to the Veterans 1 Administration and Selective 
Service to enable them to determine the specific reason for separation. 

2. Officer: 

a. If "Type of Transfer or Discharge 11 in Item lla is indicated by 
"Discharged," "Temporarily Retired," or "Retired,'' the Commandant 
of the" Marine Corps will issue specific instructions for completion of 
this item, 

b. If 11 Type of Transfer or Discharge" in Item lla is indicated by 
"Released from Active Duty" this item will be completed as follows: 

"500 - Expiration of active duty_ commitment. MCO 1900,1E (other 
pertinent authority as appropriate)." 

3. Enlisted: 

a. If "Type of Transfer or Discharge" in Item lla is indicated by 
"Discharged" enter one of the following remarks as appropriate: 

"202 -Expiration of Enlistment. Paragraph 13258, Marine Corps Per
sonnel Manual. 11 
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Item 

llc. 
Cont. 

MARCORPERSMAN 

"203 -Expiration of Inducted Service. Paragraph 13258, Marine Corps 
Personnel Map.ual. 11 

"273 -Physical Disability with severance pay. Va Code 
Paragraph 13260, Marine Corps Personnel Manual." 

"277 -Physical Disability without severance pay. Va Code _____ _ 
___ . Paragraph 13260, Marine Corps Personnel Manual." 

"21G - Convenience of the Government (General Demobilization). Para
graph 1326l.la, Marine Corps Personnel Manual." 

"21G - Convenience 'of the Government (order applicable to all mem
bers of adassofpersonnelspecifiedinthe order). Paragraph l326l.la, 
Marine Corps Personnel Manual.'' 

"214 -Convenience of the Government (to accept appointment as an of
ficer in the Marine Corps/Marine Corps Reserve). Paragraph l326l.lb, 
Marine Corps Personnel Manual." 

11 215 - Convenience of the Government (to accept appointment as 
warrant officer in the Marine Corps or Marine Corps Reserve). Para
graph 13261.1 b, Marine Corps Personnel Manual." 

"217 - Convenience of the Government (to accept commission or ap
pointment in any other service). Paragraph l326l.lb, Marine Corps 
Personnel Manual.'' 

11 221 - Convenience of the Government. Paragraph 1326l.lc, Marine 
Corps Personnel Manual." 

"314 - Convenience of the Government (reasons of national health, 
safety, or interest). Paragraph l326l.ld, Marine Corps Personnel 
Manual.'' 

"219 - Convenience of the Government (erroneous inducti-on). Para
graph l326l.le, Marine Corps Personnel Manual." 

"21L - Convenience of the Government (other good and sufficient 
reason as determined by the Commandant of the Marine Corps or the 
Secretary of the l,\lavy). Paragraph 13261.!£, Marine Corps Personnel 
Manual." 

11 220 - Convenience of the Government (marriage of enlisted women). 
Paragraph l326l.3a, Marine Corps Personnel Manual." 

"222 - Convenience of the Government (parenthood -enlisted women). 
Paragraph l326l.3b, Marine Corps Personnel Manual." 

"240 - Own Convenience. Paragraph 13262, Marine Corps Personnel 
Manual. 11 

11 319 - Convenience of the Government (erroneous enlistment). Para
graph l326l.le, Marine Corps Personnel Manual." 



CHAPTER 15--RECORDS, REPORTS & ADMINISTRATIVE PROCEDURES 15072 

Item 

llc. 
Cont. 

"413 - Discharge or release from active duty to enter or return to 
college or equivalent institution. Paragraph 13261, Marine Corps Per
sonnel Manual." 

"226 - Dependency. Paragraph 13263, Marine Corps Personnel Man
ual." 

"227 - Hardship. Pa'>agraph 13263, Marine Corps Personnel Manual." 

"225 - Minority. Paragraph 13264, Marine Corps Personnel Manual." 

"28E - Sentence of Court-Martial. Paragraph 13268, Marine Corps 
Personnel Manual.'' 

"21L - Directed by the Secretary of the Navy. Paragraph 13270, Ma
rine Corps Personnel Manual. 11 

b. If "Type of Transfer or Discharge" in Item lla is indicated by 
"Discharged'' and the reason for discharge is "Unsuitability," 11 Unfit
ness," "Misconduct,", or "Security, 11 DO NOT enter the descriptive rea
son for separation. Enter the appropriate remark as shown below: 

"260 - Paragraph l3265.la, Marine Corps Personnel Manual." 

"262 - Paragraph l3265.lb, Marine Corps Personnel Manual.'' 

"264 - Paragraph l3265.lc, Marine Corps Personnel Manual.'' 

"363 -Paragraph l3265.ld, Marine Corps Personnel Manual." 

"46A- Paragraph l3265.le, Marine Corps Personnel Manual." 

"289 -Paragraph 13265.1£, Marine Corps Personnel Manual." 

"362- Paragraph l3265.lg, Marine Corps Personnel Manual." 

"388 -Paragraph l3266,2a(l), Marine Corps Personnel Manual." 

"389 -Paragraph l3Z66,Za(Z), Marine Corps Personnel Manual." 

· ~. "388 - Paragraph l3266,2a(3), Marine Corps Personnel Manual." 

- "388 Paragraph 13266,Za(4), Marine Corps Personnel Manual." 

"388 -Paragraph 13266.2a(5), Marine Corps Personnel Manual." 

"388 -Paragraph 13Z66.2a(6), Marine Corps Personnel Manual." 

"28B -Paragraph l3266.2b, Marine Corps Personnel Manual." 

. "386 - Paragraph 13266.2c, Marine Corps Personnel Manual." 

"384 -Paragraph l3266.2d, Marine Corps Personnel Manual." 

"28F - Paragraph l3266,2e, Marine Corps Personnel Manual." 
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llc. 
Cont. 
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"363 _Paragraph l3266.2f, Marine Corps Personnel Manual." 

"282 - Paragraph 13267 .2a, Marine Corps Personnel Manual." 

"280- Paragraph l3267.2b, Marine Corps Personnel Manual." 

"284 -Paragraph l3267.2c, Marine Corps Personnel Manual." 

"269 -Paragraph 13269, Marine Corps Personnel Manual." 

c. If "Type of Transfer or Discharge'' in Item lla is indicated by 
"Transfer to Marine Corps Reserve" enter one of the following re
marks as appropriate: 

"202 -Expiration of Enlistment. Paragraph 13258, Marine Corps Per
sonnel Manual. 11 

"203 - Expiration of inducted service. Paragraph 13258, Marine Corps 
Personnel Manual." 

"226 - Dependency. Paragraph 13263, Marine Corps Personnel Man
ual.'' 

"227 - Hardship. Paragraph 13263, Marine Corps Personnel Manual." 

"240 - Own ConVenience. Paragraph 13262, Marine Corps Personnel 
Manual." 

"413 - Discharge or release from active duty to enter or return to 
college or equivalent institution. Paragraph 13261, Marine Corps Per
sonnel Manual. 11 

"21G - Convenience of the Government (order applicable to all mem
bers of a class of personnel specified in the order). Paragraph l326l.la, 
Marine Corps Personnel Manual.'' 

d. If 11 Type of Transfer or Discharge" in Item 11 a is indicated by 
"Transferred to the Fleet Marine Corps Reserve" enter the following 
remarks: 

"232 - Voluntary release to inactive status with retainer pay. Para
graph 13406, Marine Corps Personnel Manual." 

e. If "Type of Transfer or Discharge" in Item lia is indicated by 
"Temporarily Retired" enter the following remark: 

"270 - Placed on Temporary Disability Retired List. VA Code---;-;-:
Paragraph 13450, Marine Corps Personnel Manual." 

f. If ''Type of Transfer or Discharge" in Item lla is indicated by 
"Retired" enter one of the following remarks as appropriate: 

"231 - Voluntary retirement (30 years' service). Paragraph 13400, 
Marine Corps Personnel _Manual." 



CHAPTER 15--RECORDS, REPORTS & ADMINISTRATIVE PROCEDURES 15072 

Item 

llc. 
Cont. 

"271 - Permanently retired by reason of Physical Disability. Va Code 
-..,------· Paragraph 13450, Marine Corps Personnel Manual," 

' g. If "Type of Transfer or Discharge 11 in Item lla is indicated by 
"Release from Active Duty" enter one of the following remarks as ap
propriate: 

"205- Termination of active duty. MCO 1900.1E." 

"226- Dependency. Paragraph 13263, Marine Corps Personnel Manual. 11 

''227 - Hardship. Paragraph 13263, Marine Corps Personnel Manual. 11 

"240 - Own Convenience. Paragraph 13262, Marine Corps Personnel 
Manual.'' 

11 413 - Discharge or release from active duty to enter or return to 
college or equivalent institution. Paragraph 13261, Marine Corps 
Personnel Manual. 11 

h. If "Type of Transfer or Discharge" in Item lla is indicated by 
11 Released from Initial Tour of Active Duty for Training 11 enter one of 
the following remarks as appropriate: 

11 201 - Expiration of term of service. Marine Corps Order 1900.iE. 11 

11 226- Dependency. Paragraph 13263, Marine Corps Personnel Manual. 11 

"227 - Hardship. Paragraph 13263, Marine Corps Personnel Manual." 

i. In all cases involving separation by reason of disability insert 
Veterans•, Administration Diagnostic Code numbers if shown on the 
Commandant of the Marine Corps 1 letter authority directing discharge~, 
temporary disability retirement, or retirement for reason of dis
ability. 

lld, EFFECTIVE DATE, The entry in this item will be the date release or 
discharge from active military service is effective. In the case of per
sonnel granted travel time incident to separation from active service, 
construct the effective date to include such travel time. For personnel 
accepting appointment to warrant officer or commissioned grade and 
officers changing component by acceptance of appointment, the date of 
discharge shown will be the date prior to the date of acceptance of such 
appointment, 

12. LAST DUTY ASSIGNMENT AND MAJOR COMMAND. Enter the last 
unit, or similar element, to which assigned for duty rather than the 
element of which individual was a part while moving to a separation 
point. Assignments to units for the purpose of transfer from an over
seas command to the United States are considered part of the move
ment to a separation point. The title and/or number of the organization 
will be precisely as indicated in the service record. Example: A Ma
rine is being processed for separation at Marine Barracks, Treasure 
Island, California. He returned from an overseas command aboard the 
USNTS Benjamin Harrison. His overseas duty assignment was with 
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Item 

12. 
Cont. 

13a. 

MARCORPERSMAN 

Company B, 1st Battalion, 4th Marines (Rein£), 3rd Marine Division, 
Fleet Marine Force, Pacific. The entry for Item 12 would show: CoB, 
1st Bn, 4th Mar (Rein£), 3rd MarDiv, FMFPac, and Item llb would 
show: Casual Co, Marine Barracks, Treasure Island, California. How
ever, a Marine permanently assigned duty at Marine Barracks, 
Treasure Island, California, upon being separated, would have that 
activity entered in Item 12 as last duty assignment and major com
mand. 

CHARACTER OF SERVICE 

OFFICERS: 

Enter in capital letters "HONORABLE,""UNDER HONORABLE CON
DITIONS," "UNDER CONDITIONS OTHER THAN HONORABLE," asap
propriate, consistent with the reason and authority for separation. 

ENLISTED: 

Enter in capital letters one of the following, consistent with the reason 
and authority for separation: 

HONORABLE 

UNDER HONORABLE CONDITIONS 

CONDITIONS OTHER THAN HONORABLE (includes Undesirable and 
Bad Conduct Discharge) 

DISHONORABLE 

11 Character of Service 11 for personnel who are not discharged at the 
time of separation but are assigned or transferred to the Reserve, 
Retired, or released from initial tour of active duty for training in the 
case of reservists assigned to the Six Months Training Program will 
be determined by separately computing the average of conduct and 
proficiency markings assigned during current toUr of active duty and 
applying the same criteria as if the individual were being discharged. 
Average markings in these cases will not be entered in the service 
record. In any case where doubt exists as to the correct "Character of 
Service 11 to be awarded, instructions shall be requested from the Com
mandant of the Marine Corps (Code DM). 

13b. TYPE OF CERTIFICATE ISSUED. Enter form number of certificates 
issued (other than DD Form 214); e.g., "DDForm 256-MC," "DD Form 
257-MC." 

14. DISTRICT, AREA COMMAND OR CORPS TO WHICH RESERVIST 
TRANSFERRED. Self -explanatory. 

15. REENLISTMENT CODE. Enter the appropriate Code from the follow
ing table to provide specific information concerning eligibility for re
enlistment. 
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Item 

15. 
Cont. 

RE-2 Recommended for reenlistment, but ineligible. This will be used 
for members whose status would make them ineligible for reenlist
ment; e.g., Fleet Marine Corps Reservist, Retired (except for dis
ability), commissioned officer (permanent), etc. 

RE-3 Recommended for reenlistment upon removal of disqualifying 
factor. This code will be followed by a letter that indicates the factor 
in valved, as follows: 

RE-3H 
RE-3P 
RE-3U 
RE-3R 
RE-3S 

Hardship-Dependency 
Physical 
Underage 
Rank Reappointment Restrict ion 
Sole Surviving Son 

RE-4 Not recommended for reenlistment. 

16. TERMINAL DATE OF RESERVE/UMT&S OBLIGATION.Enterterminal 
Date of Reserve Obligation under the Universal Military Training and 
Service Act. If the individual has no obligated service remaining, enter 
"None." 

17. CURRENT ACTIVE SERVICE OTHER THAN BY INDUCTION 

17a. SOURCE OF ENTRY. Type an "X" in the appropriate block. The block 
designated as "0ther11 would be marked when a Marine entered on 
active duty by direct commission, or appointment as a warrant officer, 
or by recall to active duty, etc. 

17b. TERM OR SERVICE (Years). Enter term of service in years, or enter 
the word 11 lndefinite 11 in the case of officers. 

1 7c. DATE OF ENTRY. Enter the date of entry on current tour of active 
duty. 

18. PRIOR REGULAR ENLISTMENTS. Enter in this space the number of 
prior Regular Marine Corps enlistments only. Do not include Regular 
enlistments in other branches of the Armed Forces. 

19. GRADE, RATE OR RANK AT TIME OF ENTRY INTO CURRENT AC
TIVE SERVICE. For enlisted, enter also the pay grade, in parentheses. 

20. PLACE OF ENTRY INTO CURRENT ACTIVE SERVICE (City and State). 
Self-explanatory. 

21. HOME OF RECORD AT TIME OF ENTRY INTO ACTIVE SERVICE 
(Street, RFD, City, County, State and ZIP Code). Enter home of record 
as recorded on the Enlistment Contract or the appointment acceptance 
and record. 

22. 

22a. 

22a(l). 

STATEMENT OF SERVICE 

CREDITABLE FOR BASIC PAY PURPOSES. 

Net Service This Period. Enter total service this period, LESS TIME 
LOST as defined in current directives. See paragraph 15111. 
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Item 

22a(2). 

22a(3), 

22b. 

22c. 

23a. 

23b, 

24. 

25. 

26a, 

15-52 
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Other Service. Enter all prior service, excluding any service shown in 
Item 22a(l). 

Total (line l plus line 2). Self -explanatory, 

TOTAL ACTIVE SERVICE, Includes all act.ve service, including present 
period, if available from the service record book or officer's qualifica
tion record. If information is not available, so state. 

FOREIGN AND/OR SEA SERVICE. Include only time spent on foreign 
and/or sea service during current period of active duty. Service per
formed outside the contin-ental United States while on maneuvers will 
not be included in this item. 

SPECIALTY NUMBER AND TITLE. Enter primary military occu
pational number and title recorded in the officer's qualification record 
or enlisted service record. 

RELATED OCCUPATION AND DOT NUMBER, If the specialty 
represented by the number entered in 23a has a related civilian oc
cupation, enter the job title and Dictionary of Occupational Titles code 
number from the Dictionary of Occupational Titles or Related Civilian 
DOT Titles shown in the Military Occupational Specialty Manual, as 
appropriate. If no related civilian occupation, enter 11None. 11 The job 
title and DOT code number assigned to first sergeants and sergeants 
major should be that of the primary MOS held by the individual at the 
time of promotion to the grade of first sergeant. 

DECORATIONS, MEDALS, BADGES, COMMENDATIONS, CIT AT IONS 
AND CAMPAIGN RIBBONS AWARDED OR AUTHORIZED, Enter all 
decorations, medals, badges, commendations, citations, campaign 
ribbons awarded or authorized during current tour of active duty, 
omitting authorities therefore. Also, for campaign or expeditionary 
medals, include the area of operations. (Example: Vietnam, Dominican 
Republic,) 

EDUCATION AND TRAINING COMPLETED, Thefirstiteminthis block 
will show the highest civilian education level obtained by the individual. 
Then, enter those formal school courses successfully completed during 
current tour of active duty to which individual was assigned by official 
orders, Enter also all off-duty courses successfully completed during 
current tour of active duty, such as MCI and Marine Corps Extension 
School courses and USAF! courses and tests and courses completed 
through accredited high schools and colleges, In each case, list school 
and course, the dates (From-To) of th .. e course, and, if appropriate, 
the major course of study. 

NON -PAY PERIODS/TIME LOST (preceding two years), This item 
applies only to the current tour of active duty. Moreover, time lost 
prior to the last two years of the current tour will not be shown, Give 
inclusive dates for each period of-time lost or non-pay period which 
is not time lost (e.g., excess leave), Each entry will reflect the cate
gory; i.e., TL, EXLV, etc. The item will not be left blank; if there are 
no periods to report, enter 11_N_one. 11 
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Item 

26b, DAYS ACCRUED LEAVE PAID, Entries for this item will be made in 
the following form: 

27a. 

27b. 

27c. 

28, 

29. 

30, 

(l) If lump-sum leave settlement is paid for a certain number of days, 
enter the number of days; e.g.,"24 days." 

(2) If no lump-sum leave settlement is due, enter the words "None 
due." 

(3) If a lump-sum leave settlement is due but has not yet been settled, 
enter the words "Due- -Not Settled." 

INSURANCE IN FORCE (NSLI or USGLI). If the individual has govern
ment life insurance (National Service Life Insurance or United States 
Government Life Insurance) enter an "X" in the 11 Yes" block. (This in
cludes those who have applied for waiver of NSLI premiums.) If the 
individual has indemnity protection only enter an "X" in the "No" 
block. 

AMOUNT OF ALLOTMENT. Enter amount of allotment if insurance 
premiums are currently being paid by allotment; otherwise enter"N/ A.~ 

MONTH ALLOTMENT DISCONTINUED, If individual has an allotment 
currently in effect, enter month and year of discontinuance, otherwise 
enter 11 ~/A." 

VA CLAIM NUMBER. The claim number is as important to the Veterans' 
Administration as the service number is to the Armed Forces. If one 
has been assigned to the individual, it may be obtained from any 
correspondence which he has received in connection with benefits for 
which he has previously applied, 

SERVICEMEN'S GROUP LIFE INSURANCE COVERAGE ($10,000, 
$5,000, None), Enter an "X" in the appropriate block, 

REMARKS, Continue in this space items that cannot be completed with
in the space provided. In such cases cross-references must be used to 
indicate the item being continued. (Example: 26a, continued.) If more 
space is required, enter- the words "Continued on reverse" in the last 
line of this space and complete the entries on the reverse of the form. 

a. If discharge for physical disability is effected as the result of 
the approved findings of· a physical evaluation board, with severance 
pay, insert under Item 30 the following appropriate entry: "Paid 
$ (amount) disability severance pay," If not entitled to disability 
severance pay inser~ "Not entitled to severance pay. 11 

b, Enter the following remarks as appropriate: 

(1) Enlisted in the United States Marine Corps/Reserve, 

(2) Reenlisted in U,S, Marine Corps/Reserve. 

(3) Is undecided about reenlistment. 

(4) Accepted Regular commission/warrant, 
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30. 
Cont; 
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(5) Not available for signature. 

(6) Good Conduct Medal period commences -----"(D=..=a:.:te=) __ _ 

(7) Certain Marine Corps Orders require entries to be made 
under 11 Remarks. 11 Ensure that appropriate entries are made. 

31. 

32. 

33. 

34. 

c. The following notations will be made for personnel who are re
leased or separated from Active DutyTrainingunder 10 U§~<;: 511 ~(d) _ 
formerly "Reserve Forces Act of 1955 Six-Months Active Duty for 
Training.'' 

(I) "6 MO AD TNG" 

(2) "Not a Final Discharge" 

PERMANENT ADDRESS FOR MAILING PURPOSES AFTER TRANSFER 
OR DISCHARGE (Street, RFD, City, County, State and ZIP Code). In
formation for this item shall be obtained by interview with the individual 
being separated. The individual's complete home address, that is, the 
place where he intends to reside permanently following separation, 
shall be entered in this item. If the permanent address for mailing pur
poses is the same as the home of record, ''See Item 21 '' may be in
serted. 

SIGNATURE OF PERSON BEING TRANSFERRED OR DISCHARGED. 
The signature of the individual being separated should be signed with 
indelible pencil to ensure that all copies bear a legible signature. If not 
available for signature, enter 11 See Item 30. 11 

TYPE NAME, GRADE AND TITLE OF AUTHORIZING OFFICER. Self
explanatory. 

SIGNATURE OF OFFICER AUTHORIZED TO SIGN. This item will be 
signed by the officer responsible for preparation of the form. Indelible 
pencil will be used to ensure that the signature appears on all copies. 

7. Distribution Instructions 

a. Distribution will be made as indicated below: (Mailing addresses forcer
tain activities are listed in subpar. l5072.7b, below.) 

Copy No. l (INDIV): Deliver to the individual being separated. 

Copy No. 2 (SR/OOR or HQMC): Place this copy in closed-out SRB or OQR of each 
person who 1sdischarged, retired, or reenlisted. For each Marine released or 
transferred to reserve status, forward this copy to CMC (Code DGH). 

Copy No. 3: Forward to appropriate recruiting officer via the Marine Corps District 
indicated by the address shown in Item 31 of the form. 

Copy No. 4: Give to individuals who are separated from active duty unless they 
have either applied to Veterans' Administration for compensation/pension or they 
have been transferred to a Veterans' Administration hospital. In this regard, it 
should be stressed to members who plan to apply for veterans• compensation or 
pension that faster processing generally can be expected if they complete their 
applications to VA at time of separation. If an individual completes a VA applica
tion for benefits at time of separation, Copy No. 4 should accompany the medical 
records forwarded to the VA Regional Office having cognizance over his permanent 
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address. When a Marine is transferred to a VA hospital upon separation, Copy No. 
4 should accompany his health records forwarded to that hospital. In case of im
mediate reenlistment, insert this copy as a document in the service record book. 

Copy No. 5 (STATEDIRSS): Forward this copy to the State Director of Selective 
Servtce System of the state shown in Item lOb, if shown, otherwise as in Item 21. 

Copy No. 6 (VAWASHDC): Forward this copy to the Veterans' Administration 
(0340), Central Office, Washington, D.C. 20420. (Destroy this copy if individual 
reenlists immediately.) 

Copy No. 7 (MCD): Forward this copy to the appropriate Marine Corps District 
ind1cated by the address shown in Item 31 or to the Marine Ai_r Reserve Training 
Command. However, for personnel being transferred to inactive duty whose 
records will be forwarded to Marine Corps Reserve Data Services Center, 1500 
East Bannister Road, Kansas City, Missouri 64131, insert this copy as a document 
in the SRB or OQR for concurrent forwarding. 

b. Addresses for distribution of DD Form 214-MC 

(1) Part I: List of Marine Corps Districts showing jurisdiction 

Director, l st Marine Corps District 
605 Stewart Avenue, Garden City, 
Long Island, New York 11533 

Director, 4th Marine Corps District 
1100 South Broad Street 
Philadelphia, Pennsylvania 19146 

Maine, New Hampshire, Vermont, Mas
sachusetts, Rhode Island, Connecticut, 
New York 
New Jersey 

(Counties of Monmouth, Middlesex, 
Hunterdon, Morris, Sussex, So~er
set, Union, Warren, Essex, Passaic, 
Bergen, and Hudson) 

Pennsylvania 
Delaware 
Maryland 
West Virginia 
Kentucky 
Ohio 

(Less counties shown in the 9th Dis
trict) 

New Jersey 
(All other counties not included in 
the l st District) 

North Carolina 
(Counties of Gates, Pasquotank, 
Camden, Currituck, Chowan and Per
quirnans) 

District of Columbia 
Virginia 
Indiana (Counties of Dearborn, Ohio, 

Gibson, Dubois, Crawford, Jefferson, 
Warrick, Posey, Harrison, Switzer
land, Pike, Perry, Clark, Spencer, 
Vanderburgh and Floyd) 

Permanent address situated outside the 
continental United States or its terri
to rial possessions and is not within a 
de_signated .Marine Corps District. 
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Director, 6th Marine Corps District 
50 Seventh Street, N .E. 
Atlanta, Georgia 30323 

Director, 8th Marine Corps District 
Federal Office Building (Loyola) 
701 Loyola Avenue 
New Orleans, Louisiana 70113 

Director, 9th Marine Corps District 
1500 East Bannister Road 
Kansas City, Missouri 64131 

Director, 12th Marine Corps District 
100 Harrison Street 
San Francisco, California 94106 

Director, 14th Marine Corps District 
Marine Barracks 
U.S. Naval Base 
FPO San Francisco 96610 

Commanding General, Marine Air 
Reserve Training Command 
U.s. Naval Air Station 
Glenview, Illinois 60026 
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South Carolina 
Georgia 
Florida 
Alabama 
Tennessee 
Mississippi 
North Carolina 

(All other counties not included in the 
4th District) 

Louisiana 
Arkansas 
Oklahoma 
Texas 
New Mexico 

Michigan 
Illinois 
Wisconsin 
Minnesota 
Iowa 
Missouri 
North Dakota 
South Dakota 
Nebraska 
Kansas 
Colorado 
Wyoming 
Ohio 

(Counties of Ottawa, Sandusky, Lucas, 
Wood, Fulton, Henry, Williams, and 
Defiance) 

Indiana 
(All other counties not included in the 
4th District) 

Arizona 
California 
Utah 
Nevada 
Washington 
Oregon 
Idaho 
Montana 
Alaska 

Hawaii 

(Individuals possessing aviation MOS's 
regardless of the separatee 1s perma
nent address) 
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(2) Part II: Jurisdiction and addresses of Veterans 1 Administration 
Regional Offices 

TERRITORY ALLOTTED TO 

ALABAMA 
All Cities and Counties 

ALASKA 
Entire State 

ARIZONA 
All Cities and Counties 

ARKANSAS 
All Cities and Counties 

CALIFORNIA 
Counties: 

In yo 
Kern 
Imperial 
Los Angeles 
Orange 
Riverside 

Alpine 
Lassen 

San Bernardino ) 
San Diego ) 
San Luis Obispo) 
Santa Barbara ) 
Ventura 

Modoc 
Mono 

All Other Counties 

CANAL ZONE 
Entire Zone 

COLORADO 
All Cities and Counties 

CONNECTICUT 
All Cities and Counties 

DELAWARE 
All Cities and Counties 

VA REGIONAL OFFICE 

Aronov Building 
474 South Court Street 
Montgomery, Alabama 36104 

Goldstein Building 
Juneau, Alaska 99801 

Federal Building 
230 North First Avenue 
Phoenix, Arizona 85025 

Federal Office Building 
700 West Capital Avenue 
Little Rock, Arkansas 72201 

1380 S. Sepulveda Blvd. 
Los Angeles, California 90073 

Veterans 1 Administration Center 
1000 Locust Street 
Reno, Nevada 89504 

49 Fourth Street 
San Francisco, California 94103 

Veterans 1 Benefits Office 
2033 M Street, N. W. 
STOP 339 
Washington, D.C. 20421 

Denver Federal Center 
Denver, Colorado 80225 

450 Main Street 
Hartford, Connecticut 06!03 

1601 Kirkwood Highway 
Wilmington, Delaware 19899 
(Mail: P.O. Box 1266) 
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TERRITORY ALLOTTED TO VA REGIONAL OFFICE 

DISTRICT OF COLUMBIA 
Entire District 

FLORIDA 
All Cities and Counties 

GEORGIA 
All Cities and Counties 

GUAM AND HAWAII 
Entire Islands 

IDAHO 
All Cities and Counties 

ILLINOIS 
All Cities and Counties 

INDIANA 
Counties: 

Lake 
La Porte 
Porter 

All Other Cities and Counties 

IOWA 
All Cities and Counties 

KANSAS 
Counties: 

Atchison 
Brown 
Jackson 
Jefferson 
Johnson 

Doniphan 
Douglas 
Leavenworth) 
Nemaha ) 
Wyandotte ) 

All Other Counties 
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Veterans 1 Benefits Office 
2033 "M" Street, N. W. 
STOP 339 
Washington, D.C. 20421 

P.O. Box 1437 
St. Petersburg, Florida 33 731 

441-449 W. Peachtree St., N.E. 
Atlanta, Georgia 30308 

680 Ala Meana Blvd. 
Honolulu, Hawaii 96801 
(Mailing Address: P.O. Box 3198) 

Fifth and Fort Streets 
Boise, Idaho 83707 

2030 W. Taylor Street 
Chicago, Illinois 60612 

2030 W, Taylor Street 
Chicago, Illinois 60612 

36 S. Pennsylvania Street 
Indianapolis, Indiana 46209 

Veterans' Administration Center 
Des Moines, Iowa 50308 

Federal Building 
Room 4705 
1520 Market Street 
St. Louis, Missouri 63103 

Veterans 1 Administration Center 
5500 East Kellogg 
Wichita, Kansas 67218 
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TERRITORY ALLOTTED TO 

KENTUCKY 
All Cities and Counties 

LOUISIANA 
All Parishes 

MAINE 
All Cities and Counties 

MARYLAND 
Counties: 

Montgomery 
Prince Georges) 

All Other Counties 

MASSACHUSETTS 
Cities and Towns- -Bristol County: 

Easton ) 
Mansfield) 

All Other Cities and Towns in 
Bristol County: 

VA REGIONAL OFFICE 

1405 W. Broadway 
Louisville, Kentucky 40201 

701 Loyola Avenue 
New Orleans, Louisiana 70113 

Veterans 1 Administration Center 
Togus, Maine 04333 

2033 "M" Street N.W. 
STOP 339 
Washington, D.C. 20421 

St. Paul & Fayette Streets 
Baltimore, Maryland 21202 

Veterans 1 Administration Regional 
Office 

John Fitzgerald Kennedy Federal Building 
Government Center 
Boston, Massachusetts 02203 

Federal Building 
Kennedy Plaza 
Providence, Rhode Island 02903 

Cities and Towns--Plymouth County: 

Carver 
Lakes ville 
Marion 
Mattapoisett 

Middleboro) 
Rochester ) 
Wareham ) 

All Other Cities and Towns in 
Plymouth County: 

Counties: 

Barnstable 
Dukes 

Nantucket) 

Federal Building 
Kennedy Plaza 
Providence, Rhode Island 02903 

Veterans 1 Administration Regional 
Office 

John Fitzgerald Kennedy Federal Building 
Boston, Massachusetts 02203 

Federal Building 
Kennedy Plaza 
Providence, Rhode Island 02203 
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TERRITORY ALLOTTED TO VA REGIONAL OFFICE 

All Other "Counties Veterans 1 Administration Regional Office 
John Fitzgerald Kennedy Federal Building 
Boston, Massachusetts 02203 

MICHIGAN 
All Cities and Counties 

MINNESOTA 
Counties: 

Becker 
Beltrami 
Clay 
Clearwater 
Kitts on 

Norman 
Otter Tail 
Pennington) 
Polk ) 
Red Lake ) 

Lake of the Woods 
Mahnomen 
Marshall 

All Other Counties 

MISSISSIPPI 

Roseau 
Wilkin 

All Cities and Counties 

MISSOURI 
All Cities and Counties 

MONTANA 
All Cities and Counties 

NEBRASKA 
All Cities and Counties 

NEVADA 
Counties: 

Clark 
Lincoln) 

All Other Counties 

NEW HAMPSHIRE 
All Cities and Counties 
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210 Gratiot Ave. at Library 
Detroit, Michigan 48231 

Veterans 1 Administration Center 
Fargo, North Dakota 58102 

Fort Snelling 
St. Paul, Minnesota 55111 

1500 East Woodrow Wilson Drive 
Jackson, Mississippi 39216 

Federal Building 
Room 4705 
1520 Market Street 
St. Louis, Missouri 63103 

Veterans' Administration Center 
Ft. Harrison, Montana 59636 

220 South 17th Street 
Lincoln, Nebraska 68508 

1380 South Sepulveda Blvd. 
Los Angeles, California 90073 

l 000 Locust Street 
Reno, Nevada 89504 

497 Silver Street 
Manchester, New Hampshire 03103 



CHAPTER 15--RECORDS, REPORTS &ADMINISTRATIVE PROCEDURES 15072 

TERRITORY ALLOTTED 1'0 

NEW JERSEY 
All Cities and Counties 

NEW MEXICO 
All Cities and Counties 

NEW YORK 
Counties: 

Albany 
Bronx 
Clinton 
Columbia 
Delaware 
Dutchess 
Essex 
Franklin 
Fulton 
Greene 
Hamilton 
Kings 
Montgomery 
Nassau 
New York 
Orange 

Other Counties 

Allegany 
Broome 
Cattaraugus 
Cayuga 
Chautauqua 
Chemung 

Otsego 
Putman 
Queens 
Rensselaer 
Richmond 
Rockland 
Saratoga 
Schenectady 
Schoharie 
Suffolk 
Sullivan 
Ulster 
Warren 
Washington 
Westchester 

Niagara 
Oneida 
Onondaga 
Ontario 
Orleans 
Oswego 

) 
) 
) 
) 
) 
) 

Chenango St. Lawrence) 
Cortland Schuyler ) 
Erie Seneca ) 
Genesee Steuben ) 
Herkimer Tioga ) 
Jefferson Tompkins ) 
Lewis Wayne ) 
Livingston Wyoming ) 
Madison Yates ) 
Monroe 

NORTH CALOLINA 
All Cities and Counties 

NORTH DAKOTA 
All Cities and Counties 

VA REGIONAL OFFICE 

20 Washington Place 
Newark, New Jersey 07102 

517 Gold Avenue, s:w. 
Albuquerque, New Mexico 87101 

252 Seventh Avenue 
New York, New York 10001 

1021 Main Street 
Buffalo, New York 14203 

310 W. Fourth Street 
Winston-Salem, North Carolina 27102 

Veterans 1 Administration Center 
Fargo, North Dakota 58102 
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TERRITORY ALLOTTED TO VA REGIONAL OFFICE 

OHIO 
All Cities and Counties 

OKLAHOMA 
All Cities and Counties 

OREGON 
All Cities and Counties 

PENNSYLVANIA 
Counties: 

Adams Lycoming ) 
Berks Mifflin ) 
Bradford Monroe ) 
Bucks Montgomery ) 
Cameron Montour ) 
Carbon Northampton ) 
Centre Northumberland) 
Chester Perry ) 
Clinton Philadelphia ) 
Columbia Pike ) 
Cumberland Potter ) 
Dauphin Schuylkill ) 
Delaware Snyder ) 
Franklin Sullivan ) 
Juniata Susquehanna ) 
Lackawanna Tioga ) 
.Lancaster Union ) 
Lebanon Wayne ) 
Lehigh Wyoming ) 
Luzerne York ) 

All Other Counties: 

Allegheny 
Armstrong 
Beaver 
Bedford 
Blair 
Butler 
Cambria 
Clarion 
Clearfield 
Crawford 
Elk 
Erie 
Fayette 
Forest 
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Fulton ) 
Greene ) 
Huntingdon ) 
Indiana ) 
Jefferson ) 
Lawrence ) 
McKean ) 
Mercer ) 
Somerset ) 
Venango ) 
Warren ) 
Washington ) 
Westmoreland ) 

Cuyahoga Building 
216 Superior Avenue 
Cleveland, Ohio 44114 

Second and Court Streets 
Muskogee, Oklahoma 74401 

208 S. W. Fifth Avenue 
Portland, Oregon 97204 

5000 Wissahickon Avenue 
Philadelphia, Pennsylvania 
(Mail: P.O. Box 8079) 

19101 

1000 Liberty Avenue 
Pittsburgh, Pennsylvania 15222 

) 

• 



CHAPTER 15--RECORDS, REPORTS&ADMINISTRATIVE PROCEDUI:lES 

TERRITORY ALLOTTED TO 

PHILIPPINES, Republic of the 
Entire Islands 

PUERTO RICO, Commonwealth of 
Puerto Rico, Including 
Virgin Islands 

RHODE ISLAND 
All Cities and C('lunties 

SAMOA 
Entire Island 

SOUTH CAROLINA 
All Cities and Counties 

SOUTH DAKOTA 
All Cities and Counties 

TENNESSEE 
All Cities and Counties 

TEXAS 
City of: 

Texarkana 

Counties: 

Angelina 
Aransas 
Atascosa 
Austin 
Bandera 
Bee 
Bexar 
Blanco 
Brazoria 
Brewster 
Brooks 
Caldwell 
Calhoun 
Cameron 
Chambers 
Colorado 

Co mal 
Crockett 
De Witt 
Dimmit 
Duval 
Edwards 
Fort Bend 
Frio 
Galveston 
Gillespie 
Goliad 
Gonzales 
Grimes 
Guadalupe 
Hardin 
Harris 

) 
) 
) 
) 
) 
) 
) 
) 
) 
) 
) 
) 
) 
) 
) 
) 

VA REGIONAL OFFICE 

1131 Roxas Blvd. 
Manila, Philippine Islands 

(Mailing Address: 
APO San Francisco 96528) 

520 Ponce de Leon Ave. 
San Juan, Puerto Rico 00901 

Federal Building 
Kennedy Plaza 
Providence, Rhode Island 02903 

Veterans 1 Benefits Office 
2033 "M" Street, N. W. 
STOP 339 
Washington, D.C. 20420 

1801 Assembly Street 
Columbia, South Carolina 29201 

Veterans' Administration Center 
Sioux Falls, South Dakota 57101 

U.S. Cou.rthouse 
801 Broadway 
Nashville, Tennessee 37203 

Federal Office Building 
700 West Capitol Avenue 
Little Rock, Arkansas 72201 

515 Rusk Avenue 
Houston, Texas 77061 

15072 
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TERRITORY ALLOTTED TO VA REGIONAL OFFICE 

TEXAS (Continued) 
Counties: 

Hays Nueces ) 
Hidalgo Orange ) 
Houston Pecos ) 
Jackson Polk ) 
Jasper Real ) 
.Jefferson Refugio ) 
Jim Hogg Sabine ) 
Jim Wells San Augustine ) 
Karnes San Jacinto ) 
Kendall San Patricio ) 
Kenedy Schleicher ) 
Kerr Shelby ) 
Kimble Starr ) 
Kinney Sutton ) 
Kleberg Terrell ) 
La Salle Trinity ) 
Lavaca Tyler ) 
Liberty Uvalde ) 
Live Oak Val Verde ) 
Mason Victoria ) 
Matagorda Walker ) 
Maverick Waller ) 
McCulloch Washington ) 
McMullen Webb ) 
Medina Wharton ) 
Menard Willacy ) 
Montgomery Wilson ) 
Nacogdoches Zapata ) 
Newton Zavala ) 

A..nderson Cherokee 
Andrews Childress 
Archer Clay 
A-rmstrong Cochran 
3ailey Coke 
3astrop Coleman 
Baylor Collin 
Bell Collingsworth ) 
Borden Comanche ) 
Bosque Concho ) 
Bowie Cooke ) 
Brazos Coryell ) 
Briscoe Cottle ) 
Brown Crane ) 
Burleson Crosby ) 
Burnet Culberson ) 
Callahan Dallam ) 
Camp Dallas ) 
Carson Dawson ) 
Cass Deaf Smith ) 
Castro Delta ) 
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515 Rusk Avenue 
Houston, Texas 77061 

1400 North Valley Mills 
Waco, Texas 76710 

Drive 
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TERRITORY ALLOTTED TO VA REGIONAL OFFICE 

TEXAS (Continued) 
Counties: 

Denton Lee ) 
Dickens Leon ) 
Donley Limestone ) 

Eastland Lipscomb ) 
Ector Llano ) 
Ellis Loving ) 
El Paso Lubbock ) 
Erath Lynn ) 
Falls Madison ) 
Fannin Marion ) 
Fayette Martin ) 
Fisher McLennan ) 
Floyd Midland ) 
Foard Milam ) 
Franklin Mills ) 
Freestone Mitchell ) 
Gaines Montague ) 
Garza Moore ) 
Glasscock Morris ) 
Gray Motley ) 
Grayson Navarro ) 
Gregg Nolan ) 1400 North Valley Mills Drive 
Hale Ochiltree ) Waco, Texas 76710 
Hall Oldham ) 
Hantilton Palo Pinto ) 
Hansford Panola ) 
Hardeman Parker ) 
Harrison Parmer ) 
Hartley Potter ) 
Haskell Presidio ) 
Hemphill Rains ) 
Henderson Randall ) 
Hill Reagan ) 
Hockley Red River ) 
Hood Reeves ) 
Hopkins Roberts ) 
Howard Robertson ) 
Hudspeth Rockwall ) 
Hunt Runnels ) 
Hutchinson Rusk ) 
Irion 'ian Saba ) 
Jack Scurry ) 
Jeff Davis Shackelford ) 
Johnson Sherman ) 
Jones Smith ) 
Kaufman Somervell ) 
Kent Stephens ) 
King Sterling ) 
Knox Stonewall ) 
Lamar Swisher ) 
Lamb Tarrant ) 
Lamp~sas Taylor ) 
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TERRITORY ALLOTTED TO VA REGIONAL OFFICE 

TEXAS (Continued) 
Counties: 

Terry Wheeler 
Throckmorton Wichita 
Titus Wilbarger 
Tom Green Williamson 
Travis Winkler 
Upshur Wise 
Upton Wood 
VanZandt Yoakum 
Ward Young 

UTAH 
All Cities and Counties 

VERMONT 
All Cities and Counties 

VIRGINIA 
Cities: 

Alexandria 

Counties: 

Arlington) 
Fairfax ) 

All Other Cities and Counties 

VIRGIN ISLANDS 

) 
) 
) 
) 
) 
) 
) 
) 
) 

(listed under Commonweahh of 
Puerto Rico) 

WASHINGTON 
All Cities and Counties 

WEST VIRGINIA 
Counties: 

Brooke 
Hancock 

Marshall) 
Ohio ) 

All Other Counties 

WISCONSIN 
All Cities and Counties 

WYOMING 
All Cities and Counties 
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1400 North Valley Mills Drive 
Waco, Texas 76710 

125 South State Street 
Salt Lake City, Utah 84111 

Veterans 1 Administration Center 
White River Junction 
Vermont 05001 

Veterans 1 Benefits Office 
2033 "M" Street, N. W. 
STOP 339 
Washington, D.C. 20420 

Veterans 1 Benefits Office 
2033 11 M" Street, N.W. 
Washington, D.C. 20420 

211 W. Campbell Avenue 
Roanoke, Virginia 24011 

520 Ponce de Leon Avenue 
San Juan, Puerto Rico 00901 

Sixth and Lenora Building 
Seattle, Washington 98121 

1000 Liberty Avenue 
Pittsburgh, Pennsylvania 152222 

502 Eighth Street 
Huntington, West Virginia 25701 

342 N. Water Street 
Milwaukee, Wisconsin 53202 

2360 East Pershing Blvd. 
Cheyenne, Wyoming 82001 
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(3) Part III: Addresses of State Directors, Selective Service System. 
(Note: The number shown in parentheses following the State name is a code used 
by the Sele'ctive Service System which will be used in addition to the address when 
preparing and mailing DD Form 88.9, STANDBY RESERVE CONTROL.) 

ALABAMA (1) 
149 Lee Street 
Montgomery, Alabama 36104 

ALASKA (51) 
Director, Selective Service System 
P.O. Box 2691 
Juneau, Alaska 99801 

ARIZONA (2) 
5016 Federal Building 
230 N. 1st Avenue 
Phoenix, Arizona 85003 

ARKANSAS (3) 
Third Floor, Old Post Office Building 
Second and Center Streets 
Little Rock, Arkansas 72201 

CALIFORNIA (4) 
Old Post Office Building 
~~K!_1 --Stree-t-s- 1 

Sacramento, California 95814 

CANAL ZONE (56) 
P.O. Box 2014 
Balboa Heights, Canal Zone 
FPO New York 09580 

COLORADO (5) 
Double A Building 
1300 Glenarm Place 
Denver, Colorado 80204 

CONNECTICUT (6) 
P.O. Box 1558 
Hartford, Connecticut 06101 

DELAWARE (7) 
P .0. Box 1928 
Wilmington, Delaware 19899 

DISTRICT OF COLUl\lf_BIA (49) 
Director, Selective Service System 
451 Indiana Avenue, N.W. 
Washington, D.C. 20001 

FLORIDA (8) 
310 Charlotte Street 
St. Augustine, Florida 32084 

GEORGIA (9) 
901 West Peachtree St. N.E. 
Atlanta, Georgia 30308 

GUAM (55) 
Director, Selective Service System 
P.O. Box 326 
Agana, Guam 96910 

HAWAII (52) 
Director, Selective Service System 
P.O. Box 4006 
Honolulu, Hawaii 96812 

IDAHO (10) 
P .0. Box 1997 
Boise, Idaho 83701 

ILLINOIS ( 11) 
405 E. Washington Street 
Springfield, Illinois 62701 

INDIANA (12) 
Century Building 
36 South Pennsylvania Street 
Indianapolis, Indiana 46204 

IOWA (13) 
Building 68, Fort Des Moines 
Des Moines, Iowa 50303 

KANSAS (14) 
Masonic Temple Building 
1Oth and Van Buren Streets 
Topeka, Kansas 66612 

KENTUCKY (15) 
220 Steele Street 
Frankfort, Kentucky 40601 

LOUISIANA (16) 
Louisiana State Headquarters 
Jackson Barracks 
New Orleans, Louisiana 70117 

MAINE (17) 
4 Union Street 
Augusta, Maine 04330 

MARYLAND (18) 
Fifth Regiment Armory 
Hoffman and Bolton Streets 
Baltimore, Maryland 21203 

15-67 
Ch. 11 



15072 MARCORPERSMAN 

MASSACHUSETTS ( 19) 
55 Tremont Street 
Boston, Massachusetts 02108 

MICHIGAN (20) 
P .0. Box 626 
Lansing, Michigan 48903 

MINNESOTA (21) 
100 East Tenth Street 
St. Paul, Minnesota 55101 

MISSISSIPPI (22) 
CornerS. State and Silas Brown Streets 
Jackson, Mississippi 39201 

MISSOURI (23) 
411 Madison Street 
Jefferson City, Missouri 65101 

MONT ANA (24) 
P.O. Box 1183 
Helena, Montana 5 9601 

NEBRASKA (25) 
State Capitol 
Lincoln, Nebraska 68509 

NEVADA (26) 
P.O. Box 644 
Carson City, Nevada 89701 

NEW HAMPSHIRE (27) 
P.O. Box 427 
Concord, New Hampshire 03302 

NEW JERSEY (28) 
1006 Broad Street 
Newark, New Jersey 07102 

NEW MEXICO (29) 
P.O. Box 1028 
Santa Fe, New Mexico 87511 

NEW YORK (30) 
Old Post Office Building 
Albany, New York 12201 

NEW YORK CITY (50) 
Director, Selective Service System 
11th Floor, 205 East 42nd Street 
New York, New York 10017 

NORTH CAROLINA (31) 
P.O. Box 9513 
Morgan Street Station 
Raleigh, North Carolina 27603 

15-68 
Ch.ll 

NORTH DAKOTA (32) 
P.O. Box 628 
Bismarck, North Dakota 58502 

OHIO (33) 
34 North High Street 
Columbus, Ohio 43215 

OKLAHOMA (34) 
407 Federal Building 
Oklahoma City, Oklahoma 73102 

OREGON (35) 
P .0. Box 4288 
Portland, Oregon 97208 

PENNSYLVANIA (36) 
Building 2 
Front and Maclay Streets 
P.O. Box 1921 
Harrisburg, Pennsylvania 17105 

PUERTO RICO (53) 
Director, Selective Service System 
P.O. Box 4031 
San Juan, Puerto Rico 00905 

RHODE ISLAND (37) 
1 Washington Avenue 
Providence, Rhode Island 02905 

SOUTH CAROLINA (38) 
P.O. Box 869 
Columbia, South Carolina 29202 

SOUTH DAKOTA (39) 
P.O. Box 1872 
Rapid City, South Dakota 57702 

TENNESSEE (40) 
1317 Church Street 
Nashville, Tennessee 37203 

TEXAS (41) 
Western Republic Building 
702 Colorado Street 
Austin, Texas 78701 

UTAH (42) 
Building No. 102 
Fort Douglas, Utah 8411 'l 

VERMONT (43) 
151 Main Street 
Montpelier, Vermont 05601 

VIRGIN ISLANDS (54) 
Director, Selective Service System 
P .0. Box 360 
St. Thomas, Virgin Islands 00801 
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VIRGINIA (44) 
900 N, Lombardy Street 
Richmond, Virginia 23220 

WASHINGTON (45) 
State Armory 
Tacoma, Washington 98401 

WEST VIRGINIA (46) 
Federal Office Building 
500 Quarrier Street 
Charleston, West Virginia 25301 

WISCONSIN (4 7) 
1220 Capitol Court 
Madison, Wisconsin 53715 

WYOMING (48) 
P.O. Box 493 
Cheyenne, Wyoming 82001 

15073 NOTICE OF OBLIGATED 
SERVICE (NA VMC 10228) 

1. This form is designed for formally 
notifying an individual of his obligated 
service upon expiration of enlistment, 
either while on active or inactive duty, 
and transfer to or retention in the Ma
rine Corps Reserve. The form will be 
completed at the following times: 

a. Reserve enlisted personnel 
serving on definite term enlistments: 
The form will be completed upon ex
piration of enlistment if the member has 
a remaining period of obligated service. 

b. Regular enlisted personnel who 
do not reenlist in the Regular Marine 
Corps: The form will be completed 
upon release from active duty in order 
to transfer the member to the Marine 
Corps Reserve for the remaining period 
of obligated service, All Regular and 
Reserve service must be taken into c-on
sideration in determining whether or 
not the member has a remaining period 
of obligated service. 

2. When preparing this form, page 11 
of the individual's service record book 
will be reviewed to ascertain if the 
person had prior service under a special 
enlistment program in the Marine Corps 
Reserve in which he incurred an 8-year 
obligation. 

t 3. Distribution Instructions. Distribu
tion will be made as indicated below: 

Original (SRB). Place in the indi
vidual's Service Record Book. 

Copy No, 1 (CMC). Forward to the 
Commandant of the Marine Corps (Code 
DGH), 

Copy No. 2 (INDIV), Give to the 
individual. 

Copy No, 3 (MCRDSC).ForClassiii 
reservists, forward this copy to Com
manding Officer (Code RP), Marine 
Corps Reserve Data Services Center, 
1500 East Bannister Road, Kansas 
City, Missouri 64131, For Class II 
reservists, forward to Commanding Of
ficer (Code DP) at the above address. 

15074 ENLISTED DISCHARGE 
CERTIFICATES (DD FORM 
256 MC THROUGH DD FORM 
260 MC, INCLUSIVE) 

1. Custody 

a. Discharge certificates shall be 
kept in the custody of the commander, 
who is responsible for their safe
keeping, accountability, and proper is
sue. 

b. When an organization is dis
banded, discharge certificates remain
ing on hand shall be forwarded by regis
tered mail to the Marine Corps Supply 
Center, Albany, Georgia. 

2. Preparation 

a. Discharge certificates will be 
prepared by the organization having 
custody of the service record book. 

b, The character of discharge will 
be in accordance with paragraph 1325 7. 
In the event the commander considers 
that the individual is entitled to a dis
charge of a character different from 
that indicated in the table, he may make 
recommendations to the Commandant 
of the Marine Corps (Code DMB), 

3. Entries. No derogatory remark will 
be made on the discharge certificate. 
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Entries, other than signature, on the 
discharge certificate will be typed and 
recorded as follows: 

a. Front 

(1) Name: Grade {with pay grade 
in parentheses, if enlisted), full name 
in capital letters {beginning with the 
first name), followed by the service 
number. 

{2) In the case of a reservist, no 
additional statement will be placed on 
the discharge certificate. Discharge 
forms appropriate to the status under 
which the individual is discharged will 
be issued to all Marines without desig
nation of component. 

{3) Date: As shown in the fol
lowing example: "on the lOth day of 
September 1951." 

{4) Signature: The normal sig
nature of the officer who signs will be 
made on the top line. The bottom line 
will be completed as shown in the fol
lowing example: "J.P. JONES, MAJOR, 
USMC." 

b. Reverse: No entries will be made 
on the reverse of the discharge certif
icate. All the items shown will be inked 
out by a single red line drawn diagonally 
from the upper left to the lower right 
carne ....... 

4. Delivery 

a. Honorable and under honorable 
conditions discharge certificates will 
always be delivered in person by an 
officer and the delivery should be made 
by the post or regimental commander, 
if practicable. If not practicable, de
livery should be made by the company 
commander. In any case, the delivery 
should be accompanied by the ex
pression of a hope that the individual 
will reenlist {if he is recommended 
for reenlistment) or good wishes for 
a successful career. 

b. In those instances where per
sonal delivery cannot be made, the fol
lowing action should be taken: 
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.{1) The Commanding Officer, 
Marine Corps Reserve Data Services 
Center, will mail the discharge certifi
cate to the person concerned using first 
class mail with a return address on the 
envelope as follows: 

Military Personnel Record Center 
National Archives and Record- Service 
General Services Administration, 

Region 6 
St. Louis, Missouri 63132 

Upon mailing, an entry will be made 
in the individual's service record on 
page 11, stating date, organization, the 
fact that the discharge certificate was 
mailed on that date, and the signature 
and duty of the officer authenticating 
the entry. Upon completion of the action 
required, forward the service record 
book in accordance with subparagraph 
l5100.2e{3), as appropriate. 

{2) Personnel at home awaiting 
results of a physical evaluation board. 
Commanders will mail the discharge 
certificate to the person concerned 
using first class mail. Returned un
delivered certificates will be forwarded 
to the Commandant of the Marine Corps 
{Code DGH). 

c. The discharge certificate will 
not be delivered to an individual until 
a Security Termination Statement 
{OPNAV Form 5511-14), is completed if 
such statement is required by para
graph 15082. 

5. Replacement of Lost or Destroyed 
Discharge Certificate, Enlisted or 
Officer 

a. Duplicate discharge certificates 
will not be issued, but upon request 
to the Commandant of the Marine 
Corps {Code DGK), aDD 303 MC, Cer
tificate in Lieu of Lost or Destroyed 
Discharge, will be issued. 

b. Certificates in Lieu of Lost or 
Destroyed Discharge are of equal value 
as original discharge certificates in 
the substantiation of entitlement to 
Federal, state, or local benefits. 
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15075 DELETED (Ch. 10) to any commander of a Regular Ma

15076 RESERVE RETffiEMENT 
CREDIT REPORT (NA VMC 
798-DR AND NAVMC 
798a-DR) 

1. The Reserve Retirement Credit Re
port is designed for recording credits 
earned toward eligibility for retirement 
under the provisions of 10 USC 1331-
1337, commonly referred to as the 
Reserve Retirement Act. 

2. The unit c-ommander is responsible 
for accomplishing the Reserve Retire
ment Credit Report and for maintain
ing records of credits earned to sup
port report entries. 

'3. The term, unit commander, as used 
within this paragraph, refers to the 
Marine Corps District Director; the 
Commanding General, M-arine Air Re
serve Training Command, the Com
manding Officer, Marine Corps Re
serve Data Services Center; or to the 
commanding officer, Organized Re
serve unit, on whose rolls the Re
servist is carried. It does not refer 

rine Corps organization since the Re
serve Retirement Credit Report is 
prepared only by Reserve organiza
tions. 

4, Instructions for recording and re
porting Reserve retirement credits 
are given in the paragraphs that follow. 

5, The Reserve Retirement Credit Re
port will be prepared by the unit com
mander on the following occasions: 

t a. End of the anniversary year. 

(1) Must be prepared and sub
mitted promptly upon expiration of the 
member's anniversary year. (Justifica
tion for late submission, over a period 
of 30 days, must accompany the report.) 

(2) A Code 1, anniversary report, 
will show a summary of all points 
earned by the member during his an
niversary year in each individual col
umn. In addition, the anniversary year 
summary blocks will show the recapitu
lation total of the individual column on 
the report, (See the following example,) 

DATES INACTIVE DUTY ANNIVERSARY YEAR 
(lnclu.tiv~) POINTS SUMMARY 

• ~ ~ 

.!! ~ 0 
~ ~ w . z • ~ 0 ~ 0 a z--o 0 • ~ 

u r ~~ w SIGNATURE, RANK, ORGANIZATION • w 
z • ,; w ,_-: u 

>- u • TITLE 
~ ~ < w r • ~ 

FRCM· TO· . => ~~ >~ 0 • r 
z~ 0 0 • -- 0 : ~ 0: ~ 5~ "Z X u- w 0 

w 
~ • wg ~ <O ~ 2 • 

~' > ~ • • <. - • w •• ~ • • r • u; ~ = • wr < <>- u- < • X~ r -- <. r 
g~ u • 0 rZ w 0 00 ~~ 0 

< 0 u o- > r ro r 

Co "A" 1Ju165 30Au<>65 3 t~ 1~. ~1 6..( 
X X y y y ( .. { ·u-.q ro. 

Co "B" 31Au.z65 19Aor66 3 X 30 4 2 X X X X l/ lA L . ,.£? .. " r.o 
1- 15 ~1 65 II u'.. [ ..U:.£4, A T CQ , r.o "C" ?OAnrhh ~n Tnnl'-1'- , , " ,, .. ? 1 ~ ,;q 1 ~ ,;n 

(/ 

. 
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b. Detachment or transfer (inClud
ing assignment to EAD). 

c. Upon unit mobilization. 

d. Acceptance of resignation or dis
charge. (No report is required upon 
discharge for immediate reenlistment 
or appointment in the same Reserve 
component, since there is no break in 
service.) 

e. Transfer to Inactive Status List, 
or retirement. 

f. Upon joining a Reserve unit fol
lowing a period of extended active duty 
if one or more anniversary dates 
elapsed while on active duty. Report 
will reflect credits earned from date 
o'£ last anniversary year reported, by 
anniversary years, to end of anni
versary year prior to release from 
active duty. The next scheduled report, 
transfer, end of anniversary year, etc., 
will include credits earned from end 
of last anniversary year to end of re
porting period. 

g. On a report submitted because 
of resignation, discharge, retirement 
or transfer to the Inactive Status List, 
an entry will be made on the line im
mediately ·following the last entry on 
the Commandant of the Marine Corps 
copy indicating 11 Resigned," "Dis
charged,11 "Transferred to the Retired 
Reserve, 11 or "Transferred to the In
active Status List." 

6. Reports will be accomplished as 
follows: 

a. All reports will be prepared in 
tr_iplicate and receive distribution as 
follows: 

(1) Orginal (NAVMC 798-DR) to 
se:r,vice record book or officer's quali
fication record. 

• (2) Duplicate of all reports, of
ficer and enlisted (NAVMC 798a-DR) 
to CMC (Code DMR,). 

15-70b 
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• (3) Triplicate {NAVMC 798a-DR) 
to individual to be reta1ned for de_ 
termination of total credits earned. 

b. The original will become a 
chronological record for permanent re
tention in the service record book or 
officer's qualification record and will 
reflect all credits earned since entry 
on current period of continuous service. 
Upon discharge for immediate reenlist
ment or appointment to officer grade, 
the original report will be transferred 
to the new service record book or 
officer's qualification record. No entry 
to reflect discharge and reenlistment 
or appointment is required. No Form 
NAVMC 798-DR will be prepared for 
members carried on the Inactive Status 
List. However, such periods will be 
covered in the next report submitted as 
noted in subparagraph 6i, below. 

c. For subsequent reports, the 
original (NAVMC 798-DR) will be re
moved from the service record book 
or officer's qualification record. Two 
copies of blank forms (NAVMC 798a
DR) will be inserted in the typewriter 
with the original. Entry for the period 
to be covered will be made on the line 
immediately following the last entry 
on the original. Duplicate and triplicate 
copies will only reflect credits for the 
specific period covered. 

d. When all spaces on the original 
report have been filled, it should be 
numbered 11 11

'; additional pages in
serted and numbers 11 2," 11 3," etc. 

e. Preparation of entries will be 
in accordance with the instructions on 
the form, except that in case no entry 
is required under any column, such 
space will be checked (X) to indicate 
that it was not overlooked • 

~f. Should an erroneous entry be 
discovered after submission, the unit 
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commander will make a new report 
covering the same period, The errone
ous entry on original will be lined out 
and initialed: Each copy will be marked 
"corrected copy.'' Corrected reports 
which are submitted later than 2 years 
following the end of the anniversary 
year for which submitted, shall be for
warded with full justification to the 
Commandant of the Marine Corps (Code 
DMR) for approval, 

g. A unit commander may delegate 
the authority to certify records of Re
serve retirement credits to appropriate 
officers of his headquarters, 

h, The original and all copies of 
the report will bear the signature of 
the authenticating officer, 

i, Each report will cover the entire 
period since the last report was sub
mitted. However, in the case of end of 
anniversary year, this report will be a 
summation of all previous reports sub
mitted during the anniversary year, If 
the member has been carried on the 
Inactive Status List, inclusive dates 
will be entered, the letters "ISL" will 
be entered in the column indicating 
occasion for report, and no points will 
be credited for such period, 

j. On the Commandant of the Marine 
Corps copy of all reports which have 
credited periods of active duty or active 
duty for training, enter on the line be
low the anniversary year report, the 
inclusive dates of all such duty to in
clude travel time. 

7. Certain substantiating records and 
reports are necessary to the accom
plishment of the Reserve Retirement 
Credit Report, 

a. For all types of equivalent in
struction, other than correspondence 
courses and equivalent instruction or 
duty for drills (EIOD), a report of 
performance must be made by the 
reservist to his unit commander on 
NAVMC 799-PD, Equivalent Instruction 
Report, as follows: 

(1) Members of Volunteer train
ing units and members performing 

associate duty may submit such reports 
quarterly, indicating the date each 
meeting was attended or period of 
associate duty was performed and the 
number of credits claimed for each, 
Such members may submit a report at 
any time during the quarterly period 
when necessary to assure that points 
are credited within the current anni
versary year, It is the responsibility 
of the commanding officer concerned 
to maintain attendance records and to 
verify these periodic reports when sub
mitted, 

(2) Members who perform 
periods of equivalent instruction other 
than as . indicated above, will, upon 
completlon of each such period, 
prepare NAVMC 799-PD, and sub
mit it to their unit commander for 
approval, 

(3) Approved reports submitted 
on NA VMC 799-PD will be retained 
by the unit commander as a sup
porting document for the preparation 
of NA VMC 798-DR, and for at least 
3 months thereafter. 

b, Credits for correspondence 
courses will be taken from reports 
furnished the Reserve unit commander 
by the Marine Corps Institute or Ex
tension School, Marine Corps Schools, 
as appropriate. 

(1) Reports to Reserve unit com
manders by the Marine Corps Institute 
or Extension School, Marine Corps 
Schools, will: 

(a) Be prepared for each re
servist having successfully completed 
correspondence work for which retire
ment credits are earned;· 

(b) Be prepared annually as 
of the anniversary date of the individual 
reservist (the correspondence schools 
are responsible for obtaining anniver
sary date upon enrollment), and/or on 
other appropriate occasions (e.g., com
pletion of all courses and disenroll
ment); 

• (c.) Be submitted promptly 
on the anmversary date of the indi
vidual reservist; 
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(d) Be made in letter or rna
chine report form as appropriate; 

(e) Show the total number of 
credits earned during the reporting 
period. In determining the total, the 
effective date as of which points shall 
be credited to the individual for the 
satisfactory completion of a lesson 
shall be the date of receipt of the 
completed lesson by the school. De
tailed reports indicating the date that 
each credit is earned will be made 
only upon special request by the re
servist's commanding officer. 

(f) Not be submitted for work 
completed while the reservist is serv
ing on extended active duty. When the 
school cannot determine whether the in
dividual is serving on active duty a 
report will be submitted. 

(2) Unit commanders will retain 
the correspondence school report as a 
supporting document for the prepara
tion of the Reserve Retirement Credit 
Report. 

(3) Unit commanders will not in
clude in the Reserve Retirement Credit 
Report credits for correspondence 
work completed while on extended ac
tive duty. 

(4) It is the responsibility of 
the student to keep the school in
formed of the identity of his current 
commander for reporting purposes. 
The return address form submitted 
by the inactive reservist for each 
lesson will contain both the reservist's 
address and the unit designation of 
his Reserve unit commander. 

c. To provide Reserve organiza
tions with accurate information con
cerning those reservists who perform 
a period of extended active duty and 
then rejoin a Reserve organizatiop., 
the following procedures apply: 

(1) A copy of the reservist's 
orders to extended active duty with 
all endorsements will be placed in his 
qualification jacket or service record 
book and retained until he rejoins a 
Reserve organization. 
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(a) If the reservist is dis
charged and reenlisted in the Reserve 
while on extended active duty, the 
orders will be transferred to his new 
service record book and retained until 
he rejoins a Reserve organization. 

(b) If the reservist is dis
charged while on extended active duty 
and reenlisted in the Regular Marine 
Corps, or if he does not reenlist in 
any component of the Marine Corps, 
the orders will be forwarded with 
his closed-out service record book. 

(c) Should the situation stated 
in subparagraph c(l)(b), above, occur, 
and should the individual later reenlist 
in the Marine Corps Reserve, the unit 
which joins him will commence Re
serve retirement reporting from date 
of reentry. 

(2) When the Reserve Retire
ment Credit Report entries, showing 
the period of active Federal servtce, 
have been made and copies submitted, 
as provided above by the Reserve unit, 
the orders will be forwarded to Head
quarters Marine Corps (Code DGH). 

15077 STATEMENT OF UNDER
STANDING OF MILITARY 
OBLIGATION (NAVMC 
10479-PD) 

!. This form is designed for verifying 
an individual's understanding of the 
provisions of law regarding the mili
tary obligation he incurs upon enlist
ment in the Marine Corps or Marine 
Corps Reserve. This form shall not 
be used for personnel assigned to 
the "Six Months Training Programll; 
for such personnel, a statement shall 
be prepared in accordance with para
graph 15078. 

2. Prior to administering the oath of 
enlistment to any male applicant for 
enlistment, except applicants for en
listment in programs leading to a 
commission, who is under 26 years 
of age and who has no prior service 
in any of the Armed Forces of the 
United States, including the Reserve 
components the following procedure 
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relative to this form shau be carried 
out: 

a. Prepare the form in duplicate 

b. Carefully explain to the appli
cant the information contained on the 
form. 

c. Have the applicant sign the origi
nal and deliver the duplicate to him. 

d. Forward with other documents 
and pages in accordance with instruc
tions contained in subparagraph 
15100.2d. 

e. Only one statement of under
standing is required to be executed. 
The program under which an appli
cant is enlisted will determine the 
appropriate type of statement of under
standing to be used. 

15078 STATEMENT OF UNDER
STANDING UPON ENLIST
MENT IN USMCR AND 
ASSIGNMENT TO THE "SIX 
MONTHS TRAINING PRO
GRAM" AS A COMPONENT 
CLASS RESERVE STATUS 
CODE "K" RESERVIST 
(NAVMC 10480-DR) 

l. This form is designed for verifpng. 
an individual's understanding of the 
provisions of law regarding military 
obligation and Reserve participation
requirements he incurs upon enlist
ment in the USMCR and assignment 

to the "Six Months T:<aining Program" 
as a Component Class Reserve Status 
Code 11K 11 reservist. 

2. Prior to administering the oath of 
enlistment to any male applicant for 
enlistment in this program and as
signment as a Component Class Re
serve Status Code 11K 11 reservist, the 
following procedure relative to this 
form shall be carried out: 

a. Prepare the form in triplicate. 

b. Carefully explain to the appli
cant the information contained on the 
form. 

c. Enter Component Class Reserve 
Status Code "K" and term of enlist
ment (6 years) where required on the 
form. 

d. Have the applicant sign the origi
nal and all copies of the form and de
liver the triplicate to him. 

e. Upon -enhstment, dispose of the 
original and duplicate of the com
pleted form as follows: 

(1) Original: Insert as a docu
ment in the service record book. 

(2) Duplicate: Forward with the 
duplicate enlistment contract as a sup
porting document to the unit diary 
which reports the joining. 
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15079 STANDBY RESERVE CON
TROL (DD FORM 889) AND 
STANDBY RESERVE NOTICE 
AND REPORT (SSS FORM 91) 

1. Purpose 

• a. The DD Form 889 is designed 
to serve a twofold purpose. It will 
be used by the Commanding General, 
Marine Air Reserve Training Com
mand; the District Directors; and the 
Commanding Officer, Marine Corps 
Reserve Data Services Center; to notify 
Selective Service authorities of trans
fer of reservists to or removal from 
the Standby Reserve. The Selective 
Service System will use the form to 
report initial availability for active 
duty to the armed services. 

b. SSS Form 91, will be used by 
the Selective Service System to notify 
the services, annually, of the rede
termined availability of each member 
of the Standby Reserve. .2. Preparation of DD Form 889 by the 
Commanding General, Marine Air Re
serve Training Command; the District 
Directors; and the Commanding Offi
cer, Marine Corps Reserve DataServ
ices Center 

a. Both sides of DD Form 889 
will be prepared by the custodian of 
the reservist's service record book/ 
officer's qualification record in the 
case of each transfer to the Standby 
Reserve. The necessity of entering 
the Selective Service number on this 
form cannot be overemphasized. lf the 
reservist concerned is a Selective 
Service registrant, the completed form 
will be sent in an envelope to the State 
Director of the State in which the re
servist is registered. The appropriate 
State Director can be determined from 
the Selective Service Number which 
is composed of four elements, the first 
of which is the State code. Paragraph 
15072 contains the key to State codes 
and the addresses of the various State 
Directors. If the reservist is not a 
registrant or if his Selective Service 
Number is not known, the form will 
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be sent to the State Director of the 
State in which the reservist. maintainis 
his current mailing address. 

b. Upon removal of a reservist 
from the Standby Reserve for any 
reason, a DD Form 889 will be pre
pared and forwarded as follows: 

(I) Complete lines I through 5 
of the left front side of the form as 
outlined in the ''Legend,'' enter an 
HX'' and the date of removal in the 
appropriate blocks, and stamp the ad
dress of the preparing activity on the 
reverse of the same half of the form. 

• (2) When enlisted personnel are 
processed for discharge the above re
quirements will be completed. In addi
tion, a notation will be placed below 
line 5 and on the right-hand side of the 
form beneath the new address indicating 
the type discharge and discharge date. 

• (3) Forward only the completed 
left half of the form to the appro
priate State Director as determined 
from the Selective Service Number 
or the Standby Reserve Number. In 
those cases in which the number is 
not known, the form must be forwarded 
to the same State Director to whom 
notification of entry into the Standby 
Reserve was previously addressed. 

c. When a DD Form 889 is pre
pared on officers or enlisted reserv
ists, either for transfer to _or removal 
from the Standby Reserve~ an appro
priate entry on the remarks page of 
the service record book/officer's 
qualification record will be made. 

3. Determination of Availability of 
Standby Reservists for Active Duty. 
The Director of Selective Service de
termines the availability of Standby 
reservists for involuntary active duty. 

4. Selective Service Notifications 

a. When availability for active duty 
has been determined, the cognizant 
Selective Service Board will complete 
and return the right half of the DD 
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Form 889 to the headquarters from 
which received. The left half is re
tained by the board for future refer
ences. The right half will be completed 
as follows: 

( 1) An "X" will appear in the 
"Yes" or ''No" block below. the line 
"Available for Active Duty." For the 
reservist who does not respond to the 
Selective Service Questionnaire, upon 
which the determination is based, an 
''X'' will be shown in the uNo" block 
and in the block "Received But Did Not 
Return Questionnaire" ("RBDNRQ" on 
SSS Form 91 ). For those whose ques
tionnaire was returned by postal au
thorities as undeliverable, an "X" 
will be shown in the block ''Did Not 
Receive Questionnaire'' (uDNRQ" on 
SSS Form 91) and in the ''No'' block. 

(2.) When address is different 
from the one reported by the Marine 
Corps activity, the new address will 
be shown. 

(3) A Selective Service Number, 
or a Standby Reserve Control Number, 
as appropriate, will be shown, if a 
number was not previously assigned. 
(The same formula used for the Selec
tive Service Number is used for the 
Standby Reserve Control Number,) 

(4) The local board stamp will 
be affixed . 

• 5. Redetermination of Availability of 
Standb~ Reservists for Active Duty. 
Availa ility will be redetermined an
nually by means of SSS Form 91, a 
two-part postal card, mailed to each 
reservist by the local board having 
cognizance. Upon return of that part 
of the form completed by the reservist, 
the board reviews the case, indicates 
his redetermined availability on the 
form and forwards it to the Command
ing Officer, Marine Corps Reserve 
Data Services Center. 

• 6. Action by the Commanding Officer, 
Marine Corps Reserve Data Services 
Center. Upon receipt from tl;e Selective 
Service System of the DD Form 889 or 
the annual SSS Form 91, an appropriate 

change in the .personnel accounting 
syStem will be made if necessary, 
and the appropriate form. will be filed 
in the service record book or officer 
qualification record. Only the current 
DD Form 889 or SSS 91 will be re-
tained. , 'TVt it~ i.vL t., 'f111!_~_11_)1'+D .{ _'Y~llo'j 
~6)10 RECORD OF MILITA¥tY 
jc STATUS OF REGISTRANT 

(DD FORM 44) 

1. Notification 

a. The Record of Military Status 
of Registrant (DD Form 44), will be 
utilized to inform local Selective Serv
ice Boards when a reservist assumes 
a status under which he becomes eli
gible for deferment from induction 
and immediately upon change in such 
status. It is further used to certify for 
priority induction certain reservists as 
provided in current directives who fail 
to participate satisfactorily in a Marine 
Corps R e s e r v e training pro
gram. 

b. The DD Form 44 will be sub
mitted as follows 

( 1) Upon initial enlistment in 
the Marine Corps Reserve. 

(2.) When requested by the local 
board or reservist concerned. 

(3) When a reservist's attend
ance or performance of duty becomes 
unsatisfactory (as determined by cur
rent directives). 

( 4) When a person is enrolled 
in, disenrolled, or commissioned from 
a Marine Corps officer-type training 
program. 

(5) When a reservist joins an 
Organized unit or when his member
ship in an Organized unit is terminated 
for any reason . 

(6) When an event occurs which 
reflects a change from unsatisfactory 
performance of duty (as determined 
by current directives). 
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(7) Upondischarge of a Reservist 
who has been reported as satisfactorily 
participating, 

c. For the purpose of reporting 
information to local boards, the custo
dian of the Reservist's service record 
shall be responsible for submitting the 
required reports, except that all such 
reports on members of a Marine 
Corps officer-type training program, 
including those in Organized units will 
be submitted b the Commandant of 
the Marine Cor s Code DPC). An 
entry will be made using rubber stamp) 
on page 11 of the service record when 
the DD Form 44 is issued to include 
the reason. 

2. Preparation 

a. Complete all appropriate 
items. 

b. Space the Selective Service num
ber exactly as it appears on the Re
servist's registration certificate. 

c. If the Reservist has not com
pleted a period of 3 or 6 months active 
duty for training, enter "none" in the 
appropriate portion of the form. 

d. When the report is initially sub
rnitted upon enlistment or when no 
previous report has been made to the 
local board, the remark "NO PREVI
OUS REPORT" should be indicated. 

e, When using the DD Form 44 for 
priority induction, add the following 
statement in the remarks portion of 
the form: "ALL REASONABLE EF
FORT IN ACCORDANCE WITH CUR
RENT REGULATIONS HAS FAILED TO 
INDUCE SA TISF ACTOR Y PAR TICIPA
TION. CERTIFIED FOR PRIORITY IN-
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DUCTION UNDER SECTION 6(c)(2)(E) 
UMT&S ACT AS AMENDED." 

15081 SOCIAL SECURITY ACCOUNT 
NUMBERS 

1. A Socia! Security Account Number 
is assigned each Marine for the pur
pose of crediting to his Social Security 
account all of his earnings from the 
Marine Corps in order to obtain the 
benefits available to him through the 
Social Security System. 

2. The following forms are used in 
the establishment and maintenance of 
Social Security accounts: 

a. Form SS-5, Application for 
Social Security Number, is used tO 
obtain· a Social Security Account Num
ber Card and/or to obtain a duplicate 
card to replace a card which has been 
lost or destroyed. 

b. Form OAAN -7003, a change of 
record form, is provided for correcting 
or changing information supplied to 
the Social Security Administration on 
an earlier application; e.g., change of 
name upon marriage, name different 
from that under which enlisted, cor
rection of date of birth, correction of 
parents• name, etc. If a card has been 
previous! y is sued under a. name other 
than that presently on the service 
records, a Form OAAN-7003 must be 
prepared. 

c. Form OA-702, Social Security 
Account Number Card, bears the num
ber, name, and space for the indi
vidual's signature. The duplicate card, 
Form OA-702-1, is exactly like the 
original card except that the account 
number will be typewritten instead 
of printed. Forms previous! y is sued in 
Puerto Rico and printed in spanish 
are valid and will be honored. 
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d. The instructional material that 
appears on the reverse side of the 
application forms is to be modified 
as follows: 

(l) Form SS-5 

(a) Item 1: Show name as 
currently on service records. 

(b) Item 2: Insert "'Same as 
Item 12." 

(c) Item 12: The applicant is 
to show his present military mailing 
address. (Note: It is important that 
this address be given fully and cor
rectly. The issued account number 
card will be sent to the applicant's 
commander at the address given in 
this item. The Post Office Department 
and the Social Security Administration 
cannot interpret many military ab
breviations. Use only those abbrevia
tions that can be understood by the 
Post Office Department.) 

(d) Item 1+: The applicant 
will enter his military service number 
following his signature. 

(2) Form OAAN-7003 

(a) Item 1: Show name as 
currently on service records. 

(b}Item 3: Insert "Same as 
Item 13. •• 

. (c) Item 13: The applicant is 
to show his present military mailing 
address. (Note: It is important that 
this address be given fully and cor
rectly. The issued account number 
card will be sent to the applicant's 
commander at the address given in 
this item. The Post Office Department 
and the Social Security Administration 
cannot interpret many military ab
breviations. Use only those abbrevia
tions that can be understood by the 
Post Office Department.) 

(d) Item 15: The applicant 
will enter his military service number 
following his signature. 

3. Procedures set forth in the follow
ing paragraphs shall be carried out 
in establishing and recording Social 
Security Account Numbers {or Marine 
Corps personnel. 

+. General 

a. At the time of appointment or 
enlistment, upon reporting for active 
duty for training, or upon joining an 
Organized Marine Corps Reserve unit, 
personnel shall be requested to pre
sent their Social Security Account Num
ber cards, except when the account 
number is already officially known. 

b. When the number is officially 
known or a card is presented when 
requested, the number shall be re
corded as/.prescribed in subparagraph 
l5118.3i. Wh.en the officer's qualifica
tion record or service record book is 
not available to the officer effecting 
an appointment or enlistment, he shall 
forward the Social Security Account 
Number with the completed enlistment 
contract and record or appointment 
acceptance and record to the organi
zation responsible for making disposi
tion of those documents. 

c. Upon recording of the Social 
Security Account Number, it shall, if 
required, be transmitted to the appro
priate disbursing officer for entry on 
the individual's pay record. 

d. The Form OAAN-7003 shall be 
submitted when circumstances such as 
set forth in subparagraph 2b, above, 
are applicable. 

5. In cases not covered by subpara
graph +, above, or where the provi
sions of subparagraph +, above, cannot 
be complied with for any reason, the 
following procedures shall be carried 
out: (:.~ 

a. In the case of broken service 
enlistment or reenlistment in the 
Marine Corps or Marine Corps Re
serve for immediate assignment to 
active duty, and the individual has not 
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previously been assigned a Social Se
curity Account Number: 

( 1) Recruiting officers shall re
quire such individuals to complete a 
Form SS-5 or OAAN-7003, as appli
cable, and shall place the completed 
form in the service record book of 
the individual concerned. 

(2) Upon receipt of the service 
record book at the individual's per
manent duty station, completed appli
cations shall be delivered to the 
appropriate Social Security Adminis
tration Office, as determined in sub
paragraph 5e, below. 

b. In the case of personnel enlisted 
in the Marine Corps Reserve for as
signment to an Organized Reserve 
Unit who do not possess a Social 
Security Account Number, unit com
manders shall arrange for the sub
mission of Form SS-5 or OAAN-7003, 
as applicable, to the appropriate Social 
Security Admiuistration Office, as de
termined in subparagraph 5e, below. 

C• Applications for members of 
Class Ill, Marine Corps Reserve, on 
inactive duty, who have not been as
signed a Social Security Account Num
ber or who do not possess a Social 
Security Card, will be accomplished 
at the time such individuals report 
for active duty, active duty for train
ing, or upon joining an Organized 
Reserve Unit, through the appropriate 
Social Security Administration Office, 
as determined in subparagraph Se, 
below. 

d. In the case of appointments ad
ministered at other than permanent 
duty stations, or when the provisions 
of subparagraph 4, above, cannot be 
complied with due to the location of 
the officer's qualification record, etc., 
or in any other case not covered 
herein, the appointing officer shall 
attach completed application forms to 
the appointment acceptance and record 
to be forwarded to the individual's 
commander with that document. The 
individual's commander shall submit 
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the completed form to the appropriate 
Social Security Administration Office, 
as determined in subparagraph Se, 
below. 

e. Upon completion and review of 
the applications, they shall be for
warded to the appropriate Social Se
curity Administration Office as follows: 

(1) From units or locations with
in the United States and Puerto Rico, 
to the local Social Security Adminis
tration District or Field Office. Com
manders should contact their local 
Social Security Office in order to de
termine the best method of handling 
the applications. 

(2) All other units or locations 
outside the United States, and those 
with an FPO address will forward 
applications to: 

Social Security Administration 
Candler Building 
Baltimore 2, Maryland 

Applications forwarded to the Balti
more office by units in the latter cases 
may be sent in any quantity that is 
practicable, and will not be accom
panied by a letter of transmittal. 

f. Units within the United States 
and Puerto Rico should allow 30 days 
for receipt of the account number 
cards after applications have been 
forwarded. Other units should allow 
60 days. Where account number cards 
are not received within the time limits 
specified above, a "follow-up'' ap
plication should be submitted. If the 
application was originally submitted 
on Form -ss-5, then the "follow-up" 
application should be submitted on the 
same form, and line 11 should be 
checked ''yes" with the date and office 
to which the previous application was 
sent, entered in the designated spaces. 
This point is important, since it will 
ensure that each individual is assigned 
only one Social Security Account Num
ber. 

g. Upon receipt of Social Security 
Account Number Card(s) from the 
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Social Security Administration, the 
commander shall: 

(I) Record the account number 
in service records as prescribed in 
subparagraph 15ll8.3i. 

(2) Transmit the number to the 
disbursing officer for entry in the 
individual's pay record. 

(3) Deliver the card to the indi
vidual concerned. 

15082 SECURITY TERMINATION 
STATEMENT (OPNAV FORM 
5511-14) 

1. This form is designed for record
ing an individual's statement prior to 
discharge, release from active duty or 
separation from the service, that: 

a. All classified matter has been 
returned to the Naval Establishment. 

b. The individual will not reveal 
any classified information he may have 
knowledge of unless officially directed 
in writing to do so by competent naval 
authority. 

c. The individual has read and un
derstands certain appendices of the 
Department of the Navy Security Manual 
for Classified Information. 

z. The SecurityTerminationStatement 
will be executed prior to delivery of 
final papers on separation from active 
service for any reason and will be 
made a part of the individual's per
sonnel records prior to forwarding the 
records to the Commandant of the 
Marine Corps (Code DGH). The Security 
TermiJlation Statement will be executed 
by all personnel who have had access 
to classified information. 

15083 COURT-MARTIAL PROGRESS 
REPORT (NA VPERS 3047) 

1. This form is designed to provide 
necessary information to assist the 
Naval Clemency Board in determining 
what clemency, if any, should be granted 
to enlisted personnel undergoing 

courts -martial sentences, which in
clude 8 months or more confinement 
or an unsuspended punitive discharge, 
with or without confinement. 

2. The Commander, on whose rolls 
the individual is carried, is respon
sible for submission of the report, 
except in cases of personnel serving 
sentence in Marine brigs, in which 
case the commanding officer of the 
brig will prepare and forward the 
report via the commander on whose 
rolls the in d i vidual is carried. 
Progress reports shall be submitted 
as directed in SecNav Instruction 5810 
series. 

3. The original report and six copies 
thereof will be forwarded to the Com
mandant of the Marine Corps (Code 
DK). 

4. In addition, the original and six 
copies of a neuropsychiatric evaluation 
of the individual shall be included by 
those commands to whom the services 
of a naval psychiatrist may be made 
reasonably available. In the event a 
naval psychiatrist cannot be reasonably 
available, that fact will be stated in 
the progress report. 

5. Complete instructions governing the 
preparation of this form are contained 
on the reverse side thereof. 

15084 REQUEST FOR RESTORA
TION (NAVPERS 3048); 
WAIVER OF RESTORATION 
(NA VPERS 3049) 

1. These forms are provided for fur
nishing the Naval Clemency Board 
with information relative to the desire 
of persons sentenced to a punitive 
discharge to be (not to be) restored 
to duty. 

z. The original and six copies of the 
Request for Restoration, or, alter
natively, the Waiver of Restoration 
shall be prepared and forwarded to 
the Commandant of the Marine Corps 
(Code DK), together with the Court
Martial Progress Report in the man

prescribed in paragraph 15083. 
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15085 AGREEMENT TO EXTEND 
ENLISTMENT FOR PURPOSE 
OF SERVING PROBATION 

l. This agreement is designed for 
the purpose of recording an individ
ual's agreement to serve on active duty 
beyond the period of his obligated 
active service on probation in order 
that the unexecuted portion of a court
martial sentence may be suspended in 
accordance with SecNav Instruction 
5810 series. 

2. The agreement to be executed shall 
be, in tenor, as follows: 

• 'I understand that in order that the 
unexecuted portion of my sentence may 
be suspended for the purpose of en
abling me to be restored to active 
duty on probation, I must be obligated 
to serve on active duty for sufficient 
~ime in which to serve a reasonable 
period of probation. I further under
stand that, pursuant to Public Law 
780, 84th Congress, and implementing 
directives, I shall be required to make 
up the period of days I lost 
from my enlistment, unless I arn sooner 
discharged. (Omit preceding sentence 
if the individual has not lost time 
which must be made good under that 
law.) Accordingly, I hereby agree to 
being retained on active duty for the 
period of my probation, such period 
not to exceed one year. I understand 
that the time remaining in my en
listment, as involuntary extended for 
the purposes of making good time 
lost, will be included in this period. 
(Omit preceding sentence if not appli
cable.) I further understand that this 
suspension may be vacated, in ac
cordance with paragraph 97b, Manual 
for Courts-Martial, 1951, in which 
event the unexecuted portion of my 
sentence shall be executed." 

3. The following shall be accomplished 
relative to this agreement: 

a. The original and seven copies 
of the request shall be prepared. 

b. The information contained in 
the agreement .and the procedures to 

15-80 
Ch. 9 

be followed pursuant to the execution 
of the agreement shall be carefully 
explained to the individual. 

c. The applicant shall sign the 
agreement in duplicate. 

d. The original shall be retained 
in the service record as a document 
and the duplicate ()riginal, together 
with six copies, shall be forwarded 
to the Secretary of the Navy (Naval 
Clemency Board) via the Commandant 
of the Marine Corps (Code DK), along 
with the Request for Restoration 
(NA VPERS 3048). 

.15086 UNIT PUNISHMENT BOOK 

l. General. A unit punishment book 
shall be maintained in every organi
zation where the commanding officer 
or officer in charge has authority to 
impose punishments under Article 15, 
Uniform Code of Military Justice. A 
new unit punishment book shall be 
opened at the beginning of each calen
dar year. The old books are to be. 
retained in the organization until such 
time as they may be retired or de
stroyed in accordance with directives 
concerning disposition of records. 

2. Form. The unit punishment book 
shall be a looseleaf binder. Unit pun
ishment book forms NAVMC 10132-
PD (Rev. 9-63) shall be arranged in 
alphabetical order without regard to 
grade of the enlisted persons con
cerned. Authorized abbreviations may 
be used in completing the form. Records 
of punishment of officer personnel im
posed under Article 15, Uniform Code 
of Military Justice, shall be in the 
form of written communications and 
are not entered in the unit punishment 
book. In this connection, . see part D, 
chapter 7, Manual of the Judge Advo
cate General, Sections 0101 and 0102. 

3. Procedure 

a. Form NAVMC 10132-PD (Rev. 
9-63) shall be prepared, completed 
and filed by the immediate organiza
tion of the accused in those cases 
where final disposition is made by the 
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immediate commanding officer or of
ficer in charge. In those cases referred 
to superior authority for disposition, 
Items 1 through 6, l6a, and 17 will be 
completed, in duplicate, by the imme
diate organization of the accused, Both 
copies of the form will then be for
warded to higher authority. The su
perior commanding officer who im
poses the punishment, or decides other 
disposition of the case, will complete 
or cause the remaining items, less 
Items 16 and 18, to be completed, as 
appropriate, The original of the form 
will be retained and filed in the unit 
punishment book maintained by such 
sUperior commander. The duplicate 
original shall be returned to the im
mediate commanding officer or officer 
in charge of the accused for comple
tion of Items l6b and 18 and filing in 
the unit punishment book ofthat organi
zation. 

b. In those cases where an appeal 
of nonjudicial punishment is made, all 
papers relative thereto will be returned 
to the appellant's immediate command
ing officer, subsequent to the adjudica
tion thereof, for filing in the unit 
punishment book with the record of the 
case of an enlisted member or for filing 
and disposition in accordal;lce with ap
plicable regulations in officer cases 
(paragraphs 7151 and 15001; U.S. Navy 
Regulations, article !701; and JAG 
Manual, section 0102). 

4. Instructions for Completing the 
Form 

a, Items l and 2. Enter name, 
grade, service number and immediate 
organization of the accused. 

b, Item 3, Enter Article of Uni
form Code of Military Justice violated 
and include a brief summary of facts 
constituting violation. In unauthorized 
absence offenses, include hour and date 
of both commencement and termination, 

c, Item 4, Enter date and place of 
commission of offense. In this connec .. 
tion, an unauthoriZed absence is com .. 
mitted at the time and place the un
authorized absence commences. 

d, Item 5. The accused enters his 
initials, in his own handwriting, after 
Article 31, Uniform Code of Military 
Justice, has been read and explained to 
him and he indicates that he under
stands same. 

e, Item 6. The accused enters the 
date and his signature, after paragraph 
132, Manual for Courts -Martial, United 
States, 1951, has been read and ex
plained to him and he indicates that he 
understands same and is willing to ac
cept imposition of nonjudicial punish
ment. 

f. Item 7. Enter only nonjudicial 
punishment imposed under Article 15, 
Uniform Code of Military Justice, and 
date thereof. Authorized nonjudicial 
punishments are listed in paragraph 
l3lb, Manual for Courts-Martial, 
United States, 1951, The nonpunitive 
measures authorized in paragraph l28c, 
Manual for Courts-Martial, United 
States, 1951, or referral for trial by 
court-martial, or dismissal of the 
charge, or referral to superior au
thority for disposition, or a 11 Com
manding officer's warning,'' o-r Vacation 
of a nonjudicial punishment or court
martial sentence are not authorized 
nonjudicial punishments and shall not 
be entered in Item 7. Such matters are 
to be entered in 17 as indicated below. 

g. Item 8, Enter the terms of the 
suspension, if any. Example: 11 Execu
tion of reduction suspended for 6 
months, at which time, unless the 
suspension is sooner vacated, the 
punishment will be remitted without 
further action." If the execution of the 
punishment is not suspended, enter 
''None''. 

h, Item 9. Enter the name, grade, 
and functional title of the officer who 
imposed the punishment, 

i, Item 10, Enter the date the ac
cused was informed of the imposed 
punishment, This date is normally the 
same as shown in Item 7. 

j. Item 11, The accused enters his 
initials in his own handwrlting after he 
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has been informed of his right of 
appeal as required by paragraph 133, 
Manual for Courts -Martial, United 
States, 1951. 

k. Item 12. The commanding offi
cer or officer in charge who imposed 
the punishment and suspension, or 
makes other final disposition of the 
case (Item 17), shall enter his initials 
in his own handwriting; i.e., the officer 
named in Item 9. The officer render
ing the decision on appeal, if an appeal 
is made, is not required to initial the 
form. 

l. Item 13. Enter the date of appeal 
if an appeal is made. If no appeal is 
made, enter ''Not appealed." 

m. Item 14. Enter the decision on 
appeal if an appeal is made and the 
date of the decision. Example: "Appeal 
granted. Restore all rights, privileges, 
and property affected by the executed 
portion of the punishment. 1 Aprill959," 
or "Appeal denied. 1 April 1959." If no 
appeal is made, enter "Not applicable.'' 

n. Item 15. Enter the date the ac
cused was informed of the decision on 
appeal if an appeal was made. If no 
appeal is made, enter "Not applicable." 

o. Item 16, The immediate com
manding officer or officer in charge 
of the accused shall enter his initials 
in his own handwriting as follows: 

(1) Item 16a. Prior to referring 
the case to the superior authority for 
disposition (initial both copies). 

(2) Item 16b. Subsequent to the 
disposition of the case by higher au
thority and upon return of the duplicate 
original of the form (initial duplicate 
original only), 

(3) Item 16c, Subsequent to the 
receipt of the decision on appeal if an 
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appeal is made (initial duplicate origi
nal only). 

(a) In those cases where the 
officer required to initial Item 12 is 
also the immediate commanding officer 
or officer in charge of the accused, 
such officer is required to initial Items 
12, and 16c, when applicable, in accord
ance with subparagraph 4o(3), above. 

p. Item 17. Enter any remarks 
considered appropriate, to include any 
disposition of the case or action taken 
or recommended wherein nonpunitive 
measures authorized in the Manual for 
Courts-Martial, United States, 1951, 
paragraph 128c, are used, or the case 
is referred to higher authority for dis
position, or referred for trial by court
martial or a · 11 Commanding officer's 
warning" is given, or the charge is 
dismiss.ed, or the previous suspension 
of a nonjudicial punishment is vacated 
and the punishment ordered execute¢!, 
or the previous suspension of a sum
mary or special court-martial sentence 
not involving a bad conduct discharge 
is vacated and the sentence ordered 
executed, or a previously suspended 
sentence of a special court-martial in
volving a bad conduct discharge or 
general court-martial sentence is re
ferred to a hearing to determine whether 
vacation of the suspension is appro
priate. Example: "Nonpunitive verbal 
reprimand issued by the commanding 
officer as authGrized by the Manual for 
Courts-Martial, paragraph 12Bc." "Re
ferred to battalion commander, recom
mending (trial by (summary) (special) 
(general) court-martial) (reduction in 
grade to the next inferior grade (the 
grade of private first class).)" "Re
ferred for trial by (summary) (special) 
court-martial.'' "Warned by command
ing officer." "Charge dismissed by 
commanding officer. Insufficient evi
dence." "Suspension of nonjudicial 
P'¥'ishment imposed and suspended on 
1 April 19.65 for a period of 6 months 
vacated and punishment ordered exe
cuted.'' ''Suspension of sentence to 
reduction to grade of private first class 
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imposed by (summary) (special) court
martial on 1 April 1965 to be vacated 
by supplemental action on the record of 
trial.'' "Referred to hearing to deter
mine whether vacation of suspended 
sentence to bad conduct discharge is 
appropriate.•• 11 Referred to hearing to 
determine whether vacation of sus
pended general court-martial sentence 
is appropriate. 11 

q. Item 18. The immediate com
manding officer or officer in charge, 
or any person authorized by that offi
cer, shall enter his initials, in his own 
handwriting, in the applicable and ap
propriate parts of this item, after he 
has determined the required adminis
trative action has been completed. 

15087 RESERVE OFFICER/STAFF 
NCO QUALIFICATION SUM
MARY (NAVMC 10476~DR) 

l. Requirement. All Reserve officers 
and Class II Staff NCOs on inactive duty 
must complete an annual Reserve Of
ficer/Staff NCO QualificationSummary 
(NAVMC 10476-DR) inorderthatanup
to-date summary of skills and qualifi
cations will be available in the case 
file of the officer and staff NCO con
cerned. 

2. Mailing 

• a. The Commanding General, Ma
rine Air Reserve Training Command; 
District Directors; Commanding Offi
cer, Marine Corps Re-serve DataServ
ices Center; and commanding officers 
of Organized Marine Corps Reserve 
units will ensure that a Reserve 
Officer/Staff NCO Qualification Sum
mary (NAVMC 10476-DR) is delivered 
to each Class II and III officer and 
Class II Staff NCO on inactive duty as
signed to their command, in sufficient 
time to be completed and forwarded 
by the officer or staff NCO concerned 
to the Commandant of the Marine Corps 
(Code DGH) to arrive no later than 1 
November of each year. 

b. Instructions for completion of 
the summary are contained on the form 
and are considered self-explanatory. 

.15088 DELETED (Ch. 11) 

.15089 DELETED (Ch. 11) 

15090 SERVICE SCHOOL TRAN
SCRIPT (LETTER FORM) OR 
APPLICATION FOR THE 
EVALUATION OF EDUCA
TIONAL EXPERIENCES 
DURING MILITARY SERVICE 
(DD FORM 295) 

1. Upon the request of an individual 
Marine, a con1.manding officer is au
thorized to furnish a civilian educa
tional institution a transcript of educa
tional experiences completed during 
military service for evaluation in 
terms of academic credit. This may 
be accomplished by preparing a serv
ice school transcript in letter form 
or an Application for the Evaluation 
of Educational Experiences During 
Military Service (DD Form 295 ), Infor
mation for inclusion in either document 
will be extracted from the officer's 
qualification record or the individual's 
service record book. If the records 
do not contain complete information, 
a request should be made to the Com
mandant of the Marine Corps (Code 
DGK) that a service school transcript 
be forwarded direct to the. educational 
institution. 

2. If a service school transcript is 
prepared in letter form, it will list 
formal service school courses and 
training correspondence courses com .. 
pleted. The transcript will include, if 
available, the name of the school; loca
tion; title, length, and dates of courses; 
subject; and class standing. Eequests 
for official transcripts of courses com
pleted through the Marine Corps Insti
tute (MCI) will be addressed to the 
Commandant of the Marine Corps (Code 
DGK). Requests for an official record 
of courses and tests completed through 
USAF! will be addressed to the Director 
of USAF!, Madison, Wisconsin. 

3. If DD Form 295 is used, it will be 
prepared in accordance with instruc
tionS contained on the form. 
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15091 CERTIFICATE OF GOOD 
CONDUCT (NAVMC 71-PD) 
AND ORGANIZED RESERVE 
CERTIFICATE (NAVMC 
10592-PD} 

1. The Certificate of Good Conduct 
shall be is sued by the commander, to 
an enlisted member, at such time~ as 
he meets the eligibility requirements 
for the Good Conduct Medal Award or 
star in lieu of an additional medal. 
Eligibility requirements and adminis
trative procedures pertaining to the 
Good Conduct Medal Award are con
tained in paragraph 15116 and in the 
Navy and Marine Corps Awards Manual 
(SECNAVINST Pl650.1C). 

2. The Organiz;ed Reserve Certificate 
shall be issued by commanders to a 
Reserve member at such time as he 
meets eligibility requirements for the 
Organized Marine Corps Reserve 
Award. Eligibility requirements and 
administrative procedures pertaining 
to the award are contained in para
graphs 15115, 15157 and in the Navy 
and Marine Corps Awards Manual 
(SECNAVINST Pl650.1C). 

3. The certificates are considered 
self-explanatory and will be completed 
in duplicate. The information identi
fying the individual to whom the cer
tificate is issued will include grade, 
full name and service number; e.g., 
PFC JOHNJOSEPHDOE661477 USMC/ 
USMCR. 

4. Distribution of the completed cer
tificates will be as follows: 

a. Original - Individual concerned. 

b. Duplicate - Commandant of the 
Marine Corps (Code DGH). 

SERVICEMEN'S GROUP LIFE 
INSURANCE FORMS 

1. Request for Insurance Application 
(VA Form 29-8285). This form is util
ized when a Marine returns from an 
unauthorized absence status for more 
than 31 days or has elected not to be 
covered for $10,000. The form is pre
pared in triplicate. The original will 

be forwarded to the Office of Service
men's Group Life Insurance (OSGLI), 
212 Washington Street, Newark, New 
Jersey 17102. The detachable portion 
of the form will be placed in the docu
ment side of the service record. See 
subpars. lll05.5h and 5k(3 ), for further 
information. 

2. Certificate of Coverage (VA Form 
29-8290 ). Presented to each Marine 
insured under SGLI. This certificate 
corresponds generally to an insurance 
policy to make the Marine aware ofthe 
nature of the insurance coverage pro
vided. Do not place the Marine's name, 
organization or amount of coverage on 
this certificate. 

3. Certification of Servicemen's Group 
Life Insurance (VA Form 29-8284). 
This certificate, when completed, in
dicates the amount of coverage held 
and the eligibility of the Marine or 
former Marine to convert his SGLI 
coverage to a commercial policy. 

a. Prepare in duplicate upon re
lease from active duty, discharge, .re
tirement or other separation from 
active duty, or upon request of a 
Marine on active duty. 

b. Present the original and the 
copy to the Marine or former Marine. 

4. Claim for Death Benefits (VA Form 
29-8283 ). Prepared by Headquarters, 
U.S. Marine Corps (Code DN). 

5. Servicemen's Group Life Insurance 
Election (VA Form29-8286). This form 
is utilized when a Marine desires to 
designate beneficiary(ies) in writing, 
to choose a method of settlement or if 
he desires to terminate his SGLI cov
erage or reduce the amount of cOverage 
to $5,000. · 

a. Distribution of the completed 
form will be as follows: 

( 1) Original - Place in document 
side of service record. 

(2) First copy - Individual con
cerned. 

(3) Second copy - Forward to 
Commandant of the Marine Corps (Code 
DGH). 



PART C: SERVICE RECORD BOOK 

15100 GENERAL 

1. The service record book is designed 
for recording certain specified infor
mation about a Marine at the time he 
enlists, and for recording changes in 
status and pertinent events which affect 
his military service until discharge. 
The service record book is used by 
the commander in determining duty 
assignment, promotion data, eligibility 
for overseas service, etc:-~-3.nd for use 
as the basic record from which per
sonnel accounting information is de
rived. The- service record book reflects, 
in addition tq certain civilian back
ground information and personal data, 
a complete chronological record or 
history of a man during his term of 
service. 

2. The following general instructions 
apply to care and maintenance of the 
service record. Responsibility for care 
and maintenance, including opening and 
assembly, custody, timely forwarding, 
making entries, closing, etc., rests 
with the commander. Although a custo
dian may be appointed to perform these 
functions, the commander's responsi
bility cannot be delegated. 

a. Assembly. A service record book 
shall be opened and assembled for each 
individual who is enlisted, reenlisted or 
inducted into the Marine Corps or Ma
rine Corps Reserve. Recruiting activi
ties are responsible for the preparation 
of certain pages and documents as 
specified below, but such activities 
shall not open and assemble service 
record books, except in the case oJ 
personnel enlisted in the Marine Corps 
Reserve for the purpose of enrollment 
in an officer candidate program. The 
organizations to which personnel are 
transferred by recruiting activities 
shall open and as semble their service 
record books. In case of immediate 
reenlistment, the organization effecting 
the reenlistment is responsible for 
opening and as sembling the new service 
record book. The service record book 
consists of a cover, standard pages and 
documents and shall be assembled as 
follows: 

( 1) Cover. The cover is a manila 
folder-type book designed to hold stand-

ard pages on the right side and docu
ments on the left. Prepare the cover 
as prescribed in paragraph 15103. 

• (2) Standard Pages. Standard 
pages are provided to record events 
which happen to most Marines. Prepare 
and insert the following standard pages 
as required: 2, 3, 5, 6, B, BA, SAY, 
9, 11, 12, 13, 13A, 16, 17, and 21. 
In case of immediate reenlistment, a 
new page 17 will not be prepared; enter 
this page from the old service record 
book, Also, insert NA VMC 10526-PD 
as a standard page immediately before 
page 16. (Pages 4, 7, 10, 14, 15, 18 and 
19 are not presently utilized,) Recruit 
depots will ensure that prior to trans
fer of recruits standard pages 2, 3, 
5, 6, 9, 11, 12, 16 and 17 plus other 
pages as required are part ofthe serv
ice record book. Enter last name, first 
name, and middle initial and service 
number at the bottom of each page. lf 
total name exceeds 25letters, last name 
and first two initials are authorized. See 
paragraphs 15104 - 15122 regarding 
entries to be made on individual pages. 

{3) Documents 

(a) The documen• side of the 
service record book is provided for in
serting official letters, certificates, 
and other papers regarding the indi
vidual that should be made a permanent 
part of his official record. In addition, 
the temporary filing of various docu
ments on this side of the book may be 
prescribed by current directives. Al
though the authority and judgment of 
commanders to insert material is not 
restricted to items delineated in this 
manual and other current directives, 
the service record book will not be 
used as a catchall for extra copies of 
transfer orders, local command memo
randum and work sheets, or other 
extraneous papers. Documents such as 
the following are proper and shall be 
inserted, if applicable: 

!· Consent, Declarationof 
Parent or Legal Guardian, DD Form373, 

2. Armed Forces Secu
rity Questionnaire, DD Form 98. 
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3. Statement of Under
standing of Military Obligation. 

4, Certificate of Proof of 
Citizenship of a Foreign Born Appli
cant for Enlistment, NAVMC 538. 

5. Veterans' Administra
tion InsuranCe Forms. 

6. Any special authority 
for enlistmeUt or extension. 

7. Nomination of Military 
Postal Clerk or Military Assistant 
Postal Clerk, DD Form 523. 

8. Certificate of Clear
ance for Halldling Classified Matter, 
OPNAV Form 5521-429 and Request 
for Investigation for Personnel Secu
rity Clearance, OPNAV Form 5520-l. 
The provisions of paragraph 15164 
are applicable in the case of enlisted 
personnel. No certificate of clearance 
is required for granting confidential 
clearance. 

9. Individual Clothing 
Record (N A VMC 631-SD for men; N AV
MC 63la-SD for women), This form 
will be inserted and retained as the 
top document as long as applicable. 
Instructions for preparation, mainte
nance, and disposition of these forms 
are contained in the Individual Cloth
ing Regulations. 

10. Original leave author
izations forthe period specified by 
SECNAVINST P5212.5B, paragraph 
1050(1). 

ll. Orders which authorize 
delay en route. Retain for the period 
specified by SECNAVINST P5212.5B, 
paragraph 1050(1). 

12. Documents which sup
port payment of allowances such as 
approved applications for dependent 
allowances, commuted rations, etc. 

13. In case of immediate 
reenlistment, Copy No. 4 of DD 214 
will be retained for insertion as a docu
ment in the new service record book. 

14. Any other documents 
required by current regulations or 
which the commander considers to be 
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a necessary part of the individual's 
record. 

(b) Upon immediate reenlist
ment, remove and transfer to the new 
service ___ record boOk-- -ali documents 
which will continue to support admin
istration during the new enlistment 
such as: the certificate of clearance, 
the request for investigation, all docu
ments which continue to support pay
ment of allowances including approved 
applications for BAQ and/or commuted 
rations, the most recent determination 
for dependent parents, and initiated 
changes in dependency status upon 
which action has not been completed. 

(4) Pages and Documents Pre
pared by Recruitin Activities. Upon 
enlistment reenlistment of personnel, 
recruiting activities shall proaess the 
following pages and documents. These 
papers will be transmitted in accord
ance with subparagraph d(2), below. 

(a) Pages 

l. Page 2 - Enlistment 
Contract and Record and/or Record 
of Induction. 

2, Pa.ge ll - Administra
tive RemarkS--To be prepared in those 
cases where entries by recruiting ac
tivities are required by current in
structions. 

3, N A V M C 10526-PD, 
Record of EIDergency Data~ 

(b) Documents. The follow
ing items will be completed only in 
those instances specified by current 
instructions. 

l. DD Form 98, Armed· 
Forces Security Questionnaire. 

2. DD Form 373, Consent, 
Declaration of Parent or Legal 
Guardian. 

3, NAVMC 538, Certifi
cate of ProOf of Citizenship of a For
eign Born Applicant for Enlistment. 

4. Statement of Under
standing of Military Obligation, 

b. Custody, Information recorded 
in the service record book shall be 

• 
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treated as personal and confidential 
in nature. Access will be allowed only 
to the individual or to those persons 
officially working with the service rec
ord book, When an individualdesiresto 
examine his record, he may do so, but 
only in the presence of the custodian, 

c. Making entries (general) 
~ 

(l) Regular r"'cruiting activities 
will enter service nurrlQers on the cover, 
standard pages, docu nts; and other 
enlistment forms prep red by them, 
with a numbering mac · e as pre
scribed in subparagraph 15105,ld, 

(/1) All other entries will be made 
with a typewriter, if possible. If it is 
not possible to use a typewriter, entries 
will be printed neatly in ink. 

(~) Rubber stamps may be used, 

(~) Black ribbons will be used 
for all typewritten entries. Moreover, 
black ink will be used for all rubber 
stamp and handwritten entries. Signa
tures must be made in the individual's 
handwriting and not printed. 

(!j.) Erasures, strikeovers, and/ 
or any 1:ype of correction fluids or ink 
eradicators are prohibited. 

(6o) Unless specific instructions 
state otherwise, authorized changes or 
corrections will be made in accord
ance with the appropriate method shown 
below. In respect to errors noted at 
times other than during the annual ad
ministrative audit, the provisions of 
paragraph 17002 are equally applicable, 
For changes authorized or directed 
by the Commandant of the Marine 
Corps, see subparagraph 15115.3k(2). 

(a) By drawing a thin inked 
line through the entry to be changed or 
corrected and entering the change or 
correction directly above or below the 
original. Such changes shall be initialed 
by an officer indicated in subparagraph 
15100,2c(9), below, 

(b) By counter entry. In this 
case the nullified entry will not be 

deleted, Signatures shall be as pro
vided in subparagraph l5100,2c(9), be
low. 

(c) By modifying entry, In 
this case, reference the previous en-
try(s) being modified, (Example: "Refer 
2nd entry this page,") This entry will be 
made in the same general form as the 
original but will include the correc
tions, additions, or modifications 
necessary to record the true facts. The 
original entry will not be deleted. Sig
natures shall be as provided in sub
paragraph 15100.2c(9), below, 

(YJ Authorized abbreviations will 
be used whenever practicable. 

(8) Unless specific instructions 
state otherwise, enter dates as: 
12Jun52, if day, month, and year are 
known; June 52, if only month and year 
are known; 1952, if only year IS 
known. ----

(~) Signatures, Unless instruc
tions for individual entries state other
wise, entries will be authenticated in 
accordance with the following: 

• (a) A facsimile signature of 
the Commanding Officer, Marine Corps 
Reserve Data Services Center or duly 
designated officers may be used to 
authenticate entries made for inactive 
Class III reservists, provided the en
tries are purely of a record keeping 
nature and do not require assignment of 
conduct or proficiency marks or deci
sions of the commanding officer re
garding the content of the entries. 
Facsimile signatures shall be validated 
by the hand-written initialofthe officer 
concerned or officers he designates in 
writing. Facsimile stamps must be 
properly safeguarded and used only for 
the purpose for which authorized, Ex
ample of validated facsimile signature: 

(b) Except as authorized 
above, entries will be authenticated by 
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the commander or an officer duly des
ignated by him. Entries signed by an 
officer duly designated by the com
mander will be signed By direction. 
Examples of signature entries: 

A. B. SEE, Commanding Officer 

D. E. FOX, By direction 

( 10) In cases where two or more 
successive entries made at one time 
require the signature of the same offi
cer, the signature may be placed oppo
site the last entry and the remaining 
signature spaces crossed out by a 
diagonal straight line. 

t d. Transfer of records 

(1) Except for unusual cases 
(e.g. evacuation without service rec
ords) service record books, or in the 
case of new recruits, service record 
pages and/or documents, and health 
records (including dental records) will 
accompany the individual to the desig
nated duty station upon: 

(a) Permanent change of sta-
tion. 

(b) Assignment of a reservist 
to active duty. 

(c) Assignment to or return 
from temporary additional duty of 30 
days or more. This does not apply to 
individuals carried on the rolls of Head
quarters Battalion, Headquarters, U.S. 
Marine Corps, Arlington, Virginia 
22214 who are assigned to temporary 
additional duty with the State Depart
rnent, National Security Agency, or 
other similar activity; in this case, the 
records will remain at Headquarters 
Battalion. 

(2) As an exception to subpara
graph (1), above, if a Marine will be 
administered by Headquarters Bat
talion, Headquarters, U.S. Marine 
Corps, although he will go elsewhere, 
his service records will be mailed to: 
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Commanding Officer 
Headquarters Battalion 
U.S. Marine Corps 
Henderson Hall 
Arlington, Virginia 22214 

(3) Method of entrusting records. 
For enlisted Marines group travel, 
place records in a sealed folder and give 
to the senior man in charge of the de
tail. An individual traveling alone shall 
carry his own service records in a 
sealed envelope. Joining commands will 
endorse a copy of the individual or group 
orders back to the losing command to 
show receipt of records. 

(4) When service records are to 
be mailed according to the exceptions 
noted in subparagraphs (!)(a) and (!)(b), 
above, the following instructions apply: 

{a) Forward the service rec
ord book by nonregistered mail, in
cluding airmail, on the day the individual 
concerned departs for the new duty 
station. 

(b) Prepare a combined in
voice and receipt (Form NAVMC 941-
p D), place the original in the package 
or envelop_e and attach a copy to the 
individual's travel orders. If the receipt 
is not signed and returned in a reason
able time, tracer action should be 
initiated. 

je. Occasions for mailing service 
records to Headquarters Marine Corps, 
National Personnel Records Center 
(St. Louis, Mo.), or Marine Corps Re
serve Data Services Center (Kansas 
City, Mo.): 

·1J1ddr.hi2,I· ,a&Z/'/Y'f];;J/o;~ H.A.,J./167 
<.._;, - -.; 0 f'llistruchorts' for Regulal 
Establishment. Service records shall 
be sent to one of the following ad
dresses or codes for the reasons 
stated: 

(a) Commandant of the Ma
rine Corps (Code DGH) 

!· Discharge- -In cases 
of immediate reenlistment, ensure that 
necessary entries, documents, and 
pages are transferred to the new serv
ice record book priC"l" to forwarding. 

~. Retirement 

3. Acceptance of com-
mission. 
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(b) Commandant of the Ma
rine Corps (Code DNA) 

1. Deaths. 

2. 
captured: When 
chapter 12. 

Missing in action and 
and as directed in 

(c) Commandant of the Ma
rine Corps (Code DK). Desertion. 

(d) Commanding Officer 
(DP). Marine Corps Reserve Data Serv
ices Center, 1500 East Bannister Road. 
Kansas City, Missouri 64131. Release/ 
Transfer to Class II Organized Reserve. 

(e) C ornm anding Officer 
(RP), Marine Corps Reserve Data Serv
ices Center, 1500 East Bannister Road, 
Kansas City, Missouri 64131 

l. Release/Transfer to 
Class III Reserve. 

b Transfer to Fleet Ma
rine Corps Reserve. 

(2) Instructions for Reserve 
Establishment, Service records shall 
be sent to one of the following ad
dresses or codes for the reasons stated: 

(a) National Personnel Rec
ords, GSA (Military Personnel Rec
ords), 9700 Page Boulevard, St. Louis, 
Missouri 63!32 

1. Retirement of Class 
III reservists:-

~. Transfer of Fleet 
Marine Corps reservists to the Re
tired List. 

3. Discharge of Class III 
reservists. 

(b) Commandant of the Ma
rine Corps (Code DGH) 

l. Discharge of Class II 
reservists. 

2. Retirement of Class 
II reservists.-

(3) Preparation of records for 
mailing shall be as follows: 

(a) Use a separate container 
or envelope for mailing to each of the 
above codes or addresses. 

(b) Prepare NAVMC 941-PD 
and enclose it in the container with the 
service record books. 

(c) No receipts will be pro
vided; however, tracer action will be 
initiated by the addressee if a service 
record listed on the transmittal sheet 
is not found in the package. 

tf. Closing the service record book. 
The service record shall be closed 
upon discharge, retirement and death. 
Closing consists of making final en
tries on certain pages. Instructions 
for making such entries are set forth 
in the detailed instructions contained 
in this chapter. Closed-out records 
shall be forwarded as provided in sub
paragraph 2e, above. 

15101 SPECIAL INSTRUCTIONS 

l, Lost or Missing Service Record 
Books 

a. In cases where service record 
books are lost or missing, the following 
action will be taken: 

(l) Make up a temporary service 
record book as soon as needed but 
within 30 days after loss is discovered; 
make up to include a cover and the pages 
necessary to record the joining and 
later events. Place the word 11 Tempo
rary11 on the cover and at the bottom 
of each page used. 

(2) Make every effort to find the 
original book. If the man was joined 
without his book, check with the com
mand from which he was transferred 
and any commands to which he reported 
en route. In the case of men evacuated 
from a combat zone, comply with sub
paragraph 2d, below. 

(3) When a book has been miss
ing for over 90 days, or the steps set 
up by subparagraph 2d, below, have 
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not been successful, request a skeleton 
service record book from the Com
mandant of the Marine Corps (Code 
DGK). In the request, tell what steps 
were taken to find the original, and the 
results of the steps taken. 

(4) If the missing book is found 
or a skeleton book received from Head
quarters Marine Corps, destroy the 
temporary cover and put the pages of 
the tempora:ty book behind like pages, 
if any, in the original or skeleton book. 
If there is no like page in the original 
or skeleton book, line out the word 
"Temporary" from the page and use it. 

(5) If the original book is found 
after a skeleton is received, destroy 
the skeleton cover and enter the pages 
from the skeleton in the original as set 
forth above. 

b. When a man is to be separated 
in the immediate future and his book 
is missing or not complete, dispatch 
the Commandant of the Marine Corps 
(Code DGK) for separation informati9n. 
Give the man's name, grade, and serv
ice number. The Commandant of the 

Marine Corps will dispatch the follow
ing information: 

(1) Date and place of birth. 

(2) Date reported for active duty 
and active duty tour length (For re
servist ouly). 

(3) Date of enlistment. 

(4) Term of enlistment. 

(5) Total net service for pay 
purposes before the present enlistment. 

(6) Character of discharge or 
separation to be issued. 

(7) U. S. Citizenship (yes or no). 

The reply will list the numbered item 
above with the matching information. 
When the reply is received, enter the 
information in the service record book, 
or if the service record is lost, open 
a temporary service record book. Then 
discharl!e the man or release him to 
inactive duty after getting other neces
sary information from him by affidavit. 
Refer the settlement of unused leave to 
the appropriate disbursing officer. 
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c. When a Reserve activity joins a 
man who was released to inactive duty 
without his permanent service record 
as set forth in subparagraph lb, above, 
it will search for the original book and 
ask for a skeleton book as set forth in 
subparagraph la, above. 

d. When a man dies and his service 
record book is missing, open a tempo
rary book and use it in closing out the 
records. 

2. Service Records of Persons Evacu
ated from Combat Areas 

a. When Marines are committed to 
combat, the Commandant of the Marine 
Corps may designate one or more ac
tivities to act as clearing agencies for 
service records of men who cannot be 
located after evacuation from the com
bat area. When an activity is designated, 
the procedure set forth below will be 
used to get the service records to the 
organization which has the man. 

b. In accordance with subparagraph 
4020.lb, the overseas activity will 
initiate a service record transfer to 
the appropriate casual administrator 
as set forth in the current Marine Corps 
Order which designates clearing agen
cies and casual administrators, and for
ward service records accordingly. 
Paragraph 4020 will be cited as the 
authority for transfer in each case. 

c. The casual organization which 
first receives the service record of an 
unlocated evacuee will try to find the 
man and send the service record to his 
organization. H the man has not been 
located at the end of 30 days from the 
date he was transferred from the com
bat organization, he will be joined for 
record only by the r::asual organization 
and transferred by service record to 
the designated clearing agency. In those 
instances where the casual administra
tor and the clearing agency are th"> 
same activity, the joining and trans
£erring of the individual at the end of 
the 30-day period will not apply. 

d. When the clearing agency re
ceives the service record, it will start 
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action to locate the man. H the man is 
not found within 30 days, the clearing 
agency will hold the service record 
and ask for locator service from the 
Commandant of the Marine Corps (Code 
DGK). When the man is found, his 
service record will be sent to his 
organization. The clearing agency will 
not join the individual unless he physi
cally comes within the accounting juris
diction of the clearing agency. 

e. Commanders in the continental 
United States will use the designated 
clearing agency to locate service rec
ords of evacuees with the casual ad
ministrator listed as an information 
addressee. Include in the request the 
itinerary given by the man, or from 
any records which are available. A 
copy of the request will be placed in 
the man's temporary service record 
book. The clearing agency will not hold 
the request for a period longer than 60 
days after the date the man was evac
uated from the combat zone. H, at the 
end of that period, the service record 
has not been received, the request will 
be sent on to the appropriate casual 
organization for action. The results of 
the search by the casual organization 
will be returned to the clearing agency 
for further return to the commander 
who sent the request. 

f. If a request for a service record 
has been sent to a clearing agency and 
the service record is received from 
some other organization, notify the 
clearing agency and cancel the request. 
The clearing agency will in turn notify 
by message any other organization to 
which the request may have been for
warded. 

g. H the clearing agency cannot 
locate the original service record book, 
the commander of the organization to 
which the man is joined will request a 
skeleton service record book from the 
Commandant of the Marine Corps (Code 
DGK), as set forth in subparagraph l a, 
above. Do not request a skeleton service 
record book before the tracer action is 
complete. When an emergency---exists, 
such as discharge or release from 
active duty in the immediate ,future, 
comply with subparagraph lc, above. 
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15102 DETAILED INSTRUCTIONS out the words "to me" and the entry 

1. Detailed instructions for the prep
aration, maintenance, and closing out 
of the service record book, to include 
the cover and standard pages, are 
contained in the paragraphs that follow. 

15103 COVER (NA VMC 118a-PD) 

1. The organization to which an indi
vidual is transferred by a recruiting 
activity shall prepare the cover. 

2~ Organizations effecting immediate 
reenlistments will keep the old cover 
for use with the new service record 
book. 

3. When a closed out service record 
book is forwarded upon separation 
from service, the cover will be dis
posed of to the best interests of the 
Government. 

15104 MISCELLANEOUS INFORMA
TION (NA VMC 118(1)-PD) 

.1. Page 1 is being phased out; there
fore, it will not be prepared whert an 
individual enlists or reenlists. Any 
page 1 which is currently a part of a 
Marine's service record book will be 
retained, but onl.J the following items 
will be .. til\~~<f,: blood type, class 
swimmer, deposit record book num
ber, administrative audit completed, 
and articles of UCMJ explained. .2. Detailed Instructions for Making 
Entries on NAVMC 118(1)-PD 

a. Administrative Audit Completed. 
Upon completion of the annual admin
istrative audit of the individual's serv
Ice records, the date, signature, and 
grade of the auditing officer will be 
entered. 

b. Articles of UCMJ Explained. 

will be signed by the commander or 
his authorized representative. In the 
latter case, record under the signa
ture the designation of the organiza
tion where the articles were explained 
to the. individual. ~(, 

tfh!'/2 tii)C !hJ ;o?o ~"J_' or . 
15105 ENLISTMENT OONT ACT 

AND RECORD (NA VMC 
118(2)-PD); RECORD OF 
INDUCTION (DD FORM 47) 

1. Enlistment Contract and Record. 
The enlistment contract is the written 
agreement between the individual and 
the Marine Corps. It serves as a legal 
contract during his term of service 
and as a permanent historical record 
of all information entered therein after 
the enlistment has expired. The sign
ing of the enlistment contract by the 
man after the oath of enlistment has 
been given, completes the adminis
trative action of making the civilian 
into a Marine. The following instruc
tions apply to preparation and disposi
tion of the enlistment contract. Where 
no instructions are given for an item, 
the item is considered to be self
explanatory. Prepare the contract in 
duplicate as follows: 

a. General. Each date will consist 
of the last two digits of the year, the 
abbreviated month, and two digits for 
the day; e.g., 59 Nov 03. 

b. Item 1: Record the name. (See 
par. 15050.) 

c. Item 2: For reservists ordered 
to immediate active duty upon enlist
ment, enter the number of months, 
in two digits (e.g., 06, 14, 36), for 
which the individual is being ordered 
to active duty. For regulars, and for 
those reservists ordered to inactive 
duty upon enlistment, enter 00. 

Record the dates the articles of the d. Item 3: Service Number. Regu-
Uniform Code of Military Justice were lar recruiting activities will use a 
explained as required by Article 137, stamping machine for recording serv-
UC MJ, and have the individual sign ice numbers on the enlistment contract. 
the entry. If the individual is not - ~ Other organizations may use a type-
available and the entry is made in writer or a numbering machine. Stamp 
accordance with paragraph 7001, line the service number in the box provided. 
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(l) Use a seven wheel number
ing machine (Bates style "G" or its 
equal). 

(2) Use black numbering ink 
(Bates formula 240 or its equal). 

(3) The use of numbering ma
chines reduces the number of errors 
in transcribing numbers, saves time 
in preparing the records, and helps 
Headquarters Marine Corps to identify 
the numbers in processing enlistment 
contracts. 

e. Item 
(last; first; 

4: Type enlistee's initials 
middle, if applicable). 

f. Item 
record as 
15054. 

5: Record the home of 
prescribed in paragraph 

g. Item 6: Record date of rank 
to which appointed or reappointed upon 
enlistment or reenlistment. Entry is 
required for all personnel. For pri
vates with no previous service, date 
of rank is the same as date of enlist-
ment. 

h. Item 7: Enter grade title. 

i. Item 8: Record primary MOS 
if available. Record 9900 for recruit 
personnel and personnel for whom 
MOS is not assigned upon enlistment. 

j. Item 12: Record USMC or 
USMCR with component/class/reserve 
status code; e.g., USMCR(H). 

k. Item 13: Record any authorized 
contract limitation. If there is no con
tract limitation, enter ''None." 

1. Item 14: Record Caucasian, In
dian, Mongolian, Malayan, or Negroid. 
Use the following as a guide: 

(l) Caucasian--White 
(2) Indian--American Indian 
(3) Mongolian--Chinese 

Japanese 
Korean 

(4) Malayan- -Filipino 
Guamanian 
Hawaiian 
Samoan 

(5) Negroid--Negro 
(NOTE: Puerto Rican (White) shall 

be rded as Caucasian, and Puerto 

Rican (Negro) shall be recorded as 
Negroid. This determination should 
originate from the birth certificate or 
other evidence which the applicant 
may present.) 

m. Item 15: Enter place enlist
ment is effected. In addition, when a 
page ll entry is required in accord
ance with paragraph 15054.1 c because 
of early reenlistment to remain on 
active duty, an asterisk and the words 
''See page 11 11 will be entered in this 
block. 

n. Item 17: Type number of years 
for which enlisted. If enlisted for an 
indefinite period record ''inde£. 1

' 

o. Item 18: Record program en
listed for; i.e., Aviation School, PLC, 
Band Duty or MARCAD. If not appli
cable, insert 11N/ A." 

p. Item 19: Record the following, 
as appropriate: 

(l) If native born: "U.S." 

(2) If naturalized: "N.U.S." 

(3) If from American Samoa or 
Swains 1 Island: 11 U.S. National. 1

' 

(4) If alien, but authorized for 
enlistment by the Commandant of the 
Marine Corps: Enter name of country 
in which a citizen. 

q. Item 21: Record the estimated 
date of arrival at first duty station 
if individual is transferred upon en
listment/reenlistment. 

r. Item 22: Record the Monitored 
Command Code associated with the 
command shown in Item 20. See cur
rent directive conc-erning monitored 
commands as published in the direc
tives system for command titles and 
codes. This is applicable to the Regu
lar Establishment only. 

s. Item 23: Record PULHES for 
male enlisted. For women record a 
"0" in this block. 

t. as stated in 
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u. Item 26: In case of reenlist
ment, other than immediate reenlist--. 
ment, record the date separated from 
last period of Marine Corps service of 
more than 90 days 1 duration. If not ap
plicable, enter ''Not Applicable.'' 

v. Items 30-33: Prior service. 

(I) Branch of service shall be 
shown by entering component in the 
following manner: USMC, USMCR, 
USAF, etc. 

(2) Each period of service shall 
be co·vered by a one-line entry. 

(3) As an exception to the fore
going, two separate entries will be made 
to reflect a period of prior service 
during which a regular was trans
ferred to a reserve component under 
UMT&S obligation. One entry will cover 
the period of regular service; the other 
entry will cover the period of service 
in the reserve component. 

(4) Double space between lines. 

( 5) When the individual does not 
have proof of prior service from which 
to get the information required by this 
section, recruiting officers will re
quest the information from the Com
mandant of the Marine Corps (Code 
DGK). As an exception to the foregoing, 
National Guard service shall be verified 
through the appropriate state head
quarters of the organization. 

(6) Any statement of service re
ceived relative to verificationofprevi
ous service other than Marine Corps 
will be attached to and forwarded with 
the duplicate of the enlistment contract 
as a supporting document. 

{7) Service numbers will be en
tered under prior service only if they 
are not identical with Item 3. 

w. Item 37: Have applicant enter 
the term of enlistment in his own 
handwriting (do not print) on the original 
and duplicate. 

x. Item 42: Oath of enlistment. The 
applicant will be instructed to state 
his name after the word 11 1. 11 The words 
"so help me God" may be omitted 

by applicants, who elect to ''affirm-n 
rather than 11 swear'' to their oath. 
The applicant and the recruiting officer 
will raise their right hands. The re
cruiting officer will re.ad the oath 
slowly and distinctly and have the ap
plicant repeat after him. Then both 
will sign the original and duplicate. 
Their names need not be typed. Re-
cord the date the oath was given. In 
the case of all reenlistments of indi
viduals on active duty, the reenlist
ment oath may be administered in ad
vance of the effective date of enlistment. 
In the event the effective date of re
enlistment is on a Monday or other 
day following a 2- or 3-day holiday 
period, the reenlistment oath may be 
administered on the last working day 
immediately preceding the weekend 
or holiday period. In the case of Ma
rine Corps reservists ·not on active 
duty who reenlist in the Marine Corps 
Reserve, the enlistment oath may be 
administered up to 30 days in ad
vance of the effective date of enlist
ment. For effective date of enlistment 
see chapter 2. In the case of first 
or recruit enlistments, the same dates 
must appear in Items 16 and 42. 

y. Test scores. Immediately above 
Item 4, record test scores as indi
cated in (l) and (2), below: 

(l) Armed Forces Qualification 
Test number, percentile score re
ceived and date test was given, if 
applicable. Example: 13Jan59 AFQT-
7 -28; or 

(Z) Applicant Qualification Test 
number, raw score received and date 
test was given, if applicable. Example: 
13Jan59 AQT-6-53. 

(3) Testing requirements and 
acceptable scores are contained in cur
rent directives. 

.(4) Upon reenlistment, tran
scribe to the new Enlistment Contract 
and Record all information as pre
scribed in subparagraphs (l) and (2), 
above, if available. 

z. Record the reference and reason 
for any waiver granted by the Com
mandant of the Marine Corps on the 
reverse of the enlistment contract, if 
applicable. 

15-93 
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Example: 

CMCmsg 3)l'l429'ZJan58 waived mi
nor police record. 

CMC ltr DPC-3215-mee over 
269204 dtd 130ct59 waived over
age for enlistment. 

aa. Record reenlistment bonus in
formation as follows: 

(l) Upon reenlistment or exten
sion. When a member reenlists or ex
tends his enlistment under conditions 
where a reenlistment bonus is payable, 
the cornmande r will forward the rnem
her's old enlistment contract, if avail
able, and the original of the new con
tract (or current contract and 
extension of agreement) with the ap
propriate Mi1itaryPayOrder (DDForm 
114) to the disbursing officer for the 
payment of the reenlistment bonus 
and the recording of the required in
formation on the contract(s). Upon 
completion of his action, the disbursing 
officer will return the contract(s) to 
the commander for disposition. 

(2) Upon adjustment of a reen
listment bonus previously paid. When 
notified by the disbursing officer that 
the reenlistment bonus information 
contained on the enlistment contract 
requires correction or when a mem
her is to be discharged under condi
tions requiring recoupment of reen
listment bonus, the commander will 
forward the current enlistment con
tract to the disbursing officer for 
appropriate action and return. See 
Navy Comptroller Manual, volume 4, 
chapter 4, paragraphs 044070-4 and 
044075-4, for procedures on notifying 
the disbursing officer of required re
coupment of reenlistment bonus upon 
discharge. 

2. Disposition 

a. Recruiting Stations. The original 
of the contract shall be used as either 

page 2 of the service record book 
or page 2 of the SRB pages forwarded 
to the recruit depot in accordance 
with paragraph 15!00.2. Forward the 
duplicate with a letter of transmittal 
showing name .and service number to 
the appropriate computer center. After 
the duplicate copy has been forwarded 
with the letter of transmittal, no item 
on the original may be changed without 
authority of the Commandant of the 
Marine Corps (Code DGK), except as 
provided in paragraphs 15115.3k(2) and 
13264. Requests for authority to make 
changes to the original contract will 
be accompanied by evidence of the 
original error. Enlistment contracts 
and service record books of reservists 
enlisted for aviation duty and assigned 
to Class III will be forwarded to the 
Commanding General, Marine Air Re
serve Training Command, for proc
essing. Enlistment contracts and serv
ice record books of reservists enlisted 
for ground duty and assigned to Class 
III, will be forwarded to the Director 
of the appropriate Marine Corps Dis
trict for processing. 

h. Immediate Reenlistment At Cur
rent Duty Station. Insert the original 
of the contract in the service record 
book as page 2 and forward the dupli
cate with the unit diary that reports 
the joining. After the duplicate copy 
has been forwarded with the unit diary, 
no item on the original may be changed 
except as specified in subparagraph a, 
above. 

3. Record of Induction (DD Form 
4 7). The record of induction is the 
form used by the local Selective Service 
board and the induction station to re
cord an individual's induction into the 
Armed Forces of the United States. It 
contains, in different form, the same 
basic information which is recorded on 
the enlistment contract. The follow
ing instructions apply when a man is 
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inducted for service in the Marine 
Corps. The record of induction will be 
received by the Marine Corps recruit
ing activity from the induction station 
in duplicate. 

a. Stamp the service number in 
Item Z with the numbering machine 
prescribed for the enlistment contract. 
The numbers will extend on either side 
of the space provided. 

b. When the inductee enlists in the 
Marine Corps, prepare an enlistment 
contract and insert the original record 
of induction as a docum.ent in the serv
ice record book. Forward the duplicate 
record of induction and the duplicate 
enlistment contract as supporting docu
ments with the unit diary that reports 
the joining. 

c. When the man does not enlist in 
the Marine Corps, insert the original 
record of induction in the service rec
ord book as page 2 and forward the du
plicate copy with the unit diary that 
reports the joining. After the duplicate 
copy has been forwarded with the unit 
diary, no item on the original may be 
changed without authority from the 
Commandant of the Marine Corps (Code 
DGK). Requests for authority to make 
changes will be accompanied by evi
dence of the original error. 

15106 RECORD OF SERVICE 
(NA VMC 118(3)-PD) 

1. Page 3 is a standard page; it is pre
pared when the service record book is 
opened. 

Z. General 

a. Page 3 of the service record book 
is Clesigned for recording chronologi
cally a Mar!.ne 's service history from 
the time of his entry until .separation 
from service. This history i1lcludes 
duty assigllnle1lts, periods. of 1lO duty, 
a1ld an eva1uatio1l of the .man's conduct, 
general military subjects proficiency 
and duty proficiency d1,1ring specified 
periods. · · · 

b. Aui.gnme1lt andautMnticationof 
conduct and proficie:ncytna_r~s ,'C01lduct 

and proficiency evaluation of personnel 
is a function of command~. To assure 
that marks are assigned by an officer 
properly qualified to assign such marks 
the following instructions apply. Au
thentication by the commander will 
indicate title. Authentication by any 
other officer designated by the com
mander will indicate 11By direction.•• 

( 1) Fleet marine force units and 
ships detachments (exclusive of casual 
type organizations, and units and de
tachments of over 250 men). Conduct 
and proficiency marks will be assigned 
and authenticated by the commanding 
officer at the company, battery, squad
ron (aviation), detachment or separate 
platoon level, regardless of whether 
battalion or company administration is 
in use. 

(2) Security forces and support• 
ing establishments. Conduct and pro
ficiency marks will be assigned and 
authenticated by the commander or by 
officers in the functional chain of com
mand who have been designated in 
writing by the commander. For this 
purpose, staff officers; i.e., adjutants, 
personnel officers, etc., are in the 
chain of command only for those per
sons working directly1or the staff of
ficer concerned. The level at which 
authorization to sign is given is at the 
discretion of the commander, but nor
mally should not i1lvolve the marking of 
over 250 men. Exception to this maybe 
made in the cases involving administra
tion of patients, students, prisoners, or 
other categories of personnel not per
manently assigned. 

(a) Normally, it is expected 
that the commander willassignconduct" 
and proficiency marks in units where 
the authorized enlisted· strength does 
not exceed ZSO. However, deviation to 
meet the needs· of. the .administrative 
situation may be .made at the discretion 
of the commander as stated above. 

(3) Casual companies·-ce:(!ters 
(Fleet marine force, security, and 
support type organi,.al;iJ:~llli). ·As indi
cated in subparagraPh (2), ii\lt>ove. 

15-9:5 
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{4)' Fleet marine force units and 
ships detachments of over Z50 men. As 
indicated in subparagraph {Z), above. 

3. Entries (general instructions) 

a. Under organizations: Record the 
name of the organization to which the 
individual is joined. 

b. Under date: Record the date of 
the occasion specified in subparagraph 
4, below. The date entered will be the 
effective date of occurrence andnotthe 
date the entry is actually made. In this 
respect, entries will be made on the 
date of occurrence or as soon there
after as practicable. 

c. Under reason: Record the reason 
for the entry; e.g., enlisted; joined; 
transferred; to sick; to leave; to con
finement; to duty; change of primary 
duty; died; discharged; semiannual; 
extension of enlistment; surrendered 
or apprehended; assigned to extended 
active duty; released from extended 
active duty; etc. 

d. Under primary duty: Record the 
descriptive title of the primary duty 
assignment; e.g., BARman; truck 
driver, light, etc., or the type of "no 
duty." 

4. Entries {special instructions). En
tries will be made on the occasions 
prescribed below. Conduct and profi
ciency marks will be assigned £or all 
personnel below the grade of sergeant 
on each oc;::casion indicated, except as 
modified in individual instructions. No 
conduct or proficiency marks will be 
assigned for grades sergeant and above. 
When entries are made which require 
neither rnat'ks nor 11Not observed," a 
diagonal line shall be drawn across the 
conduct ;>.nd proficiency blocks, iind the 
entry • may be iiUthenticated by the 
adjutant or personnel officer. 'When 
conduct or proficiency marks are re
quired, they will be assigned and'au
thenticated as stated in subpara
graph Zb,, above. 

• a. , Annually on 31 August for rtlem
bers of Class II, Orgallized reserVists. 

• b. Semiannually as of 31 January 
and 31 July, except that: 

( 1) A mark of "0" in conduct 
~-will be assigned for all periods of con

finement in a designated place of con
finement while serving sentence by 
general court-martial. No proficiency 
marks will be assigned. 

(Z) If, at the end of the semi
annual marking period, an individual 
has been in a 11no duty" status (other 
than unauthorized absence or under
going confinement as prescribed here
in) for less than 15 days, an entry re
flecting the date of commencement and 
type of "no duty" will be made. A semi
annual entry and assignment of marks 
based on regular duty assignment dur
ing the marking period will be made on 
the next line. 

(3) No semiannual entry will be 
made for the following individuals: 

(a) Those undergoing recruit 
training. 

{b) Those in attendance at a 
course of instruction at a service 
school. 

{c) Volunteer reservists on 
inactive duty. 

{d) Those in a "no duty" sta
tus during the entire period since last 
marks were assigned. 

(e) Those in whose case the 
period is less than 30 days aince join
ing or since the last marks were as
signed. This does not apply to Organized 
reservists who are assigned markings 
because of completion of annual active 
duty training within 30 days of the semi
annual marking period. 

(f) Those in an unauthorized 
absence status at the time for semi
annual marking. In this case the marks 
will be held in abeyance until the indi
vidual returns to duty or is declared a 
deserter. 

(g) Grades of sergeant and 
aQove. 

{h) Those on temporary addi
tional duty of 30 days·or more. 
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c, Joined, except that: 

( 1) No marks are required. 

(Z) No entry is required if joined 
for transportation or for further as
signment only. 

d, When enlisted or inducted, No 
marks are required. 

----e. Transfer, except that: 

(1) "Not observed" may be en
tered in lieu of conduct and proficiency 
marks on the _following occasions: 

(a) Transfer within 15 days 
following joining. 

(b) Transfer of Organized 
reservists prior to completion of ~6 
scheduled drills. 

(Z) No entry is requiredifjoined 
for transportation or for further as .. 
signment only. 

(3) No entry is required upon 
intra post transfer of recruits unless the 
individual has demonstrated favorable 
or unfavorable conduct which should be 
recorded, 

(4) Do not enter a final average 
mark upon transfer to the Temporary 
Disability Retired List, The marks 
recorded upon transfer should only re
flect conduct and proficiency for the 
period since the last marks were 
assigned. 

(5) No markings are required for 
Flag and/or Staff allowances when the 
Flag shifts. 

f. Change of primary duty. Entry 
upon change of primary duty will in
clude conduct and proficiency marks in 
the same manner as semiannual en
tries. 

~ 

g. Periods of 11no duty11 

(1) Whenever an individual en
ters or returns from a period of 11no 
duty'' in excess of Z4 consecutive hours 
resulting in time lost and/ or nonaccrual 
of leave as defined in current directives 
an entry will be made. No marks will 
be made except as prescribed in tub-
paragraph a,· above. · 

(Z) For periods of "no duty" in 
excess of 15 days such as sick leave, 
hospitalization, etc., not defined in sub
paragraph ( 1), above, two entries are 
required, e.g., "to sick11 and~11 t duty" 
upon return to duty. No conduc r pro
ficiency marks are required ess the 
date coincides with a requiredmarking 
period. No entries or marks are entered 
for periods of "no duty"when the period 
is 15 days or less except as prescribed 
in subparagraph (1), above, In the case 
of transfer, no entries or marks are 
entered for periods of 11no duty" for 
any length of time after the transfer 
entry is made and before the joined 
entry. 

h. Temporary additional duty for 
periods of 30 days or more 

(1) In cases where the antici
pated dates of temporary additional 
duty will include a semiannual marking 
date, and it has been over 30 days since 
last marks were assigned, marks will 
be as signed upon departure of the indi
vidual to temporary additional duty, 

(Z) In all cases, upon completion 
of temporary additional duty of 30 days 
or more, marks will be assignedbythe 
commander under whom the temporary 
additional duty was performed, 

(3) In the cases of personnel 
assigned in accordance with the FMF 
Personnel Assistance Program or 
other similar agreements, the above 
may not be applicable, It is the intent 
that personnel thus assigned will re
ceive the benefit of semiannual and all 
other required markings, especially 
since they may be on temporary addi
tional duty for protracted periods of 
time. It is therefore the responsibility 
of the unit having custody of the service 
book to ensure that proper and timely 
entries and markings are made. This 
should be done by the use and 
consideration of recommended mark
ings of the two commanders directly 
interested in the individual involved. 

i. Upon completion of a course of 
instruction at a service school. 
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j; On the effective date of the be
ginning of an 11extension of.6nlistment." 
This entry will be "ext enl full 
yrs.u No marks are required unless the 
date coincides with a required marking 
date. 

k. Desertion. A conduct· mark of 
"0" will always be assigned upon dec
laration of desertion. No proficiency 
marks will be assigned. 

Discharge 

(1) Upon discharge of personnel 
below the grade of sergeant, enter con
duct and duty proficiency marks only 
for the period since last ,rnarks were 
assigned. Also enter a final average 
mark in the conduct and duty proficiency 
columns, which will be an average of all 
marks in each column, figured to the 
nearest tenth. In the case 0 f discharge 
of corporals and below who have served 
any period of time in the grade of 
sergeant or above during the enlistment 
covered, no attempt will be made to 
assign marks to evaluate the period 
served in the grade of sergeant or 
above. The final average mark will 
include only marks actually previously 
assigned. 

(2) Upon discharge of personnel 
in the grade of sergeantorabovewhose 
books ·contain previously assigned con
duct and proficiency marks, no final 
average mark will be assigned. 

(3) When a recruit is discharged 
prior to completion of recruit training 
and has shown no favorabl'e or unfavor
able conduct which should' be recorded, 
enter the remark 11 Discharged prior to 
completion of recruit training. 11 

(4) Conduct and proficiency 
marks for the period of inactive duty 
will not be assigned to inactive reserv
ists below the grade of sergeant upon 
discharge. The final average marks will 
be assigned. 

m. Retirement or death. No conduct 
or proficiency marks are required, and 
no final average marks will be assigned. 

n. When the service record book is 
closed for any other reason. 

15-98 

.o. Upon assignment to extended ac
tive duty. No conduct or proficiency 
marks ar·e required when such assign
ment is in response to mobilization 
orders. 

p. Upon release from extended ac
tive duty. 

.q.· Upon assignment to and upon 
completion of active duty for training. 
No conduct and proficiency marks are 
required upon assignment to active 
duty for training for periods less than 
30 days. 

r. Upon reduction 

(1) The date of the entry will be 
the last day of the former grade. Con
duct and proficiency marks will be as
signed and will reflect disciplinary 
action taken. Should the reduction be 
remitted, set aside or mitigated to a 
lesser punishment, mark the reduction 
entry as erroneous and refer to new 
entry reflecting the remission, setting 
aside or mitigation including restora
tion of date of rank. Make a similar 
notation when action is taken in ac
cordance with paragraph 6303.6. 

(2) In the case of noncommis
sioned officers reduced to the grade 
of corporal or below, a final entry and 
marks will not be made to evaluate the 
period served in the grade of sergeant 
or above. This period is covered by 
the final fitness report submitted as a 
noncommissioned officer. 

s. Upon promotion. Upon promo
tion to the grade of sergeant, an entry 
will be made and markings entered to 
be effective the day before the effective 
date of promotion to the grade of 
sergeant. 

t. Assignment as messmea. En
tries will be made upon assignment to 
and relief from duty as messmen. No 
markings will be assigned. 

5. Guide to Assignment of Conduct 
Marks 

a. In addition to observance of the 
letter of law and regulations, conduct 
in!=ludes conformance to acce~t_ .usage 

eYL 
' 
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and custom. General bearing, attitude, 
interest, reliability, courtesy, cooper
ation, obedience, adaptability, influence 
on others, moral fitness, physical fit
ness as affect~d by clean and temperate 
habits, are all factors of conduct and 
should be considered in evaluating the 
Marine. The mark assigned, after con
sideration of these qualities and, if 
necessary, consultation with the offiCer 
or senior noncornmissionedofiicerwho 
supervises the individual's perform
ance of duty, should represent a fair 
objective evaluation of the Marine's 
conduct for the marking period. 

b. The following standards will be 
used as a guide in assigning conduct 
marks; however, full discretion is left 
to commanders to deviate therefrom 
for good and sufficient reasons. 

(1) Unsatisfactory (0 to l.9).Ha
bitual offender, or convicted by special_ 
court-martial, or more than one sum.
mary court-martial. If an unsatisfac
tory mark is given on a basis other 
than entries on page 12 or 13, an ex
planatory entry shall be made on the 
first line after the mark. A mark of 
11 0 11 shall be given upon declaration of 
desertion and for anyperiodof confine
ment in a designated place of confine
ment pursuant to sentence of a general 
court-martial. 

(2) Poor (2 to 2.9). No special 
court-martial, not more than one sum
mary court -martial, or two nonjudicial 
punishments that involve confinement 
or reduction in grade. Considered to 
meet minimum standards. 

(3) Fair (3 to 3.9 • No court
martial and not mor han one nonjudi
cial punishment. Conduct such as not to 
impair appreciably his own usefulness 
or the efficiency of the command. 

(4) Good (4 to 4.4). No offenses. 
No unfavorable impressions as to atti
tude, interest, cooperation, obedience, 
aftereffects of intemperance, courtesy 
and consideration, and observance of 
regulations. 

(5) Excellent (4.5 to 4.8). No of
fenses. Positive favorable impression 
of the qualities listed in subparagraph 
(4), above. Demonstrated reliability, 
good influence, sobriety, obedience, and 
industry. 

(6) Outstanding (4.9 to 5). No of
fenses. Exhibits to an outstanding de
gree the qualities listed in subpara
graph (4), above. Observes spirit as 
well as letter of orders and regula
tions. Demonstrated positive effect on 
others by example and persuasion. 

c. A condu.ct mark of 110 11 resulting 
from declaration of desertion will be 
deleted if the entry was made as the 
result of an administrative error; i.e., 
the entry should not have been made 
originally; or if the Marine is later 
acquitted by courts -martial of the ab
sence which caused the declaration of 
desertion. The mark of 11 0 11 will not be 
removed where the individual is tried 
for unauthorized absence and convicted 
of that offense. The mark of "0" will 
not be removed where the individual is 
tried for desertion and is convicted of 
either desertion or the lesser included 
offense, unauthorized absence. 

d. A conduct mark of 110'' resulting 
from confinement serving sentence 
general courts -martial will be deleted 
if the sentence to confinement is sUbse
quently remitted, disapproved, or en
tirely set aside. 

6. Guide to Assignment.of Proficiency 
Mar s 

a. The duty proficiency marks as
signed should indicate how well a Ma
rine performs his primary duties 
during the marking period. In addition 
to technical skill and specialized knowl
edge, qualities such as leadership and 
physical fitness should be considered 
when they have a definite relation to the 
primary duty assignment. Leadership, 
for example, should be considered when 
evaluating a squad leader's perform
ance of duty; or, for a person assigned 
to recruiting duties, tact, persuasive
ness, and personal appearance would 
have a definite bearing on the perform
ance of his primary duties. Due allow
ance should be made whenanindividual 
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is filling a billet inconsistent with his 
grade. 

b. The commander may consult 
with the officer or senior 'noncomm.is
sioned officer who supervises the indi-

vidual's performance of duty prior to 
assigning proficiency marks. 

c. In assigning duty proficiency 
marks a scale,of 0 to 5 will be used. The 
following table is furnished as a guide: 



CHAPTER 15-- RECORDS, REPORTS & ADMINISTRATIVE PROCEDURES 15106 

CORRESPONDING 
MARK ADJECTIVE 

RATING 

0 to 1. 9 Unsatisfactory 

2 to 2.9 Poor 

3 to 3.9 Fair 

4 to 4.4 Good 

4.5 to 4.8 Excellent 

4.9 to 5 Outstanding 

STANDARDS OF PERFORMANCE 

Does unacceptable work in most of his duties; 
generally undependable; needs consideraQle 
assistance and close supervision on even the 
simplest assignment. 

Does acceptable work in some of his duties but 
cannot be depended upon. Needs assistance and 
close supervision on all but the simplest 
assignments. 

Handles routine matters acceptably but needs 
close supervision when performing duties not 
of a routine nature. 

Can be depended upon to discharge regular 
duties thoroughly and competently, but usually 
needs assistance in dealing with problems not 
of a routine nature. 

Does excellen~ work in all regular duties, but 
needs assistance in dealing with extremely 
difficult or unusual assignments. 

Does superior work in all of his duties. Even 
extremely difficult or unusual assignments can 
be given to him with full confidence that they 
will be handled in a thoroughly competent 
manner. 

• d. General military subjects pro
ficiency marks will be assigned and 
entered: 

marking period will occur prior to the 
completion of the TAD period. 

(4) In the case of Class n re
servists, annually on 31 August of 
each year. (1) Sem~-annually, on 31 Jan

uary and 31 July each year, except as 
noted in (4), below. 

(2) Upon transfer of the indi
vidual, when it has been at least 60 days 
since the last marking period. 

(3) Upon commencement of a 
period of TAD, when such period will be 
in excess of 60 days and a regular 

• e. In assigning general military 
subjects proficiency marks, a scale 
of 0 to 5 will be used. The mark is to 
be an overall evaluationofthe Marine's 
performance and ability during the 
entil."e marking period, and is not to be 
used solely on the results of formal, 
p~riodic examinations. The following 
table is furnished as a guide: 
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MARK 

0 to 1.9 

2 to 2.9 

3 to 3.9 

4 to 4.9 

5 

CORRESPONDING 
ADJECTIVE 

RATING 

Unsatisfactory 

Fair 

Good 

Excellent 

Outstanding 

15107 NOT USED 
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STANDARDS OF TRAINING 

Displays lack of interest or ability in most 
basic military subjects appropriate to his grade. 
Gives poor performance in general military 
duties. 

Requires more than average amount of ins true
tion to grasp fundamentals of basic military 
subjects appropriate to his grade. Gives ade
quate performance in general military duties 
when closely supervised. 

Bee ames proficient in basic military subjects 
appropriate to grade with average amount of 
instruction. Gives adequate performance in 
general military duties without detailed super
vision. 

Readily grasps instructions and displays 
marked interest in mastering all basic military 
subjects appropriate to his grade. Displays 
initiative and skill in performing general 
military duties. 

Displays marked ability as instructor in all 
basic military subjects. Consistently gives 
superior performance in all general military 
duties. 

15108 PROMOTION AND REDUC
TION (NAVMC 118(5}-PD} 

record book upon discharge. No re
quest for this information to the Com
mandant of the Marine Corps is neces
sary if the individual enlists in the 
Regular Marine Corps while on inactive 
duty in the Marine Corps Reserve. In 
this case, the required information 
will be forwarded by the commander 
of the appropriate Reserve organization 
together with the correspondence that 
transmits the discharge certificate of 
the former reservist to his commander 
in the Regular Marine Corps. 

1. This section is designed for record
ing a history o£ promotion and reduction 
in the order in which they occur to in
clude the effective date, the date of 
rank assigned, and the authority by 
which effected. 

2. Record e;ntries in this aection as 
stated in the, foHowing instructions: 
Record the first entry upon first ap
pointl"l'ent to private first clau or 
upon reappointment,, as appropriate. 
In the case of l.mnledi,ate ree;nlistment, 
re:cord e:D.trltts i~ .. the . new service 
record book to rehect the, permanent 
grade, as shown in the old service 

15~102 
Ch. 6 

a. Type Grade: The type of appoint
ment issued, as indicated by the author
ity under which the promotion is 
effec;te~, . will be entered (subpars. 
6255.4, and .S apply). 
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(1) Upon confirmation of a "Pro
bationary'' or ''Temporary" appoint
ment, the word ''Probationary" or 
"Temporary," as applicable, will be 
lined out, 

b, Military Occupational Specialty: 
Enter the military occupational spe
cialty appropriate to the grade to 
which promoted or reduced (pars, 3103 
and 3104 and the Military Occupational 
Specialty Manual apply). 

c. Rank: Enter grade or rank to 
which promoted or reduced, 

d. Date Promoted: Enter date cer
tificate of appointment was signed by 
the issuing officer; i.e., the Com
mandant of the Marine Corps or the 
commander. 

e. Date Reduced: Enter the date 
reduction was actually effected in the 
case of an administrative reduction or 
of a reduction imposed as nonjudicial 
punishment. (The effected date of re
duction is the date specified in the 
reduction order issued in accordance 
with par, 6303 and applicable Marine 
Corps orders,) Enter the date the 
sentence of reduction is ordered exe
cuted in the case of conviction .by court
martial. 

f. Rank From: Enter the date shown 
on the certificate of appointment as 
having been assigned for seniority 

purposes only (not to be confused with 
the date the appointment was issued). 
In the case of an administrative re
duction, enter the date of rank pre
viously held in the grade to which 
reduced. When a reduction is the re
sult of a nonjudicial punishment or 
sentence of a court-martial, enter the 
date the reduction is effected, 

g. Number: On promotion or ad
ministrative reduction, enter the pre
cedence number assigned by the Corn
mandant of the M a r in e Corps as 
indicated by the certificate of appoint
ment to the grade to which being 
promoted or reduced, 

( 1) The lineal precedence num
ber assigned personnel in grades of 
first sergeant/master sergeant and 
sergeant major/master gunnery ser
geant will not be entered, 

(2) A precedence number as
signed by the commander will not be 
entered. 

• h. Authority: Enter the authority 
under which the promotion or reduc
tion is effected; e.g., "CMC" (when 
promotion is issuedbytheComrnandant 
of the Marine Corps); "MCO " 
(when promotion is issued by the com
manding officer); "Art, 15-UCMJ"; 
"SPCM ordered executed 1Jul64"; 
"MCPM, par, 6302", 
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15109 RECORD OF EXAMINATION 
FOR PROMOTION (NA VMC 
118(5)-PD) 

l, This section is designed to record 
in chronological order information re
garding results achieved on the stand
ardized General Military Subjects Test. 
Do not record entries relative to locally 
assembled, administered, and scored 
examinations. 

2. Record entries in this section as 
follows: 

a, Rank for which examined: Enter 
the title of the individual's next higher 
grade, 

b. Date examjned: Enter the test 
period for which eligible (see subpar. 
6253,3). 

c. Test: Enter "GMST." 

d, Form: Leave blank except when 
waiver ·is granted, then enter the type 
of waiver granted (see subpar. 6253,3). 

e. Score: Enter "Passe d 11 or 
"Failed" as appropriate. 

f. Date score recorded: Enter date 
result of examination or waiver . is 
entered. ·' 

g. Authority for score: Identify di
rective reporting results of examina
tion or authority under which waiver 
was granted. 

3, When an individual meets the time 
in grade re@.uirements but, for some 
reason, is not tested, make entries as 
stated in subparagraph Z, above, ex
cept under ''5core 1' record ''Not tested,'' 
and under "Authority" record the 
reason for not testing ("Disciplinary 
status"/"Did not desire to be tested" 
etc.). 

4. Record no entry when a Marine does 
not meet the time in g-r-ade require
ment. 

5. Upon immediate reenlistment, tran
scribe from the old to the new 3ervice 
record book General Military Subjects 
Test information relative to obsolete 
standardized tests. No request to the 
Commandant of the Marine Corps is 
necessary if the individual enlists in 
the Regular Marine Corps while on 
inactive duty in the Marine Corps 
Reserve. In this case, the required 
information will be forwarded by the 
commander of the appropriate Reserve 
organization together with the corre
spondence that transmits the discharge 
certificate of the former reservist to 
his commander in the Regular Marine 
Corps. 

15110 ADDITIONAL INFORMATION 
AS TO PROMOTION STATUS 
ON TRANSFER (NA VMC 
118(5)-PD) 

I. This section is designed for record
ing special information regarding a 
Marine's current promotion status 
which will be of interest to the new 
commander upon the Marine's traD.sfer. 

~ 

2. Entries will be made in this section 
under the following circumstances: 

a. Record the composite score at 
the time its computation is directed 
by this Headquarters. Record: the date, 
the composite score, and the authority 
for its computation. 

J 
b. When a Marine is transferred 

prior to the date for ar.l:miniatration 
of a General Military Subjects Test, 
but subsequent to its being requisi
tioned, record date requisitioned. 

c. Upon immediate reenlistment, 
transcribe to the new service record 
book any of the above entries pertinent 
to the current, or future, testing or 
promotion periods. No request to the 
Commandant of the Marin~ Corps is 
necessary if the individual eniists in 
the Regular Marine Corps while on 
duty in the Organized Reserve. In this 
case the required information will be 
forwarded by the commander of the 
appropriate Reserve organization to
gether with the correspondence that 
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transmits the discharge certificate of 
the- fernier reservist to his commander 
in the Regular Marine Corps. 

15111 TIME LOST; ALLOTMENTS; 
WEAPONS FffiiNG RECORD 
(NAVMC 118(6)-PD) 

1. Page 6 is designed for recording 
time lost, allotments made from pay, 
and weapons firing. Entries in these 
sections will be made as directed in 
the following subparagraphs. 

2. When page .6 is opened, use the 
rectangle at the top of the page that 
is marked 11 PEBD 11 to record the in
dividual's pay entry base date as of 
the date of enlistment. 

3. Time Lost 

t a. G.eneral 

(1) Certain periods of absence 
from duty may not be included in de
termining cumulative years of en
listed service. Such periods there
fore are said to be 11 Time Lost. 11 

(2) Each enlisted Marine is 
legally liable, after his return to full 
duty from an absence that is time lost, 
to serve for a period that, when added 
to the period served before such ab
sence, amounts to the full term of his 
induction, enlistment, extension of en
listment, or period of ·extended active 
duty. Thus, time lost may not be made 
good in subsequent periods of service; 
it must be made good by deferring 
date of expiration of the enlistment, 
extension of enlistment, etc., during 
which it occurs. 

(3) The instructions set forth 
herein cover absences occurring on 

·or after 24 July 1956. Chapter 4, 
volume 4, Navy Comptroller Manual, 
provides information/ regarding time 
lost prior to 24 July 1956. 

• b. Absences which are time lost 

(1) Periods of absence in excess 
of 24 hours due to unauthorized ab
sence unless excused as unavoidable. 

(2) Periods of absence in excess 
of 24 consecutive hours while confined 
under sentence or while confined await
ing and during trial by civil authority 
if convicted (regardless of whether 
apprehended by the civil authorities 
or turned over to them by Navy or Ma
rine Corps authorities although a mem
ber so turned over to the civil author
ities is not regarded as absent without 
authority). If the member is released 
without trial or after trial and ac
quittal or if the conviction is set aside 
on legal grounds as distinguished from 
clemency, the absence will be con
sidered as unavoidable and not as time 
lost; ~Ie a'bseaGe, however, if the mem
ber is released without trial upon his 
agreement to make reparation, the ab
sence will not be considered as time 
lost only when the commanding officer 
or other competent authority deter
mines that the member's detention 
was not the result of his misconduct 
and excuses the absence as unavoid
able. Further, the absence will not be 
considered as unavoidable if the mem
ber is subsequently convicted by a 
court-martial on the same facts. A 
period of authorized leave or liberty 
is not included in time lost. See para
graph 9059, however, for charges to 
leave for absences over leave or 
liberty. 

(3) Confinement is defined as a 
period in excess of 1 day (24 consecu
tive hours) spent in confinement either 
under sentence adjudged by any court
martial or while awaiting and during 
trial by any court-martial which re
sults in conviction. Any confinement 
including periods in a civilian or non
military facility, prior to the actual 
award of a court-martial which is in 
connection with an offense for which 
charged and convicted is to be con
sidered as confinement ''while awaiting 
trial" within the meaning of 10 U.S. 
Code 972(3). Members placed in con
finement before 24 July 1956 will be 
required to make up only time spent 
in confinement on or after 24 July 
1956. Confinement awaiting trial and 
during trial or under sentence will be 
regarded as absence from <iutypending 
final action in each case ifl. accordance 
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with the Manual for Courts-Martial, 
No period of confinement will be counted 
as lost time if the individual is ac
quitted of the charges involved or the 
sentence is set aside and the charges 
dismissed by competent authority, Time 
spent in confinement under sentence is 
counted as lost time only to the extent 
the sentence to confinement is upheld 
upon completion of appellate review 
and clemency action, if any; and, if a 
suspended sentence to confinement is 
later vacated, all confinement served 
under the vacated sentence is time 
lost whether served before or after 
the suspension is vacated. 

(4) Periods of absence in excess 
of 24 consecutive hours due to sick
ness misconduct as defined in chapter 
4, volume 4, Navy Comptroller Manual, 

c, Time lost computations 

(1) Determining number of days 
lost 

(a) There must be an ab
sence of more than 24 consecutive 
hours before any period can be con
sidered as time lost, 

(b) the calendar day during 
which absence first occurs is counted 
as a day of absence from duty and the 
calendar day of return is counted as a 
day of duty, For this purpose, a calendar 

day is considered to commence at 
0001 and end at 2400, 

(c) Examples; 

1. UA commenced at 2000 
on 2 November and the Marine returned 
at 1900 on 3 November, No time lost 
since the absence did not exceed 24 
consecutive hours. 

2, UA commenced at 2000 
on 2 November and the Marine returned 
at 2001 on 3 November, There is one 
day time lost--2 November. 

}_, UA commenced at 2000 
on 2 November and the Marine returned 
at 1000 on 6 November, There are 4 
days oftime lost- -November 2, 3, 4, and 
5; November 6 is a day of duty, 

(2) Determining new dates 

(a) When time is lost, normal 
expiration dates will be extended by 
the number of days lost on a DAY FOR 
DAY BASIS, This applies to the follow
ing dates: expiration of enlistment, 
expiration of extension of enlistment, 
expiration of active service, and ex
piration of obligated service. 

(b) Upon each occasion when 
time is lost, it is necessary to retard 
the pay entry base date by the number 
of days lost computed on a 30-day 
month basis in accordance with chap-
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ter 4, Navy Comptroller Manual. Addi
tional guides regarding computations 
for pay purposes are set forth below, 

(3) Determining time lost for pay 
purposes 

(a) When time is lost during 
an enlistment the amount of pay lost is 
computed on a 30-day month basis. 
Chapter 4, Navy Comptroller Manual 
provides instructions for making com
putations on a 30-day month basis. 

(b) When longevity increase 
is computed, the date of normal com
pletion is retarded by the number of 
days pay lost computed on a 30-day 
month basis. 

(c) Time lost not made good 
will be computed on a 30-day month 
basis. 

(d) Computation of service 
for pay purposes after making up 
lost time, in accordance with Title 
10 U.S.C, 972 will be on a day for 
day basis unless the 30-day month 
basis is to the advantage of the in
dividual. 

d. Time lost entries 

(1) Entries will be made when 
the individual returns to full duty. 
Also, for time lost prior to 24 July 
1956 for reasons other than sick mis
conduct, entries will be made upon ap
proval of application to make good time 
lost. 

(Z) Under "From.," .record the 
first day of absence from duty. 

(3) Under "To," record the cal
endar day on which absence from duty 
terminated. 

(4) Under "Number of Days," 
record the number of days time lost. 
Include the calendar day on which ab
sence from duty began, but do not 
include the calendar day on which ab
sence from duty terminated. 

(5) Under ''Cause, 11 enter reason 
for time lost (e.g., SKMC, UA, cnfd), 
Use standard abbreviations as given 
in chapter 17, 

(6) Under "EAS Date ext. to," 
enter new date for expiration of active 
service. Compute in accordance with 
subparagraph c(2), above, In addition, 
correct the current Agreement to Ex
tended Enlistment (NAVMC 321a), to 
show the new EAS date, Unit diary 
entries also will be made upon recom
putation of EAS. (See subpar. 16082.20.) 

(7) Under "EOS Date ext, to," 
enter new date for expiration of obli
gated service. Compute in accordance 
with subparagraph c(2), above. Recom
puted EOS dates will be reported by 
unit diary entries. (See subpar. 
16082,15.) 

(B) Pay Entry Base Date (PEBD) 

(a) Under "RECOMPUTED 
PEBD," enter new pay entry base 
date. Compute in accordance with sub
paragraphs c(2)(b) and c(3), above, 

(b) Unit diary entries will 
report change of PEBD due to time 
lost (see subpar. 16082.9). 

(9) An officer will certify the 
entry in the right-hand column, 

( 10) When time lost is made good, 
it is necessary to recompute the PEBD 
in accordance with subparagraph 
3c(3)(d), above, to determine whether 
an adjustment that is to the advantage· 
of the individual should be :q>ade. If an 
adjustment is required, show the new 
PEBD by a narrative entry on the line 
below the last time lost entry. This 
entry will be authenticated in accord
ance with subparagraph 15100,2c(9). 

4. Allotments. Entries in this section 
are for the information of the com
mander in connection with his welfare, 
savings bond, insurance, and similar 
responsibilities. An entry will be made 
when an allotment is registered or 
stopped for any reason. 

.,., 
15-107 
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a. When an allotment is registered, 
entries will be made as follows: 

(1) Under "Purpose," record 
the appropriate code designations as 
set forth in the Navy Comptroller 
Manual, paragraph 044355, 

(2.) Under "First checkage 
(month-year)," record the month and 
year the checkage commences. 

(3) Under "Number months," 
record the number of months the allot
ment is to run. If the period is to be 
indefinite, record 11 indef. 11 

(4) Under "Amount," record the 
amount of the allotment. 

(5) Under "Allottee," record the 
name of the individual or organization 
to whom the allotment is made out. 

b. When an allotment is stopped for 
any reason, entries will be made as 
follows: 

{1) Under "Last checkage 
(month-year)," record the month and 
year of last checkage. 

(2.) Under "Reason for Stop
page," record the specific reason as 
indicated in the "Reason for Stop" 
section of NavCompt Form 545, e.g., 
grantor's request, deserter, general 
court-martial prisoner. For insurance 
allotments, .. g·rantor' s request,. is not 
acceptable. A more specific reason 
such as policy surrendered for cash, 
insurance not desired, waiver of pre
miums, etc., should be entered. 

\ 
'' 

c. Upon immediate reenlistment, 
entries regarding allotments which are 
to remain effective will be transcribed 
to the new service record book. 

5. Weapons Firing Record; Miscel
laneous Marksmanship 

a. The "Weapons Firing Record" 
section is designed for recording annual 
qualification or requalification with 
basic weapons required to be fired by 
current regulations and tables of organ
ization, and for recording all formal 
firing other than annual firing, including 
field and familiarization firing, with 
individual or crew-served weapons. In 
the case of annual firing for record, 
under ' 1Final Qualification'' record the 
numerical score fired and ''E,'' ''55,'' 
"MM," or "UQ'' as appropriate. Re
cord the firing whether the individual 
qualified or not, to prevent his firing 
more than once for record during the 
calendar year. In the case of field or 
familiarization· firing, record under 
"Course" the appropriate type of fir
ing, and under ''Final Qualification," 
make entry only if the individual's 
action~ with the particular weapon 
should prevent his being armed with 
it without further instruction and firing. 
In this case, ent.er "Unsatisfactory." 

b. Entries in the ·'"Miscellaneous 
Marksmanship" section will be as 
shown in the heading and for any 
marksmanship or gunnery information 
not covered abOve. 

.. -- 'c, In case of immediate reenlist" 
ment, record the last "A" course and 
,familiarization firing in the new serv
ic;e record book. 
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15112 CLASSIFICATION AND AS
SIGNMENT TEST RESULTS 
(NAVMC 118(8)-PD); MILI
TARY AND CIVILIAN OCCU
PATIONAL SPECIALTIES, 
EDUCATION COURSES, 
TECHNICAL TRAINING AND 
TESTS COMPLETED 
(NAVMC 118(8a)-PD) 

I 

1. These pages are designed for re
cording the following: 

a. The NAVMC 118(8)-PD is de
signed for recording all classification 
test scores listed in subparagraph 
3154.1c for active duty personnel. 

b. The NAVMC ll8(8a)-PD is de
signed for recording military and ci
vilian occupational specialties, civilian 
education, service schools, active duty 
technic a 1 training/correspondence 
courses/ examinations and s p e c i a 1 
qualifications for all personnel. 

• z. The NAVMC 118(8)-PD will be gen
erated by a computer center when a 
General Classification test, Aptitude
Area Classification test, Language 
Proficiency test, Electronics Tech
nician Selection test or Defense Offic;er 
Record Examination is administered 
and scored as described in paragraph 
3154. When the new page is received 
from the computer center it will re
place the page currently on file which 
will be destroyed. The new page 8 will 
contain the scores for the particular 
test newly administered and all other 
previous test scores not superseded. 

3. The NAVMC ll8(8a)-PD will be 
accomplished in duplicate in accordance 
with the instructions contained herein 
on each individual classified or re
~lassified in accordance with chapter 3 
upon enlistment, induction, assignment 
to extended active duty, reenlistment, 
appointment to officer status or rever
sion to enlisted status. Upon immediate 
reenlistment update, and transcribe all 
valid information to a new page Ba. 
In ,any case other than immediate re
enlistment, request the pertinent in
formation from the Commandant ot the 
Marine Corps (Code DGK) provided it 
does not involve an enlistment in the 

Marine Corps of an individual on in
active duty in the Marine Corps Re
serve. In the latter case, the command
ing officer of the appropriate Reserve 
organization will forward the required 
information together with the corre
spondence which transmits the dis
charge certificate ofthe former reserv
ist to his new commanding officer in the 
Regular Marine Corps. When no entries 
are to be recorded, leave the section 
blank, except when otherwise noted, 
Where space is insufficient for record
ing all entries, note at the bottom of the 
page "continued on supplemental page" 
and insert an additional page. 

4. Distribution Instructions 

a. NA VMC ll8(8a)- PD will be dis
tributed as follows: 

( 1) The original will be filed in 
the Officer Qualification Record as page 
7a and in the Enlisted Service Record 
Book as page Sa . 

(2) The duplicate will be for
warded to the Commandant of the Ma
rine Corps (Code DGH). 

5. Completion of the NAVMC 118(8a)
PD 

a. Military occupational special
ties: This section is designed for re
cording primary and additional military 
occupational specialties. The MOS 
number is a short title or code num
ber, for reference and record purposes, 
which identifies a number of skills 
necessary in a job. For a complete 
definition, and a listing of the skills 
and capabilities which an individual 
must have in order to qualify for each 
MOS, see MCO PlZOO. 7, Military Oc
cupational Specialties Manual. Make 
entries in this section as instructed 
below: 

(1) Under "Date": Record the 
day, month, and year the primary or 
additional MOS/MOSs assigned. 

(2) Under "Primary MOS": When 
a primary MOS is assigned, record the 
code number. When the assignment 

15-109 
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results in a change of primary MOS, 
delete with a thin inked line the old 
primary MOS and any related lower 
level additional MOS/MOSs which skills 
are covered by the new MOS. 

(3) Under "Additional MOS": 
When additional MOS/MOSs are as
signed, record the code number in the 
appropriate column to indicate whether 
it is the first or second additional MOS. 
Delete with a thin inked line any related 
lower level additional MOS/MOSs which 
skills are covered by the new MOS as
signed. 

(a) When a primary or addi
tional MOS is voided for other than the 
reason stated above, delete it with a 
thin inked line and record under "Re
marks," the MOS, the date, the reason, 
and the specific paragraph contained in 
chapter 3, the Marine Corps directive, 
or the CMC directive authorizing the 
action; e.g., 0123 voided l5Dec59, In
competence - too long away from job, 
CMC ltr DFM-wam-1 of l0Dec59. 

(4) Under "Title of MOS": Re
cord the title of the MOS as described 
in the MOS Manual. The abbreviated 
title may be used. 

(5) Under "Authority": When the 
entry is a change the commanding offi
cer is authorized to effect, or when 
the change is directed by a commander 
other than the Commandant of the Ma
rine Corps, record the paragraph from 
chapter 3 which authorized the change. 
The entry will be authenticated by the 
commanding officer or signed "By 
direction." A signature alone does not 
constitute authority for assigning any 
MOS. A signature may be omitted in 
cases of recruit classification at re
cruit depots. Upon reenlistment sub
paragraph 3101.7 is applicable. 

(a) When the entry is a change 
authorized or directed by higher au
thority, reference the communication 
which authorized the change; e.g., 
MCSO 75-59 or CMC ltr _____ , 

(6) Under "Unit Diary Number": 
Enter the number of the Unit Diary that 
placed the change of MOS in the Per
sonnel Accounting System. 

b. Civilian education 

( l) The following instructions 
apply to entries opposite "Grammar 
School": 

(a) Under "No. Years," re
cord the number of years of grammar 
school successfully completed. A single 
semester will be recorded as a half 
year. For this purpose grammar school 
is defined as grades l through B. 

(b) Check appropriate column 
under ''Graduate.'' 

(c) Under "Year Left School," 
record the last year of attendance. 

(2) The following instructions 
apply to entries opposite "HighSchool": 

(a) Under "Major Subject," 
record one of the following fields of 
study: 

Academic - a course generally de
signed to prepare a stu
dent for college. 

Vocational - courses in mechanical 
arts, industrial arts, 
etc. 

Commercial - courses in bookkeep
ing, typing, stenog
raphy, sales, office 
machine operation, 
etc. 

Agricultural - courses in agricul
tural arts and sci
ences. 

(b) Under "No. Years," re
cord the total number of years of high 
school successfully completed to the 
nearest half year. For this purpose high 
school is defined as grades 9 through 
12. Completion will be recorded as 4 
years; 2 semesters as 1 year; 1 se
mester as l/2 year. 

(c) Check appropriate column 
under ''Graduate.'' 

(d) Under "Year Left School," 
record the last of attendance. 
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(3) The following instructions 
:.pply to entries opposite "College- Uni
versity." Education received at the 
Naval, Army, Air Force or Coast Guard 
Academies will be shown as college
university education. 

(a) Under "Major Subject," 
record the major field of study, except 
for service academy graduates record 
USNA, USMA, USAFA or USCGA as 
applicable. 

(b) Under "No. Years," re
cord the total number of years of work 
successfully completed to the nearest 
half year. Completion will be recorded 
as 4 years; 2 semesters as 1 year; 1 
semester as 1/2 year. 

(c) Under ''Graduate,'' enter 
a check under "no" if not graduated; or 
if graduated, enter the degree received 
under "yes;" e.g., BA, BS, MA, PhD, 
etc., when more than one degree has 
been received enter the highest in this 
space, and enter the other on the line 
below ''Trade ... Business'' or on a sup
plemental page. 

(d) Under "Year Left School," 
record last year of attendance. 

(4) The following instructions 
apply to entries opposite "Trade- Busi
ness. 11 Record any specialized courses 
taken at a technical trade or business 
school; high school or college which 
were not counted as credits towards 
graduation from high school or college. 

(a) Under "Major Subject," 
record the course or particular sub
ject taken. 

(b) Under "No. Years," re
cord the number of years of attendance 
to the nearest quarter year. 

(c) Under "Graduate," indi
cate by a check in the proper column 
to show whether or not a certificate or 
diploma of any kind was awarded. 

(d) Under "Year Left School," 
record last year of attendance. 

• c. Civilian occupation. Determine 
the main civilian occupation by weigh
ing jobs performed by the individual 
against each other, giving consideration 
to such factors as: the occupation the 
individual considers his primary 
civilian occupation and the occupation 
the individual considers his 

1

secondary 
civilian occupation; length of time on 
job; recency of experience; degree of 
skill required; background of experi
ence or education required; and de
gree of authority or responsibility, 
This done, record the primary civilian 
occupation in concise, easy to read 
terms under "DUTIES" as shown in 
the example. 

(1) Opposite "Job Title": Record 
occupation as determined by interview. 

(2) DOT NO,: Disregard and 
leave blank. 

(3) Opposite "Years Experience" 
record total years of experience. 

(4) Under "Duties" enter a short 
but complete statement of the important 
duties performed as shown in the fol
lowing example: 

Civilian Occupation 

Job Title: Switchman, Railway 

Years Experience: 2-l/2 years 

Duties: Switched railroad cars 
in freight yards; coupled and uncoupled 
cars; set brakes on cars by hand; 
used flares, flags and lanterns, 

15-111 
Ch,ll 



MARCORPERSMAN 

d. Service schools, technical train
ing -and military correspondence 
courses completed. Record information 
required under column headings for 
training in service schools, schools of 
diviSion, wing, brigade, base, depot, or 
equivalent level; instruction by military 
or commercial teams authorized by the 
Commandant of the Marine Corps; ci
vilian schools to which ordered for 
duty under instructions; and 11corre
spondence 11 type military training 
courses and subcourses~ Enter the 
number of the Unit Diary that reported 

Date 

3/12/60 
2/3/61 

~ 
Titles of Course or Test 

English Composition I 
College Algebra 

f. USAFI-GED Tests. Record re
sults on USAFI-GED tests as follows: 

( 1) When the test battery is satis
factorily completed, record the date 
opposite the applicable level under 
"Passed, 11 and list the standard scores 
received on each part. Satisfactory 
completion of USAF! HS GED tests 
is defined as having attained either a 
minimum standard score of 35 on each 
of the five parts or an average standard 
score of 45 on all five parts. Satisfactory 
completion of USAF! College GED tests 
is defined as having attained a minimum 
standard score of 55 on part 1, 60 on 
part 2, 61 on part 3 and 57 on part 4. 

(2) When the test battery is com
pleted but not satisfactorily, record the 
date opposite the applicable level under 
"Failed, 11 and list the standard scores 
received on each part. 

(3) When only part of the test 
has been completed, record the date 
opposite the applicable level under 
"Incomplete," and list the standard 
scores received. When the other test 
parts are completed, record the date 
under "Passed, 11 or "Failed,'' as ap
propriate, line- out the date under "In
complete," and list the other standard 
scores received. 

(4) When a retest has been ad
ministered, enter the "level" (HS or 
Col) opposite "Retest"; enter the date 
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the completion/non-completion of a 
service school into the Personnel Ac
counting System. 

e. Academic education courses, 
tests and correspondence courses com
pleted. Record information required 
under column headings. Include courses 
completed through civilian educational 
institutions (residence, extension cen
ter or correspondence) and USAF! 
courses, end-of-course tests, subject 
examinations and subject standardized 
tests. Example: 

School & Location 

GWU, Wash., D.C. 
USAF!, Madison, Wise. 

Credit Grade 

3SH B 
Sat 

under "Passed,'' or "Failed, 11 as ap
propriate; list the standard scores re
ceived on each retest part and reenter 
the standard scores previously re
ceived on parts not retested and line 
out the previous entry for that level. 
Since two retests are authorized at each 
level, additional space may be required. 
If so, enter under "Special Qualifica
tions." 

g. Special qualifications 

(1) All classification test scores 
on inactive duty Reserve personnel will 
be entered in this section. Information 
to be recorded will include date tested, 
title of test(s), grade(s) attained and 
authority for testing. 

(2) Record types of machinery 
and equipment the individual operates, 
providing it is not recorded under 
''Civilian Occupation,'' such as tractor, 
bulldozer, boat, railroad engine, lathe, 
adding machine or typewriter. Explain 
briefly the equipment; i.e., "36 foot 
diesel cabin cruiser, 3 summers, Ohio 
River, Recreation Cruises". 

h. Identification. The full name 
and service number of the individual 
being classified will be entered at the 
bottom of the page by typewriter or by 
using an embossed plate impression. 

i. Date. Enter thedateofprepara
tion. 
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15113 FLIGHT QUALIFICATION 
RECORD (NAVMC 118(8Av)
PD) 

I. The Flight Qualification Record is 
designed for recording flight qualifi
cations of naval aviators and naval 
aviation pilots. It is used for as
signment of individuals on the basis 
of recorded qualifications, length of 
time since last qualification, accident 
record, number of hours flown in 
service aircraft, etc. All information 
entered in th.is record is extracted 
from and represents an up-to-date 
summary of the information main
tained in the individual aviator's flight 
log book. Entries to this record are 
made at the time events occur or as 
certain phases of qualifications are 
completed, i.e., at the end of 500, 
750, etc., hours of flight in service 
aircraft. 

Z. The flight qualification record will 
be opened for each individual upon 
designation or redesignation as naval 
aviator or naval aviation pilot. When 
opened it will be placed in the service 
record. 

3. In case of immediate reenlistment 
and redesignation as NAP, the flight 
qualification record for the new record 
shall be prepared as follows: 

a. Transcribe the 1 ate s t entry 
from Items Z, 3, 4, and 5 of the old 
record. 

b. Transcribe all entries from 
Items 6 and 7 of the old record. 

c. Complete the "Recapitulation of 
Previous Qualifications" on the re
verse of the page, using the pre
vious recapitulation plus data brought 
forward from Item I of the old rec
ord. 

4. In case of reenlistment within 90 
days and redesignation as NAP, the 
information for completion will be 
taken frOm the individual aviator's 
flight log book, if available. If the log 
book is not available, request the in-

formation from the Commandant of the 
Marine Corps (Code AA). 

5. Upon designation or redesignation 
as NA or NAP, and in the case of 
NA's and NAP's who are members of 
Class III, Marine Corps Reserve, who 
have a flight qualification record other 
than the 9-55 revision in his service 
records, transition from the old rec
ord to the Flight Qualification Record 
(NAVMC 118{8Av)-PD), will be ac
complished at the time the individuals 
receive orders to duty involving pilot
ing of military aircraft. 

6. Entries will be made in individual 
spaces of the record as follows: 

a. Upon designation or redesigna
tion as NA, or NAP, record the date 
of designation in the space provided. 
Do not record the designation number 
unless it is locally available. Do not 
request information concerning desig
nation numbers not known if it is to be 
used solely for the purpose of com
pleting this page. 

b. Item l, Aircraft Qualifications: 
Upon detachment, transfer, or release 
from active duty, record date; specific 
model{s) of aircraft flown; hours com
piled in each model during the period of 
assignment to the reporting activity. 

c. Item Z, Pilot Hours: Record the 
date of completion of each experience 
level shown. Include only those hours 
flown in service aircraft. 

d. Item 3, Service Group: Record 
the effective date of classification in 
Service Group II or III. 

e. Item 4, Instrument Qualifica
tions: Record expiration date of cur
rent instrument rating, and under 
"Type, 11 the word "Standard" or "Spe
cial, 11 as appropriate. 

f. Item 5, Carrier Qualifications: 
Record the date and model aircraft for 
each carrier qualification as it occurs, 

g. Item 6, Accident Record: Record 
the date, aircraft model~ and class 

15-113 
Ch.S 



15113 MARCORPERSMAN 

damage for each aircraft accident as 
it occurs. 

h. Item 7, Violation Record: For 
violations of flight regulations as set 
forth in the current instruction of the 
OPNAV INST 3750.5 series, record 
the date the violation occurred, nature 
of the violation, and cite the regulation 
violated. 

ia "Recapitulation of Previous 
Qualifications" on reverse of the page: 
At the time the record is prepared, 
record the information required by 
column headings for all military air
craft flown prior to that date. 

j. "Remarks" on the reverse of 
the page: This space shall be used 
as follows: 

( 1) When the designation of NA 
or NAP is revoked, record the date 
of revocation and reference the com
munication which revoked the desig
nation. 

(2) This space may also be used 
to record any specific information per
taining to right qualifications of the 
individual or which instructions are 
not given above and which may be of 
value to future commanders, e.g., 
11Distinctive instructional ability, 11 etc. 

15114 COMBAT HISTORY- EXPE
DITIONS- AWARDS RECORD 
(NA VMC 118(9)-PD) 

1. This page is designed for record
ing the following types of information: 

a. Details and dates of an individ
ual's participation in operations against 
an armed enemy, including the status 
of the individual during such opera
tions, such as missing in action, miss
ing, interned, captured, return to 
military control, etc. 

b. Wounded in action, including 
wounded in action not evacuated, and 
hospitalization which results from 
wounds received in action. 
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c. Awards received as a result 
of operations against an armed enemy. 

d. Eligibility for and issue of dec
orations, medals, ribbon bars and stars 
awarded for combat aircrew insignia. 

e. Receipt of foreign awards being 
held by the State Department pending 
approval. 

.f. Receipt of individual certificates 
or letters of commendation and appre
ciation, both military and civilian, and 
meritorious masts. In the case of indi
vidual letters of appreciation from 
civilian sources, a copy of the letter 
will be filed as a document in the 
service record. U meritorious mast is 
held in accordance with paragraph 8052, 
record: date and signature of the com
mander. 

2. Marksmanship badges will not be 
entered in this record. 

3. Entries will be made in the sections 
of this page in accordance with the 
following paragraphs. 

4. Combat History - Expeditions Sec
tion 

a. The Combat History-Expedi
tions section is intended only for re
cording occurrences during the current 
period of active duty. Therefore, en
tries never shall be transcribed to this 
section of the page upon enlistment, 
reenlistment, or during periods when 
personnel are not serving on extended 
active duty. 

b. Under 11Date of Entry, 11 record: 
The date the information is entered on 
the page. 

c. Under ••netails, 11 record: 

(1) As accurately as possible, 
identification of the place and nature 
of expeditions, actions, battles, en
gagement, or campaigns in which the 
individual participated. 

(2) A brief descriptionofwounds 
received in action and whether or not 
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evacuated. When hospitalized as a re
sult of wounds received in action, a 
statement of this fact. 

(3) Brief circumstances sur
rounding capture, missing in action, 
missing, interned, return to military 
control, etc. 

d. Under "Date(s),'' record: inclu
sive dates of actions, battles, --caM-

paigns, hospitalization which is there
sult of wOunds received in action, and/ 
or specific dates of capture, missing, 
interned, return to military control, 
etc. 

e. Under "Signature,,. record: A 
verifying signature as prescribed in 
subparagraph 15100.2c(9). 

f. Sample Entries: 

DATE DATES 
OF ENTRY DETAILS FROM TO SIGNATURE 
18Sep50 WIANE Shell Frag, left 

leg, Inchon Korea 
Inchon-Seoul Operation 
WIA GSW left arm, 
Seoul Korea 
Hospitalized 

16Sep50 /s/ J. J. BLOW ByDir 
/s/ J, J. BLOW ByDir 30Sep50 

30Sep50 
l5Sep50 30Sep50 

30Sep50 /s/ J. J. BLOW ByDir 
/s/ J. J. BLOW ByDir 
/s/ A. B. SEE ByDir 

160ct50 
10Dec50 
16Dec50 

MIA Yudam-Ni, Korea 
CPTR status deter-

30Sep50 140ct50 
26Nov50 

mined, in hands Chinese 
Forces 26Nov50 /s/ A, B. SEE ByDir 

20Dec50 RMC, escaped near 
Hamhung, Korea 18Dec50 /s/ S, A, BEE CO 

20Dec50 Wonsan-Hamhung-
Chasin Operations 290ct50 18Dec50 /s/ S. A, BEE CO 

5. Awards Section 

ta. Under "Description, 11 record: 
Description of decoration, medal, rib
bon bar, certificate or letter of 
commendation and appreciation, and 
aircrew insignia received or author
ized. 

b. Under "Stars, Devices,'' record: 
Appropriate symbols and/or numbers 
to indicate the number of the award or 
battle star or other distinguishing de
vice, e.g., Clasps ("A"), Battle stars 
(3*), Combat distinguishing device 
("V"). 

c. Under "Date Approved, 11 record: 
Date of approval of decorations, med
als, letters of commendation or ap
preciation, etc., date of authorization 
to wear ribbon bars, etc. 

,d. Under "Approved by, 11 record: 
Tlie title, and organization if appro
priate, of the individual who has the 

authority to approve and issue (or au
thorize the wearing of) the subject 
decoration, medal, ribbon bar, certifi
cate or letter of commendation and 
appreciation, combat aircrew insignia, 
etc, This is not to be confused with 
the title of the individualin whose name 
the medal, etc., is awarded. For ex
ample, the Good Conduct Medal is 
awarded in the name of the Com
mandant of the Marine Corps but is 
approved for award and is issued by 
the commander. In this case the entry 
would indicate the title and organization 
of the commander. 

( 1) Foreign awards being held 
by State Department pending approval 
will have the following notation placed 
in brackets after each such award~ 
"Not authorized by Congress as of 
(date)." 

e. Under ''Date Medal Issued,'' rec
ord: The date of actual delivery to the 
individual of the medal or ribbon bar 
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if no medal authorized, for the decora
tion, campaign, etc. Where the actual 
date of delivery is not known but it 
becomes known that the individual has 
the medal, etc., in his possession, the 
date this fact becomes known may be 
entered as the date medal issued. 

15-116 
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f. Under "Si-gnature, 11 record: A 
verifying signature as prescribed in 
subparagraph 15100.2c(9). 

6. Upon enlistment or reenlistment 
with previous service, record all dec
orations, medals, and ribbon bars 
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previously awarded or authorized (in
cluding those awards authorized by 
other branches of the Armed Forces), 
listing them from the top of the page 
in the precedence established in sec
tion 2, Navy and Marine Corps Awards 
Manual, regardless of date of award 
and/or issue. In the event the appro
priate data is not available from the 
old service record book or the DD 
Form 214, request it from the Com
mandant of the Marine Corps (Code 
DL). 

15115 ADMINISTRATIVE REMARKS 
(NAVMG 118(11)-PD) 

I. The "Administrative Remarks" page 
is designed for recording information 
which will be useful to the individual's 
future commanders. On it is also re
corded matters which actually form a 
necessary, permanent partoftheman's 
history, but for which no space is fur
nished elsewhere in the service record 
book; the authority and disc ret ion of 
conunanders to enter remarks, there
fore, is not limited to those remarks 
required by current directives and 
subparagraph 3, below. 

2. Entries will be made and signed at 
the organization at which the indicated 
action takes place. Entries will be 
separated by a heavy black line. No 
paste-in entries will be made. 

3. The following are entries which will 
be made, as appropriate. Entries on the 
''Administrative Remarks" page may 
be reduced to the smallest form pos
sible to give all the facts. 

a. In hands civil authorities. When 
the man is in hands civil authorities 
and later acquitted or released without 
trial, record: Inclusive dates of con
finement and the fact of acquittal or 
release without trial. If convicted, 
record: Date of arrest; nature and 
date of the offense; trial date; the fact 
of conviction; sentence adjudged; the 
action taken by the commander. 

b. Service. school failure. When a 
man fails to satisfactorily complete a 
special service school course, record: 

Inclusive dates of attendance; nature 
of the school; the reason for the failure. 
(See subpar. 15112.5.) 

c. Informal boards 

(I) When any Marine is brought 
before an informal board to determine 
his competence to perform the duties 
of his grade, record: Date, authority for 
the board, action and date action taken 
by the commander on the recommen
dation. When final action is completed 
on the board's or the commander's 
recommendation, record: Date, final 
action, and authority for final action. 

(2) Entries made in accordance 
with subparagraph c(l), above, will be 
transcribed to the new service record 
book upon each subsequent reenlist
ment, regardless of the grade to which 
reappointed. 

d. Special requests. When a man 
initiates a request for special as sign
ment or discharge, record: Subject 
matter; local action or recommenda
tion; date of forwarding. Examples of 
special requests are dependency or 
hardship discharge, assignment to 
flight training, applications for com
missions, etc. When a reply is re
ceived, record: Date; action taken on 
application or request; authority. 

e. Limited service. H a m.an is 
found not physically fit for all duties 
ashore and afloat as a result of med
ical survey, but the Commandant of 
the Marine Corps authorized keeping 
him on the active list for limited 
service, record: The duty limitation; 
Commandant of the Marine Corps au
thority. 

f. Not eligible for duty in combat 
area. If a man is not eligible for duty 
in a combat area in accordance with a 
Commandant of the Marine Corps di
rective, record: This fact; reason why 
not eligible; Commandant of the Ma
rine Corps authority. If, after he is 
declared not eligible he again becomes 
eligible, record the fact; date; reason 
for again becoming eligible. Entries 
are not required for women Marines, 
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Class IV reservists, or if ineligible as 
a result of minimum tour policies 
promulgated by the Commandant of 
the Marine Corps. 

g. National Service Life Insurance 
or Government Life Insurance. If a 
premium paying allotment for this in
surance is stopped while the grantor 
is absent from naval jurisdiction, and 
he does not desire to reinstate the 
insurance when he returns to naval 
jurisdiction, record the fact; date; and 
have the man sign the entry. Do the 
same when a notice of discontinuance 
of waiver (physical disability) is re
ceived. 

(l) When any Veterans' Admin
istration insurance forms other than 
the original are forwarded, record: 
The form date of forwarding. 

h. Motor vehicle operator's per
~it. When an operator's permit 
1s issued, record the fact; vehicle 
limitation; date the permit becomes 
void. If an operator's permit is 
revoked, record the fact; the date; 
reason. 

i. Participation in special op
eration. If a man participates m 
projects or operations which show 
special qualifications, or which may 
have after effects (e.g., atomic radia
tion), record: Participation; type of 
operation; inclusive actual dates 'Of 
participation. 

~ j. Reservists discharged while on 
in~ctive duty. Record: Place and date; 
authority, character of discharge. 

• k. Citizenship - noncitizen 

(1) When an individual who 
is not a citizen of the United States 
has filed an application for citizen
ship prior to entry into the Marine 
Corps, or files an application after 
entry, record the fact; name of 
the court or office of the · Immi
gration- and Naturalization Service 
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to which the application was made; 
date the application was made. 

(2) When an individual is natu
ralized, record the fact; the number 
of the naturalization certificate; date 
of naturalization. In addition, forward 
a report of naturalization containing 
the same information to the Comman
dant of the Marine Corps (Code DGK), 
and correct Item 19 of the enlistment 
contract to show "NUS. 11 

• t. Record of Issue of organiza
tional clothing; stewards clothing; trunk 
lockers. Regulations regarding entries 
to be made upon issue of the foregoing 
articles are contained in Marine Corps 
Supply Manual. 

• m. Expiration of obligated service. 
When a person enlisted under one of 
the special enlistment programs of 
the Marine Corps Reserve (Category 
"H", 11Q 11

, or "Y") is discharged for 
the purpose of reenlistment into another 
program of the Marine Corps Reserve 
or integration into the Regular Marine 
Corps, the following entry will be made 
and signed by proper authority: 

11 Prior enlistment under provisions 
of Section 262, Armed Forces Reserve 
Act of 1952, as amended, for which an 
8-year military service obligation was 
incurred. EOS will be the 8th anni
versary of initial entry into the Marine 
Corps Reserve, unless EOS is changed 
for other reasons; i.e., lost time, etc.'• 

• n. The Code of Conduct for mem
bers of the Armed Forces ofthe United 
States shall be carefully explained to 
each enlisted person: 

(1) Within 6 days of his initial 
enlistment 

(2) After completionof6 months' 
active service, and 

(3) Upon the occasion of each 
reenlistment 

(4) Upon completion of instruc
tion, make the following entry: 

"Instruction in Code of Conduct 
for members of the Armed Forces of 
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the United States completed on (date). 
(Signature of commander or his des
ignated representative.)' 1 

• o, Fraudulent enlistment. H facts 
are brought to light which warrant 
presumption of fraud, record: The 
presumption of fraud; reason; date the 
facts came to light; nature and date of 
the report to the Commandant of the 
Marine Corps. When an answer is re
ceived to the report, record: Date; 
nature and date of the reply; any action 
taken as a result of the reply. 

• p. When an individual is to be trans
ferred in a status awaiting execution 
of a punitive discharge, record: The 
fact of prior submission of a Court
Martial Progress Report (NAVPERS 
3047); the date of submission; and 
whether the report was accompanied 
by a Request for Restoration (NAY
PERS 3048) or a Waiver of Restoration 
(NAVPERS 3049). 

• q. Assignment to and transfer be
tween Reserve categories 

(1) Upon assignment to the Ready 
or Standby Reserve, record: The fact 
that assigned to Ready (Standby) Re
serve category; the date assigned; and 
the authority therefor. 

(2) Upon each transfer to or 
from the Ready or Standby Reserve, 
record: The fact that transferred to 
Ready (Standby) Reserve category; the 
date transferred; and the authority 
therefor. 

(3) Upon transfer to or removal 
from the Standby Reserve the following 
entry will be made: Transferred to/ 
removed from Standby Reserve on__. 
DD Form 889 forwarded to State Di
rector, Selective Service System, State 
of on '' 

t r. Qualification as aircraft crew
member. In the case ofnon-crewmem-

bers enrolled in training to become 
qualified as aircraft crewmembers, an 
entry will be made under the following 
circumstances: 

(l) When the individual has com
pleted his course of instructions and is 
considered qualified as a crewrnember, 
record: Date of completion of training; 
statement that he is considered quali
fied as crewmember. 

(2) When the individual has dem
onstrated that he is not qualified for 
duty involving flying, record: Date 
determined unqualified; statement that 
he is not considered qualified for duty 
involving flying. 

(3) When the individual is trans
ferred prior to completion of the pre
scribed course of instruction record: 
Beginning date of instruction; extent of 
qualification at the time of transfer. 

t s. Guaranteed aviation schooling. 
In the case of any individual who de
clares that he does not want aviation 
training after enlisting in this program, 
record the place and date and make 
the following entry: 

"I have this date voluntarily 
withdrawn as an enlistee for assign
ment to aviation school. (Signature of 
Individual)." 

• t. Mandatory annual participation 

( 1) Completion or failure to 
complete annual mandatory participa
tion requirements prescribed by 10 
USC 270 will be reflected by the fol
lowing entry: 

"PARTICIPATION RE
QUIRED BY 10 U.S.C. 270 (SAT) (NOT 
SAT) COMPL FOR ENL/APPT YR 
ENDING II 
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' (2) Occasions of entry 

(a) Annually at the end of the 
enlistment or appointment year. 

(b) Upon reenlistment, en
tries will be consolidated and for
warded to page ll of the new service 
record book. 

(3) The first entry under these 
instructions shall include a report of 
any previous enlistment/ appointment 
year during which mandatory partici
pation requirements were not satisfac
torily completed, 

• u, Request for sepa.:ation despite 
physical disability. A Marine whose 
enlistment has expired should not be 
discharged or released if medical 
treatment or disability proceedings 
have not been completed, When a Ma
rine requests separation despite these 
circumstances, the contents of para
graph 13305 will be explained, If after 
the explanation, the Marine does not 
withdraw his request for separation, 
make the following entry: 

"I request that I be discharged 
(released from active duty) despite the 
explanation which has been given to me 
that in order to be eligible for physical 
disability retirement or severance pay 
I must be entitled-to receive basic pay 
at the time the Secretary of the Navy 
makes his determination in my case. 
Notwithstanding possible prejudice to 
my case, I still desire separation." 

. Such entry shall be signed by the in
dividual and witnessed by an officer 
prior to effecting separation. If the 
Marine refuses to sign such statement, 
an entry of such refusal shall be made, 
his separation effected, and the Corn
mandant of the Marine Corps (Code 
DMB), informed. In all cases involving 
tr"'nsfer to the Marine Corps Reserve 
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and/or release from active duty a 
certified true copy of the _Marine 'a 
statement will be forwarded to the 
Commandant of the Marine Corps (Code 
DMB). 

t v. Notification to parents, spouses, 
or guardians of enlisted persons to be 
tried on serious charges or who are 
to be discharged prior to the expiration 
of their enlistment. If an enlisted per
son is 21 years of age or over and 
refuses to advise his parents, spouse, 
or guardian, as appropriate, of the 
circumstances when he is to be tried 
on serious charges or to be involun
tarily discharged prior to the expira
tion of his enlistment, record the date, 
the fact of his refusal, and the name 
of the officer receiving such refusal. 

-. w. Statement of noneligibility for 
VA benefits, When a person is to be 
separated with a dishonorable dis
charge, record the place and date and 
have the person sign the following 
statement: 

"I understand that I am not 
eligible for any benefits administered 
by the Veterans' Administration as a 
result of my separation from the serv
ice with a Dishonorable Discharge. 
(Signature of Individual)." 

Should the per son refuse to sign this 
statement, the commander will certify 
such refusal by recording immediately 
after the unsigned statement the fol
lowing: 

"I certify that I have explained 
the loss of benefits to and he 
has refused to sign the above statement . 

-----------" 
Commanding Officer 

• x, Request for restoration or 
waiver of restoration 

(l) At such time as an indi
vidual serving court-martial sentence 
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submits a Request for Restoration 
(NAVPERS 3048), or a Waiver of Resto
ration (NAVPERS 3049), an entry will 
be made recording the date and the 
fact that a request was submitted. 

Examples: 

13Aug57 HqBn, MCB, Camp Pendleton, 
Calif. Request for restoration sub
mitted to SecNav (Naval Clemency 
Board) on 1 0Aug57. 

1 0Feb58 HqBn, MCRD, San Diego, Calif. 
Submitted waiver of restoration this 
date, 

(2) Upon receipt of any action 
by the Secretary of the Navy, the in
dividual shall be notified and an entry 
made in narrative style. 

(a) The entry shall include 
the date and conditions of the action 
and the authority therefor. 

Example: 

3Qct57 HqBn, 2d MarDiv, FMF, Camp 
Lejeune, N. C. Request for restoration 
denied. Auth: SecNav 1tr, ser0002, of 
27Sep57. 

(b) In thqse cases where the 
individual is restored to duty, the entry 
shall include the specified date thereof, 
the period ·of probation, and the total 
unexecuted portion of the sentence(s) 
remaining to be executed in the event 
of vacation of suspension. 

Examples: 

3Sep57 HqBn, 1st MarDiv, FMF, MCB, 
Camp Pendleton, Calif. Restored to 
duty 28Aug57 on 6 mos probation, 9 
months confinement at hard labor, total 
forfeitures and BCD remain unexecuted 
on special court-martial sentence ad
judged 5Jan57. Auth: SecNav ltr, ser 
0005, of 27Aug57. 

9Sep57 MB, Pearl Harbor, Hawaii, 
restored to duty 5Sep57 on 1 yr pro
bation. No confinement remains to be 
served OIL.l!_entence adjudged 5Feb57. 

Auth: Naval Clemency Board, ser No. 
Sp-070-57. Appd 15Aug57. 

(c) In those cases where the 
Secretary of the Navy suspends the 
unexecuted portion of the sentence of 
an individual, who has agreed to extend 
his obligated active service for the 
purpose of serving an adequate pro
bationary period, the entry shall include 
the following: 

" (name) is being 
retained in the public interest for 
convenience of the Government in an 
active duty status under an extension 
of enlistment prescribed by the Secre
tary of the Navy for the period of 
probation unless sooner discharged. 

(name) has agreed to such 
retention.'' 

This statement will be in addition to 
the information contained in (a), and 
(b), above. 

(d) In addition to the entry, 
a copy of the letter promulgating the 
action or a certified true copy there
from shall be filed in the individual 
service record as a document. 

(e) Where the action of the 
Secretary of the Navy is withheld by 
the commander, in accordance with 
current directives, an entry shall be 
made stating the reasons clemency 
was withheld. 

y. Selective Service Registration 
~umber. Enter the Selective Service 
Registration Number and the Selective 
Service Local Board Number and ad
dress on one of the following occasions, 
whichever comes first after the in
dividual is required to register: 

(1) Upon initial enlistment, 

(2) Upon reenlistment, if known, 

( 3) Upon reporting to the first 
Marine Corps Reserve activity after 
release from active duty, or at such a 
time thereafter that the information 
becomes available.-
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z. When a valid complaint alleging 
indebtedness is forwarded to the Corn
mandant of the Marine Corps or filed in 
the unit files in accordance with para
graph 7200, record: Date of complaint, 
name of complainant and date of com
mander 1 s reply to complainant. 

aa. Involuntary extension or reten
tion. When an individual is retained in
voluntarily or his enlistment is involun
tarily extended in accordance with 
paragraph 2207,3 make entry as follows: 

11 lnvoluntarily extended/retained 
beyond E of E lAW (use subpar. a, b, 
c, or d, of the above reference, as 

. appropriate).'' 

bb. Confidential c 1 ear an c e. An 
entry will be made to record the issu
ance, termination or denial of a confi
dential security clearance. Such entries 
will be sufficiently detailed in content to 
explain the basis for such action. 

cc. Place from which ordered to 
active duty. 

( l) This entry is required: 

(a) When an individual re
enlists early for the purpose of remain
ing on active duty; or 

(b) when a reservist com .. 
pletes a term of enlistment while on 
extended active duty, but does not com.
plete the period for which he was 
ordered to active duty. 

(2) Record the city, county or 
parish, and state or country. 

(3) See subparagraph l5054,lc 
for additional 1nformation. 

dd. Organized Marine Corps Re
serve Medal. Make appropriate entry 
regarding commencement date of Qr .. 
ga.nized Marine Corps Reserve Award; 
i.e., ••organized Marine Corps Reserve 
Medal ( ___ award) period commences 
;:-....,.,,.----·" Upon reenlistment carry 
forth commencement date to page ll 
new service record book. ----

15-122 
Ch. 10 

ee. Administrative Audit Com .. 
pleted. Upon completion of the annual 
administrative_ audit of the individual's 
service records, the date, signature, 
and grade of the auditing officer will be 
entered in the block provided at the top 
of the page. The entry is required on 
this page only for service record books 
that do not have page l's. 

ff • Articles of UCMJ Explained, 
Record the dates the articles of the 
Uniform Code of Military Justice were 
explained as required by UCMJ, ar
ticle 137, and· have the individual sign 
the entry. If the individual is not avail
able and the entry is made in accord
ance with paragraph 7001, line out 
the words "to me" and the entry will be 
signed by the commander or his author
ized representative. In the latter case, 
record under the signature the desig
nation of the organization where the 
articles were explained to the indi
vidual. Use the appropriate blocks 
provided. The entry is required on 
this page only for service record books 
that do not have page l' s. 

gg. Miscellaneous. Blood type, de
posit record book number, and class 
swimmer will be entered in the blocks 
provided. These entries are required 
on this page only for service record 
books that do not have page l's. 

.hh. For failure to attend the re
quired period of annual training duty 
with any Organized Marine Corps Re
serve Unit, record the following: 

(1} Absence from annual training 
duty EXCUSED/UNEXCUSED (Period). 

(2) Performed alternate training 
duty from to accepted/not 
accepted as alternate. 

15116 OFFENSES AND PUNISH
MENT (NAVMC 118(12)-PD) 

1. Page 12 is designed for recording 
offenses and punishment for establish
ing command jurisdiction at time of 
offense, and to record Good Conduct 
Medal periods. Entries on the two sec
tions of this page will be recorded as 
directed in the paragraphs that follow. 
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2. The offenses and punishment section 
is designed for recording nonjudicial 
punishment and unauthorized absence. 
In this respect, a period of confinement 
in hands of civil authorities, which ends 
in acquittal of the man, is not unau
thorized absence if the man was not in 
an unauthorized absence status at the 
time of his arrest. Also, nonpunitive 
measures as listed in the Manual for 
Courts-Martial, 1951, paragraph l28c, 
are not nonjudicial punishments and will 
not be recorded, This also applies to the 
old Marine Corps term 11 cornrnanding 
officer's warning, 11 which is not an au
thorized term under nonpunitive meas
ures, and will not be used or recorded. 
No entries will be made on this page 
regarding court-martial. 

a, Entries will be signed by the 
commander or his designated repre
sentative, whose duty will be shown and 
who will sign "By direction. 11 Separate 
each entry with a heavy black line, 
directly after the signature. Entries in 
this section will be made as follows: 

(l) Nonjudicial punishment, 
When nonjudicial punishment is awarded 
as authorized by the Uniform Code of 
Military Justice, article 15, and the 
Manual for Courts- Martial, United 
States, 1951, chapter XXVI, record: 
Date; organization; place; offense; 
punishment (to include suspension; if 
any); whether appeal made and action on 
appeal, if any. If reduction in grade is 
awarded and not suspended, record the 
effective date of reduction. (The effec
tive date of reduction is the date speci
fied in the reduction order issued in 
accordance with paragraph 6304, and 
applicable Marine Corps Orders,) 

(2) Unauthorized absence. The 
importance of accuracy in content and 
signature of all entries regarding un-

authorized absence cannot be over
stressed. Unauthorized absence entries 
are used as proof of absence when dis
ciplinary action is taken as a result of 
unauthorized absence offense. The ex
amples shown below are provided for 
assistance in preparation of entries for 
this page. It must be clearly understood 
that the required information must be 
accurately recorded and properly au
thenticated, in order to be allowed as 
evidence in courts-martial. Any aggra
vating circumstances known should be 
included in the entries. Aggravating 
circumstances include declarations 
made by the man regarding the ab
sence, information regarding absence 
to escape or shirk important or hazard
ous service, etc. If aggravating cir
cumstances become known after the 
unauthorized absence entry is made, 
record the date and circumstances im
mediately below the unauthorized ab
sence entry. 

(a) Individual carried on the 
rolls who has been in an unauthorized 
absence status for 24 hours. As di
rected by paragraph 7050, record: 
Date; organization; place, date and hour 
absence commenced; number and date 
of the unit diary on 'which the absence 
is reported. 

Example: 

1Feb58 HqBn, MCB, Camp Lejeune, 
N,C,, UA(AWOL) fr this org since 
0801, 31Jan58, Abs reported UD No. 
25, dtd 31Jan58, 

(b) Individual en route to join 
and fails to report in compliance with 
orders and has been in an unauthorized 
absence status for 24 hours. This entry 
must show absence from the organiza
tion to which the individual is ordered 
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to report. As directed by paragraph 
7050, record: Date; organization; 
plac;e; date and hour absence com
menced; number and date of the unit 
diary that reported the absence. 

Example: 

31Jan58, 2dBn, 2dMarDiv, FMF Camp 
Lejeune, N. C., UA(AWOL) fr 2dMarDiv 
since 0001, 30Jan58, failed to report in 
compliance with orders issued by CO, 
HqBn, HQMC, Wash., D. C. to report to 
CG, 2dMarDiv, FMF Camp Lejeune, 
N.C., not later than2400, 29Jan58.Abs 
reported UD No. 25, dtd 30Jan58. 

(c) When an entry is directed 
by paragraph 7051, upon apprehension, 
delivery, or surrender of a man in an 
unauthorized absence status, it will be 
recorded as follows: date; organiza
tion~; -place; date and hour of return to 
military control; how he returned to 
military control; number and date of the 
unit diary on which the termination of 
absence was reported. 

Examples: 

6Feb54, HqBn, 2dMarDiv, FMF, Camp 
Lejeune, N. C., Fr UA(AWOL) at 0901, 
5Feb54 when he surr at this org. 
Termination of abs reported on UD 
No. 33, dtd 6Feb 54. 

6Feb54, MB, US NavBase, Bremerton, 
Wash, Fr UA(AOL) at 1000, 6Feb54. 
Surr to J .J .Jones,Sherifi,Poto County, 
221 Market St., Seattle, Wash., at 0900, 
5Feb54, and was del to thisorgat 1000, 
6Feb54. Termination ofabs reported on 
UD No. 19, dtd 6Feb54. 

6Feb54, MB, NAD, Hawthorne, Nevada, 
Fr UA(AWOL) at 1000, 1Feb54, appre
hended by USMC RS, SLC, Utah. Issued 
orders and transportation to report this 
organization not later than 2000, 
3Feb54. Termination ofabs reported on 
UD No. 22, dtd 6Feb54. 

(3) Desertion 

(a) Entry of mark of deser
tion. When a mark of desertion is re
quired by paragraph 7050 ·record it in 

a narrative style to show: Date and 
place of entry of the mark; type of un
authorized absence; hour and date un
authorized absence co·mmenced; num
ber and date of the unit diary showing 
that the individual is dropped from 
rolls; any information which would 
show intent or lack of intent to desert. 

Examples: 

1Feb54, HqBn, MCB, Camp Lejeune, 
N. C., UA(AWOL) fr this org since 
0801, 3Jan54. Declared deserter this 
date as of 0801, 3Jan54 and dropped 
from the rolls this org .on UD No. 35, 
dtd 1Feb54. DD Form 553 published 
this date. 

1Mar54, 2dBn, 2dMar, 2dMarDiv, FMF, 
Camp Lejeune, N. C., UA(AWOL) fr 
2dMarDiv since 0001, 30Jan54, when 
failed to report in compliance with 
order issued by HqBn, HQMC, Wash., 
D. C., to report to CG 2dMarDiv, 
FMF, Camp Lejeune, N. C., not later 
than 2400, 29Jan54. Declared a deserter 
this date as of 30Jan54 and dropped 
from the rolls this org on UD No. 35, 
dtd 1Mar54. DD Form 553 published 
this date. 

4Feb54, MB, NAD, Hawthorne, Nevada, 
Fr UA(AWOL) at 1000, 1Feb54, when 
apprehended by MCRS, SLC, Utah. 
Is sued orders and transportation to 
report to CO, MB, NAD, Hawthorne, 
Nev., not later than 2000, 3Feb54. UA 
(AWOL) since 2000, 3Feb54whenfailed 
to report in compliance with those 
orders. Declared a deserter this date 
as of 3Feb54, and dropped from the 
rolls of the organization UD No. 36, 
dtd 4Feb54. 

(b) Removal of mark of de
sertion. Marks of desertion will only 
be removed as authorized and directed 
by paragraph 7053. When authorized 
and directed, a mark of desertion will 
be removed by counterentry signed by 
the commander as follows: 

(Date) (Organization and Place) 

The mark of desertion under date 
of (Date) for the absence com
mencing (Date) is hereby re-
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moved as erroneous. Authority: (Here 
record the circumstances and authority 
for removal of the mark of desertion.) 

3. The "Good Conduct Medal Period" 
section is designed lor recording the 
beginning of Good Conduct-Medal peri
ods. The following instructions appl-y:: 

a. When the actual date of com
mencement of a Good Conduct Medal 
period is known, e.g., date of first or 
recruit enlistment in the Marine Corps, 
date of first or recruit enlistment in 
the Marine Corps Reserve for im
mediate assignment to active duty, 
commencement date entered in the old 
service record book in the case of 
immediate reenlistment in the Marine 
Corps, etc., record the date in this 
section. 

b. When the actual date of com
mencement is not known due to broken 
active service, the commander will 
request a constructive date of com
mencement from the Commandant of 
the Marine Corps (Code DL). 

c. More than one nonjudicial pun
ishment, or any conviction by court
martial, after commencement of a Good 
Conduct Medal period, cancels the pre
vious time for Good Conduct Medal 
eligibility. Therefore, line out the pre
vious entry and record as follows the 
date of commencement of anewperiod: 

• (1) The date of the awarding of 
the second nonjudicial punishment, ex
cept that when a nonjudicial punishment 
for an offense occurring within the 
3-year period is awarded after the 
expiration of the 3-year period and 
voids the award, the date of the offense 
shall be the new commencement date 
for the award. 

Example: 

Enl USMC 15Dec59. Received NJP's · 
as follows: (1) 5Nov60 for offense on 
300ct60 (no change in award period); 
(Z) 16Jan63- for offense on 10Dec6Z 
(voids all prior award period). New 

. commencement date for 1st award -
10Dec6Z (date on which Znd offense 

15-124 
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was committed since the Znd NJP was 
awarded after expiration of 3-year 
period). Znd N.TP then will not be 
counted as a punishment during new 
award period. 

• (Z) The date of approval by the 
convening authority on all courts- mar
tial sentences· riot· ·involving confine
ment, or involving confinement sus
pended. 

• (3) If an approved court-martial 
sentence involves confinement (not 
suspended) make no changes in the 
previous date until the man is later 
released from confinement and re
stored to duty, at which time 
record the date of release from con
finement as the new commencement 
date. 

• (4) If a. conviction by court-mar
tial is set aside by higher authority 
subsequent to approval by the convening 
authority and a new commencement 
date has resulted from such approval 
or confinement served as a result 
thereof, line out the new commence
ment date as recorded and restore the 
old date. 

• (5) In case of time lost due to 
sickness-misconduct or lnJury-mis
conduct, record the date of return to 
duty as the new commencement date. 

d. In case of immediate reenlist
ment prior to completion of a Good 
Conduct Medal period, any nonjudicial 
punishment awarded during such period 
must be shown in the new service 
record book to ensure that the com
mencement date will be changed if 
another nonjudicial punishment is 
awarded prior to completion of such 
Good Conduct Medal period. This will 
be accomplished by recording 11 (NJP 
Awd: (Date) )" on page 1 Z on the 
same line which shows the date the 
Good CoJlduct Medal period commences. 

e. When a Good Conduct Medal (or 
star in lieu of another medal) is 
awarded, record the fact on page 9, 
and record as the new date of com
mencement the date following the end 
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of the period for which the award was 
made. 

15117 RECORD OF CONVICTION BY 
COURT-MARTIAL (PAGE 13) 
(NAVMC 118(13)-PD), AND 
SUPPLEMENTARY RECORD 
OF CONVICTION BY COURT
MARTIAL (PAGE 13A) (NAV
MC 118(13A)-PD) 

1. Forms NAVMC 118(13)-PO and 
NAVMC 118(13A)-PD are designed for 
recording a co·mplete chronological 
history of a court-martial, which re
sults in conviction, from the time the 
charges are preferred until final action 
is taken on the case. When the informa• 
tion required is properly recorded on 
these forms, extracts therefrom may 
be used as evidence of previous con
victions in future courts-martial cases. 
These forms are also used by the 
commander as check sheets to ensure 
that the disbursing officer is notified 
at the proper time of any changes in 
the pay status of the man concerned 
as the cas.e progresses to and through 
higher authority. 

Z. The Record of Conviction by Court
Martial (Page 13), will be prepared 
for each summary, special, or general 
court-martial which results in convic
tion. Preparation and disposition will 
be in accordance with the following: 

a. General 

(I) Prepare in duplicate. 

(Z) Use authorized abbrevia-
tiona. 

(3) Items I through 10 should be 
completed as soon as practicable after 
the convening authority takes action. 

(4) Initially, both copies will be. 
filed in the service record book. 

(5) When the action of the su
pervisory authority results in setting 
aside findings on all charges and speci
fications, remove both copies from 
service record boc;>k and destroy. 

(6) When all or part of the find
ings are approved by the supervisory 
authority, complete the remainingpor
tion of the form. 

(7) When all items have been 
completed, forward signed duplicate 
to the Commandant of the Marine 
(Code OK). U the signed duplicate is 
not a carbon copy of the original, it 
should be marked "Duplicate Copy." 

b. Specific Blocks. Items not 
covered are considered self-explana
tory. 

(I) Block 3. State each charge 
and describe each specification in suf
ficient detail to show date and place of 
commission and nature and serious
ness of offense alleged. The mere 
statement, "Violation of Art. 86" is 
not adequate. For example, in case of 
UA offenses, the inclusive dates of the 
absence must be shown; in the case of 
disc;>bedience c;>f orders, the gist c;>f the 
c;>rder vic;>lated must be included so that 
the seriousness of the offense will be 
indicated. 

Example: 

Chg I-- Violation art 134 UCMJ. 
SPEC I. Drunk and disorderly on 
5Jun5Z in Vallejo, Calif. SPEC Z. dis 
carbine in bks; Mare Island, Calif., 
on 5Jun5Z, Chg II-- Violation art 85 
UCMJ. SPEC 1., etc. 

(Z) Block 4. State finding on 
each charge and specification. 

Examples: 

Chg !--Guilty SPEC I. Chg I--Not 
Guilty; SPEC z. Chg !--Guilty; Chg 
II-- Not Guilty, etc. 

(3) Block 5. State sentence 
bTiefly. 

Example: 

"To FORF $35 per month for I 
month." "To be cnfd at hard labor fc;>r 
I month and reduced to Pvt." 

15.,.125 
Ch.S 
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(4) Block 6. Briefly summarize 
action taken by convening authority, 
Date of convening authority's action 
will be entered in the space provided. 

Examples: 

"Apprd"; "Apprd and ordered exe
cuted"; "Apprd and SUSP for 6 months"; 
"Finding on SPEC 1, Chg I Disapprd, 
Cnf reduced to 10 days"; "only so 
much of sent as PROV for ZO days 
cnf is apprd and Ordered executed." 

(5) Blocks 7, ll, When a court
martial sentence, as approved by the 
convening authority, includes forfeiture 
or detention of pay, fine, or reduction 
in grade, enter date of commander's 
pay order by which the disbursing 
officer is notified, Similarly, when 
action by the supervisory authority 
modifies the sentence as regards for
feiture or detention of pay, fine, or 
reduction in grade, enter date of com
mander's payorderbywhichdisbursing 
officer is notified. H pay not affected 
by the sentence as approved by the 
convening authority, or by action of 
supervisory authority, indicate this 
fact by a check or "x" in appropriate 
box. 

(6) Blocks 10, 15. Enter title 
and organization of officer authorized 
to sign, Signatures shall be those of 
the commander or an officer duly 
designated by him, in which case the 
entry will be signed "By direction." 

(7) Block 11. Briefly summarize 
the action taken by the supervisory 
authority. (See subpar. Zb(5), above, 
where action of supervisory authority 
affects pay status of accused,) The date 
of the supervisory authority's action 
will be entered in the space provided. 

( 8) Identifying information. The 
full name, service number, and rank 
(and pay grade, if enlisted) at date of 
trial must be inserted on each page 
prepared, 

(9) Numbering of pa$es• The 
number "1" will be inserted in the 
block provided at the bottom of the 

page alongside 13, for the first con
viction by court-martial, Subsequent 
pages prepared. to record convic
tions by courts-martial will be num
bered consecutively, i.e., the second 
conviction will be indicated by placing 
the number "l" in the block, and so on, 

3. The Supplementary Record of Con
viction by Court-Martial (page 13A) 
will be prepared in all cases involving 
conviction by general court-martial, 
and in those cases involving conviction 
by special court-martial where an 
approved bad conduct discharge is 
included as part of the sentence, Prep
aration and disposition will be in ac
cordance with the following: 

a, General 

(1) Prepare in duplicate, 

(Z) Use authorized abbre
viations. 

(3) Initially, both copies will be 
filed in the service record book. 

(4) Portions of the page should 
be prepared as soon as practicable 
after receipt of the information, For 
example, upon receipt of a board of 
review decision, as much of the page 
should be completed as possible, 

(5) When review by higher au
thority results in setting aside of the 
findings on all charges and specifi
cations, the original and duplicate of 
NAVMC 118(13A)-PD together with the 
original of the "Record of Conviction 
by Court-Martial" will be removed 
from the service record book and 
destroyed. 

(6) Upon completion of all items, 
forward signed duplicate to Comman
dant of the Marine Corps (Code DK), If 
the signed duplicate is not a carbon 
copy of the original, it should be 
marked "Duplicate Copy." 

b, ~pecific Block s--Ite m a not 
covere are considered self-explana
tory, 

· - (T) ·Block 3, Briefly summarize 
action taken by board of review. Record 

' 
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in space provided the date of the board 
of review action. In those cases not 
reviewed by board of review, insert 
the word 11None." 

(2.) Block 4. Insert date the ac
cused receipted for Board of Review 
decision. 

(3J Block 5. Briefly summarize 
action taken by Secretary of the Navy 
or Judge Advocate General. Insert in 
space provided the date such action 
was taken. U no action was taken by 
Secretary of the Navy or Judge Advo
cate General, insert the word ''None.'' 

(4) Block 6. Enter date the Cer
tificate of Attempted Service is exe
cuted in cases where the accused has 
absented himself from his place of 
duty, and delivery of the Board of Re
view decision and action of the Judge 
Advocate General is impossible. 

(5) Block 8. Enter final date by 
which accused may petition the Court 
of Military Appeals for grant of review. 

(6) Blocks 11, 16. Enter title 
and organization of officer authorized 
to sign. Signatures shall be those of 
the commander or an officer duly des
ignated by him in which case· the entry 
will be signed "By direction." 

(7} Block 13. Briefly summarize 
action taken by Court of Military Ap
peals. Insert in space provided the date 
of the court's decision. 

(8) Identifying information. The 
full name, service number, and rank 
(and pay grade, if enlisted) at date of 
trial· must be inserted on each page 
prepared. 

(9) Numbering of pages. The 
number inserted in the block opposite 
the number 13A will be the same num
ber as that given to page 13 to which 
the supplementary record refers. 

4. U, after approval by proper author
ity, a change in the sentence is made 
bf the same or other proper authority 
and, therefore, the page 13 or 13A 

previously executed. does not reflect 
the true status of the case, an addi
tional page 13 or 13A, as appropriate, 
will be prepared. 

a. Contents. This additional page 
will contain in the appropriate blocks 
or spaces the following information: 
The type of court; date of trial; date 
of new action; authority taking new 
action; e.g., convening authority, 
supervisory authority, JAG (BOR), 
COMA or Clemency Board/SecNav; 
summary of new action; authenticating 
signature with title and organization of 
the convicted accused's commanding 
officer or an officer duly designated 
by him, in the latter event the entry to 
be signed "By direction"; complete 
identifying information of the convicted 
accused to include name, service num
ber and rank at the time of the entry; 
and designation as an additional page 
by recording, at the bottom of the page 
under the figure 13 or 13A, "ADDI
TIONAL.'' 

b. Exception. U a page 13 or 13A 
has not been previously accomplished 
concerning the conviction and/or ac
tions concerned, all actions should be 
briefly summarized in the initial prep
-~rati?n of_ the appro~riat pag~. 
, /2J-t[ Ji ' ',{. ')d-Lt.; · · ._,_, __ _l., 7 :J..d.D e-j: 
1511W'IfECORD OF E ERGENCY..., ·;,.</., n( 

DATA (NAVMC 10526-PD) <7>· ""/ ' 

1. Purpose. NA VMC 1 052.6-PD is de
signed to provide for each Marine a 
current official record of the following: 

a. Up-to-date record of persons to 
be notified in case of emergency. 

• b. Beneficiary(ies) designated to 
receive death gratuity in the event of 
the Marine's death. 

c. Beneficiary(ies) designated to 
receive any unpaid pay and allowances 
in the event of the Marine's death. 

d. Names of insurance companies 
the Marine desires to be notified in 
case of·aeath. (CMC will notify these 
compan,ies.) 

15-127 
eli. a· 



15118 MARCORPERSMAN 

e. Person most closely related to 
Marine other than spouse, children or 
parents. 

f. Person listed to receive an al
lotment of the Marine's pay if he is 
missing or unable to transmit funds. 

2. When Prepared. NAVMC 10526-PD 
will be prepared: 

a. Upon enlistment in the U.s. Ma
rine Corps and in all classes of the 
U.S. Marine Corps Reserve. 

b. Upon reenlistment in the U.S. 
Marine Corps and in all classes of the 
U.S. Marine Corps Reserve. 

c. Upon transfer to Fleet Marine 
Corps Reserve and upon retirement. 

• d. When a change occurs which 
affects the information on the existing 
form, except: Item 3; Items lOthrough 
18 when change occurs only in the 
address portion as provided for in 
subparagraph 3, below; and Item 20, 
when change occurs in service organi
zation as provided for in subparagraph 
3, below. 

e. All obligors-- Upon release from 
active duty provided NA VMC l 0526- PD 
is not current. 

f. Class III volunteer reservists 
(inactive duty)--NAVMC 10526-PDwill 
be mainfa1ned current only for those 
in this category who are issued orders 
to perform periods of active duty or 
inactive duty training • 

• 3. Preparation. NA VMC l 0526-PD will 
be prepared in triplicate (one original 
and two copies) for all officers and 
enlisted men on active duty, including 
6-Month Trainees and members of 
the OCC and MarCad programs, all 
officer and enlisted reservists who are 
in receipt of advance mobilization or
ders, and all Class II reservists. En
tries will be typed and all copies will 
be signed. NAVMC 10526-PD is the 
only <;:urrent record of emergency data 
authorbed for Marine Corps personnel 
use. (The DD Form 93-1 of 1 August 

1959 may be utilized until present 
stocks are exhausted.) 

a. Item 1. EnterMarine'sfullname 
in order indicated. 

b. Item 2. Enter current service 
number. 

c. Item 3. Enter Marine's grade 
at the time the form is prepared, 
including grade of CWO; e.g., CW02. 

d. Item 4. Enter Marine's date of 
birth by day, month, and year; e.g., 
27Jan33. 

e. Item 5. Enter any religion or 
sect designated by the Marine. The 
designation will be spelled out when 
space permits; i.e., Catholic, Baptist, 
Mormon. When space is too small 
use meaningful abbreviations; i.e., 
American Evangelical Christian 
Church- -AmEvang Chr; C h r i s t ian 
Science-- Christ Sc. 

f. rtem 6. Leave this item blank. 

~ g. Item 7. Place 11x 11 in appropriate 
square, and enter date of current 
Marine enlistment or acceptance of 
Marine warrant or commission. 

h. Item 8. Enter any former mili
tary service number(s) of the Marine. 
U these numbers are not locally avail
able, enter "Unknown." 

i. Item 9. Enter Marine 1 s Social 
Security number. 

j. Item 10 

( l ) Enter full name and current 
address of wife or husband. For "wife" 
use given names: For example, "Mary 
Josephine," followed by surname, 
"Jones. 11 H the Marine is single, di ... 
vorced, or widowed, so state. Should 
the Marine die or become critically or 
seriously ill, or incapacitated to the 
extent that he cannot noti.fy them, the 
persons listed in Items 10, 11, 12, 13, 
and 14 will be notified if- not listed on 
Item 15. 
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• (2) When a change occurs only 
in the address portion, line out with 
ink the incorrect address on the copy 
retained in the service record, and on 
the reverse side of the form print in 
ink the current address, The change 
will be initialed and dated to the left 
of the notation by the Marine con
cerned. Such changes will be limited 
to two; more than two changes will 
require preparation of a new record 
of emergency data, A report of a change 
of address in this item will not be 
submitted to the Commandant of the 
Marine Corps but will be shown as the 
current address in messages, reports 
or other correspondence where this 
address is required. In this respect, 
particular attention is directed to sub
paragraph 12154,2£, 

(3) In those instances wherein 
a newly married officer first com
pletes a NAVMC 10526-PD to show a 
spouse as a new dependent, the date of 
marriage will be entered after the 
name of the spouse. 

k. Item 11 

(1) Enter names and addresses 
of all children (including stepchildren 
or adopted children), showing marital 
status, sex, and date of birth, If minor 
unmarried children are in the custody 
of a per son other than the Marine, give 
the name, address, and legal relation
ship of the custodian. For these pur
poses, the term "child" (children) in
cludes a legitimate child; a child legally 
adopted; a stepchild if a member ofthe 

15-128a 
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Marine's household; and an illegiti
mate child (but only ii acknowledged 
in writing, signed by the Marine, or if 
the Marine has been judicially decreed 
to be the father of such child, or if the 
Marine has otherwise shown by satis
factory evidence that he is the father 
of such child). If no children, enter 
"None.'' 

• (2) Changes of address will be 
effected as described in subparagraph 
j(2), above. 

l. Items 12 and 13. Enter full 
names and addresses of father and 
mother. If deceased, state "Deceased.'' 
If other than natural parents are listed 
under these items, indicate whether 
stepparent, foster parent, adoptive 
parent, guardian, or person in loco 
parentis. 

• m. Item 14 

(1) In the event there are no 
relatives named in Items 10, 12 and 
13, some other adult relative, or in 
the absence thereof, a friend or other 
responsible adult may be named in this 
item. In all cases the relationship, 
such as 11friend," "business associ
ate,'' "grandfather, 11 etc., should be 
shown. 

(2) Changes of address will be 
effected as described in subparagraph 
j(2), above. 

• n. Item 14a 

(1) Enter names of parents 
and/or parents-in-law only when the 
dependency and residence require
ments of such persons have been es
tablished for eligibility for BAQ and/ or 
Medical Care under the provisions of 
the Dependents 1 Medical Care Act of 
195b (as re-enacted in 10 U.S.C. 1071-
1085), and are substantiated by an 
approved copy of NAVPERS bb8, DD 
Form 137-1 or NavCompt 2040-1, 
and/ or DD Form 1171 or 1172. 

( 2) Changes of address will be 
effected as de:Hcribed in subparagraph 
j(2), above. 

• o. Item 15 

(1) Specify any person.listed on 
the form who, due to ill health or other 
reasons, should not be notified in case 
of emergency. 

(2) Changes of address will be 
effected as described in subparagraph 
j(2), above. 

p. Item lb. Death gratuity desig
nation 

(1) Enter first name, middle ini
tial, last name, and address ofparent(s), 
brother(s), and/or sister(s) only, or 
any combination thereof, to receive 
death gratuity, showing the relationship 
of each person listed and the birth 
date of brother(s) and sister(s) who 
are under 21 years of age. Payment 
of death gratuity to the lawful widow(er) 
or, if no such person survives, to all 
children in equal shares (including 
those of previous marriages), regard
less of age or marital status, is man
datory by law. For this reason and as 
space is provided for entering their 
names and addresses in Items 10 and 
11, they will not be listed in Item lb. 

(2) Order of priority. When the 
Marine has no wife or children, the 
following order of priority for the 
payment of death gratuity pertains: 

(a) Designated parent(s), 
brother(s) and/or sister(s). 

(b) Undesignated parent(s) in 
equal shares. 

(c) Undesignated brother(s) 
and sister(s) in equal shares. 

Even though the order of priority is 
satisfactory to a Marine, he 11hould be 
encouraged to designate a beneficiary 
or beneficiaries. In no other way can 
the identities and addresses of rela
tives of Marines be ascertain!'d with 
facility. Payment will be made in full 
to the survivor or survivo-rs highest in 
the order of priority. 

15~129 
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(3) Definition of terms 

(a) Parent. The term "par
ent'' means a father, mother, father 
and mother through adoption and per
sons who have stood in loco parentis 
for a period of not less than one year 
to a Marine at any time prior to his 
entry into service: Provided, that not 
more than one father and one mother 
as defined above, shall be recognized 
in any case, and preference shall be 
given to such father and mother who 
actually exercised parental relatlOn
ship at the time of or most nearly 
prior to the date of entry into active 
service by the Marine. 

(b) Brother/Si,ster. Theterm 
"brother(s)'' or "sister(s)" means 
whole brothers and whole sisters, half 
brothers and half sisters, and brothers 
and sisters through adoption. Step
brothers and stepsisters are not in
cluded in the term. 

(4) Multiple designations. Under 
the law, more than one relative as 
defined in subparagraph p(3), above, 
may be designated. The Marine may 
therefore state the percentage of death 
gratuity which he desires to be paid to 
each beneficiary, but the total shall 
not be more than 100 percent of the 
total amount of the death gratuity, and 
the individual percentages shall not be 
frivolous, such as one percent. If per
centages are not specified, the payment 
will be divided equally among the 
designated beneficiaries. 

• (5) Relationship to estate of the 
deceased. The death gratuity may not 
be bequeathed to an estate, and a will 
or other instrument may not be used 
to effect a designation within the me:-n
ing of the law governing deathgratmty. 
The gratuity is not a debt or money 
due the Marine, and cannot become 
part of the decedent's estate. 

• (6) Changes of address will be 
effected as described in subparagraph 
j(Z), above. 

q. Item 17 

(1) Enter the name and address 
of the person(s) whom the: Marine 

15-130 
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desires to receive the unpaid pay and 
allowances due in the event of his 
death. There are no restrictions on 
who may be designated to receive this 
payment. If two persons are designated, 
one must be indicated as principal 
beneficiary and the other as contingent 
beneficiary, or, in the event the Ma
rine desires both persons to share the 
payment, he will indicate the percent 
of payment to each. The total of both 
shares must equal 100 percent. 

(Z) Unpaid Pay and Allowance 
(Arrears of Pay) due include such items 
as: basic pay, BAQ, BAS, S&FD,

1 incentive pay, proficiency pay, un
cashed military checks, and savings 
deposits, deposited with the Marine 
Corps. 

• (3) Changes of address will be 
effected as described in subparagraph 
j(2), above. 

• r. Item 18 

(1) The Marine will express his 
desires in this item. concerning dis
position to be made of his pay or any 
proportion or percentage thereof, dur
ing each month of absence .shoul~ he 
become missing, missing 1n acbon, 
beleaguered, besieged, interned in a 
neutral country, or captured. The 
"Missing Persons Act•• provides that 
pay and allowances continue to accrue 
to the pay account of any Marine for 
any period he may become absent as 
previously enumerated, and may be 
paid to his dependents ~or, suppo":"t. 
Information entered in th1s •tern wlll 
be used only as a guide in establishing 
or changing allotments in the event the 
person concerned becornes absent in 
any status mentioned above,, and "?ll 
not be binding upon respons1ble d1s
bur sing officers or agencies. Allot
ments to dependents and insurance 
companies initiated prior to entering 
a missing status are continuedineffect 
unless unusual circUD'lstances indicate 
changes. 

(Z) Changes of address will b_e __ 
effected as described in subparagraph 
j(2), above. 
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s, Item 19. Enter the requested 
information, including policy numbers, 
if possible, since this information will 
assist in expediting action by the in
surance company should a claim be
come payable. 

• t, Item 20 

(1) Enter the name and address 
of the organization to which the Marine 
is assigned at the time of preparation 
of NAVMC 10526-PD and enter date 
the form is actually signed, showing 
day, month and year (e.g., lJan64). 

(2) A change in the organization 
of the Marine because of transfer, or 
a change in designation of the organi
zation, will be shown by lining out 
with ink the incorrect designation and 
printing or stamping the current desig
nation on the reverse of the copy 
retained in the service record. Changes 
in designation will be limited to three. 

• u, Item 21. The person as signed the 
responsibility by the commander for 
interviewing the Marine will, upon 
completion of the form, witness the 
Marine's signature and sign the origi
nal and copies in ink as follows: First 
nam.e, middle initial, last name, and 
grade. 

• v, Item 22. The Marine will sign 
the original and copies in ink as fol
lows: First name, middle initial, and 
last name, 

• w, The reverse of the form may 
be utilized when additional space is 
required to complete an entry and/or 
when the individual desires to record 
other information to be used in case of 
emergency, such as name and address 
of next of kin of spouse, etc, 

4, Disposition. Disposition ofthe com
pleted form shall be as follows: 

a. Upon appointment or reappoint
ment to warrant or commissioned 
grade, place a copy in the OQR as 
page 6 and forward the original and 
one copy (do not stal'le together) with 
the original of the AJ)poilitment.Accept-

,;, , 

ance and Record (NAVMC 763-PD) as 
a supporting document to the unit diary 
which reports the joining. 

b. Upon initial enlistment or reen
listment (Marine Corps and those 
classes of the Marine Corps Reserve 
for which preparation in triplicate is 
specified) place a copy in the SRB, and 
forward the original and one copy (do 
not staple together) with the duplicate 
of the enlistment contract as a sup
porting document to the unit diary which 
reports the joining, 

c, When a new form is completed 
as a result of changes to the informa
tion recorded previously, place a new 
copy in the OQR or the SRB, remove 
and destroy the obsolete copy, and 
forward the original and one copy (do 
not staple together) to the Commandant 
of the Marine Corps (Code DGH), 

5, Instructions for Attached Naval Per
sonnel. NAVMC 10526-PD will not be 
used for naval personnel attached to 
or serving with Marine Corps units. 
The authorized Record of Emergency 
Data for naval personnel is the NAV
PERS Form 601-2, Instructions re
garding this form will be found in the 
BUPERS Manual, article B-2312, 

15119 LEAVE RECORD (NAVMC 
118(16)-PD) 

l. The leave record is designed for 
keeping an up-to-date account of leave 
earned, leave taken, when taken, ex
cess leave for which pay has been 
checked, and what disposition is made 
of unused leave when the man is sepa
rated from the service or released to 
inactive duty, The record will be used 
by the commander to compute leave 
which can be granted, the number of 
days of leave taken which must be 
counted as excess and for which the 
man must pay, or the number of days 
leave for which the man must be paid 
upon separation or release to inactive 
duty, 

2. Leave will be computed in accord
ance with instructions in chaptl>r 9. . . -<' : 
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3. The first entry in the leave record 
shall be made when the service record 
book is opened by an organization of 
the Regular Establishment, or upon 
assignment of a reservist to active duty 
for a period of 30 days or more. The 
first entry will show the amount of 
leave the individual is entitled to or 
has been advanced at that time. The 
reason for the entry is ''Record 
Opened"; the type entry is "Initial 
Entry (IE)" and the figure will be 
entered in the "Due'' or "Adv''; col
umn, as appropriate. 

4. After the initial credit or debit has 
been entered, gains will be entered in 
the credit (Cr) column and losses will 
be entered in the debit (Dr) column. 
Whenever a credit or debit is entered, 
the leave balance must be changed. 

a. A credit (gain) entry will either 
increase a balance in the "Due'' column 
or decrease a balance in the advance 
(Adv) column. 

b. A debit entry will either de
crease a balance in the 11Due" column 
or increase a balance in the advance 
(Adv) column. 

5. When leave is lost (debit) or gained 
(credit) in fractional amounts the 
amounts will be entered in the appro
priate columns as fractions. The frac
tions will be carried as such in all 
cases (including the accrued leave 
carried forward to a reenlistment) 
except for the following: 

a. Where cash settlement is being 
made, if a fraction of a day results, 
payment shall be made on a whole day 
basis, crediting an additional one-half 
day earned leave. 

b. Where checkage is being made 
for excess leave, a fractional part of 
a day will be increased to the next 
higher whole day (e.g.; 1! days excess 
leave is incrc;oased to 2 days, and chc;ock
agc;o is made for 2 days). 

6. Credit entries will be made on the 
following occasions: 

a. On 30 June, to record the amount 
of leave earned during the fiscal ye ·" 
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b. On the date of separation, to 
record accrued leave to that date from 
the beginning of the fiscal year. 

c. When checkage is made for ex
cess leave in accordance with the Navy 
Comptroller Manual,paragraph 044241. 
This entry is made to decrease the 
balance in the advance leave column 
by the number of days for which 
checkage is made. 

d. To correct a leave balance by 
restoring leave which has been debited 
for confinement as a result of a court
martial, when the sentence is later set 
aside by higher authority. 

e. To correct an error when it is 
definitely determined that too much 
leave has been debited and not enough 
credited. 

7. Debit entries will be made on a 
day-to-day basis as follows: 

a. On the date of return from an
nual, emergency, or reenliStment leave. 

b. To reduce a leave balance to 60 
days in cases where the accrued leave 
credited at the end of the fiscal year or 
upon separation brings the total accrued 
leave to a figure in excess of 60 days. 
As an exception, in cases of separation 
prior to expiration of enlistment for 
the purpose of immediate reenlistment 
or appointment to warrant or com.rnis .. 
sioned grade or a reversion ·from a 
temporary appointment, all accrued 
leave will be carried forward to the 
new leave record. 

c. To show disposition of unused 
leave upon separation; see subpara
graph 9, below. 

d. To correct an error when it is 
definitely determined that too much 
leave has been credited or not enough 
leave has been d~bited. 

e. When cash settlement is made 
upon first extens~Qn of enlistment. This 
debit entry wil;t ·reqq;re that a "0" be 
entered in the due section of the bal
ance colUmn. · 
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8. Entries to be made under columns 
of the leave record: 

a. General 

(1) Under "Period," record in
clusive dates of leave taken, periods 
of time lost, periods of excess leave, 
or the date a special credit (gain) or 
debit (loss) entry is made. 

Note: When making entries for de
ductions to total accrual due to time 
lost, the period to be shown will be the 
same as the period shown for time lost 
on page 6, even though the "TO" date 
will be a day of duty. 

(2) Under "Remarks," enter the 
reason for the entry, e.g., on leave 
(onlv); leave deduction due to time 
lost (LvDed(TL)); leave deduction due 
to excess leave (LvDed(Ex)); discharge 
(dis); record opened; checkage (ck); 
accrued leave (aclv); home awaiting 
Physical Evaluation Board proceedings 
(home awtg PEB). 

(3) Under "Type," show the type 
leave or the type of entry recorded under 
"Remarks,'' e.g., in the case of leave (in
cluding that charged while home await
ing Physical Evaluation Board proceed
ings) annual (Ann); initial entry (IE); 

15-132a 
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excess (Ex); emergency (Em); or in 
the case of unauthorized absence, dis
charge, etc., special (spl). 

(4) Under "Deductions," enter 
amounts to be deducted from total ac
crual because of periods of time lost 
or excess leave. 

(5) Under "Change-Cr," enter 
leave earned or gained. 

(6) Under "C~nge-Dr," enter 
leave taken or dropped to reduce leave 
balance to 60 days in accordance with 
subparagraph 7, above. 

(7) Under "Balance-Due," enter 
amount of leave accrued and not taken 
when the entry is balanced. 

(8) Under "Balance-Adv," enter 
amount of leave taken above that which 
is accrued when the entry is balanced. 

b. Special. Leave cannot be earned 
during periods of time lost or excess 
leave. The individual, however, must 
not have his pay checked for this non
earning of leave (not to be confused 
with checkage for excess leave). It 
therefore is necessary to account for 
deductions due to leave not earned by 
special entries as follows: 

(1) Make a separate line entry 
to show the Period, Remarks and 
Deductions. This entry will have no 
effect on the 11 Type, 1111 Change 11 or "Bal-

LEAVE RECORD 

PERIOD 
(Uat~s art: inclusit~) 

REMARKS "'' 
'""' '0 

1 Jul 58 Record O""ned IE 
1 Jan 59 10 Jan 59 On 1v Ann 
5 Mar 59 13 Mar 59 LvDedlTLT 
1 Anr 59 30 Anr 59 nni;, Em 

ll M11.v ~Q 21. Jun 59 nn ,, Em 
12 JuD. 59 21. Jun 59 ck e:ic: lv spJ, 
12 .Tun ~Q 21. Jun 59 LvDedlElt) 

1 Jul 58 I 30 Jun 59 ac1vi<lo-21Y Ann - EMBOSSING PLATE IMPRESSION 

I 
NAME (Lut) (Firll) (Middle) 

ance 11 columns at this point, and no 
entries will be made in these columns. 

(Z) At the end of the fiscal year 
or other accounting period: 

(a) Calculate the number of 
days which would have been accrued 
since the last fiscal ye;>.r or accounting 
period. 

(b) Subtract, from the above, 
the total number of days shown in the 
deductions column since the last fiscal 
year or accounting period. The re
mainder is the actual accrual of leave 
for the period. 

(c) Recordas.accrued leave, 
making normal entries in all affected 
columns except for the Remarks column 
which will show, in parentheses, step 
(b),above. 

Example: Under Remarks, enter 11Ac
Lv (30-Z~)." 

Note: Deductions for leave not 
earned due to excess leave will always 
result in an advance leave balance. 
Checkage for this advance leave should 
not be made as long as it is within the 
limits of advance leave. 

(3) The following are examples 
of. leave deduction entries to be made: 

CHANGE liA.LANCI' 
OEOUC-

SIGNATURE Of CERTifYING OFFICER 
TIONS 

"· ... .,. ADV • 

Z1 8 

10 17 8 

1 8 

~0 13 8 
1.5 58 s 

1~ 1.5 8 

u 8 
274 17! 8 --~ 

jsERV I CE NO. 

J.~lU4 IIAVMC 118 (16)-PO (REY. 6-61) 5UPERSEDES NI<VMC 118{16).PD ll·:ltl WHICH llllL BE USED 
16. LEAVE RECORD 
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9. The leave record will be closed 
upon discharge, death, retirement, ac
ceptance of temporary appointment to 
warrant or commissioned grade, re
version to enlisted status from tempo
rary warrant or commissioned grade, 
and upon release from active duty of 30 
days or more. When such an event oc
curs, compute the leave earned from the 
beginning of the fiscal year until the date 
of the event, record the event unc\er 
"rernarks 11 and enter the figure under 
"credit." Then reflect the change in the 
appropriate "Balance 11 column. The last 
entry will then be made on the next line 
below, to reflect the final disposition of 
the leave balance, as follows: 

a. If computation results in a figure 
in the "Adv 11 column: 

(1) Resignation, discharge, 
death, release to inactive duty, or re
tirement: Check pay (see paragraph 
044241, Navy Comptroller Manual) and 
credit leave balance with the number of 
days excess leave the figure repre
sents. Sample remark: ck ex lv. 

(2) Discharged early to be imme
diately reenlisted: Credit leave balance 
and transfer figure to new leave record. 
Sample remark: reenl- advtr newSRB. 

(3) Discharged to accept appoint
ment to warrant or commissioned 
grade: Credit leave and transfer figure 
to officer's qualification record. Sam
ple remark: adv to OQR. 

(4) Acceptance of temporary ap
pointment to warrant or commissioned 
grade or reversion to enlisted status 
from temporary warrant or commis
sioned status: Credit leave and transfer 
figure to new leave record. Sample re
mark: adv lv new SRB (OQR). 

b. If computation results in a fig
ure in the "Due" column: 

( 1) Dis charge (except as stated 
below), retirement, or re-lease to inac
tive duty: Settle for cash and debit 
leave. Sample remark: cash sett. 

L~J)ischarged upon expiration 
of enlistment, immediately reenlisted, 

and elects to carry forward unused 
balance: Debit leave for the amount and 
enter balance as initial entry in new 
service record book. Sample remark: 
bal as IE to new SRB. 

(3) Discharged prior to expira
tion of enlistment for immediate reen
listment: Debit leave for the amount 
and enter new balance as initial entry 
in new service record. book. No cash 
settlement is authorized. Sample re
mark: bal as IE to new SRB. 

(4) Discharged to accept perma
nent appointment to warrant or com
missioned grade,· or accepts, or re
verts from temporary appointment to 
warrant or commissioned grade: Debit 
leave for the amount and enter the new 
balance as initial entry innewofficer's 
qualification record or service record 
book. No cash settlement is authorized. 
Sample remark: bal as IE to OQR 
(SRB). 

(5) Death, or discharged under 
other than honorable conditions: Debit 
leave and drop. Sample remark: baldr. 

(6) Resignation to avoid general 
court-martial or dismissed: Debit 
leave and drop. Sample remark: bal dr. 

10. Home Awaiting Results of Physical 
Evaluation Board Proceedings. When a 
person is sent boYne to await results of 
Physical Evaluation Board proceedings, 
no entry will be made on the leave rec
ord (other than for normal accrual of 
leave on 30 June) until he is placed on 
disability retirement list or returned to 
duty. At the termination ofthe period at 
home, review paragraph 9058 and then 
make leave entries as follows: 

a. FOR PERSONNEL TO BE SEP
ARATED 

( 1) Make an entry to debit the 
total time at home awaiting results. 

(2) Make an entry to credit the 
total leave earned through the date of 
separation. 
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(3) Examine the new balance and 
make additional entries as follows: 

(a) Ii the new balance is for 
leave due, make appropriate entries to 
reflect cash settlement. 

(b) Ii the new balance shows 
leave in advance for an amount equal to 
or less than the total number of days at 
home awaiting results, make a credit 
entry to drop the total advance balance, 
citing paragraph 9058 as authority. 

(c) If the new balance shows 
leave in advance for an amount which 
is more than the total number of days 
at horne awaiting results, make a credit 
entry to drop the total time at home 
awaiting results, citing paragraph 9058 
as authority. If the individual still has 
an advance balance after total time at 
home has been deducted, this remaining 
advance will be regarded as excess 
leave and appropriate entries will be 
made to reflect checkage. In this re
gard, be certain that the checkage in
cludes a deduction for leave not earned 
during the excess leave period. 

b. PERSONNEL RETURNED TO 
DUTY. On a separate sheet of paper, 
compute what portion, if any, of the 
period at home should be dropped in 
accordance with paragraph 9058. Con
sider all leave earned until date of re
turn in making this computation. Then 
make a combination entry on the leave 
page as follows: 

(1) Under period, show the total 
time at horne awaiting results. 

(2) Under remarks, enter "Horne 
awtg PEB." 

(3) Under type, enter "Ann''. 

(4) Under credit, enter an aster
isk and the number of days, if any, to be 
dropped in accordance with paragraph 
9058. This credit should be for exactly 
the same amount as if the individual 
were to be separated. 

(5) Under debit, enter the num
ber of days at home. 

(6) Under balance, enter the ad
justed balance of leave due or advance. 

(7) On the following line, the 
citation "*dropped in accordance with 
MCPM, par 9058" will be entered, if 
appropriate. 

ll, Transfer Audit and Certification. 
Whenever service records are to be 
forwarded due to transfer, temporary 
duty, or temporary additional duty of 
30 days or more, the leave record will 
be audited through date of detachment, 
all discrepancies will be resolved, and 
a one-line entry will be made to certify 
as to the accuracy of the leave record. 
The entry will show "Audit" under the 
"REMARKS" column, and "tr, TEM or 
TAD'' as appropriate, in the "TYPE" 
column. In addition, the words IICerti
fied correct as of (date)" will be en
tered at the left of the signature of the 
certifying officer, 

12. Closed out leave records will be 
disposed of as follows: 

a. Officers. When an officer is to be 
released from active duty, retired, or 
separated from the service in anyway, 
his leave record will be forwarded to 
the disbursing officer for audit, settle
ment, and submission with his closed 
pay record as a substantiating voucher, 

b. Enlisted: Upon discharge, re
lease from. active duty, retirement, 
transfer to the Fleet Marine Corps 
Reserve, or first extension of enlist
ment, the leave record will be for
warded to the disbursing office for 
audit and disposition as follows: 

( l) Ii the leave record is to be 
continued in use (first extension of 
enlistment), it will be returned to the 
commander; 

(2) In all other cases the leave 
record will be either attached to the 
closed pay record or individual 11 F 11 

voucher (when the pay record is con
tinued in use), .and forwarded to the 
Commandant of the Marine Corps (Code 
CDB). 

15-135 
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13, Loss or Destruction of Leave Rec
ords 

a. In case of loss or destruction of 
an officer's leave record, the com
mander will open a leave record labeled 
"Temporary, .. with an initial credit at 
zero. Then request a transcript of leave 
from the Commandant of the Marine 
Corps (Code DGK), giving the date the 
temporary card was opened. When the 
transcript is received, combine the in
formation with that on the temporary 
card, reconstruct a leave record, and 
destroy the temporary card. 

b, Since the leave record of an 
enlisted person is a permanent part of 
the service record book, it will be re
placed in accordance with subparagraph 
15101.1. 

15120 SEA AND Affi TRAVEL 
(NAVMC 118(17)-PD) 

I, The sea and air travel page is de
signed for recording sea and air travel 
beyond the continental limits of the 
United States, No entry is required if 
travel is performed within the conti
nental limits of the United States or for 
travel performed aboard a ship as a 
member of the Marine Detachment. En
tries are required for Flag and/ or Staff 
Allowances. 

Z. Each entry will cover one completed 
voyage or flight but not necessarily the 
whole travel from the port of embarka
tion to the final destination, For ex
ample: A man embarks at San Francisco 
on a ship, arrives and debarks at Pearl 
Harbor, then embarks on another ship 
and debarks at Guam. Two entries are 
required, If he had remained on the 
same ship, even though it stopped for 
some time at Pearl Harbor, only one 
entry would have been required. 

3, For sea travel, record the name of 
the ship after 11 onboard11

; for air travel, 
enter the name of the airline or military 
squadron, 

4. When the same entry is to be made 
for a large number-of men, printed or 
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mimeographed slips of the same size 
and width as the space provided maybe 
prepared and pasted (not stapled) within 
one of the spaces provided, Paste them 
the full width of the page, 

ta. Whenever an entry is made to 
show arrival in the continental United 
States from a period of duty outside 
the continental limits which would re
quire a change in an individual's over
seas control date, indicate whether the 
duty overseas was with or without 
dependents by recording 11w/depn 11 or 
"w/ o depn" as appropriate alongside 
the date of arrival, 

15121 DELETED (Ch. 7) 

15122 DEPENDENT TRAVEL 
RECORD (NA VMC 118(21)-SD) 

I. The Dependent Travel Record is 
provided for facilitating payment of 
claims for travel of dependents upon 
completion of such travel. 

2. The following instructions shall 
govern preparation and disposition of 
the dependent travel record. 

a, Insert the form and record ~he 
individual's name and service number 
in the spaces provided when the indi
vidual becomes eligible for dependents 
transportation upon the acquisition of 
dependents, promotion, or completion 
of the required increment of service as 
authorized in Joint Travel Regulations, 
paragraph 7000, When an individual 
becomes eligible or reeligible for de
pendents transportation, he will sign the 
following certification in the first avail
able space on the form: 

"I certify that my dependents were re
siding at and I was 

Address 
stationed at ---=-----,-----on 

Duty station 
(date) , the date I became eligible 

for dependents transportation." 

b, Thereafter, furnish the form to 
the individual upon his request, for de
livery to the disbursing officer at the 
time of submission of claim for reim
bursement for dependent travel. 
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c. Upon completion of required ac
tion, the disbursing officer will return 
the form directly to the custodian ofthe 
service record book for insertion 
therein. 

d. In cases where transportation 
requests have been issued for dependent 
travel and the appropriate data has not 
been recorded on the form, the informa
tion furnished by the transportation of
ficer will be recorded in the next avail
able space and authenticated by the 
commander or an officer designated by 
him. 

e. In the case of discharge and im
mediate reenlistment, transcribe the 
last entry on the old dependent travel 
record to the dependent travel record 
in the new service record book. This 

entry will be authenticated by the com-· 
mander or an officer designated by him. 

f. Should the form become lost or 
inadvertently forwarded to Headquar
ters Marine Corps, upon reenlistment 
without the last entry being transcribed 
on a new form, paym.ent may be made 
on the basis of a new form containing 
a certificate of the individual as to the 
last reimbursement received or trans
portation furnished for the travel of his 
dependents. Should the initial form be 
recovered, the information contained in 
the new form will be verified and the 
initial form will then be forwarded to 
the Commandant of the Marine Corps 
(Code DGH) for filing. If there is any 
discrepancy between the information 
shown on the two forms, the disbursing 
effie er will take such corrective action 
as may be necessary to effect the re
quired adjustments. 

I 
15-136:;~ 
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PART D: OFFICER'S QUALIFIGA1'19N ~ECORD 

15150 GENERAL 

1. ll:n offii::er' s qualification record 
shall be prepared for each officer, 
Regular and Reserve. Properly main
tained, the record presents a cumu
lative and concise summary of the 
basic events of the officer's career 
from the time of acceptance of ap
pointment to. time of separation from 
the Marine Corps. The purpose of the 
officer's qualification record is to 
provide a means for recording in
formation for use in the personnel 
accounting system and further, to pro
vide comm.andei"s with informative 
background datatbat will assist them in 
officer personnel planning and assign
ment. 

Z. The officer's qualification record 
is considered to be of a confidential 
nature, therefore, no information may 
be divulged from it except to persons 
properly and directly·concerned. Ques
tionable requests will be referred to 
tbe commander for decision. (See par. 
1070, MARCORMAN.) 

3. Custody, proper maintenance, and 
timely forwarding ofthe officer's quali
fication record is a command re sponsi

'bility. The following general instruc
tions apply to care and maintenance 
of the officer's qualification record: 

a. Assembly and r.ecording 

(l) The officer's qualification 
record is composed of a cover, stand
ard pages, and pertinent documents. 
Pages shall be inserted as pre scribed 
below, and when inserted, will be 
assigned page numbers in the order 
indicated. Standard page numbers which 
differ from those assigned below will 
be blocked out. 

(a) Cover: Officer's Qualifi
cation Record Cover, NAVMC 123(a)
PD. 

(b) Page 1: Miscellaneous In
formation, NAVMC 12,3(1)-PD. 

(c) Page 2: Chronological 
Record of Duty Assignments, NAVMC 
123(2)-PD. 

(d) Page 2a: Pilot's Flight 
Qualification Record, NAVMC 
118(8AV)-PD (naval aviators only). 

(e) Page 3: Administrative 
Remarks, NAVMC 118(11)-PD. 

( £) Page 5: Leave Record, 
NAVMC 118(16)-PD (3-59) 

(g) Page 6: Record of Emer
gency Data, NAVMC 10526-PD 

(h) Page 7: Military and 
Civilian Occupational Specialties and 
Education, NAVMC 118(~~-PD. 

(i) Page 8: Combat History
Expeditions - Awards Record, NA VMC 
118(9)-PD. 

(j) Page 9: Appointment Ac
ceptance and Record, NAVMC 763-PD. 

(k) Page 10: Certificate of 
Clearance for Handling Classified Mat
ter, OPNAVFORM5521-429(ifissued). 

(-/,) Page 11: Dependent 
Travel Record, NAVMC 118(21 )-SD. 

(2) Unless otherwise specified 
herein, all of the pages listed above 
will be inserted and maintained for 
both Regular and Reserve officers. 

(3) The officer's qualification 
record . is de signed for preparation on 
a typewriter. When a typewriter is not 
available, entries will be printed neatly 
with black ink in letters of average 
typewriter size. Rubber stamps are 
authorized provided the letters are no 
larger than pica type. 

(4) Negative entries will be re
corded only where authorized herein. 

(5) Unless otherwise specified 
herein, dates will be entered in the 



15150 MARCORPERS!I4AN 

following manner: 10Jan54, if day, 
month and year are known; Jan54, 
if only month and year are known; 
and 1954, if only year is known, 

(6) Erasures are prohibited, 
Changes or correction will be accom
plished by drawing a thin inked line 
through the entry or entries to be 
corrected. The correct entry or entries 
will be made and authenticated by the 
commander or officer designated by 
him. 

(7) Authorized abbreviations 
will be used whenever practicable. 

(8) Only information or docu
ments required by existing regulations 
will be recorded or filed in the officer's 
qualification record. 

b. Disposition of qualification 
record 

(l) When an officer is trans
ferred, the commander will transmit 
the qualification record to the new 
organization, using the most exp_edi
tious means possible including air
mail, to ensure that the record will 
arrive as far in advance of the re
porting date as possible. 

(2.) An officer may deliver his 
own qualification record to a desig
nated duty station when ordered to 
that duty station for temporary duty 
or temporary additional duty of 30 
days or more. In case it is not prac
ticable for the officer to make de
livery, forward the qualification record 
by mail (nonregistered), including air
mail, in order that it will arrive at 
the designated duty station at about 
the same time as the officer (see 
subpar. 15100.2.d for mailing instruc
tions). Upon completion of the tempo
rary duty or temporary additional duty, 
the officer may likewise personally 
return his qualification record to his 
permanent duty station. Exception: The 
qualification record of an officer car
ried on the rolls of Headquarters 
Battalion, Headquarters, U.S. Marine 
Corps, Washington, D.C., who is as
signed duty with the State Department, 
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National Security Agency, or other 
similar activity, will not be forwarded 
to the designated duty station to which 
the officer is ordered for tempo
rary additional duty for 30 days or 
more. 

(3) When an officer is dis
charged, dismissed, retired, reverts to 
enlisted status, or is otherwise sepa
ratedfrom the service (except by death), 
his record shall be closedoutbymaking 
appropriate entries under "Chronologi• 
cal Record of Duty Assignments" and the 
leave record. The closed out record, 
less leave record, will be forwarded to 
the Commandant of the Marine Corps 
(Code DGK). The leave record shall be 
disposed of in accordance with para
graph 15119. Upondeath,missinginac
tion or captured, the record shall be 
closed and forwarded as directed in 
paragraph 15100. 

(4) When a Reserve officer is re
leased from active duty the commander 
shall forward the officer's qualification 
record, less the leave record, to the ap
propriate district director, The leave 
record shall be closed and disposed of 
in accordance with the instructions in 
paragraph 15119. 

(5) When an officer undergoes 
a change of status which does not 
result in his permanent severance 
from the Marine Corps, the following 
will apply: 

(a) When a temporary or Re
serve officer accepts a ·permanent 
appointment in the Regular Marine 
Corps, his qualification record will be 
retained. The triplicate of the old 
Appointment Acceptance and Record 
will be removed, destroyed, and re
placed by the appropriate copy of the 
new Appointment Acceptance and Rec
ord form. An appropriate entry con
cerning the change of status will be 
recorded under 11 Administrative Re
marks.'' 

• (b) When an officer of the 
Regular Marine Corps resigns, im
mediately accepts a commission in 
the Marine Corps Reserve and ·is· 
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released to inactive duty, the triplicate 
of the old Appointment Acceptance and 
Record will be removed, destroyed, 
and replaced by the new Appointment 
Acceptance and Record form. The com
mander will then forward the officer's 
qualification recol'd, less the leave 
record, to the appropriate Marine 
Corps District. The leave record will 
be closed and disposed of in accordance 
with instructions contained in para
graph 15119. 

15151 SPECIAL INSTRUCTIONS 

l. Lost or Missing Qualification 
Records 

a. In cases where an officer's 
qualification record is lost or miss
ing the commander will do the follow
ing: 

( 1) Prepare a temporary quali
fication record. Insert those pages 
needed to record the standard identi
fying data (name, grade', service num
ber, MOS, component), present duties 
and other entries concerning changes 
which are normally recorded. For in
structions regarding the leave record, 
see paragraph 15119. Place the word 
"Temporary" on the cover and at t':le 
bottom of each page. 

(2) Make every effort to find the 
original record. If the officer was 
joined without his qualification record, 
check with the command from which 
he was transferred and all commands 
to which he reported en route. In the 
case of officers transferred from a 
combat zone, comply with subparagraph 
15101.2. 

(3) When the record has been 
missing for more than 90 days, or 
the steps taken in accordance with 
subparagraph 15101.2 have been un
successful, request available officer 
qualification record information from 
the Commandant of the Marine Corps 
(Code DGK). In the request, tell what 
steps were taken to recover the origi
nal record and the results thereof. 

(4) If the missing original record 
is found, transfer to it, from the-tempo-

rary record, any current additional 
pages or information and destroy the 
remainder of the temporary record. 
When pages are transferred, line out 
the word "Temporary. 11 

(5) If the original record is found 
after the temporary record has been 
supplemented with available officer's 
qualification record information from 
Headquarters Marine Corps, the same 
procedure outlined above will be fol
lowed. 

b. Reserve activities which join an 
officer from active duty without an 
officer's qualification record, will 
comply with subparagraph Ia, above. 

2, Qualification Records of Officers 
Evacuated from Combat Zones. Rec
ords_ of officers evacuated from com
bat zones will be handled in the manner 
prescribed in subparagraph 15101.2. 

15152 DETAILED INSTRUCTIONS 
1. Detailed instructions concerning the 
information to be recorded on the in
dividual pages of the officer's qualifi
cation record are set forth in the suc
ceeding paragraphs. 

15153 COVER--OFFICER'S QUALI
FICATION RECORD 

1. The officer's qualification record 
cover will be prepared for all officers. 
The officer• s full name, service num
ber and primary military occupational 
specialty (MOS), will be typed or printed 
in permanent-type ink thereon. No 
other entry will appear on the cover. 
The authorized standard pages (see 
subpar. 15150.3, above) will be in
serted on the right side of the cover. 
Any other matter authorized for filing 
in the qualification record will be filed 
as documents on the left side, 

15154 MISCELLANEOUS INFORMA
TION (NAVMC 123(1}-PD) 

1. This page is provided to summarize 
in ready reference form, information 
required for use in the personnel 
accounting system, and to assist com
manders with officer personnel plan
ning and duty assignments. 

15-139 
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Z. The following instructions govern 
the preparation of this page. In cases 
where instructions for an item are 
not given, it is considered self-ex
planatory. 

a. Name: Record name in indicated 
order. If individual is a Jr., II, etc., 
show accordingly. 

b. Component: Indicate USMC or 
USMCR only, as appropriate. A change 
in status will be recorded by striking 
out or adding the "R". 

c. Home of record: The individual's 
home of record; as defined in paragraph 
15054, wi11 be entered. 

d. Blood type: Obtain from health 
record. 

e. Religion: Record as stated in 
paragraph 15066. 

f. Specialty and date designated: 
Record specialty, e.g., LDO, TempLOO, 
or NA and date des i gnat e d. In the 
event the specialty is revoked, a thin 
inked line will be drawn through the 
entry and an appropriate remark will 
be recorded on page 3 (NAVMC l!B(ll)
PD) of the qualification record. 

g. Appointments: This section is 
designed to proVlde a chronological 
record of the individual's advancement 
or reduction in grade, in both tempo
rary and permanent status, from the 
time of initial appointment to com
missioned or warrant officer status in 
the Marine Corps. The following in-

structions are applicable relative to 
appointments: 

(I) A complete summary of the 
grades held as a commissioned or 
warrant officer in the Marine Corps 
will be recorded upon initial prepara
tion of the page. In those cases where 
reversion to. enlisted grade from. com
missioned or warrant officer status 
has occurred, the following remark 
will be recorded in the summary im
mediately below the last grade held 
prior to reversion: "Reverted to (grade), 
(Date)." Appointments to commissioned 
orwarrant officer status made sub
sequent to reversion will be recorded 
as prescribed in subparagraphs Zg(Z) 
and Zg(3), below. 

(Z) The individual's cur rent 
grade is. indicated by the last entry 
appearing in the "Grade 11 column. 

(3) After each grade, the date 
of rank of both temporary and/or 
permanent status will be recorded hi 
the appropriate column. The entry will 
be made at the time of acceptance of 
appointment or subsequent change of 
status, as appropriate. 

(4) Entries made in this section 
will not be lined out except those 
erroneously made, in which case cor
rection will be accomplished as pre
scribed in subparagraph 15150.3. 

(5) The following is an example 
of appointment entries, including a 
summary made upon initial preparation 
of the section. 

APPOINTMENTS 

Grade 

ZdLt 
lstLt 

Reverted to MSgt 
WO 

15-140 
01. 2 

ZdLt 
lstLt. 

Capt 

Date of Temporary Rank 

10Jun46 

Oct44 
6May46 

Z0Dec46 
30Aug48 
30Aug50 

ZDec5Z 

Date of Permanent Rank 

1Jan50 
!Jan53 
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• h. Wea ons firi : A:n. entrywillbe 
made for all requ red firing acco~
plished by officers! in accordance with 
existing directives. This entry will in
clude the weapon, qualification, score, 
course fired, and date. The following is 
an example of entries in the weapons 
firing columns: 

Weapon - Qual 
Score Date 

RE ZZ8 (A) 
PSS 310 (A) 
RE ZZ6 (B) 

PMM Z45 (A) 

3 Jun60 
15 Jul 60 

1Aug61 
lZAug61 

i. Overseas ·Service: The primary 
purpose of this section is to provide a 
readily available summary of signifi
cant tours of overseas servicee Record 
all tours of service which are executed 
as a result of permanent change of 
station orders involving permanent duty 
outside the continental limits of the 
United States, and for sea duty, except 
that no record will be made of over
seas tours completed prior to 1 January 
1941. Periods of temporary additional 
duty in an overseas combat area of 
over 30 days duration will also be 
recorded. 

j. Periods of a.ctive duty per
formed: This section applies to Re
serve officers only. It is designed 
to present a brief summary of tours 
of active duty over 90 days, com
pleted in an officer status by Reserve 
officers in either the Regular or Re
serve component; and to provide com
manders with information regarding 
current tour of active service and the 
expected date of expiration thereof 
(in this respect, par. 15076 requires 
that a copy of a reservists's orders 
to active duty be retained in the officer 
qualification record as a document). 

(1) Record onlythosetours com
pleted subsequent to 1 January 1941. 

(Z) Entries 
signed to Active 
follows: 

under .~'Date As
Duty" shall be as 

'I 

(a) For naval aviators ap
pointed from the NA VCAD prog-r-am, 

record the date the individual reported 
for training as an aviation cadet in the 
Naval Reserve (the contract entry date). 
This date is indicated in the initial 
orders by which Headquarters Marine 
Corps assigns the individual to active 
duty as an officer. 

(b) For those ordered to 
active duty as co;n.m.issioned officers, 
record the constructive date of as
signment to active duty, 

(c) For those appointed while 
on active duty and who remain on 
active duty, record the date of ap
pointment. 

(3) Under "Reason" enter one 
of the following as appropriate: "PLC 
Contract 11

; "OCC Contract 11
; "NROTC 

Contract 11
; ''PLC (Avn) Contract 11 ; 

11AOCC Contract"; "Own request"; 
''Mobilization11

; or any other remark 
which adequately explains the reason 
for the individual's entrance upon active 
dutyJ or extension of a tour of active 
duty. 

(4) Entries under "Period" shall 
be as follows: 

(a) For PLC, NROTC, OCC, 
and NAVCAD personnel, record the 
period of obligated or contracted active 
service as set forth in the individual's 
orders to active duty. 

(b) For PLC (Avn) andAOCC 
personnel, record 113 years.*' (See ·sub
par. (7), below, for required entry 
upon designation as naval aviator.) 

(c) For individuals who have 
requested assignment to active dutyJ 
or who have requested an extension 
thereof, record the period that was 
approved. 

(d) For individuals involun
tarily assigned to active duty as a 
result of mobilization, record the ob
ligated period specified in the orders 
or "Indefinite," as appropriate. 

(5) Under "Expiration Date," 
record, at the time of the individual's 
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assignment to active duty or exten
sion thereof, the expiration date, by 
month and year, of the period indi
cated in the preceding column. When 
the period has been recorded as 
"Indefinite," the same entry shall be 
recorded in this column. 

(6) Under "Date Released From 
Active Duty, 11 enter, at the time of 
release, the constructive date of re
lease from active duty. 

( 7) Extensions of a period of 
active duty will be recorded as follows: 

(a) An approved voluntary 
extension will be recorded as indicated 

in the preceding paragraphs except 
that no entry will be made under 
"Date Assigned to Active Duty." Under 
''Reason," enter the word ''Extended." 

(b) In the case of those desig~ 
nated naval aviators from the PLC 
(Avn) and AOCC programs: Make no 
entry under "Date Assigned to Active 
Duty'j under ''Reason, 11 record. ''Cornpl 
Flt Trng (Date completed)"; under 
11 Period," record "3 years''; and under 
''Expiration Date'' record an expiration 
date, by month and year, which is the 
third anniversary of the individual's 
completion of flight training. 

(8) The following are examples 
of entries to be made: 

PERIODS OF ACTIVE DUTY PERFORMED (Over 90 days) 
(Reserve Officers Only) 

Date Assigned Reason Period Expiration Date Released 
to Active Duty (Years, Mos) Date Fr Active Duty 

a. l5Jun47 NROTC (PLC) 
(OCC) Contract 

b. 20Dec50 Mobilization 
c. 20Dec52 Own request 

- - - Extended 
d. l5Jun55 PLC(Avn); 

AOCC Contract 
- - - Compl Flt Trng 

(l0Sep56) 

k. Record of administrative audits. 
Upon completion of the annual admin
istrative audit of the officer's records, 
an entry will be made to include date 
and signature of the auditing officer. 

15155 CHRONOLOGICAL RECORD 
OF DUTY ASSIGNMENTS 
(NA VMC 123(2)-PD) 

l. This page is designed to present 
a summary of the duties performed 
by the individual, the duration thereof, 
and the unit or organization at which 
performed. Entries will cover active 
and inactive service (the latter where 
appropriate for Reserve officers). The 
following instructions are applicable 
relative to the chronological record 
of .duty assignments: 

3 years JunSO 20Jun50 

Indefinite Indefinite 2Ju152 
2 years Dec 54 - - -
2 years Dec 56 
3 years Jun58 - - -
3 years Sep59 

a. Initial preparation: A complete 
summary of military service in the 
Armed Forces of the United States, of 
foreign countries, enlisted or conunis
sioned, completed prior to date of ap
pointment to officer grade in the Marine 
Corps or Marine Corps Reserve, will be 
recorded upon initial preparation of the 
page. Separate entries will be made for 
commissioned and enlisted status, and 
for each branch of the Armed Forces in 
which served. Entries will include ap
proximate dates of service, branch of 
Armed Forces and last organization or 
station of duty, nature of principal 
duties,, and highest grade held. 

b. Service as a Marine officer: 
For service from date of initial ap
pointment jn the Marine Corps or 
l.i{aritle. YJ>.rPI!! Reserve a separate 
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entry will be made, indicating each or
ganization to which the officer was 
joined for duty (other than temporary 
duty), including active duty for training. 

c. Dates: The dates recorded will 
cover the period of service With an 
organization from date of joining to date 
of detachment, both dates inclusive. 
Periods of delay, proceed and travel 
time will not be entered under "Chrono
logical Record of Duty Assignments." 

d. Unit or organization: Record 
complete name of organization or sta
tion of duty, as appropriate. 

e. Primary duties: Record the ab
breviated job title; e.g., Adj, ExecO, 
CO, Bn S-3, etc., of the primary 
duties performed. Upon completion of 
each primary duty assigned, record 
immediately after the job title, the 
number of months such duty was per
formed. Dates of primary duty assign
ments are not required. 

f. Additional duties: Only those 
additional duties which are recorded 
on the officer's fitness report will 
be recorded in the officer's qualifi
cation record. The method for record
ing additional duties will be the same 
as for primary duties; however, as 
new additional duties are assigned, 
sufficient space must be left after 
each job title entered, to record, upon 
completion of the assignment, the num
ber of months the additional duty was 
performed. Dates of additional duty 
assignments are not required. 

g. Temporary additional duty: 
Duties performed during periods of 
temporary additional duty need not be 
recorded. 

h. The following are examples of 
entries and the method for recording 
same under 11 Chronological Record of 
Duty Assignments'': 

CHRONOLOGICAL RECORD OF DUTY ASSIGNMENTS 

Period Unit or Organization Primary Duty Additional 
From To Duties 

Sep3B Aug4l Royal Canadian Air GroundO (Admin) lstLt 
Force 

l2Nov4l l5Dec43 USMC, lstAmTracBn Administrative MSgt 
~Dec43 l0May4b USMC, 2dTankBn PlatLdr lstLt 
11May4b 1Jan4B USMC, MCS, Quant Instructor( In£) MSgt 
lOJan4B BAug49 "A" Co, 1 stBn, PiatLdr BMos; - - -

SthMar, lstM.arDiv CO'ExecO 9Mos - - -
9Aug49 30Dec50 HqCo, lstBn, SthMar, AsstBn S-3 bMos BnABCb'4Mos; 

lstMarDiv Bn S-2 lOMos BnSpecServO 3 
Mos; 

BnEmbO 6Mos 
25Jan5l 5Jul53 MB, NOP, Pocatello, ExecO lBMos; TrngO lBMos; 

Idaho co l2Mos SpecServO 12 
Mos; 

MessO 14Mos; 
ExchO l2Mos; 
SCM 12Mos; 
Treas ComO££ 
Mess BMos 

ZSJul53 ZOOctSS MD, USS Boxer CO Z6Mos AADefO Z4Mos; 
SCM lBMos 

SNovSS H&tSCo, H&tSBn, MCR ExecO,H&tSBn CustClassMat; 
Dep, PISC SrMbrAdmAud 

- -- Bd; 
SCM 3Mos 
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15156 PILOT FLIGHT QUALIFICA
TION RECORD 

1. Pilot Flight Qualification Record, 
NAVMC 118(8Av)-PD (Rev. 9-55), will 
be prepared and maintained in the of
ficer's qualification record for individ
uals designated as naval aviators; it 
will be numbered as page Za of the 
OQR. The instructions contained in 
paragraph 15113 will govern the 
preparation and maintenance of this 
form. 

15157 ADMINISTRATIVE REMARKS 

1. Administrative remarks recorded 
on NAVMC 118(11)-PD should be 
limited to those which pertain to 
matters actually forming an essential, 
permanent part of the officer's mili
tary history, or those which will be 
useful to succeeding commanders. 

Z. The following instructions are ap
plicable to entries recorded on this 
page: 

a. Entries will be separated by a 
heavy line. Care will be taken to en
sure that entries are reduced to the 
smal1est possible form and positioned 
so as to take up the minimum amount 
of space. 

b. No signatures are required un
less specified. 

c. An entry will be recorded when 
an officer is determined "not eligible 
for duty in combat zone,'' in accordance 
with a Commandant of the Marine Corps 
directive, and when an officer previ
ously determined "not eligible" be
comes eligible. The entry will indicate 
the authority in each case. 

d. An entry will be recorded for 
participation in special operations or 
projects which connotes special quali
fications or which may have after ef
fects (e.g., atomic radiation). 

e. Assisnment to and transfer be
tween Reserve Categories 

(1) Upon assignment to the Rea<!y 
or Standby Res record: The fact 
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that assigned to Ready or Standby Re
serve Category, the date assigned, and 
the authority therefor. 

(Z) Upon eachtransfertoorfrom 
the Ready or Standby Reserve, record: 
The fact that transferred to Ready or 
Standby Reserve Category, the date 
transferred, and the authority therefor. 

(3) Upon transfer to or removal 
from the Standby Reserve, the following 
entry will be made: "Transferred to/ 
removed from Standby Reserve on 
=---,----c=-c-DD Form 889 forwarded to 
State Director, Selective Service Sys-
tern of on 11 

f .. Mandatory 
tion - failure to 

annual participa
satisfactorily com-

(1) Failure of a Reserve officer 
to satisfactorily complete annual man
datory participation prescribed by Sec
tion 208(f) of the Armed Forces Reserve 
Act of 1952, as amended, will be 
reflected by an entry in the officer's 
qualification jacket. 

(2) Entries will be made in con
formity with the instructions contained 
in subparagraph 15115.3t. 

g. When a valid complaint alleging 
indebtedness is forwarded to the Corn
mandant of the Marine Corps in ac
cordance with paragraph 7200, record: 
Date of cornpla\nt, name of complainant 
and date of commander's reply to 
complaint. 

• h. Make appropriate entry regard
ing commencement date of organized 
Marine Corps Reserve Award; i.e .• 
110rganized Marine Corps Reserve 
Medal ( award) period com
mences------ " 
• i. Upon publication of the results 
of the annual examination of captains 
and lieutenants in administrative 
subjects, the entries below, as ap
propriate, will be entered in the 
qualification jackets of officers con
cerned: 

(1) Officer Administrative 
Examination (mandatory /voluntary); 

s-trike one 
(passed/failed) on (date) 

strike one 
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(2) Officer Administrative Ex
amination (waived/exempt) for (reason) 

strike one 
by (authority) on (date). 

(3) Officer Administrative Ex
amination mandatory not waived or 
exempted; failed to take exam on (date) 
as ordered. 

~j. Make an appropriate entry for 
Ready Reserve officers upon assign .. 
ment of or change in their physical 
risk classification; i.e., "(date), as-
signed physical risk code --., 

15158 NOT USED 

15159 LEAVE RECORD 
l. Leave Record (NAVMC 118(16)
PD (3-59)), will be prepared and 
maintained in accordance withinstruc
tions contained in paragraph 15119 .. 

15160 RECORD OF EMERGENCY 
DATA 

l. Record of EmergencyData(NAVMC 
10526-PD) will be prepared and main
tained in accordance with instructions 
contained in paragraph 15118. 

15161 MILITARY AND CIVILIAN 
OCCUPATIONAL SPECIAL
TIES, EDUCATION COURSES, 
TECHNICAL TRAINING AND 
TESTSCOMPLETED(NAVMC 
118(8a)-PD) 

l. Military and Civilian Occupational 
Specialties, Education. Courses, Tech
nical Training and Tests Completed 
(NAVMC 118(8a)-PD), will be prepared 
and maintained in accordance with 
instructions contained in paragraph 
15112. 

15162 COMBAT HISTORY- EXPE-
DITIONS - AWARDS RECORD 

1. Combat History Expeditions -
Awards Record (NAVMC 118(9)-PD), 
will be prepared and maintained in 
accordance with instructions contained 
in paragraph 15114. 

15163 APPOINTMENT ACCEPT
ANCE AND RECORD 

l. Appointment Acceptance and Record 
(NAVMC '7-63-PD), will be accomplished 

for each individual who accepts initial 
appointment to warrant or commis
sioned grade in the Marine Corps or 
Marine Corps Reserve. 

2. Administering the Appointment 

a. If the individual is a Marine, 
Regular or Reserve, at the time of 
appointment, the following applies: 

(1) The Commandant of the Ma
rine Corps will send the document, in 
quadrup~icate and partially completed, 
to the commander as an enclosure to 
the letter transmitting the appointment. 

(2) The commander will: 

(a) Complete in accordance 
with subparagraph 3 below, Items 5, 9, 
15, 28, 40A, 40B, 40C, 40D,40E, and44 
on the original and all copies for every 
officer, and Item 18 for officers accept
ing temporary· appointment. Items 5, 9, 
15, 18, 28, 40A, 40B, 40C, 40D, and40E 
will be completed from locally avail
able records and/or interview with the 
officer. Completion of Item 9 is re
quired only on documents on which Item 
9 has not been completed upon prepara
tion of the document at Headquarters 
Marine Corps. 

(b) Open an officer's quali
fication record and dispose of corn
pleted Appointment Acceptance and 
Record forms as directed in subpara
graph 4, below. 

(3) When the appointee is not 
physically present at his organization, 
the following applies: 

(a) The commander will com
plete the items indicated above except 
Item 44 and forward all papers to the 
officer effecting the appointment. 

(b) The officer effecting the 
appointment will complete Item 44 and 
return all papers to the appointee's 
commander. 

(c) The commander willopen 
an officer's quali-fication record and 
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dispose of the completed forms as di
rected in subparagraph 4, below. 

(4) When the appointee is a 
member of the Platoon Leaders Class 
program at the time of appointment, the 
following applies: 

(a) The Commandant of the 
Marine Corps will forward the docu
ment to the administering officer as 
an enclosure to the letter transmitting 
the appointment. The form will be 
in quadruplicate and completed with 
the exceptions of Items 40E, F, G, 
and 44. 

(b) The officer administering 
the appointment will complete Items 
40E and 44 and return all papers 
to the Commandant of the Marine 
Corps (Code DPH). The date shown 
in Item 40E shall be the day prior to 
acceptance of the commission. 

(c) When all papers are ac
complished, dispose of completed ap
pointment acceptance and record forms 
as directed in subparagraph 4, below. 

b. If the individual is not a Marine 
at the time of appointment, the Corn
mandant of the Marine Corps will send 
the document, in quadruplicate and 
partially completed, to the officer des
ignated to administer the appointment. 
The administering officer will take the 
following action: 

{1) Complete, if possible, Items 
5, 9, 15, 28, 40A, 40B, 40C, 40D, and 
40E from available records and/or 
interview with the appointee. 

(2) Administer the oath, com
plete Item 44, and dispose of the form 
as indicated below: 

(a) Regular appointee: Re
turn the original and all copies to the 
Commandant of the Marine Corps (Code 
DPH), for transmission of triplicate 
and quadruplicate to the appointee 1 s 
first duty station. 

(b) Reserve appointee: Re
turn the original and all copies to the 
Commandant of the Marine Corps (Code 
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DPH), for transmission of triplicate 
and quadruplicate to the active duty 
station or Reserve unit to which the 
individual is assigned. An exception will 
be made for the Reserve appointee 
whose appointment is administered by 
an officer of the Marine Corps District 
to which he will be attached and for the 
Marine Aviation Cadets (MARCADS), 
whose appointments are administered 
at the Naval Air Stations, Pensacola, 
and Corpus Christi. In these cases, 
disposition will be made in accordance 
with subparagraph 4, below. 

3. The following detailed instructions 
govern the preparation of the form. 
In cases where instructions for an 
item are not given, it is considered 
self-explanatory. Dates will be re
corded as 2-digit year, month and day, 
e.g., record 11 58 01 08 11 for 8 January 
1958. 

a. Item 5: Record the individual 1s 
home of record as prescribed in para
graph 15054. 

b. Item 9: Record primary MOS. 

c. Item 15: Enter the pay entry 
base date, based upon the service 
recorded in Item 40 and computed 
as provided in the Navy Comptroller 
Manual, paragraph 044017. 

d. Item 26 will be left blank. 

e. Item 28: Record as provided in 
paragraph 15066. 

f. Item 32 will be left blank. 

g. Items 40A, 40B, 40C, 40D, and 
40E: The primary purpose of entries 
as to previous service is for computa
tion of the pay entry base date. Record 
service which is creditable for pay 
purposes as defined in the Navy Comp
troller Manual, volume4. Record grade 
held on discharge in Item 40C. For 
personnel accepting appointment to 
warrant officer orcommissionedgrade 
and officers changing component by 
acceptance of appointment, the date of 
discharge shown in Item 40E will be 
the date prior to the date of acceptance 
of such appointment. 
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h, Items 40F and 40G will be left 
blank, 

i. Item 44: After the oath of office 
has been administered, the individual 
accepting the appointment will sign the 
original and all copies on the appro
priate line. The officer executing the 
oath will sign the original; all copies 
shall then be certified tru" copies by 
the individual accepting the appoint
ment. It must be ensured that all copies 
are certified before distribution is 
made. The place and date of acceptance 
will be recorded in the space provided. 

4. The organization designated to make 
disposition of the completed appoint
ment acceptance and record forms will 
do so as follows: 

a. Original and duplicate: Forward 
to the Commandant of the Marine 
Corps (Code DPH). Upon receipt at 
Headquarters Marine Corps, the origi
nal document will be placed in the 
officer's official record, the previous 
service recorded in Item 40 will be 
verified, and the pay entry base date 
recorded in Item 15 will be audited, 
If an incorrect entry is discovered, 
the original document will be corrected 
and the Commandant of the Marine 
Corps (Code DGK), will notify the 
officer's commander by letter, with a 
copy to the disbursing officer if the 
officer is in a pay status, directing 
the corrections to be made. 

b. Triplicate; Insertintheofficer 1 s 
qualification record as page 9. 

c. Quadruplicate: 

( 1) If the new officer is entering 
a pay status (active duty, extended 
active duty, or drill pay status in the 
Organized Reserve), present this copy 
to him for submission to the disbui's
ing officer. 

(2) If the new officer is not enter
ing a pay status, retain this copy in 
the officer's qualification record until 
he does enter a pay status, at which 
time it will be presented to him for 
submis sian to the di-sbursing officer. 

5. The Appointment Acceptance and 
Record (NAVMC 763-PD), contains in
formation regarding the officer at the 
time of his initial appointment and no 
item may be changed except as directed 
by the Commandant of the Marine Corps, 
If an item is believed to be incorrect, 
authority to make a correction will be 
requested from the Commandant of the 
Marine Corps (Code DGK), by the 
commander or by the officer concerned 
via his commander. If the request is 
in respect to Items 15 or 40, include 
a complete statement of the officer's 
previous service. If the request is in 
respect to Item 5, see paragraph !5054, 

15164 CERTIFICATE OF CLEAR
ANCE FOR HANDLING 
CLASSIFIED MATTER AND 
REQUEST FOR INVESTI
GATION FOR PERSONNEL 
SECURITY CLEARANCE 

1. The Certificate of Clearance for 
Handling Classified Matter (OPNA V 
Form 5521-429), will be used for 
recording interim and final security 
clearances. All copies will be signed 
and the official seal affixed to the 
original and all copies. Copies of 
interim clearances are not forwarded 
to the Commandant of the Marine 
Corps. 

2. Certificates of clearance, both in
terim and final, will be made a matter 
of permanent record in the officer's 
qualification record. Removal of cer
tificates of clearance is authorized only 
in the following cases: 

a. Interim certificates of clearance 
may be removed only when replaced by 
a final clearance of the same or higher 
category, by an interim clearance of 
a higher category, or when the pending 
security investigation is canceled in 
accordance with OPNAV INST 5510.1B, 
paragraph 1513.2. 

h. Final certificates of clearance 
will be removed only when replaced by 
a final clearance of a higher category. 
(See subpar, Sa, below,) 

3. Certificates of clearance which are 
terminated for cause will be marked, 
in large red letters, "TERMINATED 
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FOR CAUSE" with a brief reference to 
the letter of termination, and will re
main a matter of permanent record. 

4. The Request for Investigation for 
Personnel Security Clearance (OPNA V 
Form 5520-1) is used to record re
quests for investigations leading to a 
security clearance. This form consists 
of an original and three carbon copies, 
available through supply channels. Part 
1 (original) and Part 2 (file copy) are 
forwarded with supporting forms to the 
cognizant intelligence ·office when an 
investigation is required. Parts 3 and 
4 (for use by originator) are filed in 
the OQR and SRB for further use. The 
form is also used to request that re
sults of an investigation be forwarded 
to a new command if the individual 
has been transferred; to request can
cellation of an investigation if the in
dividual has been released from active 
duty, resigned, discharged or trans
ferred and/or reassigned to a billet 
not requiring a security clearance. 

5. Request for Investigation for Per
sonnel Security Clearance forms will 
be removed from the OQR or SRB 
only in the following instances: 

a. When a final certificate of clear
ance for the category indicated in sec
tion A, paragraph 2, OPNA V Form 
5520-1, or a higher category, has been 
issued. 

(1) When a final certificate of 
clearance has already been is sued 
based on a national agency check plus 
the requisite number of years 1 con
tinuous active duty and a request for 
a background investigation is sub
sequently initiated, parts 3 and 4 of 
the OPNAV Form 5520-1 requesting the 
background investigation will be re
tained in the records until a final 
certificate of clearance is issued based 
on the completed background investi-
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gation. At that time parts 3 and 4 will 
be removed and destroyed. 

b. When the individual joins a new 
command and a security clearance is 
required, one copy (part 3 or 4) of 
OPNA V Form 5520-1 will be removed 
from the record and Section B, Notice 
of Change of Duty or Employment, 
will be completed. The form will then 
be forwarded to the cognizant intelli
gence office as listed in section A of 
the form. 

(1) If part 4 of OPNAV Form 
5520-1 is used, a new set of forms 
must be prepared and parts 3 and 4 
inserted in the record. Parts 1 and 2 
will be destroyed and will not be for
warded to the cognizant intelligence 
office or filed. 

c. When the individual is separated 
from active service, one copy (part 3 
or 4) of OPNAV Form 5520-1, will 
be removed from the record and Sec
tion C, Notice of Cancellation, will be 
completed. The form will then be 
forwarded to the cognizant intelligence 
office listed in section A of the form. 

( 1) Particular care must be ex
ercised to ensure that all investiga
tions, except as noted below, are can
celed when an individual is separated 
from active service, regardless of 
cause. 

(a) National agency checks re
quested on Class II Reserve officers 
and Class III Ready Reserve officers 
will not be canceled when the officer 
returns to inactive status. 

15165 DEPENDENT TRAVEL 
RECORD 

l. The Dependent Travel Record 
(NAVMC 118(21)-SD), will be prepared 
and maintained in accordance with the 
instructions contained in paragraph 
15122. 
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CHAPTER 16 

PERSONNEL ACCOUNTING SYSTEM 

PART A: REGULAR ESTABLISHMENT 

SECTION 1: INTRODUCTION 

16000 MARINE CORPS PERSONNEL 
ACCOUNTING SYSTEM 

l, The U.S. Marine Corps Personnel 
Accounting System (PAS) is a system 
of standard procedures established for 
the reporting, recording, maintenance, 
and dissemination of military person
nel information and statistics. 

2. The present system is based on the 
precept of singular reporting; i.e., the 
principle that an item of information 
need be reported into the system only 
once and it will thereafter be available 
for most requirements relating to per
sonnel, supply, or financial manage
ment. 

16001 THE PERSONNEL ACCOUNT
liNG SYSTEM AS A MANAGE
MENT TOOL 

1. To ensure effective personnel man
agement, timely and accurate informa
tion must be available to all levels of 
command, Employing modern data 
processing methods and equipment, the 
personnel accounting system functions 
as a management tool, gathering and 
processing the data essential to the 
many management programs needed to 
plan for and maintain an efficient 
organization in the field and in reserve, 

2. Use of the system information at 
Headquarters, U,S, Marine Corps in
cludes: planning and execution offunc
tions of procurement, training, distri
bution, assignments, classification, 
promotion, and separation of military 
personnel; preparation ofbudgets; pro
curement and distribution of supplies; 
and recording in permanent form, 
historical data of the Marine Corps. 

3. For other levels of command, the 
system provides a source from which 
personnel information may be derived. 
Each level of command should, to the 
maximum extent practical, acquaint it

with the capability of the PAS to 

provide personnel data for commandl 
use. 

16002 ACCOUNTING ESTABLISH
MENTS 

l. For personnel accounting purposes, 
the Marine Corps is composed of two, 
accounting establishments; namely: 

a. THE REGULAR ESTABLISH
MENT which consists of all personnel 
on active duty, including Reserve com
ponent H, K, and Q personnel on initial 
period of active duty for training; but 
excluding all other Reserve component 
personnel on active duty for training 
or on temporary active duty. 

b. THE RESERVE ESTABLISH
MENT which consists of all Ready, 
Standby, and Fleet Marine Corps Re
serve personnel not on active duty; and 
all Reserve component personnel on 
temporary active duty or on active duty 
for training, except those Reserve com
ponent H, K, and Q personnel on initial 
period of active duty for training. 

16003 ORGANIZATIONAL STRUC
TURE 

l. Reporting Units 
a. Reporting unit is a term used to 

denote a unit diary-submitting activity, 
The reporting unit, usually established 
at the lowest administrative echelon at 
which service records are maintained 
(company, battery, squadron), main
tains and reports personnel accounting 
information as pertains to individuals 
on the rolls of that activity. The Com
mandant of the Marine Corps deter
mines the echelon at which reporting 
units shall be established. 

b. Commanders of reporting units 
of the Regular Establishment are re
sponsible for: 

( 1)- The accurate and timely re
o£ required personnel account-
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(2) The preparation of the sys
tem reporting document -- the Unit 
Diary (UD); 

t (3) The reporting of data as re
quired by "purification notices." 

(4) The audit of the system per
sonnel roster -- the Monthly Personnel 
Roster (MPR). 

2. Intermediate Commands 

a. An intermediate command is any 
echelon other than Headquarters Ma
rine Corps which exercises adminis
trative superviSIOn over reporting 
units. Examples are: battalions, regi
ments, divisions, air groups, air wings, 
or other activities where several re
porting units exist within a command. 

b. Intermediate commands operate 
within the overall system as agencies 
of control and supervision, and are 
responsible for the punctual and effi
cient execution of system directives 
by reporting units under their admin
istrative jurisdiction. 

• c. By proper utilization of copies 
of unit diaries, and personnel ros
ters available from reporting units, 
and copies of reports and rosters avail
able by request to the commander ex
ercising personnel accounting jurisdic
tion, most personnel data required by 
intermediate commands is avciilable 

16;,;6-

without further recourse to the report
ing units. 

3. Personnel Accounting Jurisdiction 
Commands 

a. Commanders of certain desig
na~ed commands which have auto
matic data processing capability (a 
data processing installation) are said 
to exercise personnel accounting juris
diction. Although commanders as signed 
personnel accounting jurisdiction ex
ercise administrative control and tech
nical direction with respect to person
nel accounting matters over the 
reporting units and intermediate com
mands within the jurisdiction, the as
signment does not have any implications 
with respect to military command. 

b. The assignment of personnel ac
counting jurisdiction carries the re
sponsibility of requiring prompt and 
accurate reporting from reporting units 
within the jurisdiction, for the timely 
and correct consolidation and Submis
sian of personnel accounting informa
tion to the Commandant of the Marine 
Corps, and for the dissemination of 
system data as may be requested by 
intermediate commands and reporting 
units. The commander exercising per
sonnel accounting jurisdiction is au
thorized and directed to take correc
tive action in cases of failure on the 
part of units to comply with reporting 
requirements. 
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c. Commands of the Regular Establishment are assigned personnel accounting 
jurisdiction as follows: 

Command 

Commanding General 
Marine Corps Base 
Box# 17 
Camp. Lejeune, NC 28542 

Command 

.Commanding General (For DPI #3) 
Marine Corps Base 
Camp Pendleton, Calif 92055 

Activities Under Accounting Jurisdiction 

I. FMF Atlantic (Air & Gnd) 
2. MCB, Camp Lejeune, NC 
3. MCS, Quantico, Va 
4. MCAS, Quantico, Va 
5. MCABs, Eastern Area 
6. MCRDep, Parris Island, SC 
7. HqBn, Hq, U.S. Marine Corps 
8. MarSptBn, NSG 
9. MB, 8th & I Sts., S.E. WASHDC 
10. Marine aviation detachments 
II. MARCORSup Acty, PHILA 
12. MCSC, Albany, Ga 
13. Security Forces, CONUS, East 
14. Security Forces, Overseas, Atlantic 
15. Marine Detachments Afloat, Atlantic 
16. Staff & Flag Allowances, Atlantic 
17. Landing Force Training Unit, Atlantic 
18. H&HSqdn, and MARTDs, MARTC 
19. Hq, and I&I Staff diary accounts of 

I st, 4th, & 6th MCDs 
20. Recruiting Station diary accounts 

which usually send recruits to 
MCRDep, PISC 

Activities Under Accounting Jurisdiction 

I. FMF Pacific (Air & Gnd) 
2. MCB, Camp Pendleton, Calif 
3. MCB, Twentynine Palms, Calif 
4. MCABs, Western Area 
5. MCAS, Kaneohe, Haw 
6. MCRDep, SDIEGO 
7. MCSC, Barstow, Calif 
8. MB, NS, TI, SFRAN 
9. USMC Comp, NavAdvGru, Korea 
10. Security Forces, CONUS, West 
11. Security Forces, Overseas, Pacific 
12. Marine Detachments Afloat, Pacific 
13. Staff & Flag Allowances, Pacific 
14. Landing Force Training Unit, Pacific 
15. Hq, and I&! Staff diary accounts of 

8th, 9th, 12th & 14th MCDs 
16. Recruiting Station diary accounts 

which usually send recruits to 
MCRDep, SDIEGO 

16-7 
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4~ Headquarters, U.S. Marine Corps. 
The Director of Personnel, Marine 
Corps, under the direction of the Com
mandant, is responsible for the admin
istration and management of the Per
s on n e l Accounting System. All 
correspondence relating to the system 
will be addressed to the Commandant 
of the Marine Corps (Code APB). 

16004 HOW THE PERSONNEL AC
COUNTING SYSTEM 
OPERATES 

1. The overall system consists of those 
processes whereby personal and mili
tary items of information from basic 
service records and related adminis
trative papers are reported to a data 
processing installation (DPI}. There, 
the information is pro c e s s e d into 
punched card and magnetic tape rec
ords. From these data processing rec
ords, detailed and summary reports 
and records may be quickly and ac
curately produced. 

2. Reporting Personnel Data 

a. From information entered in 
service records and other official 
papers, reporting units of the Regular 
Establishment prepare an IRC for each 
Marine shortly after his initial entry 
in the Marine Corps. The IRC is con
sidered to be the basic work record of 
the PAS, for it is used to establish in 
the system, most of the personnel ac
counting information about the indi
vidual for which prepared. 

b. The unit diary is a day-by-day 
record of occurrences to the reporting 
unit and its personnel. It is the basic 
source document of the PAS, and as 
such, must report all gains and losses 
to the system, as well as all changes to 
previously established personnel ac
counting information. As changes occur 
in a Marine 1s status, they are entered 
in the service record, on the IRC, and 
are then reported on a unit diary. 
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3. Processing the Data 

a.- At the DPI, information on the 
source documents is audited, converted 
to code as required, and recorded in 
punched card form. The cards provide 
the computer center with input data for 
the performance of magnetic tape file 
processing, the result of which is the 
creation of new or updated personnel 
accounting tape records. A copy of each 
new or updated record is forwarded' to 
Headquarters Marine Corps, where the 
master Regular Marine Corps tape'file 
is maintained. 

b. At Headquarters Marine Corps, 
the master magnetic tape file is used 
to prepare numerous reports of per
sonnel information and statistics for 
use by agencies within the Department 
of Defense, Department of the Navy, 
and Headquarters Marine Corps. 

4. Audits and Controls 

a. Although modern accounting 
techniques and equipment are employed 
throughout the system, mistakes are 
made in the reporting and processi:r1g 
of the personnel information. To pre
vent these errors from building up, 
methods of control have been estab
lished at every level within the system. 

b. The reporting unit commander 
is charged with the respo"nsibility of 
ensuring that the basic docUments from 
which PAS information is derived, are 
correct; that personnel performing ad
ministrative duties are properly 
trained and adequately supervised, and 
that these personnel are impressed 
with the importance of knowing and 
carrying out all PAS directives; that 
late reporting is minimal; that care
ful audit of the personnel roster is 
made and that necessary corrections 
are reported promptly; and that the 
content of the IRC is maintained cur
rent. 
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c. Up·on receipt of system docu
ments at the DPI, members of the staff 
of the commander exercising personnel 
accounting jurisdiction subject the in
formation to additional audits and 
checks to ensure that reporting is in 

accordance with current instructions 
and that reported information appears 
to be valid. The reporting unit is ad
vised of discrepancies for submission 
of correct information. 

16-9 
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SECTION 2: INDIVIDUAL RECORD CARD 

16029 

16025 DEFINITION 

1. The Individual Record Card (IRC) is 
a summary card reflecting specific 
information used in the PAS. It is 
considered the basic worksheet of the 
accounting system in that it is used to 
establish the majority of items of 
personnel information. 

16026 PURPOSE 

l. To provide reporting units and in
termediate commands a standardized 
visual file of data on personnel under 
their jurisdiction. The IRC serves as a 
unit locator and ready reference file 
of personnel data to reduce the neces
sity for continual searching through 
service records. 

2. To provide an initial source of in
formation from the reporting unit to the 
data processing installation. 

3. The IRC file may serve as a basic 
work record from which pay record and 
service record book entries are kept 
current. 

16027 FORMAT 

l. The IRC is designed for use as a 
visual file and for extraction of per
sonnel data at the data processing 
installation. 

2. The original is a single leaf 8- by 
10-inch card form with a single mani
fold (flimsy) copy and carbon attached 
as a snap-out. The snap-out 'copy is 
for the DPI. Additional copies as re
quired for intermediate commands may 
be prepared by adding carbons and 
NAVMC 10447a-PD forms behind the 
snap-out form at time of preparation. 

3. The original of the IRC has three 
sections: 

Information Section-- Front 

Occurrences Section- -Back 

Other Information Section-

4. The DPI copy and the NA VMC 
10447a-PD forms have an information 
section only, since the history of oc
currences is not required at echelons 
furnished these copies. 

.16028 WHEN PREPARED 

l. Individual Record Cards will be 
prepared in accordance with MCO 
PI 000.5, Standing Operating Procedure 
(SOP) for Employment of Embossed 
Metal Plates in Marine Corps Person
nel Administration. 

16029 PREPARATION 

l. The initial preparation of the infor
mation section of the IRC will be 
accomplished on a typewriter with 
black ribbon, except that in situations 
where no typewriter is available, 
entries may be printed in black ink or 
black pencil. Each block of the IRC 
must be completed; paragraph 16082 
provides the necessary instructions 
concerning the entry of information by 
individual block number. If the infor
mation pertaining to any block is known 
to be 11 none 11 or ''not applicable," enter 
a zero. Whenever the instructions state 
that an item is to be inserted for a 
specified category such as "enlisted 
only11 or ''reserves only, 11 a zero must 
be entered for all other persons. Should 
an item of information be unknown at 
the time of preparation, enter the 
abbreviation UNK. When determined, 
report the data by unit diary en
try. 

a. The items of information will be 
placed as near the top of each block 
as possible, except that items of stand
ard identifying information (Grade, 
Name, Service Number, Component/ 
Class, and Primary MOS) will be 
placed in the lower portion of the blo,cks 
involved so as to be visible upon 
insertion of the card in the IRC file 
book. Official abbreviations niay be 
used when making block entries., 
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b. Changes or corrections may be 
made by black pencil; do not prepare 
a new card merely because an item is 
to be changed or because an error is 
noted. Changes may generally be made 
by lining out (if typed) or erasing (if 
penciled) the old entry and inserting 
the new information in its place. 

c. Certain commands are author
ized to prepare IRCs by flexowriter. 
This method causes certain items to be 
printed in the shaded portion of the 
original copy. This printing should be 
disregarded. 

d. Some IRC blocks do not require 
entry of data. These blocks may be 
used by reporting units to record items 
of local interest. However, the DPI 
copy must be detached before any such 
information is inserted on the original 
copy. 

16030 USE--MAINTENANCE--
FORWARDING 

l. The IRC's will be kept in metal 
file books which contain card pockets 
affixed to trunnion wires. The folded 
IRC is inserted into the card pocket 
with the standard identifying line of 
the IRC visible through the plastic 
strip on the lower edge of the pocket. 

2. The IRC 1s will be filed in groups, 
as follows: Marine officers, Marine 
enlisted, other Armed Forces officers, 
followed by other Armed Forces en
listed; and within ~.>ach group, the 
IRC's will be arranged in alphabetical 
sequence. In processing changes to 
IRC 1s the clerk removes the appro
priate IRC from the file and writes 
or types in the occurrences section, 
the date, the diary entry to reflect 
the change in the system, and the 
diary number on which the entry will 
be shown. These IRC's are then set 
aside for use in preparing the next 
unit diary. After the unit diary is 
proofread, changes affecting the in
formation section of the IRC's will 
be posted thereto. 

3. The administrative chief must en
sure that all papers effecting changes 
in reportable items are routed to the 
clerk in charge of IRC and unit diary 
preparation. 

4. Plastic tabs of different colors are 
available for attaching to IRC's in 
order to indicate such categories as 
unauthorized absentees, sick, persons 
on TAD, etc. In this manner, totals of 
personnel not available for normal duty 
may be determined for strength re
porting. 

5. The other information section may 
be used to record such data as home 
address, barracks billet, telephone 
number, etc. 

6. When personnel in the Regular Es
tablishment are transferred, the IRC 
is removed from the file, the loss 
remark entered in the occurrences sec
tion, and the IRC is inserted under the 
front cover of the service record book 
or officer's qualification record and 
forwarded as part of the service rec
ords. In order that the unit may have a 
record for making the loss entry on 
the unit diary, and a convenient index 
of former members, a "skeleton'' IRC 
or other record card may be prepared 
for use in diary preparation and even
tual insertion in the ''dead" file. This 
"dead" file card should show "standard 
identifying information" and the trans
fer in each case. When personnel are 
separated from the service, released 
to inactive duty or service records are 
forwarded to, Headquarters Marine 
Corps, the IRC may be moved to the 
"dead" file after unit diary prepara
tion. 

7. Upon receipt of the IRC, the joining 
unit must carefully check each item of 
the IRC against the service record and 
make n e c e s sa r y corrections or 
changes. The joining remark on the 
unit diary should include any changes 
or corrections to the IRC as a result 
of this audit. Reporting units joining 
not chargeable students at formal 
schools may delay this audit a maxi
mum of 15 days. 
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16031 ALPHABETICAL LISTING OF lRC BLOCK TITLES 

IRC 
l. TITLE BLOCK NO, 

BAQ ENTITLEMENT 19 
BILLET MOS 24 

CITIZENSHIP 61 
CIVILIAN EDUCATION 10 
COMBAT SERVICE 72 
COMMUTED RATIONS/SUBSISTENCE ALLOWANCE 18 
COMPONENT/CLASS 56 

.CONTRACT/LEGAL AGREEMENT 44 
COUNTY HOME OF RECORD 35 
CURRENT JOB DESCRIPTION 26 

DATE ARRIVED U.S. DEP NOT PRESENT 
(ENLISTED) 71 

DATE ARRIVED U.S. OSEAS DEP AUTH 
(OFF ONLY) 65 

DATE ARRIVED U.S. OSEAS DEP NOT AUTH 
(OFFICER) 71 

DATE CURRENT ACTIVE DUTY BEGAN 74 
DATE CURRENT TOUR BEGAN 30 
DATE FORM COMPLETED 81 
DATE OF BIRTH 34 
DATE OF ENLISTMENT 39 

.DATE OF PRESENT RANK 46 
DUTY LIMITATION 43 

EXPIRATION OF ACTIVE SERVICE 20 
EXPIRATION OF OBLIGATED SERVICE 15 
EX-PRISONER OF WAR 73 

FIRST ADDITIONAL MOS 52 

GRADE 53 

INCENTIVE PAY FOR HAZARDOUS DUTY 32 
INITIALS 2 

LAST OVERSEAS TOUR FMF 85 
LENGTH OF CURRENT TERM 40 

MONITORED COMMAND 21 

NAME 54 

PAY ENTRY BASE DATE 9 
PERSONNEL ALLOCATION PLAN 23 
PRIMARY MOS 57 
PULHES 48 

16031 

PAGE NO. 

16-49 
16-51 

16-61 
16-46 
16-65 
16-48 
16-61 
16-57 
16-56 
16-53 

16-63 

16-62 

16-63 
16-65 
16-54 
16-66 
16-55 
16-56 
16-58 
16-57 

16-49 
16-47 
16-65 

16-59 

16-59 

16-55 
16-44a 

16-66 
16-56 

16-50 

16-59 

16-46 
16-50 
16-61 
16-58 

16-13 
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1. TITLE 

RACE AND SEX 
RELATIONSHIP, LOCATION, YR OF BIRTH 

OF DEP 
RELIGION 
REPORTING UNIT CODE 
ROTATION TOUR DATE 

SECOND ADDITIONAL MOS 
SECURITY INVESTIGATION COMPL 
SECURITY INVESTIGATION TYPE 
SERVICE NUMBER 
SERVICE NUMBER 
SPECIAL AND PROFICIENCY PAY CATEGORY 
STATE/COUNTRY HOME OF RECORD 

IRC 
BLOCK NO. PAGE NO. 

59 16-61 

87-131 16-66 
41 16-57 
7 16-45 
25 16-51 

45 16-58 
3 16-44a 
4 16-45 
1 16-44a 
55 16-60 
28 16-54 
37 16-56 

All other blocks require no entries and may be used for recording items of 
local interest (see subpar. 16029.ld). 
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SECTION 3: UNIT DIARY 

16050 DEFINITION AND PURPOSE 

l. The unit diary is the reporting 
medium for the day to day history of 
the unit and its personnel, and serves 
as the permanent historical record of 
the unit in the Archives of the United 
States. 

2, One of the basic purposes of the 
unit diary is to record changing infor
mation on units and individuals of the 
Marine Corps so that this data may be 
used in personnel accounting. All per
sonnel assigned to the military juris
diction of a unit will be accounted for 
by the unit diary. Changes of status or 
additions to existing records will be 
recorded and described on the diary. 

3. Another purpose of the unit diary is 
to furnish military pay information to 
disbursing officers. Detailed instruc
tions for reporting these data are 
contained in section 5, part A, of this 
chapter, 

4. After preparation, the unit diary is 
distributed as follows: 

a. Original and yellow copy to DPI, 
The DPI will forward the original to 
Headquarters, U.S, Marine Corps (Code 
DGH-1), where it will eventually be 
microfilmed for filing in the Archives 
of the United States, The yellow copy 
will be retained at the DPI. 

b. Pink copy retained as reporting 
unit file copy. 

c. Two copies to disbursing officer. 

16051 FORMAT OF THE UNIT 
DIARY 

1. The diary is divided into four sec
tions; namely, 

a. Heading--where basic identifi
cation of the document is indicated. 

b. Body--where actual events and 
statq_s_ changes are recorded. 

c. Strength section--where bal
ances of strength categories and the 
reporting unit numeric code are en
tered. 

d. Authentication section- -where 
the officer responsible for the accuracy 
and submission of the diary signs his 
name. 

16052 UNIT DIARY PREPARED BY 
1. The unit diary is normally pre
pared by the company, battery, squad
ron, or similar level of unit which is 
called the reporting unit. In some cases 
one reporting unit may be directed to 
assume the personnel accounting re
sponsibilities for another organization 
or unit which has no administrative 
section. 

2. At the times required by paragraph 
16053, a separate unit diary will be 
prepared and submitted by or for each 
of the following units unless exempted 
specifically by Headquarters, U.S. Ma
rine Corps: 

a. Each company, battery, squad
ron, or separate platoon or detachment 
of the Fleet Marine Force. 

b. Each Marine security establish
ment. 

c. Units designated by command
ing general or commanders at: 

Marine Barracks, 8th and Eye Sts., 
S.E., Washington, DC 

Marine Corps Base, Camp Lejeune, 
NC 

Marine Corps Base, Camp Pendleton, 
Calif, 

Marine Corps Base, Twentynine Palms, 
Calif, 

Marine Corps Schools, Quantico, Va. 

Marine Corps Recruit Depot, San Diego, 
Calif, 

Each separate supply center, supply 
activity, or forwarding annex. 

Marine Corps Recruit Depot, Parris 
Island, SC 

16-15 
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d. Each company, Headquarters 
Battalion, Headquarters Marine Corps 
(plus certain special accounts covered 
in separate instructions). 

e. Each troop training unit. 

f. Each ship's detachment. 

g. Each Marine Corps District will 
submit Headquarters diaries to ac ... 
count for HqMCD, recruiting service, 
and officer selection team personnel. 

h. Each I & I staff to include regu
lar and EAD personnel assigned. 

i. Each Marine Air Reserve Train
ing Detachment to include regular and 
EAD personnel assigned. 

j. Each aviation s quadran non- Fleet 
Marine Force. 

k. Each Marine aviation detach ... 
ment. 

l. Each Marine signal detachment 
PhibForFlag. 

m. Such other units, activities, or 
categories of personnel as may be 
directed by the Commandant of the 
Marine Corps. 

n. A sub ... unit of a company may be 
organized as a separate reporting unit 
when a group of persons are detached 
for_ duty in a location away from the 
company for a period of more than 30 
days. (See subpar. 16054.10 for in
structions as to when a sub ... unit can 
or will be formed.) 

3. In unusual circumstances, such as 
during combat operations, for ease of 
administrative operations, commands 
may group administrative personnel 
of several units and actually prepare 
unit diaries at one headquarters. Re ... 
gardless of this grouping, separate 
unit diaries will be prepared for each 
of the types of activities listed above. 

4. Changes in reporting unit level not 
authorized herein must be approved 
by the Commandant of the Marine 
Corps. 
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16053 UNIT DIARY: WHEN PRE
PARED--WHERE SUBMITTED 

.1. A unit diary will be submitted for 
each day during which known reportable 
items occur. Separate diaries are not 
required to cover changes occurring on 
non-workdays. In those cases, changes 
will be reported on a diary prepared the 
first workday following and dated for 
the previous day. Example: Occur
rences on Friday, Saturday and Sunday 
may be reported on a diary dated for 
Sunday and prepared Monday. If de
sired, a diary may be prepared for 
each day. A diary is required for 11NO 
CHANGE 11 days only as indicated below: 

a. At least one unit diary per month 
is required. If no occurrences are re
ported throughout a month, a diary must 
be submitted for the last day of the 
month; enter 11 NO CHANGEH in the re
marks section. 

b. A diary must be submitted for the 
last day of the calendar year; if there 
are no occurrences, enter 11 NO 
CHANGE 11 in the remarks section. 

2. HAs o£11 occurrences are those which 
have happened on a date prior to the 
date for which the diary is being pre
pared. They may represent items about 
which the reporting unit had no knowl
edge at the time of occurrence. Such 
occurrences will be recorded when they 
become known. Do not attempt to back
date the diary. 

3. The diary is prepared for the 24-
hour period beginning at 0001 and 
ending at 2400. The diary will be sub
mitted as soon after 2400 as practi
cable but not later than 1600 of the 
first working day following the period 
to be covered. The only exceptions to 
the preceding are contained in sub
paragraphs 16054.12£ and 16054.12g 
and in no case will two or more diaries 
be prepared to cover different periods 
of time in the same day. Reporting 
units located on the same station as 
the DPI will ensure that their unit 
diaries are delivered to the DPI by 
1600 of the first working day following 
the period covered; units not on the 
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same station will place the unit diary 
in the mail by that time, Commanders 
having personnel accounting jurisdic
tion may authorize specific deviation 
from this time limit in cases of units 
having an excessive change rate. 

4. Submission of unit diaries shall be 
suspended when a reporting unit is at 
11 zer'J 11 strength but not disbanded. At 
such time as personnel again join that 
account, diary submission will be re
sumed, Record of events entries report 
these occurrences. Upon resumption of 
diary submission, use the next con
secutive number after the number 
shown on the diary which suspended 
submission, (See subpar, !6054,13j for 
special instructions for correction en
tries of units at zero strength.) Do not 
start with number ''1 11 again, unless in 
a new calendar year. 

5. The original and the DPI copy of 
unit diaries will be forwarded, by the 
most expeditious means available, to 
the commander who exercises person
nel accounting jurisdiction over the 
reporting unit. When the distance in
volved requires more than one day for 
normal mail to reach the command, 

airmail will be utilized provided it will 
result in earlier receipt at the com
mand, Unit diaries are not to be folded 
for insertion into the envelope. The 
following information will be entered in 
the lower left hand corner of the en
velope: "RU (here insert RU code) 
UNIT DIARY." 

6. A reporting unit maybe transferred 
from the accounting jurisdiction of one 
command to another. When this is to 
occur, the following procedure will be 
executed: enter a transfer of account
ing jurisdiction record of events entry 
on the diary prepared for the effective 
date of such transfer, and submit this 
diary to the command which is losing 
jurisdiction. An additional copy of this 
diary shall be prepared and submitted 
to the command assuming jurisdiction. 

16054 UNIT DIARY PREPARATION 
INSTRUCTIONS 

1, The unit diary will be prepared 
from remarks previously entered in 
the occurrences section of the IRC 1 s 
(see subpar, 16030.2). The diary must 
be prepared promptly, legibly, and 
accurately. 
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2. The unit diary will be prepared in 
quintuplicate. Additional copies for in
termediate commands or other pur
poses should be prepared by inserting 
carbons and plain white manifold 
(flimsy) sheets behind the regular sets. 
Full use should be made of authorized 
abbreviations (see chap. 17); however, 
failure to abbreviate shall not be con
sidered an error. Punctuation will be 
held to a minimum necessary to ensure 
clarity of the remarks. 

3. The unit diary will be typed, using 
black ribbon. During combat or other 
circumstances when no typewriter is 
available, the diary may be prepared 
with black ink or black lead pencil. See 
subparagraph 9, below, for other spe
cial instructions for units in combat. 

4. Heading 

a. Enter the short title of the com
mand to which the unit diary is to be 
submitted; e.g., Lejeune; Pen
dleton. 

b. Enter the date for which the 
diary is being submitted (e.g., 15Nov63); 
not the date of preparation. 

c. Enter the unit diary number. 
The numbering system consists of the 
assignment of consecutive numbers, 
commencing with number 11 111 for the 
first diary submitted during each calen
dar year. The complete number con
sists of the consecutive number followed 
by the last two digits of the year (e.g., 
1-63). (See subpar. 16054,12e, for spe
cial instructions in cases of redesig
nation/reorganization.) If a unit is 
preparing a diary for another unit, the 
reporting unit code of the preparing 
unit will be entered in the upper right
hand corner immediately above the 
diary number. 

d. Enter the title of the unit as 
indicated on the effective table of or
ganization or authority for activation. 
Sub-units and detachments will include 
the identity of the parent unit. 

e, Enter the title and location of 
the permanently fixed base or station 

at which the unit is assigned at the end 
of the diary period. Units having no 
fixed location, such as detachments 
afloat, will show the actual location at 
the end of the period covered, or the 
appropriate Navy or APO Number; 
11At sea China Sea,'' 11At sea Atlantic 
Ocean," are appropriate. Names of 
cities, stationS, countries, ports of 
call, or geographical areas are appro
priate locational designators. A unit 
temporarily away from its regular 
location, such as a Fleet Marine Force 
unit on maneuvers, will show the tem
porary location above the permanent 
location. Fleet Marine Force expedi
tionary units will show the general 
area of operations, such as "Korea," 
''Lebanon,'' etc. 

f. The unit diary will be classified 
in accordance with instructions con
tained in Department of Navy Security 
Manual for Classified Information {OP
NAVINST 5510.1B). 

g. Each page of a multiple page 
diary shall contain all heading informa
tion. The abbreviation "(contd)" shall 
not be inserted after the diary number 
on diaries which exceed one page. 

5. Body 

a. The body of the unit diary is the 
section in which entries covering re
portable items are shown. The actual 
remark is entered in the "name and 
remarks'' column under the name or 
names to which it applies. 

b. Entries are made under captions 
as appropriate. All of the captions do 
not necessarily appear on each diary, 
but those used will be arranged in the 
sequence shown below. Captions are 
typed in capital (upper case) letters. 
The following captions will be utilized. 

RECORD OF EVENTS 
EXCLUSIVE ENTRY 
CORRECTION (this will always be 

followed by "SHOULD BE") 
CHARGEABLE 
NOT CHARGEABLE 
ATTACHED 

c. Captions will be indented five 
spaces from the left margin -~of the 
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name and remarks column. Double 
space between the last line of a pre
vious entry and a following caption. 

d. Name and service number are 
the only items of standard identifying 
information usually needed to identify 
diary entries for Marine Corps person
nel; grade, primary MOS and com
ponent/ class code need be entered only 
when reporting gain and loss entries. 
For other armed forces personnel, 
record in all entries, name, service 
number, grade,· and component/ class 
code. In the case of Navy personnel 
only, officer designator code or pri
mary Navy enlisted classification code, 
as appropriate, shall be entered in the 
MOS column. Commencing at the left 
margin of the name and remarks 
column, enter the individual's surname 
in capital letters, first name, middle 
initial(s), and Jr., Sr., II, etc. Mul
tiple-worded surnames shall be entered 
as one word; e.g., GONZALEZ-LOPEZ, 
MAC TAVISH, shall be entered as 
GONZALEZ LOPEZ, MACTAVISH. 
Names are to be entered under the ap
propriate captions in the following 
order: Marine officers, Marine en
listed, other officers, other enlisted. 
Within each group, the names will be 
entered in alphabetical sequence. 

• e. The remark which tells what 
change of information is being effected 
is shown in the 11name and remarks" 
column and is indented two spaces 
under the name. One remark may per
tain to a number of individuals. In these 
cases, the appropriate identifying in
formation of all the individuals affected 

is shown above the single remark. This 
is called a "group entry." When such a 
group consists of l 0 or more in
dividuals, the use of an attached roster 
may be practical. (See subpar. 14, be
low.) Do not use rosters for group 
entries pertaining to less than l 0 in
dividuals, unless prescribed by specific 
instructions. If an attached roster is 
used, only the remark would be shown 
in the "name and remarks" column on 
the diary with a double space after the 
last preceding remark. If more than 
one roster is attached to one diary, 
each must be consecutively numbered 
and the remark for each must refer 
to the roSter by number. 

f. There may be cases when more 
than one remark must be shown for 
one individual or group, such as a 
change of MOS, a promotion, and trans
fer occurring at the same time. These 
remarks should be placed one after 
another under the names of individuals 
affected. This is called a "multiple 
entry.'' An individual's name should 
never appear more than once under 
the same caption on the unit diary. 

6. Composition of Remarks 

a. There are three basic categories 
of entries-- Those pertaining to the 
reporting unit as a whole, which are 
called "record of events 11 ; those which 
correct previously submitted erroneous 
information, which are callE!d 11cor
rection entries"; and those entries 
pertaining to specific individuals. Entry 
composition varies widely, but there 
are certain instructions which apply 
generally. 



16054 MARCORPERSMAN 

b. Use of authorities-- In order 
that the diary may be a permanent 
historical record adapted to research, 
the authority for certain actions must 
be included in remarks. In showing 
the authority, refer to the Marine 
Corps Personnel ldanual paragraph, 
where applicable, and the Marine Corps 
directive which is the basic authority 
for the action, as well as the senior 
authority which identifies the individual 
by name. Additionally, remarks show
ing separations from the service will, 
where applicable, include the U.S. Code 
and/or Public Law cited in the CMC 
letter, if any, which pertains to the 
cause of separation. See section 5, 
part A of this chapter for authorities 
required when reporting pay data. Per
sonnel actions for which authority is re
quired to be shown are: 

(1) Actions requiring record of 
events entries. 

(2) Appointment to officer grade 
or termination thereof. 

(3) Assignment or termina
tion of duty limitations directed by 
CMC. 

-(4) Changes to items on offi
cer's appointment acceptance and rec
ord, enlistment contract and record, 
or record of induction. 

(5) Delivery to civil authorities. 

(6) Extension of enlistment or 
cancellation thereof. 

(7) Name and service number 
changes. 

(8) Promotion to grades above 
Cpl. 

(9) Reductions. 

(10) Separations. 

(11) Transfers directed by CMC. 

c. Use of dates and time--Date 
of change will be included in an entry 
only if the item occurs on a date other 
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than that for which the diary is sub
mitted- -an "as of" date. In these cases 
the date will be . inserted after the 
initial word or phrase of the entry; 
e.g., Drop 15Mar60 tr to ••• When the 
same remark pertains to a number of 
individuals, with the exceptionofdates, 
a group entry may be utilized by show
ing the effective date to the right of 
each individual's name followed by ap
propriate entry; e.g., "Drop date in
dicated tr to •••••• " Time of day will be 
recorded if appropriate. No event will 
be reported as having occurred at 
2400. The time of occurrence will be 
reported as 2359 or 0001, as appro
priate. A time reported alone in the 
diary is of the diary date. Dates 
entered in conjunction with other dates 
will be inclusive. Dates will be re
corded as day, month and year; e.g., 
15Mar60 or 10-13Mar60. 

d. In preparing unit diaries, the 
primary purpose is to record the 
facts. Sample personnel accounting en
tries shown throughout this chapter 
are intended as a 'guide for reporting 
data and deviations therefrom are not 
considered erroneous if the required 
information is reported. It is not wrong 
to show more data than required but 
it is wrong to show less than called 
for therein. If ~ases not covered arise, 
follow the general policies outlined 
herein and construct a remark which 
states the facts as clearly and con
cisely as possible. However, it is em
phasized that these instructions apply 
only to personnel accounting entries. 
Sample formats as shown in section 5, 
part A of this chapter must be followed 
when reporting pay data. 

• e. Semi-annually, as a result of 
publication of the MOS Manual change, 
computer centers will machine pre
pare conversion rosters listing indi
viduals affect by the published changes. 
These rosters will be forwarded to 
units for completion and submission as 
an "attached roster" in support of the 
unit diary. If an individual listed on the 
roster has been transferred or sepa
rated, the name will be deleted from 
the roster, indicating reason for the· 
deletion. The machine prepared listings 
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will be submitted as an attached roster 
to the unit diary even though all names 
appearing thereon may have been de
leted. Diary entries will appear as in 
the following examples: 

Chg MOSs of 8 Enl 

See Attached Roster 

or 

Chg MOSs of 0 Enl 

See Attached Roster 

7. Completing the Strength Balances 
Section 

a. The strength balances section is 
provided to enable reporting units and 
data processing installations to bal
ance the effect of strength changes for 

the reporting period against the total 
joined strength of the reporting unit. 
It informs intermediate comrn.ands of 
the numbers of personnel joined 
chargeable in each unit and how many 
of those are not available for duty. It 
shows the numbers of personnel joined 
to the unit but not chargeable against 
the authorized strength of that unit. 
The terms "chargeable" and "not 
chargeable" are further explained in 
paragraph 16079. 

b. In the block above the strength 
titles in this section, enter the re
porting unit code number on each 
page of the diary. This number is 
obtained from Headquarters Marine 
Corps by the DPI when a unit is 
activated. 

c. On the line opposite "JD CHG" 
enter in the appropriate column the 
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total number of Marine officers, Ma
rine enlisted, other service officers, 
and other service enlisted who are 
joined in the unit at the end of the 
date for which the diary is prepared 
and who are "chargeable." This is not 
just the total of those reported joined 
on that diary. 

d. On the line opposite "JD CHG 
ABSENT-INCAP" enter the totals of 
personnel included in the first line who 
were not available for duty for various 
reasons.- For example: sick, UA, TAD, 
or on leave. 

e. On the line opposite "JD NOT 
CHG" enter the totals of personnel 
who are joined in the unit at the end 
of the date for which the diary is pre
pared and who are "not chargeable." 

f. On the line opposite "TOTAL 
JOINED" enter the totals of all person
nel who are joined in the unit at the end 
of the date for which the diary is pre
pared. This is the total of the lines 
"JD CHG" and "JD NOT CHG." 

g. On the line opposite "AT
TACHED" enter the totals of personnel 
who are attached to the unit (on TAD 
from other units or absentees awaiting 
disposition or certain reservists on 
active duty for training). 

h. The totals entered in the strength 
balances section must reflect only those 
personnel who have been reported as 
joined or attached on the unit diary 
and who have not been subsequently 
dropped from the account. 

i. A sample computation of strength 
balances follows: Upon activation totals 
for each line are determined by an actual 
count of personnel initially joined to 
the unit after determining the correct 
status of each individual. Thereafter, 
each balance is arrived at by adding 
or subtracting, as appropriate, the 
strength changes reported on each diary 
except leave occurrences for which the 
diary clerk must make adjustmentsl>Yen 
though there are no entries shown on the 
diary. For example, it is assumed t 
on 1 May a unit has 3 officers and 

enlisted carried as chargeable, but of 
these 1 officer and 5 enlisted are on 
leave, 1 enlisted is hospitalized, 3 en
listed are confined, and 1 enlisted is on 
temporary additional duty as a student. 
In addition, the unit carries as joined 
not chargeable 1 officer and 8 enlisted 
in a variety of statuses. The strength 
balances for the 1 May diary are as 
follows: 

MAR CORPS 

OFFICERS ENLISTED 

JD CHG 3 100 
JD CHG 

ABSENT-
IN CAP ( 1) ( 1 0) 

JD NOT CHG l 8 
TOTAL JOINED 4 108 
ATTACHED 

During 2 May, 1 officer joins, charge
able; 1 officer returns from leave; I 
enlisted confined is dropped from 
chargeable and assigned to not charge
able; 1 enlisted chargeable goes to 
unauthOrized absence; 2 enlisted return 
from leave; and 2 enlisted not charge
able are returned to duty and made 
chargeable. The strength balances for 
2 May are: 

MARCORPS 

OFFICERS ENLISTED 

JD CHG 4 101 
JD CHG 

ABSENT-
IN CAP (0) (8) 

JD NOT CHG 1 7 
TOTAL JOINED 5 108 
ATTACHED 

j. Strength balances will be shown 
on the last page of multiple page unit 
diaries. .8. Authentication of Unit Diary 

a. The unit diary shall be signed, in 
black ink, by the commanding officer or 
officer in charge of the unit for which 
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prepared; or by a subordinate officer 
when authorized by the commander or 
his superior to do so. (The require
ments of subpar. 044572-lb, volume 4, 
Navy Comptroller Manual, apply when 
submitting copies of the unit diary to 
the disbursing office.) Inspector-in
structors and Marine air reserve train
ing detachment commanders may 
delegate to an Organized Marine Corps 
Reserve activity commander, authority 
to sign the I-I Staff or detachment unit 
diary during their absence. Diaries may 
not be signed by a person_signing 11 For 11 

the commander or other authorized 
signees. 

b. Unit diaries which do not affect 
pay and allowances may be signed by an 
enlisted member when the unit has no 
officer on its rolls or when the only 
officer of an organization is officially 
absent. When an officer is not on the 
rolls or when the only officer of an 
organization is officially absent, unit 
diaries which affect pay and allowances 
must be forwarded to the next higher 
administrative echelon for signature. 

c. The name, grade, and component 
of the commander will be typed on the 
bottom line of the authentications ection. 
In those instances where the diary is 
signed by a delegated officer, the name, 
grade, component, and dutyassignment 
of the subordinate, followed by the 
words "By direction of" shall appear 
above the name, grade, and component 
of the commander; e.g., 

FRED F. FOX Capt USMC CoExecO 
By direction of 
GENE D. DOE Maj USMC 

When an officer temporarily succeeds 
to command, the name, grade, 8.:nd 
component of this officer only shall 
appear, followed by the word "Acting." 
When a diary consists of more than one 
page, the authentication will be re
flected on the last page only. 

d. The date for which diary is being 
submitted and diary number, as well 
as the page number and total number of 
pag-es for that diary, will be inserted 
below the authentication section in the 

provided. 

9. Special Instructions for Units in 
Combat 

a. Usually an administrative rear 
echelon is established to keep the 
records and actually prepare the re
quired personnel reports. In this case, 
it is necessary for the unit commander 
to ensure that such reportable items as 
occur in the area of operation of the unit 
are submitted to the rear echelon for 
entry in the records and reports. The 
rear echelon assembles and coordinates 
this data and under the limitations of the 
situation, prepares the required reports 
as nearly in accordance with thea e in
structions as possible. A special effort 
must be made to properly record and 
report all casualty occurrences. 

10. Sections of Reporting Unit on De
tached Duty (sub-units) 

a. When a group ofpersonsbelong
ing to a reporting unit must be detached 
for duty in a location away from there
porting unit or are otherwise purposely 
separated from the parent unit for a 
period of more than 30 days, one of 
the following arrangements may be 
made: 

(I) Temporary additional duty 
orders may be issued to the group to 
attach them to another unit for the 
period of the detached duty. In this case 
the unit to which they are attached will 
advise the parent unit, by letter or by 
endorsement to orders, of any occur
rences regarding the members of the 
group which should be reported on the 
parent unit diary. 

(2) The group maybe transferred 
within command to another unit with 
which they will be serving for the period 
of this duty, especially if it is of ex
tended duration or great distances of 
travel are involved. In such cases the 
transfer orders should specify retrans
fer of the same individuals to their 
original unit at the termination of the 
duty. 

may 
sub-unit of the parent unit 
vated as a reporting unit 
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provided the group is administratively 
self-sufficient; i.e., has personnel in
cluded who are qualified to execute 
personnel reports and submit unit 
diaries; or the organization with which 
the sub-unit is to serve is specifically 
charged in command orders to be 
responsible for proper submission of 
unit diaries for the sub-unit. 

(4) Notwithstanding the criteria 
set forth herein, sub-units may be ac
tivated/deactivated, as required, in 
connection with unit transplacement
type programs. 

b. If a sub-unit is activated, the 
diaries will be prepared as follows: 

(1) The title will be shown as 
"Sub-unit # _____ (name of parent 
unit). 11 

(2) Sub-units of the same re
porting unit will be numbered in se
quence as activated. 

(3) A separate unit diary account 
to include a separate reporting unit 
code will be established for each sub-
unit activated. 
porting unit 
16054.7b.) 

(For assignment of re
cedes, see subpar. 

(4) If a parent unit has more 
than one sub-unit activated, any of the 
sub-units may be deactivated and re
activated and the sub-unit numbers of 
the others will not be changed. 

(5) Reactivated sub-units will 
retain the reporting unit code pre
viously assigned and, if deactivated 
and reactivated in the same calendar 
year, will resume the numbering se
quences of their unit diaries. 

(6) The persons originally to be 
included in the sub-unit diary account 
will be listed in the initial diary of the 
sub-unit, or on a roster attached 
thereto, and records of events entry 
will be made to indicate the activation 
of the account. A record of events 
entry will also be shown on the unit 
diary of the parent unit to reflect the 

and to record the number of 

persons originally dropped assigned 
to the sub-unit. Individuals may move 
from parent unit to sub-unit and vice 
versa subsequent to the assignment 
of the initial group. The terms "Jdasg" 
and "drop reasg 11 will be used to de
scribe movements from parent unit to 
sub-unit and from sub-unit to parent 
unit on the diary of the sub-unit. The 
terms "drop asg' 1 and 11jd reasg'' will 
be used on the diaries of the parent 
unit to report such movements. The 
strength balances section will reflect 
these changes in the joined lines of 
the separate diaries. Personnel from 
other reporting units including other 
sub-units may be transferred directly 
to a sub-unit und joined on the sub-unit 
account without first being joined on 
the account of the parent unit and then 
being dropped assigned. Likewise, 
transfers of personnel may be effected 
from the sub-unit account of a parent 
unit to other reporting units. 

(7) Individual record cards of 
personnel assigned to the sub-unit will 
be separated from the parent unit file 
and will accompany the sub-unit for 
maintenance and use in preparation of 
unit diaries. All movements of sub
units will be reported in record of 
events entries on the sub -unit diary; 
other instructions for diary preparation 
are as for normal reporting units. When 
the detached duty is terminated and all 
persons on the account of the sub-unit 
have been either reassigned to the par
ent unit or transferred elsewhere, a fi
nal sub-unit diary will be submitted re
porting deactivation by record of events 
entry. The parent unit diary for the 
same date will also record this action 
by record of events entry, and such en
try shall include a summary of the 
number of persons reassigned to the 
parent unit on the final day. 

c. Sub-units will not be formed: 

(1) For periods of less than 30 
days. 

(2) When temporary additional 
duty orders would be practical. In this 
connection, do not form a sub-unit if 
the parent unit would have to prepare 
the sub 
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d. Separate MPR's will be pre
pared and corrected for each sub-unit. 
The names of persons on the sub-unit 
MPR will not be included on the MPR 
of the parent unit. A copy of the sub
unit MPR may be furnished to the 
parent unit. 

11. Submission of Supporting Docu
ments 

.a. The 
s,ilimitted 

following documents are 
with the unit diary, when 

appropriate: 

Individual Record Card 

Enlistment Contract (Except for con
tracts prepared at Recruiting Stations) 

Record of Induction 

Agreement to Extend Enlistment 

Attached Rosters 

tb. The duplicate copy of the en
listment contract and related papers, 
shall be submitted with the unit diary 
that reports the enlistment. Regular 
Establishment units effecting the enlist
ment of an individual in the Marine 
Corps Reserve not for active duty, are 
to forward the duplicate contract to the 
Organized Reserve unit. Marine Corps 
District Headquarters, or the Marine 
Air Reserve Training Command, as 
appropriate. The Regular Establish
ment unit will not join the individual 
by reenlistmentOn the diary in this 
case. 

c. The agreement to extend enlist
ment shall be submitted as follows: 

( 1) Execution. The d up 1 i c ate 
copy is submitted with the unit diary 
that reports the extension. The entry 
shall show the term of extension, the 
new EAS date, and the authority. 

(2) Cancellation. The origin a 1 
copy is submitted with the unit diary 
that reports a cancellation of an ex
tension agreement. The entry shall 
include the authority for cancellation 
and the EAS date. 
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d. The indication (IRC ATT), (ENL 
CONT ATT), (DUP AGR EXT ATT), 
(CANC AGR EXT ATT), (REC IND 
ATT), as appropriate, shall be shown 
on the diary whenever such forms are 
submitted in support of a diary entry. 
Normally, the indication should be 
shown as the last remark of the entry. 
However, in any case where the indica
tion does not apply to all of the named 
individuals in a group entry, then sep
arate indications shall be made follow
ing the names of those persons for 
which the term applies. 

e. See subparagraph 14, below, for 
use of attached rosters. 

12. Record of Events Entries 

a. Record of events entries are 
required to record basic data con
cerning the history of the reporting 
unit or to report actions which equally 
affect all or a majority of the individ
uals in the unit. 

b. The types of occurrences for 
which a record of events entry is re
quired are as follows: 

(1) Activation of a unit 

(2) Redesignation of a unit or 
command (see subpar. 12e, below) 

(3) Reorganization of a unit or 
command (see subpar. 12e, below) 

(4) Whenever responsibility for 
diary preparation for a unit is trans
ferred from one unit to another (to be 
shown on diary for which responsibility 
is transferred) 

(5) Transfer of personnel ac
counting jurisdiction 

(6) Attachment of a unit to 
another command for operational or 
administrative control. 

(7) Unit reassigned to another 
command 

(8) Unit transferred to another 
permanent station· or to expeditionary 
duty overseas (s • l2h, below) 
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(9) Unit ordered to temporary 
additional duty away from permanent 
station 

(10) Unit participation in maneu
vers or training exercises 

(11) Embarkation, sailing, and/or 
debarkation of a unit (see subpars. 12f 
and 12h, below) 

(12) Sailing of ship's detachments, 
flag and/or staff allowances (see sub
par. 12g, below) 

( 13) Engagements in battle (in
clude totals of day's casualties) 

(14) Unit or command awarded 
decoration or citq.tion 

(15) Unit reduced to zero strength 
but not deactivated 

(16) Discontinued as a reporting 
unit but not disbanded 

(17) Deactivation of a unit 

c. When a record of events entry 
is required, it will be the first entry in 
the body of the diary and will be headed 
by the caption "RECORD OF EVENTS." 
In those cases where some of the in
dividuals are not equally affected by the 
record of events entry, an exclusive 
entry will be shown immediately follow
ing the record of events entry. An ex
clusive entry is headed by the caption 
"EXCLUSIVE ENTRY," below which is 
to be typed the required standard iden
tifying information of personnel to be 
excluded, followed by the remark which 
describes the reason for their exclu
sion or which shows the varying data 
pertaining to these personneL 

d. Sample record of events and 
exclusive entries: 

( 1) Deactivation 

RECORD OF EVENTS 
Deactivated auth All remaining 
pers less those under excl entry below 
tr to (unit) auth __ This is final UD 

EXCLUSIVE ENTRY 
(List names of those not transferred to 
unit shown in record of events entry 
and show unit(s) to which they were 
transferred) 

(2) Transfer ofaccountingjuris
diction 

RECORD OF EVENTS 
Pers acct juris tr to CG (command) 
auth ___ Next UD will be sub thereto 

e. The name (title) of a reporting 
unit may be changed or the adminis
trative structure of a command maybe 
rearranged. Such actions are called 
11 redesignations 11 or ''reorganizations.'' 
These actions must be reported by a 
record of events entry on the unit diary 
and care must be exercised in regard 
to the numbering of unit diaries. When 
a unit is redesignated, the title may 
change to the extent that the unit could 
no longer be identified by, or connected 
with the former title and there exists a 
possibility that a new unit could be ac
tivated in the future under the former 
title. In such cases, a new reporting 
code number must be assigned to the 
unit under its new title and the unit 
diary numbering sequence must begin 
again with number one for the calendar 
year. An example of this is: lst Evacu
ation Hospital Co, Fleet Marine Force, 
redesignated to lst Separate Surgical 
Co, Fleet Marine Force. In cases of 
redesignation where a new diary num
bering sequence is required, a record 
of events entry will be shown on the last 
diary under the old title and on the first 
diary under the new title: 

(on last day under old title) 
RECORD OF EVENTS 

Redesig eff (date) to lst SepSurgical 
Co FMF auth This is final UD 

(on first day under new title) 
RECORD OF EVENTS 

Redesig fr lst Evac Hosp Co FMF 
auth This is initial UD 

On the other hand, a unit redesignation 
may only involve such a change of title 
that continuous identity is not 

16-25 
Ch. 7 



MARCORPERSMAN __ . _ .. 

interrupted. In these cases no new diary 
numbering sequence is required and the 
statements "THIS IS FINAL UD" and 
"THIS IS INITIAL UD" are omitted. 
Example of this is: Co "A," lstBn, 6th 
Mar (Rein), redesignated to Co 11A, 11 

lst Bn, 6th Mar. Other occasions where 
diary numbering continues, although 
titles change, is upon the occurrence 
of transplacement battalions shifting 
personnel accounting in redesignation 
between units ofthe lstMarineDivision 
(Rein) FMF and the 3d Marine Division 
(Rein) FMF. Example: 

(on last day under old title) 
RECORD OF EVENTS 

Redesig to H&SCo 3dBn 3dMar 3dMar 
Div(Rein) FMF auth __ _ 

(on first day under new title) 
RECORD OF EVENTS 

Redesig from H&SCo lst Bn lst Mar 
lstMarDiv(Rein) FMF auth ___ _ 

The headquarters unit of a command 
which has subordinate reporting units 
will show redesignation for the com
mand in addition to showing redesigna
tion of the headquarters unit. When 
reorganization occurs enough informa
tion should be shown in the record of 
events entry of headquarters unit to 
provide a complete history of changes 
in the organizational structure of the 
command; e.g., "MB ___ reorganized 
auth ___ as follows: 

From: 

To: 

(Unit title) 
(Unit title) 
(Unit title) 

(Unit title) 
(Unit title) 
(Unit title) 
(Unit title) 

All personnel in (show new titles of 
units) will be carried on one UD pre-

RECORDS OF EVENTS 

pared for MB ___ RU Code __ This is 
final UD." 

(Do not use "This is final UD" when UD 
numbering sequence does not change.) 

f. Record of events entries cover
ing embarkation and/ or sailing of units 
other than ships 1 detachments, flag 
and/ or staff allowances are to record 
the fact of embarkation, the ship on 
which embarked, the purpose for which 
embarked, and/or the sailing date. 
Units embarked aboard a ship must 
prepare a unit diary for the day of 
sailing. This requirement is for the 
purpose of permitting a later determi
nation of precisely which personnel 
were on board at the time of sailing. 
The sailing diary must report all per
sonnel occurrences po,s sible to include 
those which took place prior to time 
of sailing. Any reportable personnel 
occurrences after the time of sailing 
will be reported on the unit diary for 
the following day. If all members of 
the unit embark on the same ship, 
only the record of events entry is 
required to report embarkation and in 
such cases, do not show names on the 
dia_ry or attached rosters. If some 
members of the unit remain in the 
r~ar echelon, or embark on another 
ship, the record of events entry is 
followed by an exclusive entry to ac
count for these personni>l. (This exclu
sive entry may refer to an attached 
rqster of the personnel if there were 
10 or more.) If sections, or platoons of 
the unit embarked· on different ships, 
the record of events entry is made to 
cover the major portion of the unit 
which embarked in a single ship and 
under the exclusive entry will be shown 
the ships on which the other parts of 
the unit embarked, using parts of the 
embarkation roster as attached rosters 
to the diary if practicable. An example 
of the last case follows: 

Emb APA ___ and sailed fr MHNC for FMFLant This covers largest por
tion of the unit (names 
not shown) 

Mane Caribbean area auth __ _ 
See excl entry below 
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EXCLUSIVE ENTRY 
2 off 16 en! emb LST and sailed fr MHNC for 
FMFLant Mane Caribbean area auth ------
See roster # 1 att 

Smaller groups of the unit 
on different ships (names 
shown on UD or on attached 
rosters) 

17 enl emb LST ____ and sailed fr Wilmington NC 
for FMFLant Mane Caribbean area auth ______ _ 
See roster #2 att 

ABRAMS James L 354980 
BONSON James Jr 1234984 
GREEN Edgar L 398849 

Emb USS and sailed fr MHNC for FMFLant 
Mane Caribbean area auth ___ _ 

SMITH Raymond A 937456 
On lv 

WILSON Robert C 255762 
On TAD 

g. Record of events entries cover
ing sailing of ships 1 detachments, flag 
and/or staff allowances are required 
to record the date of sailing and the 
personnel who are absent at the time 
of sailing. If all members of the unit 
are actually aboard at the time of sail
ing, do not show their names on the 
diary nor on rosters attached to indi
cate those who are actually aboard. 
The record of events will show 11 This 
is a sailing diary. No absentees. 11 If 
some members of the unit remain 
ashore at the time of sailing the rec
ord of events entry is followed by an 
exclusive entry to show those who are 
absent. (This exclusive entry may refer 
to an attached roster of the personnel 
if there are ten or more.) Note that 
this exclusive entry must list all per
sonnel not actually aboard the vessel 
regardless of whether they have been 
previously reported in an absence 
status. The reason for absence will be 
stated in an abbreviated manner. This 
diary must also report all occurrences 
which caused personnel to be absent 
at the time of sailing even though some 
of these occurrences would normally 
be reported on the diary for the follow
ing day; e.g., departure for leave on the 
day of sailing. An example of a sailing 
diary that reports no absentees follows: 

RECORD OF EVENTS 
This is a sailing diary no absentees 
(Authority is not required for this rec
ord of events entry) 

Entry to show personnel 
on leave and TAD at the 
time of sailing 

An example of a sailing diary that re
ports absence of personnel follows: 

RECORD OF EVENTS 
This is a sailing diary see exclusive 
entry below (Authority is not required 
for this record of events entry) 

EXCLUSIVE ENTRY 
ECKLER Donald F 
ZOON Peter C 

On lv 
WILKINSON George F Sr 

On TAD 
XAVERIUS Lee S 

Sk USNH Portsmouth Va 
ZUMM Hight 

To lv commencing (date) 

1481900 
1540984 

545065 

283698 

1531647 

(To account for personnel departing 
for leave to commence the fol
lowing day) 

h. Whenever a unit enters on or re
turns from sea duty or foreign dutythe 
record of events entry covering such 
movement will include the notation "To 
SEADU" or "To FORDU" and 11 Fr 
SEADU" or "Fr FORDU." This will 
pertain to the unit and to all personnel 
not excluded under the exclusive entry. 
(Individual entries for entitlement to 
special pay for sea duty or foreign duty 
or incentive pay for hazardous duty will 
be reported on unit diaries as provided 
in pars. I6077.3i and 16111). 
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13. Correction to Unit Diaries and 
Supporting Documents 

a. During preparation or at any 
time prior to submission of a unit diary 
or IRC, corrections of errors dis
covered will be made by lining out the 
erroneous items and inserting the cor
rect information above or after the 
lined out item on all copies. Do not 
erase. Such corrections on the unit 
diary will be initialed by the authenti
cating officer in the left hand margin. 

b. When errors in a unit diary, 
an IRC, or an MPR are discovered 
after these records have been sub
mitted, a correction entry will be 
made on the next diary submitted. 
Changes in enlistment contracts or 
other basic records directed by the 
Commandant of the Marine Corps are 
not to be considered as matter for cor
rection entries on unit diaries, but 
will be reported as changes of infor
mation in the normal manner. 

c. Correction entries appearing on 
unit diaries will be headed by the word 
"CORRECTION" indented five spaces 
from the left margin, followed on the 
same line, in parentheses, by the 
reference number of the diary or 
document on which the error was com
mitted. If it is necessary for a unit 
which has been redesignated and as
signed another reporting unit code to 
correct a unit diary submitted prior 
to the redesignation, the former re
porting unit code must be included 
with the reference number of the unit 
diary to be corrected (e.g., UD #98-60 
RU 12450). If the reference is to be 
a multiple page diary, include the page 
number on which the entry to be cor
rected appears. If the error was on an 
individual record card, insert 11 {IRC)"; 
if on a monthly personnel roster, 
insert "(MPR) for (date)." Enough of 
the erroneous entry will be shown to 
identify it, with the erroneous part 
underlined. This will be followed by 
11SHOULD BE" on a separate line, 
indented five spaces from the left 
margin. On the following line insert 
the correct information or appropri
ate explanation of the erroneous entry, 
underlined. Several corrections to the 
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same source document can be madt. 
under one correction caption; however, 
leave a blank typing space after each 
correction entry. 

d. Erroneous correction entries 

(1) When a reporting unit dis
covers that a correction entry pre
viously reported on the unit diary is 
in itself incorrect and the original 
entry was correct the following pro
cedure will be followed: 

(a) Submit a correction entry 
deleting the previously shown correction 
entry as erroneous. This entry should 
also state that reporting of the original 
entry was correct. 

(2) When a reporting unit dis
covers that a correction entry pre
viously reported on the unit diary is 
in itself incorrect and the original 
entry was also incorrect the following 
procedure will be followed: 

(a) Submit a correctionentry 
deleting the previously shown correc
tion. 

(b) Submit another correction 
entry correcting the original unit diary. 

• (3) When a reporting unit dis
covers that an individual has a dupli
cate unit diary joining entry in the same 
reporting unit, the following procedure 
will be followed in submitting correction 
entries: 

{a) Submit a correction entry 
deleting the duplicate "join" entry by 
including the unit diary number of the 
duplicate (erroneous) join entry fol
lowing the word "CORRECTION." Fol
lowing the words "SHOULD BE DE
LETED AS ERRONEOUS" add the unit 
diary number of the initial (correct) 
joining entry. 

CORRECTION (UD #36-66) 
15Feb66 Jd fr ServCo ServBn MCB 
CamPen 

SHOULD BE 
Deleted as erroneuus Prev Jd on UD 
#29-66 
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e. A corrected copy of a com
pleted diary will be submitted to re
place one previously submitted only 
at the direction of the Commandant of 
the Marine Corps or at the request of 
the commander having personnel ac
counting jurisdiction of the unit con
cerned, Do not indicate that the resub
mitted document is a resubmitted or 
duplicate copy. See section 5, part A 
of this chapter for instructions when 
resubmitting disbursing copies of the 
unit diary. 

f. Corrections to the strength bal
ance discovered after the submission 
of the diary need not be made the sub
ject of a diary entry. The bala'nce on 
the next diary to be submitted will in
clude the effect of the correction and 
an asterisk (*) will be inserted in the 
box containing the words 11GRAND 
TOTAL. 11 Corrections will be made, 
however, to cover erroneous dates, 
numbers or unit designation in the 
heading of a previous diary. 

g. lt a un1t diary entry is deleted 
as erroneous, the information which 
was changed by that entry must be 
reestablished at the same time. 

h. Some sample correction entries 
follow: 

CORRECTION (UD #35-63) 
FORMAN Edward M 326182 

Ch EOS to 20Dec62 

SHOULD BE 
Deleted as erroneous reestab 
EOS as 14Mar66 

JONES James J 1043562 Cpl 0311 A 

SHOULD BE 
JONES John Edward Jl· 1043562 Sgt 

0369 A 

CORRECTION (IRC) 
KERRIGAN Richard T 080420 

PEBD shown as 03Feb43 

SHOULD BE 
03Feb48 

CORRECTION(MPR for :;1May63) 
ROBERSON Willie G u82777 

First add MOS shown as 11 None" 

SHOULD BE 
0130 

i, Section 5, part A of this chapter 
contains instructions for reporting cor
rections to pay data on the u~it diary. 

j. If it becomes necessary to re
sunle diary subn1.ission for a u~it which 
is at zero strength for the purpose of 
reporting correction entries, prepare 
a diary in the normal manner with a 
record of events entry stating that 
submission of unit dia1'ies i.s resumed 
for (date) only to report cor
rections to previously reported infor
rD.ationQ 

k. To report corrections for units 
which have been disbanded or deac
tivated, initiate correspondence to the 
Cornmandant of the Marine Corps (Code 
DGH-1) reporting the correctioe1S, 

1'±. Use of Attached Rosters to Unit 
Diaries 

a. Reporting units may save con
siderable typing thne and effort by the 
use of rosters in the form of transfer 
orders or other documents which were 
prepared originally for other purposes. 
In cases where the same roster applies 
to 10 or more persons for which an 
entry or entries are to be made on a 
unit diary, the roster may be attached 
to the unit diary .as a source of the 
standard identifying information which 
would otherwise be required (unless 
otherwise directed by specific instruc
tions) in the body of the diary. 

b, To be suitable 
attached roster, the 
ditions must be m€.t: 

for use as an 
following con-

( 1) Each page of the :roster must 
be completely legible and suitable for 
microfilming as a permanent record. 

(2) Each page should be of the 
same dimensions as that of a unit diary 
or an MPR whenever possible • 
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(3) Each page must contain the 
following information: unit title, re
porting unit code, consecutive number 
and date of the diary to which attached, 
and, if more than one roster is being 
attached to any one diary, each roster 
must contain a consecutive number 
based on the sequence in which shown 
in the body of the diary. Each page of 
the attached roster must be page
numbered in the same manner as is the 
unit diary. 

(4) The roster must show the 
same items of standard identifying in
formation that are required on the unit 
diary. Whenever possible, the arrange
ment of the information and the se
quence of names should be shown on the 
roster in the same manner as on the 
diary. Transfer orders are acceptable 
as attached rosters Provided such 
orders are prepared in accordance with 
current directives. 

(5) A copy of the roster will be 
attached to each copy of the diary. 

(6) See section 5, part A of this 
chapter for additional information con
cerning the utilization of attached ros
ters for reporting pay data. 

c. The entry appearing in the 
11name-rernarks 11 column of the unit 
diary will include the remark only, 
and refer to the attached roster. When 
such an entry is made, skip one typing 
line after the previous entry and begin 
the remark at the left margin, with all 
subsequent lines also commencing at 
this margin. Example: 

Jd 18 enlfr lstRecruitTrngBnMCRDep 
PISC See roster Ill att 

When ·the personnel involved come 
from more than one reporting unit, it 
will be necessary to indicate on the 
attached roster the reporting unit from 
which each one is joined. In such cases, 
the remark on theunitdiarywouldindi
cate only the command from which 
joined. 

d. In the event 10 or more indi
viduals are involved in transfers to 
different commands but the mdividualR 
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are clearly defined on a single docu
ment, that document may be used as an 
attached roster. For example, a com
mand transfers 25 men from one re
porting unit to different destinations 
and all the men appear on one transfer 
order but in groups according to their 
destination. The entry would appear as 
follows: 

Drop tr 9 enl to MCB CamLej (MCC) 
for du auth EDA ___ _ 

Drop tr 10 enl to MB NB NORVA 
(MCC) for du auth __ EDA __ 

Drop tr 6 enl to MB NB PHILA (MCC) 
for du auth __ EDA __ 

See roster attached 

15. Accounting for Flag and/ or Staff 
Allowances 

a. Personnel filling billets which 
are established as flag or staff allow
ances are identifiable by their 
monitored command codes and for per
sonnel accounting purposes are joined 
chargeable for administrative control 
by a ship's detachment, by a Marine 
Barracks or Detachment nearest their 
location, or ,by Company ' 1B", Head
quarters Battalion, Headquarters Ma
rine Corps. If a flag officer has both a 
flag allowance and a staff, Marine 
personnel of both will be covered by the 
same diary entry. 

b. The joining or transferring of a 
flag and/or staff allowance will be 
cause for a record of events entry to 
reflect this occurrence to include the 
allowance monitored command code, 
the name of the unit administratively 
joined from or transferred to, and in the 
case of ships, the location at the time of 
joining or transfer. Example: 

RECORD OF EVENTS 
Flag Alw CdrCarrDiv 7 (MCC 496) jd 
fr MB NAS ALAMEDA at NAS NORIS 

FlagAlw CdrCarrDiv 7 (MCC 496) tr 
to MB NAS ALAMEDA at NAS 
ALAMEDA 
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c. Personnel joined or transferred 
as a member of a flag and/or staff 
allowance will be shown unde1" charge
able (par. 16077 refers), to include re
marks "joined for admin control 11 and 
11 retain MCC 11 and the itinerary between 
units. Example: 

CHARGEABLE 
Jd fr MB NAS ALAMEDA for admin 
control asg du with Flag Alw CdrCarrDiv 
7 retain MCC 496 27Sep enr GovtAcft 
fr NAS ALAMEDA arr NAS NORIS 
27Sep embarked 0830 at NAS NORIS 

Drop tr to MB NAS ALAMEDA (MCC 
251) for admin control asg du with Flag 
Alw CdrCarrDiv 7 (MCC 496) auth __ 
__ at NAS ALAMEDA no trav inv 
{drop at home port) or (at FLTACT 

SASEBO enr Govt Acft fr NAS ATSUGI) 
EDA (date). 

16. Reestablishment of Information 
Within the System 

a. From time to time, a DPI may 
cause information to be dropped from 
the data processing records. This may 
be due to auditing processes or to 
erroneous system procedures. Subse
quently, the DPI will request the re
porting unit to 11 reestablish 11 correct 
information in the system fOr these 
items. In complying with such requests, 
the reporting unit will report the nec
essary information on the next unit 
diary submitted. Commence the remark 
with the abbreviation Reestab, followed 
by the item being reestablished; e.g., 
Reestab date curr acdu began as 
17Apr42. 
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SECTION 4: SPECIFIC INSTRUCTIONS FOR REPORTING PERSONNEL DATA 

16075 GENERAL 

l. This section contains instructions 
for reporting individual personnel in
formation and actions. This section 
includes: 

a. Instructions for reporting gains 
and losses to the reporting command 
and to the Marine Corps- joinings (in
cluding determination of accounting 
status), transfers, separations, and 
attachments. 

b. Descriptions of items recorded 
on the IRC and how to report IRC in
formation on the unit diary. 

c. Instructions for reporting into 
the Personnel Accounting System data 
not included on the IRC. 

16076 GAINS 

1. A 11 gain 11 is the addition of an in
dividual to the strength of a reporting 
unit. The gain to the unit may also 
represent a gain to Marine Corps 
strength. This would be true in cases 
of enlistment, reenlistments, induc
tions, or appointment as an officer. 
A gain occurs under two conditions as 
indicated by the individual's status -
by joining or by attachment. To deter
mine whether a gain is a joining or an 
attachment, consider the purpose for 
which the individual enters the ad
ministrative jurisdiction of the com
mand in relation to the following: 

.a. Individual would be JOINED if in 
thl; following status: 

Duty 

Initial active duty for training tour -
6-month ADT program Reservist on 
EAD 

Duty under instruction (student) 

Awaiting separation (discharge or re
lease from active duty) 

. Recruit training 

Record purposes only 

Temporary duty 

.b. Individual would be ATTACHED 
if in the following status: 

Temporary additional duty under in
struction 

Temporary additional duty (TAD) 

Apprehended or surrendered absentee 
or deserter from another command 

Reservist on active duty for training 
or temporary active duty (other than 
INITIAL period of active duty for 
training 6-month ADT program) 

Endorsement of orders or awaiting 
transportation to or from United States 
in connection with leave while regu
larly joined to an overseas unit or 
en route from an overseas unit to a 
unit within CONUS 

2. An individual who is to become a 
member of the unit is joined, while an 
individual who belongs to another unit 
is attached. The unit to which an in
dividual is joined is responsible for 
reporting all occurrences concerning 
that individual regardless of his phy
sical location. The unit to which an 
individual is attached must report on 
the unit diary the fact that he is at
tached from his parent unit and later 
that he is detached and returned to his 
parent unit or other disposition made 
of him. In addition, any reportable 
items which involve pay data while on 
TAD must be reported. (See section 5, 
part A of this chapter for detailed in
structions relative to submitting pay 
data on attached personnel.) All re
portable items which occur to an in
dividual during the time of attachment 
must be reported to the parent unit by 
endorsement on the individual's orders 
or by separate letter. Administrative 
Action (NAVMC 10274-ADM), may 
be used for informing parent units of 
occurrences for attached personnel. 

personnel are performing duty 
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such as on repeated travel orders, the 
parent unit should ensure that these 
individuals are instructed to furnish 
that reporting unit with information 
necessary to complete unit diary 
entries, 

3. It should be noted that there is 
a difference between temporary duty 
(TEM) and temporary additional duty 
(TAD). A person assigned to a report
ing unit in response to temporary duty 
orders is joined because he is per
forming a specific duty assignment 
while in transit between permanent 
duty stations. A person assigned to a 
reporting unit in response to tempo
rary additional duty orders is attached 
because he is already accounted for by 
his current permanent station. In some 
cases personnel on change of station 
orders will be directed to perform 
temporary duty at a location where 
there is no Marine Corps reporting 
unit on rolls of which they could be 
joined. Orders of such personnel will 
direct them to forward, upon reporting 
to the temporary duty location, a copy 
of orders, with all endorsements, to 
the command to which they will report 
upon completion of temporary duty. 
This command will join them as of the 
date of reporting at the temporaryduty 
location, and show proceed, delay, and 
travel subsequent to departure from 
last permanent station. 

16077 JOINING ENTRIES 

1. For personnel accounting purposes, 
the first action a unit can take in re
gard to a new member is to join him. 
Nothing can be reported for that in
dividual until he has been joined in the 
unit "account. 11 

2. A joining indicates that an individ
ual has entered the administrative 
jurisdiction of the reporting unit and/ 
or command. The individual is con
sidered to have entered the adminis
trative jurisdiction of the reporting 
unit on the date he reports to the major 
command for duty. Therefore, the date 
of joining will be reported as the date 
following the last day counted as pro
ceed, or travel, as appropriate, 

even though processing through the 
major command to the rep'?rting unit 
takes more than one day. Do not in
dicate "awaiting assignnient" or 11 en 
route from Hq" to account for elapsed 
time for processing from the major 
command to the reporting unit. "Enter
ing the administrative jurisdiction of 
the reporting unit 11 occurs when: 

a. An individual physically reports 
for duty in accordance with competent 
orders. 

b. Reliable information is received 
that an individual has been hospital
ized, apprehended by civil or military 
authorities, or died while en route to 
report in accordance with competent 
orders. 

c. An individual fails to report on 
the due date specified in competent 
orders and information mentioned in 
subparagraph 2b, above, has not been 
received. 

d. A directive of higher authority 
requires a joining without the presence 
of the individual. 

3. Facts a Joining Entry Must Show 

a. Cause. If other than aftertrans
fer; e.g., Jdreenl, Jd ace appt, and 
Jdfr des. 

b. Dates of joinings 

(1) The date of joining is the day 
after transfer when no proceed, delay, 
or travel is involved, such as on join
ings for record only or joinings within 
command except as noted in subpara
graph 3b(2), below. When a person 
reports under orders involving pro
ceed, delay, and/or travel time the 
date of joining is the date following 
the last day counted as proceed, delay 
or travel, as appropriate. 

(2) In the event a person reports 
to a unit on the day of transfer from 
last unit, and the unit to which report
ing sails that same day, the joining will 
be reported on the sailing diary. In this 
instance the and joining are 
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reported the same day. The joining 
entry will indicate the date of transfer 
from last unit. This procedure will 
ensure that all personnel actually on 
board a ship are accounted for prior 
to sailing. Example: 

Jdfr SeaScol MB Norfolk NSyd 
Portsmouth Va (tr fr last unit (date)) 

• c. Purpose for which joined 

(1) If joined for other than regu
lar or usual duty with the unit; show: 
Jd stud crs; Jd for dis; Jd 
recruit. 

(Z) If joined to serve sentence 
of general court-martial show normal 
joining items and the sentence ofGCM, 
including total loss or pay and allow
ances applies (or does not apply). 

NOT CHARGEABLE 
Jd Z9Nov63 fr HqCo 6thMar ZdMarDiv 
FMF CamLej Cnfd SSGCM total loss of 
pay and alw applies (or does not apply) 
Reestab PEBD to (date) 
EAS to (date) Admin Error 
Ch PAP line Code to 3 Ch Billet MOS 
to 0 

(3) The purpos"' for which joined, 
if other than regular duty with the 
reporting unit, will enable the analyst 
at the DPI to establish the proper 
strength category. 

d. Reporting unit from w hi c h 
joined - not just the command. This is 
to facilitate tracing the individual's 
history in the permanent files. The 
reporting unit from which joined is 
defined as the reporting unit which 
last joined the individual (include 
joined for record purposes only) as 
indicated by endorsemdnt on his or
ders, even though the service record 
contains no entries by that reporting 
unit. 

e. Account for the time since date 
of transfer. This includes proceed, 
delay, travel, and anytime hospitalized 
or in hands of civil authorities. If 
oc~a~.ic ~~~face or air transportation 
is u.tilized show mode of transportation 
(i.e., GovtAir, Mer Air, USS ) 

embarked upon, the place and date 
embarked, and date and place of de
barkation. 

f. Authority for the action is re
quired only in the case of joining by 
acceptance of appointment or com
mission as an officer or joining from 
desertion on authority of the Com
mandant of the Marine Corps . 

• g. If the individual is joining for 
duty in a billet IN the Reserve program 
(either SWAG or EAD) or for active 
duty under a SWAG agreement but not 
assigned to the Reserve program, as 
indicated byofficialorders, show"Res
Prog," "SW AG(ResProg)," or "SWAG" 
as appropriate, at the end of the 
remark. 

• h. If the individual is joining for 
duty after the successful completion of 
a period of temporary duty under in
struction at a school for which the 
Commandant of the Marine Corps allo
cated quotas, the joining entry will 
reflect a change of MOS if appropriate, 
if such change was not already accom
plished by the last reporting unit. 

• i. Social security number, date 
enlisted, pay entry base date. Whenever 
a Marine is joined at the first duty 
station after entry into the Regular 
Establishment, this data must be re
ported on the unit diary prepared by 
the first duty station. If the social 
security number is not known, then date 
of submission of Form SS-5 must be 
reported. If the joining occurs as a 
reenlistment with a break in service 
of more than Z4 hours, the joining re
mark must include grade to which re
appointed, date of rank and authority 
for reappointment, and clothing main
tenance allowance data. Section 5, part 
A of this chapter contains detailed 
instructions for reporting joinings at 
the first duty station after entry into 
the Regular Establishment. 

• j. In addition to reporting items 
noted above upon joining, the following 
items of information recorded on the 
IRC are subject to change 
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as a result of transfer and joining at 
a new unit: 

Subsistence /Commuted Rations 

Monitored Command Code 

PAP Line Code 

Billet MOS 

Current Job Description 

Special/Proficiency Pay 

Incentive Pay for Hazardous Duty 

Date Arrived U.S. fromOverseas 
where Dependents were Authorized 
(officers only) 

Date Arrived U.S. from Overseas 
where Dependents were not Author
ized (officers) 

Date A r rived U.s. from Overseas 
without Dependents (enlisted) 

Dependents' Location 

Rotation Tour Date 

The joining remark on the unit diary 
should include any changes or correc
tions to the IRC if information is 
available upon joining. Detailed in
structions for submitting changes to 
items recorded on the IRC are con
tained in paragraph 1608Z of this 
chapter. See subparagraph 16030.7 for 
instructions for auditing IRC upon re
ceipt from transferring unit. 

4. Normally, persons are joined when 
they report for duty in person and not 
upon routine receipt of service rec
ords. For example, SSgt Negat is 
transferred from Marine Corps Base, 
Camp Pendleton, to Marine Barracks, 
Washington, D.C. He is authorized 
proceed time, 15 days delay, and travel 
time by automobile. His service rec
ords are forwarded by mail and will 
reach Marine Barracks, Washington, 
D.C., ahead of him. Upon receipt of 
the service records, Marine Barracks, 
Washington, D.C., does not join Negat. 
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He is joined when he reports for duty 
at the end of his proceed, delay, and 
travel time. (See subpar. 3b, above.) 
Any actions that Marine Barracks, 
Washington, D.C., takes concerning 
Negat are not recorded on the diary 
until he is actually joined. The entry 
would be as follows: 

Jdfr HqCo H&SBn MCB CamPen 
l-4Feb60 pro 5-19Feb60 Del ZOFeb-
3Mar60 trav 

5. When persons en route under orders 
between stations become hospitalized, 
apprehended by civil or military au
thorities for alleged offenses, or die, 
the military activity or organization 
becoming aware of the facts will notify 
the command to which the individual 
was ordered to report. This notifica
tion should be made by message, if 
possible, and furnish all available data 
including estimated duration in case of 
hospitalization. Upon receipt of such 
notification, the command to which the 
individual was ordered to report will: 

a. In case of death, join the in
dividual as of the date of death and 
drop as died the same date (a com
posite entry). 

b. In other cases, if the due date 
has not arrived, join the individual and 
include appropriate data as to status. 
Appropriate entries for such cases 
would be: 

Jd 15Mar60 fr Co C lstBn 8thMar 
ZdMarDiv 11-14 trav Drop 15Mar60 
died auto acdt not result of trng 
lSZS Arroyo Calif 

Jdfr Co A HqBn HQMC l-4Feb60 
pro 5-ZZFeb60 Del ICHA since 
Z3Feb60 at CHGO 

Jdfr MB NADHastings Nebr 10-15Feb60 
trav admitted USNH GLAKES this date 

6. When an individual does not report 
by the due date stated in competent 
orders and his absence is not accounted 
for, he shall be joined on the diary 
for the next day,. -under- the. caption 
"NOT CHARGEABLE," and shown to 
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unauthorized absence with information 
as to proceed, delay, travel time, and 
commencement of unauthorized ab
sence. At the same time the trans
ferring command shall be contacted for 
confirmation of orders. Example: 

NOT CHARGEABLE 
Jd for rec only fr GoA lstBn lstMar 
1stMarDiv while UA(A WOL) Failed to 

comply with 1st MarDiv SO 1-63 1-7 
Jan63 Del8-9Jan63 trav ToUA(AWOL) 
since 0001 

a. U the transferring command 
states that the orders were canceled 
or modified to the extent that the in
dividual will not join the command as 
originally ordered, the joining entry 
will be deleted as erroneous. 
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• b. If the orders were not modified 
or canceled and the individual reports 
after the date due to be joined and 
prior to being declared a deserter, 
he will be reported on the diary pre
pared for the date of reporting under 
the caption "CHARGEABLE" or "NOT 
CHARGEABLE" according to his origi
nally intended status at the command. 
The remark will include appropriate 
data as to the termination of· absence. 
Examples: 

CHARGEABLE 
To chg fr UA(AWOL) 0946surr at comd 
discp act pending 

NOT CHARGEABLE 
To not chg awtg sep fr no.t chg UA(AWOL) 
surr to SP JAX 1045 del this Bks by 
SP 1542 discp act pending 

• c. If the individual reports after 
being dropped as ;t deserter, he will 
be rejoined from desertion under 
the caption "CHARGEABLE" or "NOT 
CHARGEABLE" according to his orig
inal intended status at the command. 
The remark will include apprehension 
or delivery data, Example: 

Jdfr des (show surrender, apprehen
sion or delivery data and disciplinary 
status) 

7. In paragraph 16076, a type of joining 
"for record purposes only" is listed. 
Persons in this category are those who 
are transferred to the unit for admin
istrative convenience while hospital
ized, confined, in hands of civil author
ity, or for other purposes as directed. 
The joining date in this case is the day 
after the date of transfer. Example: 

Jd for rec only fr MB NAD Earle NJ 
while sk USNH Bethesda Md 

Jd 21Jan60 for rec only fr MB NB 
NOR VA while IHCA Jersey City NJ 

~8. Joining entries are required to re
establish an individual in the PAS upon 
immediate reenlistment following dis
charge; upon appointment of an enlisted 
person as an officer; and upon rever
sion of an officer to enlisted status, 

See paragraph 16081 for detailed in
structions concerning these actions. 

.9. Initial Entry Into the Marine Corps 

a. When an individual first enters 
the Marine Corps by appointment as an 
officer, he is joined by acceptance of 
the appointment, Example: 

Jdby ace perm appt as (grade) USMC 
(or MCR) to rk fr (date) auth ___ _ 
PEBD (date) SSNo ____ _ 

b, Entry into the Regular Estab
lishment by initial enlistment or induc
tion, or continuous or broken reen
listment, is effected by recruiting 
stations only. The unit diary remark 
will be a multiple entry showing the 
gain and the transfer to the recruit 
depot or other station as appropriate • 
In the case of reservists who are en
listed for immediate active duty, the 
remark will include the term ''asg 
EAD," Examples: 

Jdenl and drop tr 12 enl USMC to 
MCRDep PISC see roster #l att (ENL 
CONT ATT) 

Jdenl asg EAD and drop tr 15 enl MCR 
to MCRDep PISC see roster #2 att (ENL 
CONT ATT) 

Jdind and drop tr 14 enl USMC-SS to 
MCRDep PISC see roster #3 att (IND 
REG ATT) 

10, Assignment to Extended Active 
Duty 

a. When a reservist is assigned 
to extended active duty, the first unit 
of the Regular Establishment to which 
he reports will include the fact of 
as signm.ent to EAD in the joining re
mark together with the date EAD com
menced (joining date less authorized 
travel time taken), and the date of 
expiration of EAD, This is required to 
identify this joining as a gain to the 
enlisted active duty strength of the 
Marine Corps. Example: 

.Jdfr EnlVolRes 8th MCD asg EAD 
21Jan60 EAS 20Jan62 2l-24Jan60 trav 

16-35 
.. Ch. 7 



16077 ... MARCORPERSMAN. 

II. Joinings for Further Assignment or 
Transportation 

a. Persons who report to a Marine 
activity for further assignment or fur
ther transportatiOn while en route be
tween permanent duty stations will not 
be joined with the following exceptions: 

(1) Casuals awaiting assignment 
or transportation in e:x;cess of 10 days 
from date of reporting will be joined. 

(2) Casuals in a disciplinary 
status will be joined. 

(3) Casuals reporting for reas
signment from a hospital or who are 
hospitalized for a period in excess of 
10 days will be joined. 

b. Endorsement to orders of 
casuals who report for further assign
ment or transportation and are not 
joined must indicate that the individ
ual was not joined on rolls of activity 
to which reported for further assign
ment or transportation. This will en
able the permanent duty station to 
report a complete itinerary including 
time spent awaiting assignment or 
transportation. 

c. Persons who report for further 
assignment or transportation and are 
not joined will not be shown as attached. 

12. Returns from Desertion 

a. Subparagraph !6077 .6 sets forth 
the procedure for joining individuals 
who fail to report for duty as ordered. 

b. When a deserter surrenders or 
is delivered to the command from which 
he absented himself, he will be joined 
with the date of joining as the date he 
physically reports or is delivered to the 
original command. The joining remark 
will include apprehension or deli very 
data. Example: 

Jdfr des fr UA(AWOL) (time & date) 
when aprnd by del under 
Gd restricted ATL SPCM _____ _ 

c. When a deserter surrenders, or 
is delivered, to a command other- than- .. 
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the command to which assigned prior 
to commencement of the period of ab
sence and he is issued orders to return 
to his original command, he will be 
joined by his original command on the 
date he physically reports in compliance 
with the issued orders. The joining 
entry should show time and place of 
surrender, deli very or apprehension 
and account for the time elapsed since 
surrender, delivery, or apprehension 
until the individual reports to the orig
inal command in compliance with 
orders. Example: 

Jdfr des fr UA(AWOL) (time & date) 
when aprnd by issued orders and 
transportation to report to not 
later than (time & date) 

d. When a deserter who was issued 
orders to report to the command to 
which as signed prior to commencement 
of the period of absence fails to report 
immediately upon completion of the 
travel as directed by competent author
ity, he will be joined on the date he was 
due to report in compliance with issued 
orders and immediately shown as 
dropped by desertion as indicated in the 
following example: 

.Jdfr des fr UA(AWOL) (time & date) 
when aprnd by ___ issued orders and 
transportation to report to not 
later than (time & date) Drop des UA 
(AWOL) since (time & date)whenfailed 
to report in compliance with orders 
SR ret 

e. A deserter who surrenders or 
is delivered to a command other than 
the one from which he absented himself 
is shown under the caption: 11AT
TACHED. 11 When a deserter is attached, 
he will be dropped from attached status 
if issued orders to return to his orig
inal command; or if the Commandant of 
the Marine Corps directs the command 
to join him. He will be joined from 
desertion referencing the Commandant 
of the Marine Corps 1 directive and the 
fact that he had been carried as "At
tached." Example: 

Jdfr des auth CMC ltr __ restricted 
AOH (Had been att - see UD #75-60) 
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f. When deserter surrenders or 
is apprehended at a command other 
than the command from which he ab
sented himself and is subsequently de-

· livered to another command for join
ing as directed by the Commandant of 
the Marine Corps, he will be joined on 
the date of delivery. Example: 

Jdfr des auth __ Fr UA(AWOL) (time 
& date) when aprnd by __ Cnfd (date & 
place) awtg del under Gd (dates) Enr 
under Gd (dates) 

13. Absentees and deserters who sur
render or are apprehended, or de
livered to recruiting stations will be at
tached on the Headquarters unit diary 
prepared for headquarters MCD per
sonnel. 

14. Some sample joining entries follow: 

Jd 21Jul60 for rec only fr HqCo HqBn 
MCS QUANT while sk USNH GLAKES 

Jd for dis (or rel fr acdu) fr MD USS 
SARATOGA 

Jd stud Ord Scol fr MB NB NOR VA 10-
14 Jun60 trav 

Jdfr ServCo ServBn MCB CamPen Has 
been att, see UD #10-60 

16078 ATTACHING ENTRIES 

1. Persons who report to an activity of 
the Regular Establishment for one ofthe 
reasons shown under ''ATTACHED" in 
paragraph 16076 are reported under the 
caption "ATTACHED" ontheunitdiary. 
This is to verify the person 1s presence 
at the unit for purposes ofthepermanent 
record, for pay, ration, and billeting in
formation. 

2. The caption "ATTACHED" will be 
the last caption on the unit diary. Re
marks shown under this caption will 
show the reason for the attachment and 
the reporting unit to which the individ
ual belongs and pay data information as 
required. When the period of attachment 
ends, show the purpose completed and 
fact of return to the parent unit. See 
section 5, part A of this chapter for 

additional instruGtions for reporting 
pay data on attached personnel. 

3. Sample attaching and detaching re
marks: 

For TAD stud Ammunition Technician 
Crs fr HqCo HqBn CamPen 

To 8th Mar 2dMarDiv FMF CamLej 
TAD compl (or instn __ Scol compl) 

For acdutra (or tempacdu) fr 9th 
MCD 

Des (or absentee) fr MCAS CherPt,surr 
this post 0915 10Feb60. Ret MCAS 
CherPt under Gd 

Acdutra compl ret to 9th MCn 

4. If a unit moves, such as during ma
neuvers and personnel are attached to 
that unit, no remarks are necessary 
under the caption "ATTACHED." 

5. If the orders of a person who is at
tached are modified to the effect that 
he is to join the unit, the joining entry 
will end with the words "had been 
att __ see UD# " 

16079 ACCOUNTING STATUS-
STRENGTH CATEGORY 

L There are two accounting statuses 
within the Personnel Accounting Sys
tern, "Chargeable" and "Not Charge
able.'' Personnel joined chargeable 
count against the authorized allowance/ 
manning level of the monitored com
mand. (See subpar. 16082.21 for de
scription of monitored command.) Per
sonnel joined not chargeable do not 
count against the authorized allowance/ 
manning level of the monitored com
mand. Chargeable and not chargeable 
personnel are further identified in the 
system by "strength categories 11 which 
specifically indicate the nature of the 
individual's status in the command. Ac
counting status is indicated upon joining 
by placing the entry under the caption 
"CHARGEABLE" or the caption "NOT 
CHARGEABLE" on the unit diary. 
Strength category is determined by an 
analyst at the Data Processing Installa
tion from information shown in the 
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JOlrung entry. Therefore, each joining 
entry must indicate purpose of joining if 
for other than regular duty. 

2. To determine the accounting status, 
consider the purpose for which the in
dividual was assigned to the monitored 
command in relation to the following: 

a. CHARGEABLE--personnel who 
are assigned to and joined by a moni
tored command for duty. Chargeable 
personnel may be in one of the follow
ing statuses: 

(1) On duty. 

(2) Formal school instructor. 

(3) On TAD in excess of 30 days 
not as student. 

(4) On TAD as student (see 
note). 

(5) Personnel attending local 
command schools, on the job training, 
or assigned duty under instruction on a 
TAD basis (see note). 

b. NOT CHARGEABLE--personnel 
in the following statuses: 

(1) Individual Combat Trainee; 
deferred Individual Combat Trainee. 

(2) Assigned to aviation replace
ment unit. 

(3) Assigned to ground replace
ment Wlit. 

(4) Awaiting trial by or serving 
sentence of a general court-martiaL 

(5) Recruit. 

(6) Hospitalized over 30 days 
while in a unit not combat committed. 

(7) Hospitalized battle casualty; 
or as a result of non-battle injury or 
illness incurred while attached to a 
combat committed unit. 

(8) Joined from another moni
tored command for hospitalization 
other than as a casualty. 

(9) Joined from another moni
tored command for separation or re
tirement. 

(10) Joined from another moni
tored command for administration of 
discipline. 

(11) Joined from another moni
tored command for further transfer or 
awaiting transportation to a different 
monitored command. 

(12) In hands of civil authorities 
over 30 days. 

(13) Joined as student (see note). 

(14) Awaiting assignment by 
HQMC after being in a hospitalized 
status. 

(15) En route individually or in a 
replacement/ rotation unit to or from a 
combat committed unit. 

(16) Missing. 

( 1 7) Captured. 

(18) Missing in action. 

( 19) Interned. 

(20) Six months training or criti
cal skills programs. 

(21) Joined to fill billets desig
nated for FMF Personnel Assistance 
Program. 

.(22) Involuntarily held special or 
summary court prisoners. 

NOTE: Student is defined as attending 
a school or course of instruction con
ducted by the Marine Corps or other 
military or civilian agencies to which 
quotas are established, obtained and 
assigned by CMC. 

3. Any change in the accounting status 
of the individual must be reported by 
unit diary entry; i.e., personnel become 
chargeable to the reporting unit and to 
the monitored command if a not charge
able status is terminated while a mem
ber of that command; personnel in one 
chargeable/not chargeable category 
may change to another chargeable/not 
chargeable category while a member of 
thELaame command. 
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4. It is emphasized that personnel re
porting to a monitored command for 
duty must be joined chargeable upon re
porting even though the command head
quarters may assign these personnel to 
a casual company or other unit while 
awaiting further assignment within the 
monitored command. 

5. Chargeable members of the com
mand who become special or summary 
court prisoners remain chargeable 
during the entire "awaiting" and ''con
finement'' periods, even though trans
ferred from one unit to another within 
the same monitored command. 

6. When an instructor or student is 
ordered to TAD in excess of 30 days, 
the status of instructor or student will 
take precedence. 

7. Individual combat trainees, de
ferred individual combat trainees, and 
replacements will continuously be iden
tified as such in accordance with sub
paragraph 16082.26 and current C~C 
directives. 

B. Changes of strength category from 
not chargeable to chargeable would nor
mally be accompanied by a change in 
PAP Line code, and Billet ~OS. These 
changes should be reported, if avail
able, at the time that change in strength 
category is reported. 

9. Some sample unit diary entries: 

CHARGEABLE 
To chg fr sk USNH Bethesda ~d Asg 
PAP Code C Asg Billet ~OS 3049 

NOT CHARGEABLE 
Jd 10Jan63 
ServBn ~CB 
St Albans NY 

for rec only fr ~TCo 
CamLej while sk USNH 

To not chg A TL GC~ 

Fr not chg hosp indef to not chg FFA 
by HQ~C 

Jd stud Avn Elec Tech Crs fr ___ _ 

.To not chg SSGC~ total loss of pay & 
alw applies (or does not apply) 

16080 LOSSES (DROPS) 

1. Entries reporting losses are called 
''drop'' entries because the individual is 
"dropped" from the account and from 
the strength of the unit. Drop entries 
always commence with the word 
"Drop. 11 Losses occur as a result of 
transfers, discharges, retirements, 
resignations, releases from active 
duty, deaths, desertions, terminations 
of appointment, and closing of enlisted 
accounts to accept temporary appoint
ments. 

2. The prompt reporting of losses 
is extremely important to the proper 
functioning of the Personnel Accounting 
System. Delay in the reporting of losses 
causes false strength totals to exist. If 
an individual is discharged and the sep
aration is not reported, he continues to 
be included in the strength of the ~arine 
Corps. 

16081 DROP ENTRIES 

1. Transfers 

a. The remark reporting a transfer 
will show the following: The date of 
transfer, if it is other than the date of 
the diary; the ~arine Corps reporting 
unit or command to which transferred 
and the Monitored Cornrnand Code 
(~CC) for that unit or command (not 
required on reassignment within the 
same ~CC). If transfer is for further 
assignment the remark should show the 
intermediate command and its Moni
tored Command Code (~CC) followed 
by the final destination and Future 
~onitored Command Code (F~CC). 

(1) The prupose for which trans
ferred: for duty; for duty under in
struction; for separation; for replace
ment training; or, for record only. 

(2) The authority for transfer 
should be the "senior" directive which 
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names the individual (not required on 
intracommand reassignment). 

(3) The estimated date of arrival 
at new command; date of arrival is 
computed by adding to the effective date 
of transfer the proceed time, authorized 
delay, and travel time (computed as to 
mode of travel; i.e., train, auto, ship, 
plane, or combination thereof), When the 
exact date cannot be determined use the 
best possible estimate, This estimated 
date of arrival (EDA) is not required on 
intracommand transfers or where no 
proceed, delay or travel time is in
volved. 

b. If the transfer occurs upon com
pletion of a school, the word "student" 
will appear after 11 drop11 and the remark 
will end with fact of completion of or 
failure to satisfactorily complete the 
course. 

c. On transfers which are effected 
by forwarding service records only 
and the individual is sick in a hospital, 
on leave, confined, etc., the remark 
will include this fact, 

d. Some sample transfer entries 
follow: 

Drop tr to MB NB PHILA (MCC) for 
du auth EDA __ _ 

Drop tr by SR to MB NTC GLAKES 
(MCC) for rec only while sk USNH 
GLAKES auth __ _ 

Drop stud tr to MCS QUANT (MCC) 
auth __ WpnTech Scol compl (or unsat 
compl) 

Drop 15Jul63 tr to MCS QUANT (MCC) 
for du as instr Ord Scol auth ___ _ 
EDA ____ _ 

Drop 25Aug63 tr to MCB CAMPEN 
(MCC) for TEMCON process Dec63 
ReplBn auth EDA FFT for 
du as repl 3dMarDiv (FMCC) EDD __ 
EDA __ _ 

Drop tr to Co B this Bn for du 

e. In the---e-vent a transfer indicates 
temporary duty at an intermediate com-
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mand, the remark will indicate the esti
mated date of departure from the inter
mediate command in addition to the EDA 
at f~· L~l de~tination, 

it' £(; ma ,og, ,, t&m,..·?• 
2. 1schar s: h 

a, If the drop entry is to report a 
discharge, the remark will show the 
word "Drop'' folloWed by: 

(1) The date of discharge, ifit is 
other than the date of the diary. 

(2) The type of discharge; i.e., 
HonDis, GenDis, UnDis, BCD, DD,dis
missal (officer). 

(3) The formal reason for dis
charge (see chap. 13); e.g., resgd, 
EofE, Eofi, hardship, dependency, etc. 
In cases of discharge for the conven
ience of the Government, the abbrevia
tion CofG must be followed by the 
specific reason for separation. In cases 
of discharge for physical disability, 
indicate whether separated with or with
out severance pay. 

(4) The authority for discharge; 
e.g., the Marine Corps Personnel 
Manual paragraph, and/or other appli
cable general directive, and, if one 
exists, the specific correspondence 
naming the individual. 

(5) Leave settlement data as 
follows: If cash settlement is made, 
show number of days UL settled; e.g., 
12 days UL s ett by cash, If the leave 
balance is zero, or if balance is 
dropped, show "No U L. 11 If leave balance 
is carried forward, so indicate; e.g., 
24 days UL carried fwd, If individual 
has UL balance on date of separation 
but cash settlement is not made pend
ing verification of leave balance by 
HQMC, indicate 11 UL not sett. 11 

(6) Reenlistment indication as 
follows: For enlisted personnel,- indi
cate whether individual was (RR) or was 
not (NRR) recommended for reenlist
ment. This shall be shownirrespective 
of the fact that the reason for separa
tion precludes immediate reenlistment. 
Except- when a reenlistment entry is 
shown on the same diary, indicate the 

,, 
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individual's intention concerning re
enlistment by showing one of the fol
lowing statements whenever the indi
vidual has been recommended for 
reenlistment and the reason for separa
tion does not preclude immediate re
enlistment: 11Will reenl USMC," 11Will 
reenl MCR, 11 or ''Will not reenl. 11 For 
personnel dis charged from the Regular 
Establishment who are enlisted/ reen
listed for duty in the Reserve Estab
lishment, show "Enl MCR (inact), asg 
(MCR unit/command to which asg)" as 
part of the drop entry; do not report 
the usual type reenlistment entry. 

b. In any case where a reenlist
ment is effected within the same report
ing unit immediately following dis
charge, both the loss and the gain 
actions shall be shown on the diary for 
the date----;;ll which the reenlistment is 
effective. The remark must include the 
following: 

(I) A drop/discharge remark, to 
include the date of discharge. 

• (2) A joined/reenlisted remark, 
to include term of enlistment, new EAS 
date, reenl bonus paid, Variable Re
enlistment Bonus (VRBM) multiple and 
number of installments (VRBI) (or lump 
sum payment, if authorized), as well as 
any other changes incident to the re
enlistment. In cases of reentry in a 
component different from the one from 
which discharged, the remark must 
indicate the new- component; i.e. USMC 
or USMCR, Examples: 

.Drop (as of date) HonDis EofE auth __ 
(lv Sett) RR Jdreenl 6 yrs Ch EAS to 
(date) Reenl bonus pd Awd VRBM __ 
VRBI __ _ 

Drop HonDis EofE auth __ (lv sett) 
RR Will not reenl 

Drop (as of date) HonDis EofE auth 
(lv; ,sett) RR 

J dreenl 6 yrs Ch EAS to (date) 

Drop (as of date) HonDis CofG to enl 
USMC auth (lv sett) RR Jdreenl 
USMC 4 yrs Ch EAS to (date) Ch 
Cornp/Cl code to 1 

Drop HonDis for phys dsabl (with) (w/o) 
severance pay auth (lv sett) RR 

Drop DD PurSent GCM auth ____ (lv 
sett) NRR 

3. Retirement or Transfer to Fleet 
Reserve 

a, The reason and/ or type of sepa
ration shall be indicated in remarks re
porting retirement or transfer to the 
Fleet Marine Corps Reserve. In each 
case include authority (see subpar. 
!6054,6b) and unused leave settlement 
data. In the case of retirement, show 
whether retired with over 20, 30, or 40 
years service, and whether voluntary 
or involuntary. 

h. In certain instances, an indi
vidual may be transferred to the Fleet 
Reserve and retained on active duty. In 
such cases, he is to be dropped as a 
regular by transfer to the FMCR and 
rejoined as a Fleet reservist by re
tention on active duty • 

c. Sample unit diary entries: 

Drop tr to Retd List vol 30 yrs serv 
auth No UL 

Drop tr to Retd List phys dsabl auth 
______ 2 days UL sett by cash 

Drop tr to Temp Dsabl Retd List 
auth _____ 5 days UL sett by cash 

Drop tr to FMCR auth 24 
days UL sett by cash Asg 4th MCD 

Drop 30Apr63 tr to FMCR auth ___ _ 
UL carried fwd Jd ret on EAD ch comp 
to F ch EAS to (date or "indef") 

4. Resignations. The remark will show 
"Drop resgd" and whether the resigna
tion was at the officer 1s own request 
or for administrative reasons directed 
by Secretary of the Navy or the Com
mandant of the Marine Corps. If a 
specific reason is evident, such as 
marriage or to accept a Reserve com
mission, include that fact. Show author
ity and unused leave settlement. 

5. Release From Active Duty. Release 
from active-duty may occur upon com-
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pletion, by reservists, of their tour of 
extended active duty, or active duty for 
training (six months training program 
and critical skills program personnel 
only); upon expiration of enlistment of 
regular male enlisted Marines who are 
obligated under the Universal Military 
Training and Service Act as amended 
(now 10 USC 651); and upon expiration 
of term of induction of inductees. In the 
latter two cases, the release is coupled 
with a "transfer'' to the Marine Corps 
Reserve. 

a. A drop entry reporting the re
lease of a reservist will be shown on the 
diary for the date of departure from the 
last duty station, and will include: 

(1) Reason, ifotherthancomple
tion of required active service. 

(2) Reserve activity to which as
signed. 

(3) Authority under which re
leased. 

(4) Leave settlement data. 

(5) Constructive date of release 
(date of detachment plus authorized 
travel time). 

(6) If obligated under Universal 
Military Training and Service Act as 
amended (now 10 USC 651), show "Obl." 

(7) If enlisted, indicate whether 
individual was (RR) or was not (NRR) 
recommended for reenlistment. Ex
ample: 

Drop rel fr acdu asg (MCR activity) 
auth (lv sett) Canst date of rel 
(date) Obl (RR) (NRR) 

b. A drop entry reporting the re
lease from active duty of a regular or 
inductee obligor will be shown on the 
diary for the date of departure from the 
last duty station, and will include: 

(l) Reason; i.e., for EofE, Eofl, 
or for othe-r reasons such as CofG for 
dependency or hardship. 

(2) Transfer by service records 
to Class II or Class III, Marine Corps 
Reserve. 
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(3) Reserve activity to which as
signed. 

(4) Authority under which re
leased, to include the Marine Corps 
Personnel Manual paragraph in cases 
other than expiration of term of service. 

(5) Leave settlement data. 

(6) Indicate whether individual 
was (RR) or was not (NRR) recom
mended for reenlistment. Example: 

Drop rel fr acdu Cofg for depn Tr by SF 
to Cl III Ready MCR asg (MCR activity) 
auth __ (lv sett) (RR) (NRR) 

6. Deaths. Drop entries to report 
deaths will show the date, if other than 
the diary date, the cause of death, place 
of death and if death occurred as a re
sult of training. The disposition of the 
remains or place of burial need not be 
shown. The following terms will be 
used in case of deaths due to battle 
action: 

KIA - death during action and prior to 
entering a medical facility 

DOW - died of wounds received in ac
tion--death occurring after 
entering a medical facility 

Sample entries: 

Drop died automobile acdt Encinitas 
Calif Not result of trng 

Drop KIA Inchon Korea 

7. Desertions. When an individual is 
declared a deserter he is dropped 
from the unit account and from the 
active duty strength of the Marine 
Corps. The drop entry will be shown 
on the diary for the date the declara
tion is made and will include the time 
and date of commencement of unauthor
ized absence, the date as of which 
desertion was declared and whether 
service records are retained or for
warded. Sample: 

Drop des on UA-AWOL since 0001 16 
Jan60 Declared des as of that date SR 
ret 

Drop des escaped prisoner declared 
des as of 1115 
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8. Acceptance of Appointment; Termi
nation of Appointment. A member ofthe 
Regular Establishment may receive 
permanent appointment to warrant or 
commissioned grade, in which case two 
distinct actions are to be reported: a 
loss action to account for the termina
tion of the member's previous status, 
and a gair action to account for the ap
pointment. Generally, the drop is ef
fected on the day preceding the date on 
which the appointment becomes effec
tive, Nevertheless, if the loss and the 
gain actions ocCur within the same re
porting unit, both actions shall be re
ported on the unit diary for the date on 
which the appointment becomes effec
tive. The drop entry shall then show 
an as of date. If the member is separated 
from one reporting unit, but is joined by 
appointment in another reporting unit, 
then each action shall be reported on the 
diary for the date of occurrence. In 
some instances the member will receive 
permanent appointment to one grade 
with an appointment to a higher tempo
rary grade. In such cases, the joining 
entry shall show the acceptance of the 
permanent appointment followed by a 
statement concerning the appointment 
to the higher temporary grade. A new 
IRC need not be prepared upon appoint
ment~ nor should the copy be forwarded 
to the DPI if the unit prepares a new 
IRC for its own use. However, the on
hand card shall be revised to reflect 
all changes of information which occur 
incident to the appointment. All changes, 
except as noted below, are to be re
ported as part ofthe appointment entry. 

a. When an enlisted member is ap
pointed as an officer, he is discharged 
the day before the appointment be
comes effective. If the member is ap
pointed a Limited Duty Officer, the 
joining entry must include a stateme-nt 
to this effect. To reduce the number of 
IRC changes to be reported on the unit 
diary, the following items of informa
tion are automatically changed within 
the DPI record to none/not applicable/ 
no, as appropriate, without requiring 
unit diary entry to this effect. However, 
certain of the items are subject to 
further change, ~in which case appropri
ate information should be reported in 
the 

(1) Subsistence/Commuted Ra-
tions. 

• (Z) BAQ entitlement. 

(3) Spec i a 1/Proficiency Pay 
Category--subject to further change. 

(4) Date of enlistment 

(5) Length of Current Term-
subject to further change. 

(6) PULHES. 

(7) Additional MOS's--subjectto 
further change. 

(8) Arrived U.S./Depn Auth 

Example: 

Drop (date) HonDis CofG to ace perm 
appt USMC (or MCR) auth __ (lv sett) 
RR 
Jdby ace perm appt as (grade) (LDO) 
USMC (or MCR) to rkfr (date) auth __ 
Ch Fol items as indicated 
SN __ (not required here if shown as 
part of standard identifying information) 
MOSs __ / __ / 
EOS (date) ---
EAS (date) 
Spl/Prof Pay Cat to over 4 yrs enl serv 
Length of Curr Term ___ _ 
Cont/Du Limitation ___ _ 

b. When a warrant or chief warrant 
officer is appointed as a commissioned 
officer, the member's warrant officer 
status is terminated by discharge on the 
day before the appointment as a com
missioned officer becomes effective. If 
the member is appointed a Limited Duty 
Officer, the joining entry must include 
a statement to this effect, Example: 

Drop (date) HonDis to ace perm appt as 
comm off auth (lv sett) 
Jdby ace perm appt as (grade) (LDO) 
USMC (or MCR) to rkfr (date) auth __ 
Ch MOSs fr to 
Ch Cont/Du Limita-,t,...io-n--,-to-___ _ 

c. When a Regular officer resigns 
his commission.and-acceptsir.nmediate 
appointment in the Marine Corps Re
serve, he may - be retained on 

16-43 
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active duty or he may be released to 
inactive duty in the Reserve. The cor
respondence directing the change in 
status will specify whether the officer 
is to be retained or released, If the of
ficer is to remain on active duty, both 
the loss and the gain actions shall be 
shown on the diary for the date on which 
the Reserve appointment becomes ef
fective. However, if the officer is re
leased from active duty on the date of 
resignation, only a drop remark with 
information as to Reserve activity to 
which assigned shall be shown on the 
diary for the date of resignation. The 
Reserve Establishment unit that joins 
the officer will report the reappoint
ment. Example: 

Officer retained on active duty: 
Drop (date) HonDis resgd to ace perm 
appt in MCR auth (lv sett) 
Jdby ace perm appt as (grade) MCR to 
rk fr (date) and temp appt as (grade) to 
rk fr (date) auth __ 
Ch Comp/Cl code to __ 

Officer released from active duty: 
Drop HonDis resgd to ace perm appt in 
MCR auth (lv sett) Will enter 
MCR Asg (MCR unit/comd) 

d. When a Reserve officer is to be 
appointed in the Regular Marine Corps, 
he must be discharged as a Reserve 
officer and joined by Regular appoint
ment. Example: 

Drop (date) HonDis to ace perm appt 
in USMC auth __ (lv sett) 
Jdby ace perm appt as (grade) USMC to 
rk fr (date) and temp appt as (grade) to 
rk fr (date) auth ___ _ 
Ch Comp/Cl code to __ 

e. When an officer on the temporary 
Disability Retired List is found fit for 
duty his name is removed from the 
retired list. Prior to discharge he may 
elect to be reappointed in the Marine 
Corps. In this case, he will be assigned 
to active duty for the purpose of 
terminating his status on the retired 
list preliminary to acceptance of his 
new appointment in the Marine Corps. 
Example: 

16-44 
.-en. 7 

Diary entry on joining: 

Jdfr TempDsabl retd list auth __ _ 

Diary entry for date of reappointment: 

Retd status term (date) to ace (temp) 
(perm) appt (grade) (USMC) (MCR) to 
rk fr (date) auth __ _ 

f. When a temporary officer is to 
be reverted to his permanent grade and 
status, his temporary appointment must 
be terminated. 

(1) If the individual's permanent 
grade is enlisted, an entry showing the 
"loss 11 as an officer and the "gain11 as 
an enlisted shall be reported, If the in
dividual is to be separated from enlisted 
status due to an expired enlistment, 
then the loss as an officer, and the gain 
and loss as enlisted, shall be reported 
as occurring on the same date. However, 
if the individual is to remain on active 
duty in his enlisted status, then the of
ficer loss and the enlisted gain actions 
shall be reported as occurring on suc
cessive days, with both actions being 
reported on the diary for the date on 
which the individual resumes enlisted 
status. In all cases, the joinentryshall 
include enlisted service number and 
MOSs as signed, and if remaining on ac
tive duty, furnish a revised IRC. Ex
amples: 

Member separated upon reversion: 
Drop temp appt as (grade) USMC term 
auth (lv sett) Will revert to perm 
enl grade 
Jd acct reopened as (enl grade) to rk 
fr (date) aut,._ __ _ 
Ch SN to 
Ch MOS s-t:-o-...,-_-,...-__ _ 

Drop (HonDis) (tr to FMCR) etc 

Member retained on active duty: 
Drop (date) temp appt as (grade) USMC 
term auth ___ (lv sett) Will revert to 
perm enl grade 
Jd acct reopened as (enl grade) to rk 
fr (date) auth __ _ 
ChSN to __ _ 
Ch MOSs to __ _ 
(IRC ATT) 
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- (2) If the individual's permanent 
grade is warrant/ cb.ie£ warrant officer, 
an entry must be reported showing 
termination of temporary appointment 
and grade to which reverting. Example: 

Temp appt as (grade) term Reverted to 
(grade) to rk fr (date) auth __ _ 

j g. When an enlisted man accepts a 
temporary appointment to officer an 
entry showing the 11 loss 11 as an enlisted 

and the 1 rg-ain" as an officer shall be 
reported, The enlisted loss and officer 
gain shall be reported as occurring on 
successive days, with both actions 
being reported on the diary for the 
date on which the individual assumes 
officer status. In all cases, the join 
entry shall include officer service 
number, MOSs assigned, and contract/ 
legal agreement. The entry will include 
''over 4 years actenlserv'' if appro
priate. Example: 

MIKE, ENLISTED J. 
Sgt 0311/5711/8211 

0 1567891 
0 540001 

!Mar66 Drop to ace temp appt to ZNDLT 
2Mar66 jd by ace temp appt to 2NDLT MC 
rk fr !Feb66 auth __ Ch SN to Ch 
MOSs to ___ Ch cont legal agr to TernpO(E) 
(Over 4 yrs actenlserv) 

16082 DESCRIPTION OF ITEMS OF 
INFORMATION CALLED FOR 
ON INDIVIDUAL RECORD 
CARD, NAVMC 10447-PD 
AND INSTRUCTIONS FOR 
REPORTING CHANGES 
THERETO 

1. Service Number--Block #l 

a. Enter the service number of the 
individual for whom the IRC is pre
pared. 

h. Ensure that the service number 
is correctly transcribed from the en
listment contract, record of induction, 
or officer's qualification record. Check 
it after it is typed. Normally, the IR C 
is the first personnel accounting docu
ment a unit prepares on an individual. 
Enter the service number and name 
correctly on the IRC and compare 
against subsequent unit diary entries 
on the same individual. 

c. Women Marines are identified by 
placing the letter 11W 1' one space to the 
left of the service number each time 
it is recorded. Note also that enlisted 
women's service numbers all com
mence with the number 11 7. 11 Example: 

SERVICE NO 

023456 
1233654 

W738912 

(Officer) 
(Male enlisted) 
(Female enlisted) 

Ch SN to ___ auth CMC ltr 

2. Initials--Block #2 

l 

a. Enter initials of individual's sur
name (last name), first name, and mid
dle name, if applicable. Do not record 
more than three initials, or suffixes 
such as Jr., Sr~, II, etc. Example: 

INITlALS 2 

RJ (for ROGERS James Jr) 
SJH (for SMITH John Henry) 

3. Security Investigation Completed-
Block #3 

SECURITY INVEST COMPL 3 

YR MO 
60 7 (Jul60) 

·16-44a. 
Ch, II 
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a, Upon receipt ~of a completed 
Investigation Request for Personnel 
Security Clearance (OPNAV 5520-1) 
enter the year and the month the in
vestigation was completed. The investi
gation completion date is shown inS ec
tion D of Form 5520-1. Should results 
of the investigation be reported by letter 
of transmittal, the date indicated in the 
transmittal will be used to complete 
Block 113, and the unit diary entry, 

b. If the local commander denies a 
clearance based on contents of a secu
rity investigation, Block 113 will never
theless be completed to reflect the date 
of completion of the investigation . 

• 16-44b 
Ch, 11 

c. Upon termination of a certificate 
of clearance for cause, or upon revoca
tion of a clearance, Block 113 ofthe IRC 
will not be changed, 

d. The Security Investigation must 
be brought up to date prior to granting 
of a clearance in those cases which 
were terminated for cause, those re
voked, or where no clearance was 
issued by reason of denial on grounds 
of derogatory information contained in 
the investigation. In addition, security 
investigations of some personnel must 
be updated periodically. Security Inves
tigations Completed Block 113 will be 
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changed to the year and month the inves
tigation was brought up to date, with a 
unit diary entry to report this latest 
date, and the type security investigation. 
Examples: 

Security Invest (BI or NAC) compl Ju160 
Ch updated security invest compl (BI or 

NAC) to Nov63 
(The above unit diary entries will be 
coupled with a Block #4 entry.) 

4. Security Investigation Type-- Block 
#4 

SECURITY INVESTIGATION 
TYPE 

BI (Background Investigation) 
NAC (National Agency Check) 

YES NO 

4 

a. Upon receipt of results of an 
Investigation Request for Personnel 
Security Clearance (OPNA V Form 
5520-l) enter the abbreviation of the 
type of personnel security investiga
tion conducted (BI or NAC). This in
formation is shown stamped in Section 
D of Form 5520-l. Should the security 
investigation results be furnished by 
letter of transmittal in lieu of Form 
5520-l, due to contents reflecting mat
ter discovered which should be known 
to the local commander, the transmittal 
will report type investigation con
ducted. 

( 1) Enter YES in Block #4 to in
dicate that it is a non-derogatory in
vestigation. 

(2) Enter NO to indicate that 
results of the investigation resulted in 
denial of a security clearance. This 
will indicate an investigation exists 
which was considered derogatory. 

• (3) Upon termination or revoca
tion of a certificate of clearance for 
cause, a unit diary entry will be made 
reporting this fact. Security Investiga
tion Type Block of the IRC will be 
changed to NO indicating a certificate 
of clearance was terminated. The type 
and date of the security investigation 
will be included in the unit diary entry. 

• b. Security Investigation Type 
Block of the IRC will show "¢" when 
no security investigation exists. Ex
amples: 

NAC compl Jul60 
YES 
BI compl Jul60 
NO 

Cert of clearance denied 

Cert of clearance term for cause 
Ch security invest type to NO 

c. The security investigation must 
be brought up to date prior to reissue 
of previously terminated or revoked 
clearance for cause, or clearance pre
viously denied. (The recording of an 
investigation brought up to date is 
normally coupled with a change to 
Block #3 of the IRC). Example of 
unit diary entry: 

BI updated 
Ch security invest type to YES 

5. Block #5--No entry required. (See 
subpar. 1602 9 .l d.) 

6. Block #6--No entry required. (See 
subpar. l6029.ld.) 

7. Reporting Unit Code--Block #7 

a. Enter the reporting unit code 
assigned to reporting unit on whose 
rolls the individual is joined. This is 

16-=45 
Ch. 9 



16082 -----~r-'MARCORPERSMAN-- -

the same reporting unit code that is 
entered in the strength balances sec
tion of each unit diary. See subpara
graph 16054. 7b for additional informa
tion relative to reporting unit codes. 
Example: 

REPORTING UNIT CODE 7 

53230 (RU Code for MB NB PHILA) 

8. Block #8 --No entry required, (See 
subpar. 16029.ld,) 

9. Pay Entry Base Date--Block #9 

PAY ENTRY BASE DATE 9 
Yr Mo Da 

64 6 29 (29Jun64) 

Ch PEBD to 29Jun64 admin error 

Ch PEBD to 29Jun64 SKMC 15 days time 
lost 

a. Enter the year, month, and day 
of the pay entry base date in block #9. 
When time is lost, PEBD must be 
changed to reflect the number of days 
lost since this affects the pay of the 
individual. See section 5, part A of this 
chapter for additional information on 
reporting PEBD, 

b. The PEBD is located on page 6 of 
the service record book and pages 1 
and/ or 9 of the officer qualification 
record. 

10, Civilian Education--Block #10 

a. Any changes in education result
ing from completing courses or tests 
through accredited civilian educational 

institutions (residence, extension 
center, or correspondence), through 
USAFI, or other approved methods, 
shall be made the subject of a unit 
diary remark, 

b. Insert the level of highest credit
able schooling attained and number of 
years completed, with certain other 
data as follows: 

(1) If grammar, or grade school 
is the extent of education, insert the 
designation "GS," followed by the num
ber of years, Example: 

CIVILIAN EDUCATION 10 

GS 6-} (Grammar School 
· 6-} yrs) 

(2) If high school is highest level 
attained insert the designation "HS," 
followed by the number of years, Ex
ample: 

CIVILIAN EDUCATION 10 

HS 3 
(Compl 3 yrs of course gener
ally designed to prepare a stu
dent for college) 

(3) If college is listed insert the 
designation "C,•• the number of years 
completed, the major subject listed, 
and the degree received, if any. If no 
degree is held, indicate the subject 
followed by "No de g." Where a degree 
is received with no major subject, 
indicate the degree followed by "No 
major subj." Example: 

CIVILIAN EDUCATION 10 

C4 Economics - BA 
(Compl 4 yrs college received 
Bachelor of Arts Degree) 
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(4) If trade or business school 
is listed, insert the designation "TS, 11 

the number of years attended, and the 
course of instruction. This is in addi
tion to the regular education which has 
been recorded as directed above. Ex
ample: 

CIVILIAN EDUCATION 10 

HS 3 
TS 1 i Avn Mech 
(Compl 3 yrs HS Academic and 
li yrs trade school in Avn Mech) 

c. The information for this block 
appears on page Sa of the service rec
ord book and page 7a of the officer's 
qualification record. 

d. If an individual successfully 
completes a USAF I high school or 
college level GEDT battery, and the 
test battery level of education is at a 
level which is higher than the indi
vidual's formal schooling, record the 
higher level and the designation 11 equiv 
by GEDT. 11 Successful completion of 
college level GEDT is considered 
as the equivalent of no more than 1 
year of college education, and will be 
so recorded. Do not record results of 
other type equivalency tests such as 
EET, officer selection tests, etc. 
Example: 

CIVILIAN EDUCATION 

HS 4 equiv by GEDT 
Cl equiv by GEDT 

10 

Ch Civ Educ to HS 4 compl USAFI HS 
GEDT 

11. Block #11--No entry required. (See 
subpar. 16029.ld.) 

12. Block #12--No entry required. (See 
subpar. 1602 9 .I d.) 

13. Block #13--No entry required. (See 
subpar. 16029.ld.) 

14. Block #14- -No entry required. (See 
subpar. 16029.ld.) 

15. Expiration of Obligated Service-
Block #15 

EXPIRATION OBL SERVICE 15 

Yr 
60 

Mo 
12 

Ch EOS to 20Dec60 

Da 
20 (20 Dec1960) 

a. Enter the date on which obligated 
service will expire. EOS is determined 
as follows: 

( 1) Eight-year obligation 

(a) Each male person ac
quires a total 8year military obligation 
who: 

1_. Was initially ap
pointed, enlisted, or inducted, either 
in a Regular or a Reserve component 
of any branch of the Armed Forces of 
the United States after 19 June 1951 
and prior to I 0 August 1955, prior to 
attaining the 26th anniversary of his 
birth; or 

2. Enlists in the Six 
Months Training Program (component/ 
class code 11H 11

), prior to attaining 
eighteen and one half years of age; 
or 

1_. Enlists in the Criti
cal Skills Program (component/ 
class code 11 Q 11

). 

(b) The EOS for the above 
persons is that date which is 8 years 
subsequent to such entry, except that 
should time be lost, then the normal 
expiration date must be extended (see 
par. 15111). 

(2) Six-year obligation 

(a) With the exception of 
persons who enlist in the Six Months 
Training Program prior to attaining 
eighteen and one half years of age 

16-47 
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{component "H"), or the Critical 
Skills Program (component "0"), each 
male person who is initially appointed, 
enlisted, or inducted, either in a Regu
lar or a Reserve component of any 
branch of the Armed Forces of the 
United States after 9 August 1955, 
prior to attaining the 26th anniversary 
of his birth, acquires a total 6 year 
military obligation. 

(b) The EOS for the a b o v e 
persons is that date which is 6 years 
subsequent to such entry, except that 
should time be lost, then the normal ex
piration date must be extended (see par. 
15111), 

(3) Discharge from component 
"H'', "K", or "Q" status, for reentry 
in the USMC or USMCR in another 
status, does not serve to alter the 
original military obligation. 

(4) For those male personnel 
who were initially appointed, enlisted 
or inducted into any branch of the 
Armed Forces prior to 19 June 1951, 
and for all female personnel, enter 
a "0". 

(5) For those male personnel 
who were initially appointed, enlisted 
or inducted into any branch of the 
Armed Forces after 19 June 1951 
enter the date their military service 
obligation expires under the terms 
of the UMT&S Act. See paragraph a, 
above, in determining the obligation 
incurred. 

b. When time is lost, EOS must be 
changed to reflect the number of days 
lost. 

.16. Civilian Occui{ation--Block #16-
No entry required see subpar. 16029. 
ld). 

I 7. Block # 17- -No entry required. (See 
subpar. 16029 .ld.) 

18. Commuted Rations/Subsistence 
Allowance--Block #18 

a. For enlisted only, insert "C, 11 or 
''S, '' as appropriate, to indic-ate whether 

16-48 

the individual is drawing commuted 
rations or subsistence allowance. If 
not applicable, insertion of "0" is re
quired in this block. Entries should be 
made in pencil since this information is 
subject to frequent change. 

Example: 

SUBSISTENCE/COMRATS 18 

0 - Not applicable 
S - Subsistence 

~ C - Commuted Rations 

b. Instructions for reporting 
changes to these items are described 
in section 5, part A, of this chapter. 

19. BAQ Entitlement- -Block # 19 

BAQ ENTITLEMENT 19 

-Unknown 
E - Entitled to BAQ {includes mem

bers assigned substandard quar
ters) 

H - Assigned Government quarters 
N - Not entitled to BAQ 

a. Record status of members who are 
in any of the following categories re
garding entitlement to Basic Allowances 
for Quarters (BAQ): 

( 1) Members with dependents not 
entitled to BAQ as a result of assign
ment to Governments quarters. 

(Z) Members entitled to BAQ 
while assigned substandard quarters. 

(3) Members entitled to BAQ 
payment and not assigned Government 
quarters. 

(4) Members not entitled to BAQ 
payments. 

(5) Members whose status is 
unknown due to nonavailability of rec
ords. 

b. The entitlement status must be 
reported as a part of the "drop" entry 
on the unit diary when the entitlement 
status changes. 
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c. Insert 
for officer 
Example: 

appropriate entitlement 
or enlisted members. 

BAQ Entitlement N 

Ch BAQ Entitlement to H 

20. Expiration of Active Service-
Block #20 

EXPIRATION ACTIVE SERVICE 20 
Yr 
65 

Mo 
03 

a. In this block enter: 

Da 
16 

(1) A zero for Regular officers. 

(2) Date of expiration of enlist
ment or voluntary extension of enlist
ment for Regular enlisted personnel. 

(3) Date of expiration of tour of 
active duty for Reserve officers and 
enlisted personnel. 

(4) Date of expiration of period 
of inductee service. 

(5) Date of expiration of in
voluntary retention or involuntary ex
tension of enlistment other than in
voluntary retention or extension of 
enlistment declared in the event of war 
or national emergency. In cases of in
voluntary retention or extension de
clared in the event of war or national 
emergency, EAS will remain unchanged. 
When absence from duty results in lost 
time, then the normal expiration date 
must be extended (see par. 15111). 

(6) "CofG" for persons retained 
on active duty beyond their normal ex
piration date for any reason other than 
involuntary retention or extension of 
enlistment declared in the event of war 
or national emergency. 

h. A unit diary entry is required 
whenever any change of EAS is ef
fected. 

c. An enlisted person who volun
tarily first extends an enlistment be
comes entitled to lump-sum leave set
tlement when the extension becomes 

effective. Any unused leave settled by 
cash under this authority will be 
reported on the unit diary. 

d. A unit diary entry is required 
when an extension, for which a reen
listment bonus is paid, becomes effec
tive. Sample entries: 

Ret auth Ch EAS to CofG 

Extent 2 yrs auth ___ ChEASto(date) 

Extent cane auth ChEASto (date) 

Extenl eff 30 days UL sett by cash 

Extent eff. Reenl bonus pd 

tExtenl eff Reenl bonus pd Awd 
VRBM VRBI ____ (or Lump 
sum payment auth ___ _ 

21. Monitored Command--Block #21 

MONITORED COMMAND 21 
1stMarDiv 121 

a. Enter the appropriate title and 
code which indicates the monitored 
command to which the individual has 
been assigned. A monitored command 
is a command, unit, activity, or indi
vidual billet to which the assignment of 
personnel is controlled by the As
signment and Classification Branch, 
Headquarters, U.s. Marine Corps. 
Each of these elements have been as
signed a code, called a monitored com
mand code, for identification and control 
purposes. 

b. Unit diary entries concerning 
change of monitored command will be 
reported as follows: 

• (1) Reporting units which have 
been assigned one monitored command 
code for all of the unit's billets will 
report this code by a Record of Events 
entry upon activation. 

(2) Reporting units which have 
been assigned more thanonemonitored 
command code will inClude in the join
ing remark the code assigned to indi
viduals upon their joining. Subsequent 
reassignments between monitored 
commands within the same reporting 
unit require a unit diary entry to that " 

16-49 
Ch. 10 



16082 MARCORPERSMAN 

effect, In many cases, such reassign
ments necessitate changes to other 
items on the IRC in much the same way 
as does a joining (see subpars, 16077,3 
and 16082,30). 

(3) Personnel on TAD will retain 
the monitored command code related to 
the individual's permanent assignment. 

c. Sample unit diary entries: 

RECORD OF EVENTS 
All pers this RU asg MCC 112 

Asg MCC 013 

Reasg to MCC ROl 
Ch Date Curr Tour Began to 10Mar63, 
PAP Code toE, Billet MOS to 8151 

22, Block #22--No entry required, (See 
subpar. 16029.ld.) 

23. Personnel Allocation Plan- -Block 
1123 

a, The compositionanddistribution 
of personnel in the Marine Corps, on 
the basis of budgetary limitations, is 
prescribed annually in the Personnel 
Allocation Plan (PAP) as approved by 
the Secretary of the Navy, 

b, For purposes of the Personnel 
Allocation Plan, functions of the Marine 
Corps are grouped by ground and avia
tion as follows: (l) Operating Forces, 
(2) Training Bases and (3) Supporting 
Forces. 

16-50 
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c. In order to identify these func
tional categories, a PAP Line code has 
been assigned each category, This PAP 
Line code is entered on each billet 
line of the table of organization of non
FMF units, The codes assigned FMF 
units (GROUND AND AVIATION) and 
non-FMF combat units will appear on 
the covering letter of the table of 
organization. 

d, Record and report PAP Line 
code according to the following: 

(1) Non-FMF units 

(a) Insert in this block, the 
PAP Line code indicated for the T/0 
billet currently being filled by the 
individual. PAP Line code will be 
reported on the unit diary as part of 
the joining entry, and upon reassign
ment between billets. Whenever an 
individual goes from a Not-Chargeable 
to a Chargeable strength category, the 
diary entry should include the PAP Line 
code assigned, 

(b) If the number of Marines 
performing a function as prescribed by 
the T/0 line is in excess of the number 
of billets authorized, all individuals, 
including the overages, will be assigned 
the PAP Line code appropriate for that 
line, 

(c) Units which have been as
signed one PAP Line code for all 
billets, may report this code by a 
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Record of Event~ entry upon activation 
and on the dia;ry prepa:red for the la~ t 
day of each month. If this method of 
reporting PAP Line code is utilized, 
individual entrie~ on the IRC and unit 
diary are not required. Upon joining 
personnel, delete;;my information shown 
in this block without reporting thi~ 
action on the unit diary. 

(2) FMF units 

(a) Recording PAP Line code 
on the IRC and unit diary is not re
quired; the appropriate code can be 
determined from the reporting unit's 
title. 

(b) Upon joining personnel 
from non-FMF units, delete any infor
mation shown in this block without 
reporting this action on the unit diary. 

(3) Not Chargeables. Although 
PAP Line codes have been established 
to account for Non-Chargeable person
nel, these codes will not be reported 
on the unit diary. Codes for Non
Chargeable personnel will be deter
mined at the DPI from the unit diary 
remarks. Not-Chargeable codes are as 
shown in the .Personnel Accounting 
Codes Manual. 

(4) Personnel of other Armed 
Forces. Entry of PAP Line code on the 
IRC or unit diary is not required. 

e. Examples: 

PAP LINE CODE 

J 

Asg PAP Code T 

RECORD OF EVENTS 

2.3 

All chg pers this RU asg PAP Code G 

.24. Billet MOS--Block #24 

a. Insert in this block the MOS 
(valid MOS as contained in MCO 
Pl200. 7) indicated for T/0 billet cur
rently being filled by the individual 
except as follows: 

(1) Undergoing instructions in a 
formal Marine Corps School, for which 

a formal school code has bee11 assigned, 
enter the letter "S" followed by the 
three character formal school code; 
e.g., SOlA indicates Administrative 
Chief's P e r s on n e 1 Administration 
School Code. 

(2) Undergoing instructions in a 
formal Marine Corps School, for which 
a formal school code has not been as
signed, but has been assigned a sepa
rate monitored command code, enter 
the letter "S" followed by the three 
character monitored comm=d code; 
i.e., SKOB indicates College Degree 
Program. 

(3) Excluding students, record 
a 0 for all oth!'r Not-Chargeable per
sonnel. Example: 

I MLLET MOO 
3421 

24 

Ch billet MOS to 0171 

Ch billet MOS to SOlA 

Ch billet MOS to SKOB 

b. If number of Marines filling a 
billet as prescribed by the T/0 is in 
excess of number of billets authorized 
by T/0, all individuals, including the 
overages, will be assigned the billet 
MOS appropriate for this line. 

25. Rotatio11 Tour Date--Block #25 

a. This block is used to record 
rotation tour date. Rotation tour date 
is defi11ed as the month a11d year an 
individual is scheduled to return to 
co11tinental limits of the United States 
from: 

(l) A military installation or 
activity permane11tly located at a land 
station outside the continental limits 
of the United States; 

(2) Fleet Mari11e Force units lo
cated in the Far East a11d Hawaii; 

(3) Attache duty; 
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(4) Department of State guard 
duty; 

(5) A sea duty tour. 

b, Rotation tour date will be re
ported on the unit diary that joins an 
individual for a tour of duty as speci
fied above. The following provisions 
govern the establishment of a rotation 
tour date: 

(1) A rotation tour date will be 
established only for those personnel 
whose tour length is expected to be 12 
or more months. 

(2) Rotation tour date is normally 
established by applying the standard 
tour length for the place at which lo
cated as published in the current Marine 
Corps directive governing overseas 
tours of duty, to the date of departure 
from the continental limits of the United 
States, or in the case ofpersonneljoin
ing a ship's detachment at a CONUS 
port, to the date joined; e.g,, an indi
vidual accompanied by his dependents 
departs CONLUS on 16 September 1961 
for duty at MCAS, Kaneohe--by adding 
the standard (accompanied) tour length 
for Hawaii (36 months) to September 
1961, a rotation tour date of September 
1964 is established, 

(3) Personnel who depart CON
LUS and report to their assigned ac
tivity after having delayed en route in 
an overseas area in a leave status, will 
have their rotation tour date established 
by using the date current tour began as 
adjusted for constructive travel time 
from CONLUS to the activity, 

(4) In the case of corporals and 
below, and Reserve personnel in all 
grades, a rotation tour date must be 

established which will ensure arrival at 
the appropriate separation activity at 
least 10 days prior to date of EAS. 

(5) If a tour of sea duty is inter
rupted because of hospitalization or 
awaiting retransfer at a shore station, 
the diary entry showing joining or 
return to sea duty will reestablish the 
original rotation tour date, 

(6) A readjusted rotation tour 
date is generally required upon volun
tary reassignment between overseas 
activities, except that under special 
programs authorized by HQMC, read
justment of RTD is not required (local 
directives apply), Readjusted R TD is 
determined by applying the standard 
tour length for the new activity to the 
date joined, The provisions of subpara
graph 16082,25b(7), below, apply to 
special program reassignments, 

(7) Upon involuntary overseas 
reassignment, a new rotation tour date 
will be established by applying the 
overseas tour length for the new duty 
station, crediting time spent overseas 
prior to such reassignment, 

c. The following provisions govern 
change to rotation tour date. A new 
rotation tour date will be determined 
by competent authority and immedi
ately reported on the unit diary when
ever: 

(1) An individual is to be re
turned to CONLUS prior to completion 
of a normal tour for any reason, 

(2) A voluntary extension of 
overseas tour is approved. 

(3) An involuntary <>xtension of 
overseas tour is directed by competent 
authority, 
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( 4) The movement or acquisition 
of dependents effects tour length (see 
current Marine Corps directive gov
erning overseas tours of duty). 

(5) Change in status places indi
vidual in different category; e.g., cor
poral or below due for early rotation 
because of EAS reenlists or extends en .. 
listment; Reserve officer integrates 
into Regular component; etc. 

d. To identify the item in block 
#ZS, reporting units will enter "R TD" 
in the upper left corner followed by 
11 YR 11 and 11 MO" at such time as a 

rotation tour elate is first established 
for an individual. Enter only a ''0" in 
all other cases. Example: 

RTD YR MO ZS 

63 ll(Nov63) 

Estab RTD as Nov63 

Six month ext o/ s tour appr 
Ch RTD to May64 

• 26. Block #26- -No entry required. (See 
subpar. !6029.ld.) 
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27. Block liZ 7- -No entry required. (See 
subpar. 160Z9.ld.) 

Z8. Special and Proficiency Pay Cate
gory--Block #Z8 

SPL/PROF PAY CATEGORY Z8 

Over 4 yrs enl serv 
P-1 SP 8411 

(off) 
(enl) 

a. Indicate special and proficiency 
pay data in this block, as follows: 

( 1) Special pay. For basic pay 
purposes, insert the term 11over 4 yrs 
enl serv 11 for all officers in grades 
01, OZ, or 03 who have over 4 ye:;,.rs 
active enlisted service. Upon change 
in grade to something other than 01, 
02, or 03 report a deletion of this 
term on the unit diary. 

(Z) Proficiency pay. When an 
individual is awarded proficiency pay, 
enter P-1, P- 2, or P- 3 as appropriate, 
followed by the abbreviated term (i.e., 
"Splty" for specialty pay award; "SP" 
for superior performance award), and 
the MOS that identifies the basis for 
which the award was elected. 

b. Instructions for reporting pro
ficiency pay information on the unit 
diary are contained in section 5, part 
A, of this chapter. 

29. Block 1129--No entry required, (See 
subpar. 160Z9.ld.) 

30. Date Current Tour Began--Block 
1130 

DATE CURRENT TOUR BEGAN 30 

Yr 
65 

16-54 

Mo 
07 

Da 
11 ( 11Jul65) 

Date Curr Tour Began remains 11Jul65 
Date Curr Tour Began estab 26Jan63 
(incl. in joining remarks). 

a. Insert in this blocK tne date that 
current tour at present monitored com
mand commenced (see block IIZl for 
description of a monitored command). 
Reassignments between reporting units 
within the same monitored command 
should not cause a change in date cur
rent tour began. 

b. Reporting of date current tour 
began in the joining remark is not 
required except as noted below. Report
ing units are required, however~ to 
maintain this date current according 
to the following provisions: 

(1) CONUS ur.its. Date joined on 
the rolls o£ the monitored command. 

(2) Overseas units other than 
sea duty 

(a) Date of departure from 
continental limits of the United States 
when reporting to an overseas duty 
station from a CONUS duty station. 

(b) Personnel who report to 
an overseas activity after having de
layed en route in an overseas area in 
a leave status, will have their date 
current tour began established by sub
tracting the constructive travel time 
from the date joined; e.l!:., joined 10 
February 1963, constructive travel time 
15 days, adjusted date current tour 
began is 26 January 1963, In this 
instance, the established date must be 
reported in the joining remark. 

between 
mands. 

(c) Date joined when joinir.g 
overseas monitored com-

(3) Sea duty units. Date joined on 
the roUs of the monitored command. 
Transfers from one ship 1 s detachment 
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to another requires that the original 
date current tour began be retained to 
signify commencement of sea duty tour; 
therefore, the joining entry in these 
instances must include a remark such 
as "Date Current Tour Began remains 
1 0Mar60." 

(4) Exceptions: 

(a) When an individual is 
transferred to another monitored com
mand for record purposes only while 
hospitalized, confip.ed, lliCA, etc., and 
is subsequently transferred back to 
the original or a similar monitored 
command, the original date will be 
reestablished and reported in the joining 
remark; e.g., "Date Current Tour Began 
reestab as 10Mar60." 

(b) When an individual is 
transferred to another monitored com
mand to attend a service school and 
the individual is returned to the moni
tored command from which assigned 
due to failure to successfully complete 
the course, the original date will be 
reestablished and reported in the join
ing remark; e.g., 11 Date Current Tour 
Began reestab as 10Mar60." 

31. Block /131--Noentryrequired. (See 
subpar. 16029.ld.) 

32. Incentive Pay for Hazardous Duty-
Block 1132 

a. Incentive pay is additional pay 
for the performance of hazardous duty 
required by competent orde.rs. Report
ing units will indicate type of incentive 
pay to which an individual is entitled 
by inserting the appropriate abbrevia
tion as shown below in block /132 of the 
IRC: 

Type of Hazardous Duty Aobreviation 

Duty as a crew member. as determined by 
the Secretary of the Navy, involving frequent 
and regular participation in aerial flight (in-
elude naval aviators and enlisted pilots) AVIA (CM) 

Duty involving frequent and regular partici-
pation in aerialflightsnotasacrewmember AVIA (NCM) 

Duty on board a submarine, including sub-
marines under construction from the time 
builder •s trials commence S/M 

Type of Hazardous Duty Abbreviation 

Ducy involving parachute jumping as an es-
sential part of military duty PRCHT 

Duty involving the demolition of explosives 
as a primary duty, including training for 
such duty DML 

Duty as diver using self contained under-
water breathing apparatus SCUBA 

Example: 

INCENTIVE PAY FOR 32 
HAZARDOUS DUTY 

AVIA (CM) 
(Crewmember involving frequent 
and regular participation in aerial 

flight) 

SCUBA hazardous pay term 10Feb60 

b. All initial awards and termina
tions of incentive pay will be reported 
on the unit diaryforpersonnelaccount
ing data only. See section 5, part A, of 
this chapter for method of reporting 
this data to disbursing officer. 

33. Block /133--No entry required. (See 
subpar. 16029.ld.) 

34. Date of Birth- -Block 1134 

a. Insert in this block the year, 
month and day of birth. Unit diary en
tries would be required only to correct 
an error on the IRC or to report a 
change in date of birth as authorized 
by the Commandant of the Marine 
Corps. Example: 

DATE OF BIRTH 34 
Yr Mo Da 
38 11 23 (23 Nov 1938) 

Ch date of birth to (date) auth CMC 
ltr __ _ 

b. Date of birth is recorded on 
page 2 of the servic!L;record book and 
pages 1 and 9 of the officer's qualifi
cation record. 
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35. County Home of Record--Block 
#35 

a. Enter in this block the county 
recorded as home of record of the in
dividual; i.e., county of legal residence 
or county where individual actually 
resided at time of commission, rein
statement, appointment, enlistment, 
reenlistment, induction or the county 
recorded as home of record as ap
proved by the Commandant of the 
Marine Corps. For individuals whose 
home of record is recorded as a country 
outside the continental U. S., record a 
"0" in this block. Example: 

COUNTY HOME OF RECORD 35 

San Diego (San Diego County, Calif.) 

Ch Home of Record to (County) (State/ 
Country) auth CMC ltr ______ _ 

b. County Home of Record is re
corded on page 2 of the service record 
book and page 9 of the officer 1 s qualifi
cation record. 

36. Block #36- -No entry required. (See 
subpar. 16029.ld.) 

37. State/Country Home of Record-
Block #37 

a. Enter in this block the state or 
country recorded as home of record 
of the individual; i.e., state/ country of 
legal residence or state/countrywhere 
individual actually resided at time of 
commission, reinstatement, appoint
ment, enlistment, reenlistment, in
duction or the state/ country recorded 
as home of record of the individual as 
approved by the Commandant of the 
Marine Corps. Example: 

Example: 

STATE/COUNTRY HOME 
OF RECORD 

Calif 

16-56. 
a.. 9 

37 

Ch Home of Record to (County) (State/ 
Country) auth CMC ltr -------

b. State/Country Home of Record 
is recorded on page 2 of the service 
record book and pages 1 and 9 of the 
officer 1 s qualification record. 

38. Block #38- -No entry required. (See 
subpar. 16029.ld.) 

39, Date of Enlistment--Block #39 

DATE OF ENLISTMENT 39 
Yr Mo Da 

56 05 15 (15May56) 

a. For enlisted personnel: Enter 
current enlistment or reenlistment 
date. This information may be obtained 
from page 2 of the SRB. 

• b. This block is used to maintain 
officer Date of Acceptance of Current 
Officer Appointment (inserted into 
master record by HQMC only). 

40. Length of Current Term--Block 
#40 

LENGTH OF CURRENT TERM 40 

4 

a. In this block enter: 

(1) A zero for Regular officers. 

(2) The number of years for 
which enlisted in the case of regular 
enlisted personnel. 

(3) The number of years that the 
individual has agreed to serve on active 
duty in the case of Reserve officers 
and enlisted personnel on extended 
active duty. Enter a zero for per.sonnel 
in the Six Month Training Program 
or Critical Skills Program. 
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b. Extensions of enlistment are not 
to be reflected in this bl.ock. 

c. Information for this block may 
be obtained from page 2 of the service 
record book of Regular enlisted per
sonnel, or from orders issued to Re
servists, copies of which are filed in 
the service records. 

41. Religion--Block #41 

a. Enter in this block the system 
of faith or worship as designated by the 
individual. See paragraph 15066 for 
instructions for abbreviating these des
ignations because of space limitations. 

Example: 

RELIGION 

Methodist 
Roman Catholic 
No Preference 

41 

b, Information for this block may 
be obtained from page 2 of the service 
record book and pages l and 9 of the 
offtcer 1 s qualification record. 

42. Block #42- -No entry required. (See 
subpar. lb029.ld.) 

.43, Duty Limitation--Block #43 

a. A unit diary remark is required 
to establish, or report, any change of 
duty limitation. 

b. Description 

Unknown 

None 

Conscientious Objector 

Enlisted person not eligible for 
combat. sea duty and/or foreign duty 
(due to less than 4 months' training 
on active duty completed. exclusive of 
time spent in a hospitalized. leave. 
delay. transient. or absentee status~ 

UD Abbrev 

UNK 

ConObjtr 

NotEligCbt 
InsufActServ 

Description 

Twice wounded Republic Vietnam re
quiring hospitalization in exceSs of 
48 hours each wound/thrice wounded 
Republic Vietnam regardless of na
ture of wound or treatment required 
each wound 

Not eligible for combat, sole surviv
ing son, not physically qualified, etc. 

Member inUnediate family presen~y 
serving Republic Vietnam. 

UD Abbrev 

NotEligCbt 
MulWouRVN 

NotEligCbt 
other reasons 

NotEligCbtMbr 
ImmedFamPres 
Serv RVN 

44. 
#44 

Contract/Legal Agreement--Block 

a. Description UD Abbrev 

Unknown UNK 

None - includes all Regular officers r,t 
and all Reserve officers serving on 
their initial obligated active duty tour 

Limited IMty Officer 

Temporary Limited IMty Officer 

LOO 

TempLDO 

Reservist with standard written agree- swAG 
ment with regular establishment {SWAG) 

Reservist beyond initial obligated serv- EAD 
ice on extended active duty with 
regular establishment 

Reservist on standard written agree- SW AG(Res) 
ment (SWAG) on extended active duty 
with reserve establishment 

Reservist on temporary active duty SplWk 
to perform special work 

Reservist on active duty with selective SSSyt 
Service System 

Reservists specifically assigned as TrngAsst 
training assistant 

Temporary officer, permanent warrant TempO(WO) 
officer 

Temporary officer, permanent enlisted TempO( E) 

Temporary warrant officer, permanent TempWO(E) 
enlisted 

Specialist officer SplOff 

Reservist on indefinite EAD 

Reservist on unlimited active duty 

Jnde!EAD 

UAD 

b. Submit a unit diary remark to 
establish, or change, an agreement 
utilizing the abbreviations above. These 
contract/legal agreements may be de
termined from information found on 
the appointment acceptance, adrninis
trative remark page, and/or other 
documents of the officer qualification 
record, The unit diary remarks are 
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required for historical purposes only. 
Contract/legal agreement codes for 
officers are as signed by this Head
quarters upon accession or change in 
status. 

45. Second Additional MOS--Blockii4S 

SECOND ADDITIONAL MOS 
0141 

45 

a. Enter second additional MOS, if 
any, If a second additional MOS has not 
been assigned, enter a zero, MOSs ap
pear on page Sa of the service record 
book, and page 7a of the officer's quali
fication record. 

b. A unit diary entry is required 
(unless otherwise directed by specific 
instructions) whenever any change of 
second additional MOS is effected, The 
remark must show all of the individ
ual's MOSs as they existed before the 
change, as w.ell as all effective MOSs 
as they appear after the change; e.g., 

Ch MOSs fr 03ll/SS31/none to 0311/ 
S6Sl/SS31 

46, Date of Present Rank-- Block 1146 

DATE OF PRESENT RANK 
Yr 
60 

Mo 
12 

46 
Da 
01 

a. Enter the date of rank of the 
grade in which the individual is cur
rently serving. Date of rank is re
corded on page 1 of the officer's qual
ification record, and 1n the "Rank 
From" column on page S of the service 
record book. In the case of privates, 
enter the date of enlistment, reenlist
ment, or date of rank shown on page S 
of the service record book, as appro
priate. 

b, A unit diary entry is required 
whenever any change is effected in the 

16-58 
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date of rank of the. grade in which the 
individual is currently serving, 

47. Block 1147--Noentryrequired,(See 
subpar, 16029.ld,) 

4S, PULHES--Block II4S 

PULHES 4S 

213121FR 
(Show complete profile in IRC only) 

a, For male enlisted personnel in
sert the complete physical profile 
serial including code letter and suffix 
if any, in this block, 

b. For unit diary reporting, only 
the code letter from the profile serial 
will be reported; i.e., 11A,'' 11 B," "F," 
etc. Do not include serial digits or 
suffix 11 R'' or 11 T. 11 Example: 

Ch PULHES to F 

c. The information for this entry 
is initially recorded on the enlistment 
contract or record of induction, and 
thereafter in the health record. 

d, Record a 11 011 for officer and 
women Marine personnel. 

49. Block 1149--No entry required, (See 
subpar, 16029.ld,) 

SO. Block 1150--No entry required, (See 
subpar. 16029.ld.) 

51. Block 1151--Noentryrequired.(See 
subpar, 16029.ld.) 

52. First Additional MOS--Block 1152 

FIRST ADDITIONAL MOS 
0141 

52 

a. Enter first additional MOS if 
any, If a first additional MOS has not 
been assigned, enter a zero, ·MOSs 
appear on page Sa ofthe service record 
book, and page 7a of the officer's quali
fication record. 
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b. A unit diary entry is required 
(unless otherwise directed by specific 
instructions) whenever any change of 
first additional MOS is effected. The 
remark must show all of the individ
ual's MOSs as they existed before the 
change, as well as all effective MOSs as · 
they appear after the change; e.g., 

Ch MOSs fr 0311/8531/none to 0311/ 
8651/8531 

53. Grade--Block 1153 

GRADE 

SSgt 

53 

a. Enter the title of the grade in 
which the individual is currently serv
ing. Grade is recorded on page I ofthe 
officer's qualification record, and on 
page 5 of the service record book. 

b. A unit diary entry is required 
whenever any change is effected in the 
grade in which the individual is cur
rently serving. The remark must show 
the new grade title and date of rank. 
The 11 authority11 under which the grade 
change is effected will be included in 
all entries of promotion above the grade 
of corporal. and in all reduction entries. 
The word 11 meritorious" will be in
cluded in entries reporting meritorious 
promotions. 

Examples: 

Appt LtCol USMC to rk fr (date) auth 

Prom to Cpl (meritorious) to rk fr 
(date) 

Red to LCpl to rk fr (date)auth __ _ 

.c. The word (temp) will be included 
in the entry reporting temporary ap
pointment to a new grade. 

~. When a temporary appointment 
is confirmed as permanent, the tempo
rary appointment must be revoked and 
the grade reestablished as permanent. 
A unit diary remark is required to re
voke the temporary appointment and 
date of rank and reestablish the grade 
as permanent with a date of rank. 

te. When a member in temporary 
enlisted grade is appointed to the next 
higher temporary enlisted grade, the 
old temporary grade will be confirmed 
to a permanent grade with a date of 
rank. A unit diary remark is required 
to: 

(I) Revoke the old temporary 
grade and date of rank. 

(2) Reestablish the old temporary 
grade as permanent with date of rank. 

(3) Report the new temporary 
grade and date of rank. 

Examples: 

Appt LtCol USMC to rk fr (date) auth ____________________________ __ 

Prom to Cpl (meritorious) to rk fr 
(date) 

Prom to GySgt (temp) to rk fr (date) 
auth CMC ltr ____________________ _ 

Rev GySgt (temp) to rk fr (date). Re
estab GySgt (perm) rk fr (date) auth 
CMC ltr _____________ _ 

Red to LCpl to rk fr (date) auth __ _ 

54. Name--Block 1154 

NAME 54 

JONES Robert Joseph III 

a. Enter the name as shown on 
page 9 of the officer's qualification 
record, or on page 2 of the service 
record book. Accuracy in recording 
the name is imperative; extreme care 
must be exercised to ensure that the 
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name is correctly placed on all docu
ments. Whenever it is discovered that 
a name appears erroneously on the IRC 
or in a unit diary entry, a correction 
entry must be reported for each known 
error. It is not sufficient merely to 
spell it correctly the next time it is 
shown. 'Any name correction requires 
that the full, correct name be shown 
below the SHOULD BE line; complete 
name in this instance includes full 
middle name(s), not just initial(s). This 
is necessary so that the DPI may cor
rect the magnetic tape -record, if af
fected. 

b. An actual change of an indi
vidual's name is not a "correction." 
When a change of name in official 
records is authorized by the Com
mandant of the Marine Corps, or by the 
provisions of subparagraph l3Z64.6, 

the change will be reported by showing 
the 11old11 name in the standard iden
tifying line, followed by a change entry 
reporting the 11new11 name and the 
authority for the change. 

c. Although full name is recorded 
on the IRC, only surname, first name, 
and middle initial(s) are to be re
corded as standard identifying infor
mation on the unit diary. 

55. Service Number--Block 1155 

a. Enter the service number of 
the individual for whom the IRC is 
prepared. Refer to subparagraph 
16082.1 for additional information on 
service number. 
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56. Component/Class--Block 1156 

56 

a. Enter the component/ class code. 
From information shown on the ap
pointment acceptance, enlistment con
tract, record of induction, and admin
istrative remarks page of the service 
record determine the individual 1 s com
ponent/class status. By referring to 
MCO Pl080.20, Personnel Accounting 
Codes Manual, the appropriate com
ponent/class code can be determined 
for that status. 

b. Usually, change of component/ 
class code occurs incident to reenlist
ment, or upon transfer of regulars to 
the Reserve Establishment. In these 
cases, individuals are dropped with 
one component/class code and joined 
with another, thus effecting the change 
without specifically reporting a change 
by unit diary entry. 

57. Primary MOS--Block 1157 

I PRIMARy MOS 
0331 

57 

• a. Enter the primary MOS. MOSs 
appear on page Sa ofthe service record 
book, and page 7a of the officer's quali
fication record, 

• b. A unit diary entry is required 
(unless otherwise directed by specific 
instructions) whenever any change of 
primary MOS is effected. The remark 
must show all of the individual's MOSs 
as they appeared before the change, as 
well aa all effective MOSs as they ap
pear after the change; e,g., 

Ch MOSs fr 0331/0311/8131 to 0369/ 
8131/none 

58. Block 1158--No entry required. (See 
subpar. l6029.ld,) 

59. Race and Sex--Block 1159 

a. Enter the race and sex of the 
individual as recorded on page 2 of the 

service record book, or page 9 of the 
officer 1 s qualification record, Changes 
in race information normally would be 
required only as a result of a correc
tion in official records as directed by 
the Commandant of the Marine Corps, 
Such actions are to be reported as 
changes, but when race has been er
roneously shown on an IRC, a 11correc
tion11 entry is proper. 

Example: 

RACE/SEX 

Caucasian 
Male 

59 

60. Block 1160-- No entry required. (See 
subpar, 16o29.ld,) 

61, Citizenship--Block 1161 

a. Record the following, as appro
priate, in this block to indicate citizen
ship status: 

( 1) If native born: "U.S." 

(2) If naturalized: "N. U.S." 

(3) If from a United States in
sular possession: 11U.S.I.P. 11 

(4) If an alien, enter name of 
country in which a citizen. 

Example: 

CITIZENSHIP 61 

N. U.S. 

b, Information for this block may be 
obtained from page 2 of the service 
record book and pages 1 and 9 of the 
officer's qualification record, 

62. Block 1162- -No entry required. (See 
subpar. 16029.ld,) 

63. Block 1163- -No entry required. (See 
subpar, 16029.ld.) 

64;- Block 1164- -No entry required. (See 
subpar. 16029.ld.) 

16-61 
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65. Date arrived U.S. from overseas 
station where dependents were au
thorized-- Block 1165 

a. For officers only; enter in this 
block the date an officer last returned 
from an overseas assignment where 
dependents were authorized, regardless 
of whether dependents were or were 
not present at the overseas location. 
The foregoing applies to duty with an 
amphibious group or amphibious squad
ron which was shorebased and where 
dependents ~ authorized. Example: 

ARR U .S./DEPN AUTH 65 
(Officers only) 

Yr Mo Da 

60 01 15 ( 15Jan60) 

Ch Date Arr U.S. Depn Auth to 17Sep59 

16-62 
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b. For enlisted, enter a zero. 

c. In the case of an officer being 
transferred from an overseas area 
where dependents are authorized to an 
overseas area where dependents are not 
authorized, the officer's date arrived 
from overseas station where depen
dents were authorized will be re
corded in this block as the date he is 
transferred from the duty station where 
dependents were authorized. 

d. The foregoing applies equally to 
officers who do not have dependents, 
i.e., bachelors. For the purpose of 
establishing this date, bachelors as
signed to overseas areas where de
.pendents are authorized will be con
sidered as serving with a dependents 
type tour. 

• 66. Block #66--No entry required. (See 
subpar. 16029.ld.) 

• 67. Block 1167--No entry required. (See 
subpar. 16029.ld.) 
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68, Block #68--Noentryrequired, (See 
subpar, 16029.ld,) 

69. Block #69--No entry required, (See 
subpar. l6029.ld,) 

70. Block #70- -No entry required, (See 
subpar. l6029.ld,) 

71. Date Arrived U.S. From Overseas 
Where DeZendents Were Not Authorized 
(Officers) Date Arrived U.S. From 
Overseas Where Depeodents Were Not 
Present (Enlisted) --Block #71 

.a. Enter the following dates, as ap
propriate, in block #71 of the IRC. The 
date required for record purposes is 
year and month only. 

(l) Officers-- The date an officer 
last returned from an overseas assign
ment, including duty aboard ship or 
with an amphibious group or amphibious 
squadron which was shore-based where 
dependents were not authorized, In the 
event an officer acquires dependents 
while serving in such an area, it will 
still be considered as a tour in an area 
where dependents are not authorized. 
In the case of an officer being trans
ferred from an overseas area where 
dependents are not authorized to an 
area where dependents are authorized, 
the officer's date of return from over
seas without dependents will be re
corded in this block as the date he 
arrives at the duty station where de
pendents are authorized. Example: 

ARR U.S. (OFFICERS-DEPN 71 
NOT AUTH) (ENL- W /0 DEPN) 

Yr Mo 

59 ll 

Ch Date Arr U.S. Depn Not Auth to 
Sep59 

(a) In order to constitute an 
overseas tour ~thout dependents, an 
officer must normally spend a mini
mum of 9 months outside the continen
tal U.S, in that status. If an officer is 

an overseas tour without 

dependents after serving less than 9 
months and more than 3 months, for 
reason other than combat, date re
corded in this block will be as follows: 

~· If the officer has no 
previous overseas tour record a 110 11 

in this block. 

_b If the officer has a 
previous overseas tour without depend
ents, his prior date arrived U.S. with
out dependents will be adjusted to credit 
him for the additional overseas time, 
For example: An officer who had re
turned from overseas without depend
ents on 15 June 1952 was sent to the 
3d Marine Division on 15 December 
1957. On 15 April 1958 this officer was 
returned to continental U.S. on a hu
manitarian transfer. Therefore, his 
date arrived U.S, without dependents 
should be reported changed to 15 Octo
ber 1952. 

l,.. Overseas tours ofless 
than 3 months without dependents will 
not be f=Onsidered when reporting date 
arrived U.S. without dependents. 

(2) Enlisted--The date an en
listed person last returned from an 
overseas assignment (including duty 
aboard ship, amphibious group or am
phibious squadron) where dependents 
were not present. If a dependent was 
acquired at an overseas location where 
dependents were not authorized, the 
acquired dependent is considered as not 
having been present. In the case of an 
enlisted man being transferred from 
an overseas area where dependents 
were not present to an area where 
dependents are authorized and present, 
the date recorded in this block would 
be the date dependents become present, 
If a dependent was acquired at an over
seas location where dependents were 
authorized, and for which there are 
separate accompanied and unaccom
panied tour factors, the acquired de
pendent is considered as having been 
present and an "ARRIVED U.S." date is 
not entered in this .block relative to 
current tour. If at &n overseas loca
tion where nts were authorized 
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and the tour length is the same regard
leas of dependency status and a de
pendent is legally acquired during the 
last 4 months of the overseas tour, 
the tour will be considered as an un
accompanied tour and an "ARRIVED 
U ,S." date will be entered. Example: 

ARR U.S. (OFFICERS-DEPN 71 
NOT AUTH) (ENL- W /0 DEPN) 

Yr Mo 

57 09 

Ch Date Arr U.S. w/o Depn to Oct59 

b. If, since 31 December 1951, an 
individual has completed one or more 
continuous periods of temporary addi
tional duty beyond the continental lim
its of the U.S., or if an individual has 
been on maneuvers beyond the conti
nental limits of the U.S. subsequent to 
his last permanent overseas as sign
ment, the date arrived U.S. recorded 
in this block will be advanced by a 
length of time equal to the total of each 
of such periods which were in excess 
of 3 months but less than 9 months 
duration. Do not change date arrived 
U.S. to reflect these periods of tem
porary additional duty or time spent 
on maneuvers if the individual has 
had no previous service outside the 
continental U.S. 

c. For those persons who per
formed temporary or temporary ad
ditional duty at locations outside the 
continental U.S. for a continuous period 
of 9 months or more, the date of 
return to continental U.S. from such 
duty will be recorded as date arrived 
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U.S. Thus any continuous 9-month (or 
over) tour of temporary or temporary 
additional duty outside the U.S, will be 
treated the same as a regular tour of 
overseas duty. 

d. Any period of time, other than 
TAD, spent in a combat area will count 
as an overseas tour without dependents 
and date of return to U.S, from a 
combat area will be recorded in this 
block, 

e. For those persons returned to 
the U.S. in a hospitalized status, rec
ord, "UNK" in this block until released 
from hospital to full duty status or 
until normal return date is reached, 
Date arrived U.S. will be established 
as date of release from hospital to 
full duty status or date person would 
have normally returned to U.S. which
ever is earlier. 

f. Personnel who return to CONUS 
by circuitous routing will have their 
Arrived U.S. date determinedbyadding 
"constructive travel time" to the date 
of departure from the overseas duty 
station. Constructive travel time for 
personnel returning from overseas by 
circuitous routing will be computed as 
direct air travel from overseas sta
tion to CONUS. 

• g. Date arrived U.S. which is re
corded on page 17 ofthe service record 
book and page 1 of the officer's quali
fication record includes year, month 
and day. In addition, personal interview 
with the individual may be required to 
establish the desired information in the 
personnel accounting system. Service 
overseas in other branches of the 
Armed Forces may be considered if 
properly substantiated. 
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72. Combat Service--Block #72 

a. Enter in this block the appro
priate code to in die ate whether a Ma
rine who served in any branch of the 
Armed Forces has participated in com
bat action against enemy forces and 
in which theater and/or war. Example: 

• COMBAT SERVICE CODE 72 

0 - Not applicable 
I - World War II 
2 - ·Korea 

IT] 4 - WWII & Korea 
5 - Vietnam 
6 - WWII & Vietnam 
7 - Korea & Vietnam 
8 - WWII, Korea & Vietnam 

Ch cbt serv code fr 2(Korea) to 7 
(Korea & Vietnam) 

b. Information for this block is 
recorded on page 9 of the service rec
ord book and page 8 of the officer's 
qualification record. 

73. Ex-Prisoner of War--Block #73 

a. Insert in this block the appro
priate code to indicate whether the 
individual was ever classified as a 
prisoner of war during any of the 
combat actions of the Armed Forces 
and the area where held prisoner. 
Example: 

EX-PRISONER OF WAR CODE 73 
(AREAS HELD) 

1m 0-Not Applicable 
A-Japan 
B -Philippines 
C-Europe 
D-SoPacific 
E-Korea 
F-China 
G-Japan-Korea 
H-Japan-China 
I-Philippines-

Korea 

J -Philippines
China 

K-Europe
Korea 

L-Europe
China 

M-SoPacific
China 

N-SoPacific
Korea 

b. Information for this block is 
recorded on page 9 of the service 

record book and page 8 of the officer's 
qualification record. 

74. Date Current Active Duty Began-
Block #74 

DATE CURRENT ACTIVE 
DUTY BEGAN 

Yr 
50 

Mo 
08 

Da 
24 

74 

Ch date curr acdu began to 24Aug50 

a. Insert in this block the com
mencement of the individual's current 
tour of active duty in the Marine Corps 
only. 

Example: Page 2 of the service record 
book shows the following under Entries 
as to Previous Service: 

Branch 
of 

Enlisted Discharged Service 

19Jun35 18Jun39 USMC 
l9Jun39 4Jan46 USMCR 

2Aug47 !Aug 50 USA 
24Aug50 23Aug54 USMC 
24Aug54 Curr USMC 

b. Immediate reenlistment would 
not result in a change to this block. 

c. Information for this item is re
corded on pages 2 and 3 of the service 
record book and page 9 of the officer's 
qualification record. 

75. Block #75--Noentryrequired. (See 
subpar. !6029.ld.) 

76. Block #76- -No entry required. (See 
subpar. !6029.ld.) 

77. Block #77- -No entry required. (See 
subpar. l6029.ld.) 

78. Block #78- -No entry required. (See 
subpar. !6029.ld.) 
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79. Block 1179--Noentryrequired. (See 
subpar. 16029.ld.) 

80. Block 1180- -No entry required. (See 
subpar. 16029.ld.) 

81. Date Form Completed--Block 1181 

a. Enter in this block the date that 
the IRC was prepared by the reporting 
unit. Example: 

DATE FORM COMPLETED 81 
Yr Mo Da 

60 01 24 

82. Block #82- -No entry required. (See 
subpar. 16029.ld.) 

• 83. Block 1183--No entry required. (See 
subpar. 16029 .ld.) 

84. Block #84--No entry required. (See 
subpar. 16029.ld.) 

.85. Last Overseas Tour FMF--Block 
1185 

a. Enter the appropriate code to 
indicate whether the individual's last 
overseas tour of duty was or was not 
with a Fleet Marine Force unit. Enter 
a 11 0 11 if individual has no overseas 
duty. Example: 

LAST OVERSEAS TOUR FMF 85 

IX] 0--Not applicable 
Y --Yes 
N--No 

b. Information for this block is re
corded on page 3 of the service record 
book (current enlistment only) and page 
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2 of the officer's qualification record. 
.For prior enlistments, it may be nec
essary to obtain this data through per
sonal interview. 

86. Block 1186--No entry required. (See 
subpar. 16029.ld.) 

87. Relations hi , Location and Year of 
Birth of Dependents--Blocks 87 
through # 131 

a. Blocks 1187 through #131 will be 
utilized for recording the relationship, 
present location, and year of birth for 
each dependent. Entries are not re
quired in Blocks 89, 91, 98, 100, 107, 
109, 116, 118, 125 and 127. See sub
paragraph 16029.ld for reporting unit 
us age of blank blocks on the IRC. 

( 1) Relationship--En t e r relac 
tionship of the dependent in the block 
entitled "DEPENDENT (Relationship)." 
e.g., Wife, Husband, Son, Daughter, 
Father, Mother. If the individual has 
no dependents enter a 11 0 11 inBlock#87. 
Definition of 11dependents 11 is explained 
in the Navy Comptroller Manu a 1, 
volume 4. 

(2) Location--Enter state or 
country of present location of the de
pendent in the block entitled "STATE/ 
COUNTRY WHERE LOCATED"; e.g., 
Va., Hawaii, Germany. 

(3) Year of Birth--Enterlast 
two digits of year of birth of the de
pendent in the block entitled "YR OF 
BIRTH"; e.g., 36, 53, 57. 
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#!DEPENDENT 87 STATE/COUNTRY WHERE 88 CODE 89 YR OF 90 
(Relationship) LOCATED 
Wife Va 

b. Unit diary entries will be made 
to report any addition or deletion of 
dependents and any changes or correc
tions in existing dependents informa
tion. Whenever reporting changes/ 
corrections, the relationship, present 
location, and year of birth for each 
dependent affected must be indicated as 
it existed prior to the change/ correc
tion in addition to reporting the new 
data (see exception to change of loca
tion in subpar. 16082.87c). Examples: 

Ch depn info present lac wife (33), son 
(53) fr Calif to NC; dau (54) fr Calif 
to Tex 

Ch depn info add son (60) present lac 
Fla 

Ch depn info delete wife (29) SC died 

c. To report change of location of 
dependents due to transfer of the Ma
rine, only new location information need 
be reported, provided new location: 

(1) Coincides with the new phys
ical location (state/ country) of the 
Marine; 

(2) Applies to all of the Marine's 
dependents; and 

• (3) Information is reported as 
pat-t of the joining remark. 

If all of the above conditions cannot be 
met, then dependent information must 
be reported in accordance with sub
paragraph 16082.87b. 

• d. In the event chang~ of location 
of dependents is not included in a joining 
entry, but subsequently reported, only 
the new location need be shown in the di
ary remark, provided the new location 

BIRTH 
33 

applies to all of the Marine's depend
ents. Example: 

Ch lac all depn to NC 

• e. If all of the above conditions 
cannot be met, then dependent informa
tion must be reported in accordanc·e 
with subpa:ragraph 16082.87b. 

16083 INSTRUCTIONS FOR 
REPORTING ITEMS NOT 
SHOWN ON THE INDIVIDUAL 
RECORD CARD 

1. Certain items of personnel infor
mation are reported on unit diaries 
as a matter of permanent record and 
to report pay data. However, some 
of these have an effect on the strength 
category of the individual, causing 
change between chargeable and not 
chargeable or from one not charge
able category to another. These items 
are discussed in the following para
graphs and in section 5 (pay data). 

2. Items not included on the IRC for 
which remarks are required, are as 
follows: 

Unauthorized absence 

In hands of civil authorities 

Awaiting retirement 

Casualty or injury 

Hospitalization 

Confinement 

Courts-martial or commanding offi
cer's nonjudicial punishment 

Leave 

Missing 

Temporary additional duty 
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Marine's physical location 
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16085 IN HAND3 CIVIL AUTHORI
TIES 

Foreign language qualification 

Social Security number 

Clothing allowances 

Excess leave checkages 

16084 ABSENCE--UNAUTHOkiZED 

l, Absence which commences by 
reason of failure to report as directed 
in transfer orders is explained in con
nection with joining entries (par. 16077). 
Absence which results in declaration 
of desertion causes the individual to be 
dropped from the rolls of the report
ing unit (subpar. 16081. 7). All other un
authorized absence occurring during 
service at a unit, and the definition of 
such absence (AWOL, MisMov) as out
lined in the Uniform Code of Military 
Justice, Articles 86 and 87, is to be 
reported on the unit diary. The entries 
are required to show that the absence 
was properly recorded at the time of 
occurrence and to substantiate charges 
under the Uniform Code of Military 
Justice. Periods of unauthorized 
absence of less than 24 hours shall be 
reported on the unit diary. Remarks 
concerning being 11 in hands of civil 
authorities" occurring while in an un
authorized absence status shall be in
cluded in the 11Fr UA11 entry. 

2. Sample entries: 

To UA (MisMov) since 0601 

On UA(AWOL) 0801 to 1310 surr at 
comd 

To UA(AWOL) abs fr gd post since 
1430 

Fr UA(A WOL) 0930 surr at cornd 

Fr UA(MisMov) RMC 0900 8Jan63 when 
rel to SP by CA Rome NY lliCA since 

-----"2.330 5Jan63 suspicion of robbery 
ges dropped 

l. When an individual is delivered to 
civil authorities show dates, times, 
designation of civil authority, together 
with charges and authority for delivery. 
When an individual is apprehended and 
retained by civil authorities show dates, 
times, charges and designation of civil 
authority. If the individual is brought 
to trial a remark will be shown in
dicating whether convicted or acquitted. 

2. A chargeable person delivered to or 
apprehended and held by civil authori
ties will remain ''chargeable'' for 30 
days after which he will be reported 
as ''not chargeable. 11 

3. Sample remarks: 

Del to CA SDIEGO at 1310 auth 
SecNav msg __ chg grand larceny 

To chg ret fr lliCA SDIEGO 0910 
charges dropped 

Aprnd and held by CA CHASN 1300 
on suspicion car theft 

16086 AWAITING RETIREMENT 

l. Persons ordered to the status of 
awaiting retirement whether on board 
or at horne become not chargeable from 
the date of that action, Such persons 
are usually awaiting the decision of a 
board as to physical disability. If ac
tual retirement orders are received, 
they would be dropped as retired. The 
remark is shown to remove them from 
the operating strength of the command 
pending final retirement or restora
tion to duty. 

2. Sample remarks: 

To not chg awtg retd 

To not chg horne awtg act SecNav 

16087 CASUALTY, INJURY, OR 
HOSPITALIZATION 

l. Wounds and other injuries incurred 
in co~bat, injuries incurred other than 
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in combat, and all periods of hospitali
zation, including sick in quarters or 
dispensaries, are to be reported on 
the unit diary. This information is 
required in the permanent record to 
support or refute individual claims 
regarding physical disabilities, Ad
missions and discharges to U.S. Naval 
Hospitals must show time of admission 
and time of discharge from hospital 
for units in which COMRA TS are au
thorized. This isnecessaryforpaydata 
purposes. 

2. Wounds and other injuries incurred 
in combat are reported separately or 
in connection with hospitalization. Show 
wounded or injured, location of occur
rence, and circumstances in brief. 
Examples: 

WlA at Inchon Korea to sk 1st Hosp Co 

Injured ammo dump explosion Masan 
Korea to sk USS REPOSE 

3. Any injury that requires an inves
tigation in accordance with the JAG 
Manual will be reported on the unit 
diary, The remark will show the na
ture of injury and location of occur
rence. Examples: 

Injured automobile acdt Carlsbad Calif 
to sk USNH Santa Margarita 0930 

To sk USNH PHILA 1100 burned acdt 
post galley 

4. Hospitalization in excess of 30 days 
causes a change in strength category 
(see par, 16079). Persons joined at a 
command while sick in a hospital 
are joined as not chargeable; they be
come chargeable when returned to full 
duty. Sample remarks: 

Fr stud to not chg hosp 0900 

Jdfr MB NAD Hawthorne Nev for rec 
only while sk USNH GLAKES 

To chg fr not chg hosp 

To sk Camp Disp 0900 

Fr sk qtrs 

5. When a reservist is hospitalized 
as a result of an injury received while 
performing extended active duty or 
active duty for training, an entry will 
be made on the unit diary reporting 
the incident, the name of the hospital 
and whether the injury or disease was 
incurred in line of duty. Transfers 
from one hospital to another or dis
charges from hospitals will also be 
shown in diary entries. 

16088 CONFINEMENT 

1. Report all periods of confinement, 
Changes in disciplinary status (e.g., 
from awaiting trial to serving sen
tence) while in confinement may be 
shown for local purposes, but are not 
required by this directive. 

2. Persons do not become "not charge
able, in all cases of confinement. Only 
per sons awaiting trial by or serving 
sentence of a general court-martial and 
persons joining a command in a dis
ciplinary status to be tried or to serve 
a sentence are shown as not chargeable. 
Members of the command who commit 
offenses thereat and become special or 
summary court-martial prisoners re
main in the same chargeable or not 
chargeable category as before confine
ment. Sample remarks: 

To not chg awd GCM by CG MCB Cam
Pen 

Jd fr .•• for rec only cnfd A TLSPCM 
had been att as strag 

Cnfd Camp Brig A TLSPCM 

Fr cnfd serv sent SCM 30 days time 
lost Ch PEBD to (date) Ch EAS to 
(date) Ch EOS to (date) Excess lv 
(Incl dates) (#days) Ck pay and alw 

Fr UA(AWOL) at 1015 cnfd Camp Brig 
AOH 

16089 COURTS-MARTIAL--COM
MANDING OFFICER'S NON
JUDICIAL PUNISHMENT 

1. Courts-ma·rtial which result in con
·viction shall be reported on the unit 
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diary. Generally, the remark should be 
reported only at such time as the sen" 
tence is ordered executed. However, as 
-an exception to the foregoing, a remark 
must be reported upon approval by the 
convening authority of any sentence 
which includes an unsuspended punitive 
discharge, hut where such sentence is 
not ordered executed pending appro
priate review. Unit diary remarks con
cerning trial by court-martial must in
clude: type of court-martial; date of 
approval by the convening authority if 
other than the date of the diary; the sen
tence as approved by the convening au
thority; and any reduction in grade ef
fected pursuant to the sentence of the 
court. 

2. Nonjudicial punishment imposed un
der Article 15, UCMJ, which results in 
forfeiture of pay, detention of pay, con
finement, and/ or reduction in grade 
shall be recorded on the unit diary. In 
any case where detention of pay is 
imposed, the diary remark must include 
the date on which the detained pay is to 
be credited to the member's pay ac
count. 

3. If subsequent events/ actions affect 
a previously reported sentence or pun
ishment, this shall be reported through 
an entry on the diary showing the effect 
of the event/ action involved, the date 
and authority effecting the change, and, 
in cases involving restoration of grade, 
the grade and date of rank to which 
restored. 

4. Sample entries: 

a. (SCM) (SPCM) (GCM) appr and 
ordered executed. Sent to forfeit $ __ 
per mo for _ mo, to be cnfd for 
(period), to be red to (grade), Red to 
(grade) to rk fr (date) PurSent. Cnfd 
Post Brig serv sent CM. 

b. SPCM appr but not ordered ex
ecuted. Sent (here show sentence as 
approved by the convening authority). 
Forfeiture applies to pay and alw due 
on and after (date directed by CA). 

c. SPC:&l appr but not ordered exe
cuted by CA (date), by Supervisory 

Auth (date), by Bd of Review (date), 
and affirmed by Court of Mil Appeals 
(date), ordered executed (da~e) by (com
petent authority which ordered execu
tion of the sentence). Red to (grade) 
to rk fr (date) PurSent. 

GCM appr (date) 
Restored to 

d. Findings of 
set aside, auth 
(grade) to rk fr (date). 

e. Nonjudicial punishment imposed 
under Art. 15, UCMJ. To have$ 
per mo for mo detained, and to 
be red to (grade). Detained pay payable 
on (date), Red to (grade) to rk fr (date) 
auth Art. 15, UCMJ. 

16090 LEAVE 

t 1. Leave is recorded on the unit diary 
fOr local command use, for permanent 
record purposes at Headquarters Ma
rine Corps and for pay data purposes. 
The type of leave will be shown when 
it is other than annual leave; e.g., 
reenlistment, emergency, sick or ex
cess leave. If type of leave is excess 
leave, see part A section 5, of this 
chapter for additional pay data require
ments relative to checkage of pay. The 
following method will be utilized for 
reporting leave: 

a. Entries will be made so that 
the "to" leave entry appears on the 
diary which accounts for the first day 
counted as leave. The 11from 11 leave 
entry should then appear on the diary 
which accounts for the last day counted 
as leave. The 11from 11 leave entry must 
also reflect the inclusive dates of leave 
and the total number of days involved, 
Examples: 

To lv 

Fr lv l-15Feb63(15) 

To lv CONUS 

To emerg lv 

Fr lv CONUS 8Mar63-6Apr63(30) Enr 
US l-7Mar63 via Govt acft Awtg trans 
SFRAN 6-14Apr6"3 1-Enr Japanl5-27Apr 
63 via USS GEN MANN 
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To SEADU (or To FORDU) (date of 
commencement) 

2, Ships' detachments willmake 
an 11 on lvl-1 notation on a sa i 1 in g 
diary as required by subparagraph 
16054,12g. 

16091 MISSING--MISSING IN AC
TION--CAPTURED--IN
TERN ED 

1. The term "missing 11 is used to 
describe involuntary absence of per
sons under circumstances not involving 
enemy action. 

2. The term 11m is sing in action 11 is 
used to describe involuntary absence 
of persons under circumstances in
volving enemy action, other than those 
determined to be captured or interned. 

3. The term 11 captured'' is used to 
describe involuntary absence of per
sons who were seen to be captured alive 
and in the hands of the enemy. 

4. The term "interned'' is used to 
describe involuntary absence of 
persons who are detained in time of 
war by nonbelligerent foreign powers. 

5. Care will be exercised not to re
port persons voluntarily absent under 
the above categories. 

6. Per sons who are determined to be 
missing, missing in action~ captured 
or interned become "not chargeable" 
to the reporting unit on the date of 
disappearance. 

.7. Combat committed units reporting 
casualties will drop and transfer per
sons carried in the above described 
categories to the Missing and Captured 
Persons Unit, HQMC, after they have 
been carried in these categories for 30 
consecutive days. 

B. Units reporting nonbattle casualties 
under peacetime procedures will not 
transfer casualties to Headquarters 
Marine Corps; they will not be dropped 
until they are recovered by another 
unit or determined to be dead. 

9. Sample remarks: 

To not chg MIS vicinity Chosin Reser
voir Korea 

Drop tr to MIS &. CPTR Pers Unit 
HQMC by SR MIA since ___ _ 

To not chg MIS fr routine trng flt 
Sierra Nev Mts 

To chg fr MIS ret to US control by 
_____ authorities 

16092 TEMPORARY ADDITIONAL 
DUTY 

1. Periods of temporary additional 
duty performed must be recorded on 
the unit diary. Entries will be made 
so that the "to" TAD entry appears 
for the day the individual departs on 
TAD. The "from" TAD entry should 
then appear on the diary for the day 
the individual returns from TAD. Do 
not use inclusive dates to record TAD 
since the recording of "to" TAD and 
11from 11 TAD is necessary for pay 
data. Hour of departure and hour of 
return will be included in TAD entries. 
Ships 1 detachments, flag and/ or staff 
allowance will make an 11 on TAD" 
notation on a sailing diary as required 
by subparagraph 16054.12g. 

2, TAD involving status as a student or 
TAD in excess of 30 days must be so 
identified in the ''to 11 entry in order 
that the change in strength category 
may be indicated. In addition, if TAD 
is in excess of 30 days the location 
must be reported, unless it is classi
fied for security reasons, so that the 
Marine's location may be recorded in 
the personnel accounting system. If 
location is classified, show "Classified 
lac." 

Sample entries: 

To TAD 0600 

To TAD as stud (course) (location) 
1300 

To TAD (location) (Classified loc) 1030 
in excess of 3() days 

16-71 
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3. Remarks showing return from tem
porary additional duty will record that 
fact except as follows: 

a. Termination of student status on 
TAD must be indicated together with 
name and location of course and whether 
or not completed course, unless loca
tion of course is classified for security 
reasons. 

b. If TAD was originally reported 
as "to TAD (location) (Classified loc) 
in excess of 30 days" (see subpar, 
16092.2) the entry reporting return to 
permanent duty station will be shown 
as follows: 

( l) If the individual returned 
after completing 30 or more days of 
TAD: Fr TAD (location) (Classified 
loc) 1600 in excess of 30 days 

• (2) If individual returned prior 
to completion of 30 days TAD: Fr TAD 
(location) (Classified loc) 1600 not in 
excess of 30 days as reported on UD_ 

c. If TAD was performed in a 
combat area while regular station was 
not in a combat area, the complete 
itinerary must be shown in the 11fr 11 

entry. This will facilitate subsequent 
determination of eligibility for service 
medals. 

4, If TAD outside the US was per
formed in excess of 3 months, the "fr" 
remark will include a change in date 
of arrival in US, if a date has been 
previously established. (See subpar, 
16082.71.) Sample entry: 

Fr TAD (location) (Classified loc) 1230 
in excess 3 mos o/s New date arr US 
without depn (date) 

16093 SERVICE SCHOOLS COM
PLETED 

l. The completion of courses of in
struction at formal schools which have 

16-72-
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service school code numbers will be 
reported on the unit diary for enlisted 
only. This enables the electronic com
puter installation to maintain a record 
of such schools attended by an individ
ual. Completion of courses at civilian 
schools should also be reported on 
enlisted. If the formal school training 
qualified the individual for a particular 
MOS, the change of MOS will be in
cluded, Do not report completion of 
courses of unit schools at division, 
wing, brigade, base, depot or equivalent 
level or correspondence type training 
courses. Example: 

Fr TAD stud compl TeletypeOpr Crs 
Ch MOSs fr 2533/none/none to 2541/ 
2533/none 

16094 INDIVIDUAL'S LOCATION 
COUNTY/STATE/COUNTRY 

1. The physical location at which a 
Marine is serving is maintained on 
magnetic tape record at the computer 
installations. This information is es
sential in compiling statistical data 
such as the number of Marines located 
in each state in the United States or 
number located ineachforeigncountry. 
The magnetic tape record shows the 
unclassified location by county and state 
within the United States and by country 
outside the United States, 

2. The unit title and location as shown 
in the heading of the unit diary is usually 
sufficient to enable the DPI to determine 
the unclassified location of individuals 
provided they are physically located 
with the unit, If, however, an individual 
is performing duty at a different loca
tion from that of the unit, the un
classified location of this individual 
must be reported on the unit diary, 
Exceptions to the above are changes 
of location which are expected to be 
less than 30 days duration; these need 
not be so reported, 
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3. To report change of location, if not 
classified for security reasons, report 
city, county (if known), and state if 
within the United States, or country if 
outside the United States. Sample en
tries: 

Ch individual' a location to (location) 

Ch individual's location to Classified 
loc 

• 16095 DELETED (Ch. 8) 

16-73 
Ch.8 



···CHAPTER 16--PERSONNEL ACCOUNTING SYSTEM 16105 

SECTION 5: INSTRUCTIONS FOR ENTERING PAY DATA ON THE UNIT DIARY 

16100 GENERAL 

I. A copy of the unit diary is the most 
commonly used substantiating voucher 
for pay record entries. Two copies of 
the diary will be furnished to the dis
bursing officer servicing the unit. White 
manifold paper will be used for the 
disbursing officer's copies. These cop
ies must be legible. 

• 2. Detailed instructions for t}).e sub
mission of unit diaries and military pay 
orders (DD Form 114) to disbursing 
officers., including the commander's 
authorization on unit diaries, are con
tained in paragraphs 044570-044572, 
Navy Comptroller Manual. 

16101 RESTRICTION ON USE OF 
DIARY 

I. No diary entries will be made to 
substantiate pay record entries unless 
included in this section. I£ a diary for
mat in paragraph 16111 does not provide 
for a specific instance, or if additional 
information to that shown in a format 
is necessary, a separate pay record 
order using DD Form 114 must be sub
mitted. (The only exception is in the 
case of the certificate required to 
support credit of aviation pay. Nav
Compt Form 38 will be used for this 
purpose.) However, if the information 
can be conveyed by the use of a combi
nation of two or more sample formats, 
such multiple entries are permissible. 

16102 PAY RECORD ORDERS 

I. I£ a reporting unit is serviced by 
more than one disbursing office, in 
order to eliminat~ retyping unit diaries 
so as to provide sufficient legible 
copies for several disbursing offices, 
pay record orders may be submitted, 
using the formats shown in paragraph 
16111. 

2. Marine Corps commands serviced 
by other than Navy or Marine disburs
ing officers will submit DD Form 114 

using the formats in paragraph 16111, 
to substantiate pay record entries. 

16103 ATTACHED ROSTER 

I. When an attached roster is refer
enced on the diary, it does not have 
to be authenticated. It is an integral 
part of the diary and as such, the sig
nature which authenticates the diary 
is sufficient validation . 

16104 CONTINUITY 

1. To provide continuity in the record 
of diaries, it is mandatory that two 
copies be furnished to the disbursing 
office as outlined in paragraph 16100, 
even though the entries on a particular 
diary may have no effect on the pay 
andjor allowances of any of the mem
bers listed. 

16105 CAPTIONS 

I. Regardless of the caption under 
which an entry appears on the diary; 
e.g., CHARGEABLE, NOT CHARGE
ABLE, ATTACHED, etc., if it is other
wise proper, it may be used to sub
stantiate a pay record entry, and a 
separate pay record order need not 
be submitted. 

16106 CORRECTION ENTRIES 

I. If a prior unit diary entry is re
sponsible for an erroneous entry on 
a pay record, the erroneous entry may 
only be adjusted by a CORRECTION 
ENTRY on the diary. (S!'e subpar. 
16054.13.) The partoftheCORRECTION 
ENTRY after the caption SHOULD BE 
will correct only that part of the orig
inal diary entry that was wrong or add 
the information that was previously 
lacking. 

16107 RESUBMISSION 

I. At sui:h times as a roster or diary 
is returned to the unit by the Data 
Processing Installation for resubmis
sion, disbursing copies only will be 
clearly rnarked RESUBMISSION. 

16-75 
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16108 BASIC ALLOWANCE FOR 
'SUBSISTENCE, RATIONS IN 
KIND NOT AVAILABLE 

l. Permanent change of station 

a. Commencement of credit. An 
entry will be made on the unit diary, 
authorizing the coii'llnencement of cred
it of basic allowance for subsistence, 
if otherwise proper. 

b. Termination of credit. The unit 
diary will not be used to terminate 
credit of basic allowance for subsist
ence on detachment. Termination is 
made by a copy of the members orders. 

16109 BASIC ALLOWANCE FOR 
SUBSISTENCE, PERMISSION 
TO MESS SEPARATELY 
GRANTED 

l. Permanent change of station 

a. Commencement of credit. After 
a commander approves a request by 
an enlisted member for permis sian to 
mess separately, an entry on the unit 
diary will substantiate commencement 
of credit for commuted rations. 

b. Termination of credit. The unit 
diary will not be used to terminate 

16-76 
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credit of co'rnmuted rations on detach
ment. Termination is made by a copy 
of the members orders. 

Z. Temporary additional duty 

a. Authorization of commuted ra
tions while an enlisted member is 
attached at a temporary additional duty 
station, will be accomplished bymeans 
of an appropriate diary entry under 
the heading "ATTACHED." 

3. Other termination. Termination of 
credit of com.m.uted rations at times 
other than those noted above, such as 
change in marital status, will be sub
stantiated by an entry on the diary. 

16110 PAY ENTRY BASE DATE 

l. The pay entry base date must be 
changed to compensate for all lost 
time, including those periods when con
finement is involved. The unit diary 
entry, however, indicating a change due 
to confinement, may not be made until 
the member is released from confine
ment. The unit diary entry that shows 
release from. confinement will reflect 
the number of days lost time and au
thorize the change of pay entry base 
date, stating to what date it should be 
changed. 



.ITEM 
NO. 

1. 

2. 

3. 

4. 

5. 

6. 

JOININGS 

Jd 32 recruits fr USMC-RS Al
bany NY (incl dates) trav See 
roster att (Roster must include: 
SN, date enl, PEBD, SSNo, and 
component) 

Jd recruit fr USMC-RS Albany 
NY Enl (date) (incl dates) trav 
PEBD (date) SSNo. ____ _ 

Jd fr USMC-RS Albany NY 
Reenl (date) for __ yr s (incl 
dates) trav PEBD (date) ICMA 
(date) SSNo. __ Reappt (grade) 
to rk fr (date) auth _____ _ 

Jd reenl __ yrs PEBD (date) 
ICMA (date) SSNo. __ Reappt 
(grade) to rk fr (date) auth __ 

Jd fr USMC-RS Albany NY 
Reenl (date) for __ yrs (incl 
dates) trav PEBD (date) CMA 
(date) SSNo. __ Reappt (grade) 
to rk fr (date) auth ------

Jd reenl __ yrs PEBD (date) 
CMA (date) SSNo. __ Reappt 
(grade) to rk fr (date) auth_ 

Jd fr Co A lstBn lstMar lstMar 
Div FMF (incl dates) pro (incl 
dates) Del (incl dates) (total days) 
trav (include remark _showing 
commencement of BAS/ ComRats, 
when appropriate) 

Jd by ace (perm) (temp) appt 
as 2ndLt (MCR) (USMC) to rk fr 
(date) auth ________ _ 

The first duty station is the first unit of 
the Regular Establishment to which a Ma
rine reports for active duty. It does not 
include the recruiting station, If the social 
security number is known, it must be 
shown. If it is not known, then the date of 
submission of Form SS-5mustbe shown. 

For less than 10 recruits. See explana
tion in Item if 1. 

When joined by reenlistment from a 
place other than the first duty station 
with a break in service of more than 
90 days. 

When joined by reenlistment at the first 
duty station. Has a break in service of 
more than 90 days. 

Joined by reenlistment from a place 
other than the first duty station. Has a 
break in service of less than 90 days. 

Joined by reenlistment at the first duty 
station. The break in service is less 
than 90 days, but more than 24 hours. 

For substantiation of credit of com
muted and/or leave rations when pro
ceed time and/or leave or delay en 
route has been authorized in connection 
with performance of travel. 

For an officer joining on first accept
ance of commission. PEBD and social 
security number are not required un
less this is an initial entry into service 
or if a break in continuous active serv
ice immediately preceded the member's 
reentry. 
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ITEM 
NO, 

9. 

REMARKS 

TEMPORARY ADDITIONAL 
DUTY 

BASIC ALLOWANCE FOR 
SUBSISTENCE 

10. BAS@$ __ perdayfr 
0800 7Feb60 No Rats in kind 
a val 

11. BAS @$ __ per day fr 
0630 7Feb60 Emergency con-
ditions auth CMC ltr ___ _ 
No Govt mess aval 

12. ComRats@ $ __ per day 
fr 0930 7Feb60 Rats in kind 
not furn 

13. Suspend ComRats 1100 Field 
exercises 

14. Resume credit 1400 ComRats 
prev suspended UD # ___ _ 

15. To TAD 1600 20Apr61 continue 
ComRats auth --------

16. Fr TAD 1500 2Sep61 no Rats 
furn while on TAD 

CLOTHING ALLOWANCES 

17. Cr cash alw $ ______ auth 
par. 340 ICR 

18. Stop BMA/SMA Asg Combat 
area 9Feb60 

19. Cr BMA/SMA fr combat area 
& clo processed 9Feb60 

16-78 

EXPLANATION 

No sample format necessary, (Ref. par, 
16092.) 

For Commencement only. See para
graph 16108 for instructions regarding 
termination. 

For commencement only. See para
graph 16108 for instrudions regarding 
termination. 

For commencement only. See para
graph 16109 for instructions regarding 
termination. 

When an enlisted member who is au
thorized commuted rations, departs on 
field duty for exercises, maneuvers, 
etc., where field rations are provided, 
his ComRats will be suspended. 

After the enlisted member whose Com
Rats were suspended returns from field 
duty, resumption of credit of ComRats 
will be achieved by this entry, 

When member sent TAD and ComRats 
continue in force.(See par, 14056.5,) 

When returning from TAD when Com
Rats remained in force, (See par. 
14056.5.) 

For female enlisted members. 

See paragraph 803, ICR 

' See paragraphs 841 and 862, ICR. When 
hospitalized personnel are r.eturned 
from a combat area, this complete 
remark need not be shown, Show only 
that portion relating to the member's 
date of departure from a combat area. 
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ITEM 
NO. REMARKS EXPLANATION 

20. Cr ICCCA $ __ Auth For use when a member is assigned 
to duty requiring the purchase of ci
vilian clothing. 

21. Stop CCMA 9Feb60 Relieved of See paragraph 460, ICR. 
duty requiring civilian clo 

22. Cr CCMA $ __ fr 9Feb60 Last See paragraph 695, ICR. 
entitled ICCCA 21Dec58 Reasg du 

23. 

requiring civilian clo 

PROMOTIONS AND REDUC
TIONS 

ABSENCE- -AUTHORIZED 

Fr lv l-150ct63(15) 

Fr lv l-15Jun63(15) Excess lv 
ll-15Jun63(5) ck pay & alw 

ABSENCE-- UNAUTHORIZED 

26(1) Fr UA 0700 Prev shown to UA 
(AWOL) 0600 5Feb63 See 
UD # Abs excused unavoid 

No sample format necessary. (Ref. par. 
16082.53.) 

Departure on lv will be reported as 
required. In every case, on return from 
leave, the inclusive dates of the period 
of leave must be shown including the 
total number of days. Types of leave, 
except annual, must be specified. 

When a member is granted leave which 
will result in a part of it being excess, 
the actual dates and the number of days 
leave taken and days in excess, both 
must be shown together with a direction 
to check pay and allowances. 

Cr lv Rats prd 28Jan-8Feb63 (12) 

When absence is excused as unavoidable 
in conjunction with leave or liberty, 
the inclusive dates for which leave ra
tions are creditable must be shown. 
Indicate total number of days in paren
theses. A member who is declared a 
deserter is reported on the diary in the 
normal manner. When he returns from. 
desertion, the fact is again reported on~ 
the diary. 

26(2) Fr Absence Over Liberty Abs 
excused unavoid Cr lv Rats prd 
6-9Dec63 (4) 

26(3) Fr Absence Over Liberty Abs 
excused unavoid Cr lv Rats 
6Dec only ( 1) 

27. 

PAY ENTRY BASE DATE 

Change PEBD to 15Jul57 SKMC 
15 days time lost 

See paragraph 9059, MCPM. 

Events that will affect a pay entry base> 
date will be reported as soon as prac-· 
ticable, except when confinement is in-· 
volved. This is necessary since the> 

·- --disbursing officer must change the PEBDI 
whenever an incident occurs that willl 

ct it. 
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ITEM 
NO. REMARKS 

SOCIAL SECURITY NUMBER 

28. Post (Change) SSNo ___ _ 

COURTS-MARTIAL 

29. SPCM appr 15Jan60 forfeiture 
of pay and allowances $40 

30. 

31. 

per mo for a prd of 6 mos 

SPCM appr 15Jan60 SA action 
reduce forfeiture of pay and al
lowances to $40 per mo for a 
prd of 2 mos 

MISSING, MISSING IN ACTION 
ETC. 

HOSPITALIZATION 

PROFICIENCY PAY 

32. Awd proficiency pay P-1 
based on (Splty) (SP) for 
MOS • Auth (curr 
Marine Corps Directive 
and Unit Spl Order) 

33. Proficiency pay P-1 
terminated on (Date) 
(Reason) Auth (appro
priate Unit Spl Order) 

34. Previously awd profi
ciency pay P-1 on (Date) 
Auth (MCO and Unit Spl 
Order) 

-lfi-80-
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EXPLANATION 

If the social security number is not 
available when the pay record is ini
tially opened, the number may be posted 
later by means of this entry, When a 
change is indicated because of an in
correct number, use this entry to re
port it. 

When conviction results, in all cases 
of courts -martial, the entire sentence 
will be shown, including fines, for
feitures, reductions, etc. H confinement 
is involved, do not change the PEBD 
until the member is released from 
confinement. 

No sample format necessary, (Ref. par. 
16091.) 

No sample format necessary. (Ref. par, 
16087 .) 

For commencement of credit of pro
ficiency pay while carried on rolls of a 
reporting unit. Entry must include criti
cal MOS, Category "B" MOS, or term 
which will identify quota under which 
award is made. 

For termination of credit of proficiency 
pay. Reason for the termination must be 
stated. 

This entry will be reported in conjunc
tion with the joining remark for con
tinuation of proficiency pay when change 
of reporting unit is effected. 
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ITEM 
NO. 

35. 

36. 

37. 

38. 

39. 

40. 

41. 

42. 

43. 

44. 

REMARKS 

QUARTERS ALLOWANCES 

BAQ@ $ fr 10Aug64 
(No govt qtrs aval) or (Asg 
public qtrs term) BAQ En
titlement E 

BAQ@ $ fr 10Aug64 
(Sub standard qtrs) BAQ 
Entitlement E 

Stop BAQ @ $ fr 3Aug64 
BAQ Entitlement N (or Unk) 

Ch BAQ Entitlement to H 
(Residing in govt qtrs) 

Ch BAQ Entitlement to E 
(Residing in other than govt 
qtrs) 

EXPLANATION 

This item will be used to commence en
titlement of quarters allowances (Enl 
w/o depn) 

Assigned substandard qtrs 

To terminate BAQ previously authorized 
enl mbr w/o depn 

Upon assignment of mbr to govt qtrs 

When BAQ approved, approval of BAQ 
received, or mbr asgn to govt qtrs 
terminated. 

ABSENCE DUE TO MISCONDUCT 

To SKMC USNH ________ For personnel admitted sick and such 
auth admission is determined as SKMC 

Fr SKMC USNH Ch 
PEBD to (date) Ch EAS to 
(date) 

SEA DUTY 

To/Fr SEADU 

FOREIGN DUTY 

To/Fr FORDU 

HAZARDOUS DUTY 

REENLISTMENT 

Drop (as of date) HonDis 
EofE auth (lv sett) 
RR Jdreenl 6 yrs Ch EAS to 
(date) Reenl bonus pd Awd 
VRBM VRBI __ _ 
(or lump-sum payment) 

Upon release fr SKMC 

For commencement or termination. Com
mences date of reporting. Stops the date 
of detachment. 

For commencement or termination. Com
mences from and incl date arrival at 
designated place through the date of de
parture (see NavCompt Manual for de
tailed instructions re periods of hasp, 
TAD, lv, etc). 

No sample format 

Include the remark when a reenl bonus is 
paid. In addition include the Variable 
Reenlistment Bonus Multiple (VRBM) and 
number Of installments (VRBI). If lump
sum paid, show authority. 
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ITEM 
NO. 

~6. 

REMARKS 

HOSTILE FIRE PAY 

Cr HFP condition 1 fr 
1 Aug 65 

16112 REPORTING PAY INFORMA
TION ON ATTACHED PER
SONNEL 

1. Reportable items occurring to an 
individual while on temporary addi
tional duty are reported to the parent 
unit, which in turn, reports the item on 
its unit diary. When such an individual 
is the subject of an item affecting his 
pay and/or allowances, in order to 
eliminate the submission of a pay 
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EXPLANATION 

This item will be used to commence 
entitlement to HFP for enlisted members. 
(See NavCompt Manual and other interim 
Navy Dept. Instructions for details on 
HFP requirements criteria). 

record order at the temporary addi
tional duty station when the member's 
pay record accompanied him, these 
items, in addition to being reported 
back to the parent unit as required in 
paragraph 16076.2, will also be re
ported under the caption 11 ATTACHED 11 

by the organization to which he is 
attached for temporary additional duty 
and on the basis of this type entry, the 
disbursing officer will take necessary 
adjustment action. 
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SECTION 6: MONTHLY PERSONNEL ROSTER 

16125 GENERAL 

• l. The Monthly Personnel Roster 
(MPR) is a listing of the names of the 
chargeable and not chargeable person
nel in a particular reporting unit as 
reflected in the PAS on the last day of 
an accounting period. 

2. The MPR is used: 

a. As an auditing aid for maintain
ing PAS records in agreement with 
service records. 

b. To detect erroneous reporting 
and processing of personnel infor
mation. 

c. To provide HQMC with a histori
cal document. 

• 3. These rosters are prepared not later 
than the fifth working day after the end 
of the month by the personnel accounting 
computer center which has accounting 
jurisdiction of the reporting unit. An 
original and two copies are then mailed 
to the reporting unit for audit. 

16126 CONTENT AND FORMAT OF 
THE MPR 

l. The cover sheet of the monthly 
personnel roster contains the follow
ing information: 

a. The report title: MONTHLY 
PERSONNEL ROSTER. 

b. Reporting unit code number. 

c. Effective date. This is the date of 
the latest unit diary which has been 
processed into the system as of the 
cutoff date. 

d. DPI number. 

e. Auditing item titles. 

f. Missing unit diaries, by number, 
to a maximtim~6£ eight. 

g. 

h. Reporting unit title and mailing: 
address • 

2. The body of the roster shows the' 
following "identifying information": 

a. Grade code. 

b. Name--as much of the full name 
of Marine Corps personnel as can be 
printed in 16 spaces. For other armed 
services personnel, only last name is 
shown here. 

c. Service number. 

d. Component/Class code. 

e. Primary MOS of Marine Corps 
personnel; MOS equivalent for Navy 
personnel; blank for others . 

f. Strength Category code- -Marine 
Corps personnel only. 

g. Initials of surname, first and 
middle names. 

.3. Additionally, the body of the roster 
shows the following information for 
Marine Corps personnel only: 

a. One, two, or three other items 
of information as contained in the 
master personnel magnetic tape 
record. These are the 11 auditing items . 11 

4. The sequence of the listing is alpha
betical by name, in groups as fol
lows: Marine officers, Marine enlisted, 
other Armed Forces officers, and other 
Armed Forces enlisted. 

5. At the end of the roster is shown 
the totals of the above groups, with a 
grand total of the four. 

6. Codes may be shown on the MPR 
for certain of the items of information. 
Most of these codes are contained in 
MCO Pl080.20, Personnel Accounting 
Codes Manual; those not shown therein 
will be explained such times as they 
are used. 
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7. Dates will be indicated as shown in 
the following examples: 

58 indicates 1958 

5802 indicates February 1958 

580201 indicates l February 1958 

16127 AUDITING AND CORRECTING 
THE MPR 

l. Reporting units must complete an 
audit of the MPR within 5 working 
days after receipt. 

2. The most recent unit diary proc
essed at the DPI prior to MPR prep
aration will be the cutoff diary against 
which the MPR is to be audited. The 
effective date of the MPR indicates the 
date of the cutoff diary. lithe reporting 
unit has reported all gains and losses 
promptly, as well as all other person
nel accounting information, the roster 
should reflect the identifying informa
tion and auditing item data of the per
sonnel 11 on board'' as of the effective 
date of the MPR. 

• 3. All of the information in the body 
of the MPR, as well as the reporting 
unit code number, title, and mailing 
address shall be audited to determine 
whether this information is in agree
ment with reporting unit-maintained 
records. This means that the identify
ing information and auditing items data 
for each individual must be compared 
against the personnel records main
tained by the unit. 

4. Errors found during the audit proc
ess may be considered to be one of 
two types; namely, a reporting unit 
error, or a data processing installa
tion error. 

a. Reporting unit error. Such er
rors may be due to the present unit's 
failure to correctly report personnel 
accounting data, or because of errone
ous reporting by another reporting unit 
on whose rolls the individual was pre
viously joined. (Compliance with the 
requirements of subpar. 16030.7 will 
eliminate the perpetuation of errors 
caused by previous units.) 

b. Data processing installation 
~· Such errors can be determined 
by verifying the fact that a reporting 
unit reported correct information, but 
the data was missed or incorrectly 
entered into the PAS as evidenced by 
the MPR. 

.(1) HQMC monitors officer pro
motion data to the extent that simul
taneously upon forwarding of promotion 
authority to individual's command an 
entry is made in the Master Tape Record 
to indicate new grade, without awaiting 
the unit diary entry change. Upon receipt 
of the MPR which may reflect grade dif
ference in that the grade entered at 
HQMC is one which the reporting unit 
has yet to enter in the PAS, the reporting 
unit should ascertain the individual's 
name being on the selection list, and if 
the name appears thereon, corrective 
action should not be made pending re
ceipt of promotion authority. 

The following items are entered into 
the Master Tape Record at HQMC by the 
Offices indicated. Changes may not be 
entered by unit diary. Erroneous infor
mation should be brought to the attention 
of the appropriate office by correspond
ence: 

ITEM 

Expiration of 
Active Service 

Component/Class 
Service Schools 
Special Designation 
Civilian Education 
Permanent Rank 
Present Rank 
Date of Rank 

OFFICE CODE 

DFA 
DFA 
DFA 
DFA 
DFA 
DH 
DH 
DH 

5. Reporting unit errors can be cor
rected only by unit diary entry. Correc
tion of erroneous data must be re
ported no later than the fifth working 
day after receipt of the MPR. .6. In preparing a new IRC in response 
to request, that information previously 
reported into the PAS cannot be changed 
merely by showing later, correct infor
mation on the new IRC. Any such 
changes required must be reported on 
a unit diary prior to or in conjunc
tion with the resubmission of the 



'CHAPTER 16--PERSONNEL ACCOUNTING SYSTEM 16127 

The resubmitted IRC must then reflect 
the later, correct information. Items of 
previously unknown data may be re
flected on the new IRC without unit 
diary entry. 

7. Data processing installation errors 
are to be corrected on the MPR. In 
making these corrections, the following 
procedures will be accomplished: 

a. Erroneous data appearing on 
the MPR shall be lined out by drawing 
a single, horizontal line through the 
erroneous information. -Do not oblit
erate or damage the MPR. All correc
tions shall be entered in black ink, or 
by typewriter with black ribbon. 

b. If appropriate, enter the correct 
information immediately above the 
erroneous information. In reporting 
any name correction, enter the full, 
complete name as it appears in the 
service records; complete name in 
this instance is to include full middle 
name(s). When an item which has been 
reported to a DPI is blank on the 
roster, insert the correct data and 
underline it. To the left of the grade 
code, show the identity of the docu
ment on which the correct information 
was reported; e.g., UD #91-62; IRC; 
MPR for (date). Since unit diaries, 
IRCs, and occasionally MPRs are the 
only usual means of entering infor
mation in the PAS, other references 
such as SRB, OQR, etc., shall not be 
used. 

c. Remember that the roster is of 
a certain cutoff date, and that certain 
unit diaries may not have been re
ceived at the DPI prior to cutoff (see 

MPR cover sheet for effective date 
and missing unit diaries). Corrections 
should reflect only the facts as re
ported and processed up to and includ
ing the effective date. No corrections 
shall be made using as a reference a 
unit diary or IRC submitted after the 
effective date of the roster. Missing 
unit diaries will be considered as be
ing submitted after the effective date. 

d. If the unit has reported an in
dividual transferred or separated prior 
to cutoff, but his name still appears on 
the roster, draw a single line through 
that printed line and in the left-hand 
margin show the unit diary number on 
which the drop entry was reported. 

e. If the name of any individual 
who was a member of the unit on the 
effective date of the roster is not 
shown, add, at the end of the roster, 
the identifying information of that per
son, and the unit diary number on which 
the joining entry was reported. 

• ( 1) Recruits will appear on the 
MPR prior to the date of the unit diary 
reporting the joining, since the classi
fication test score will store the report
ing unit code in the individual's record. 
In no case must these individuals be 
deleted from the MPR if they have been 
joined after the MPR cutoff date, or if 
they are to be joined. Individuals ap
pearing on the MPR who are not in the 
Reporting Unit and who will not be joined 
must be deleted. 

f. When sufficient space is not 
available to insert names missing from 
the roster, it will be necessary to add 
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one or more pages of plain white bond 
paper to list them, The heading shown 
on each page of the machine prepared 
roster shall be repeated on the addi
tional pages, with the word "ADDENDA" 
shown below the title. The numbering 
sequence of the MPR will be carried 
forward on the addenda pages, 

g. The strength totals shown at the 
end of the MPR should agree with the 
totals shown on the cutoff diary. If it 
has been necessary to add or delete 
names, adjusted totals shall be com
puted and entered as corrected totals. 
If discrepancies exist, take corrective 
action jn accordance with subparagraph 
!6054,13, 

16128 CERTIFICATION OF THE 
MPR 

!. After the roster has been audited, 
and any necessary corrections have 
been entered on the unit diary and/ or 
the MPR, the certification statement 
on the cover sheet of the roster will 
be completed, 

2, The provisions of subparagraph 
16054.8 concerning authentication of 
the unit diary apply equally to the 
certification of the MPR. 

16129 DISPOSITION OF THE 
AUDITED MPR 

I. As soon as the roster is certified, 
the original and one copy, with correc
tions, will be forwarded to the DPI to 
which the unit diary is submitted. One 
copy, with corrections, will be retained 
by the unit. 

2. Rosters will be returned by airmail 
if this method will result in earlier 
delivery at the DPI, otherwise, regular 
mail will be used, MPRs are not to be 
folded for mailing. 

16130 DELETED (Ch. 4) 

16131 DELETED (Ch. 4) 

16132 DELETED (Ch. 4) 

16133 DELETED (Ch. 4) 

16134 DELETED (Ch. 4) 
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PART B: RESERVE ESTABLISHMENT 

SECTION 1: INTRODUCTION 

16200 OBJECTIVE--WHY WE NEED 
A PERSONNEL ACCOUNTING 
SYSTEM 

l. The objective of the Personnel Ac
counting System (PAS) is to provide 
standard procedures for reporting, re
cording, and disseminating military 
personnel information necessary for 
effective administration of the Reserve 
Establishment. Uses of this informa
tion include: planning and execution of 
functions of procurement, training, dis
tribution, assignment, and promotion of" 
military personnel; preparation of 
budgets; development of improvedper
sonnel management techniques; and 
recording in permanent form, historical 
data of the U.S. Marine Corps. 

16201 BASIC PRINCIPLES 

l. Singular Reporting. A fact once 
entered into the system, properly 
processed and audited, is available and 
sufficient for all purposes regarding 
that fact. 

2. Decentralization of Processing. 
Field Data Processing Installations 
(DPI 1 s), located at various commands, 
process the documents of the system 
and produce punched cards into which 
the personnel data is recorded. Files of 
these cards are maintained at the field 
installations and certain duplicate cards 
are transmitted to Headqu_arters Marine 
Corps to provide overall Marine Corps 
information. Reports are prepared at 
both levels, thus providing headquarters 
and local commands with necessary 
personnel data. 

3. Maximum Utilization of Data Proc
essing Machines. By using electric 
accounting machines wherever possi
ble, the information furnished by the 
reporting units is consolidated, or 
added together, with the least effort and 
the most speed. Thus, combinations of 
the information can be obtained and 
presented in a standard manner. 

16202 HOW THE PERSONNEL AC
COUNTING SYSTEM 
OPERATES 

l. Organized Reserve 

a. At the Marine 1 s first duty station, 
and at subsequent reporting units when 
required, Individual Record Cards 
(IRC 1 s) are prepared to report all the 
facts initially required about him. Most 
of these facts are taken from the service 
record book or officer 1 s qualification 
record. The carbon copies of the IRC 1 s 
are attached to the unit diary that re
ports the joining. The reporting unit 
keeps the originals for a work record. 
An additional copy may be prepared at 
the same time for battalion or other 
intermediate command files. 

b. The unit diary reports JOlnlngs, 
losses to reporting unit strength, and 
changes and additions to information 
previously reported. It also reports 
important events that affect the whole 
reporting unit. The unit diary is pre
pared and submitted to the DPI only: 

( l) When there is something to 
report. 

(2) On the lastdayofeachmonth. 
(This informs the DPI that all unit 
diaries for that month have been sub
mitted.) 

c. At the DPI, information on unit 
diaries, IRC 1 s, and other source docu
ments is coded and transferred to 
punched cards. Certain duplicate and 
summary cards are forwarded to Head
quarters Marine Corps to provide over
all Marine Corps information. Data 
processing machines can rapidly con
vert the information on these cards 
into reports required by Headquarters 
Marine Corps and field commands. 

d. Mistakes in processing and re
porting can happen. To prevent these 
errors from building up, the DPI pre
pares from its punched cards at regu
larly scheduled intervals, an auditing 
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personnel roster for each reporting 
unit, The reporting unit checks the 
roster, corrects any mistakes it finds, 
and returns the roster to the DPI. The 
DPI then corrects its punched cards 
to bring them into agreement with the 
roster. Then the roster is sent to 
Headquarters Marine Corps for filing 
as a permanent record. 

2. Volunteer Reserve 

• a. At the data processing installa
tions located at Marine Air Reserve 
Training Command an4 at Marine Corps 
District Headquarters, the information 
required to be maintained in the punched 
cards for Volunteer reservists will be 
obtained from service record books, 
officer qualification records, screening 
questionnaires, reserve personnel 
audit cards and other source docu
ments. The punched cards are prepared 
directly from this source. Reports re
quired by HOMC and field commands 
are prepared from these punched cards. 
Certain duplicate and summary cards 
are forwarded to Headquarters Marine 
Corps to provide overall Marine 
Corps information. Auditing Personnel 
Rosters (APR's) and Gain and Loss 
Statements are prepared at Marine Air 
R e serve Training Command, and 
Marine Corps District Headquarters, 
and sent to Headquarters Marine Corps 
for filing as a permanent record. Unit 
diaries are not prepared for Volunteer 
reservists, At the option of the DPI, 
information extracted from source 
documents may be transcribed onto 
IRC forms to facilitate preparation 
of punched cards. Instructions for 
preparation and submission of data for 
Volunteer reservists are contained in 
MCO Pl080R,l6. 

3, The punched cards forwarded to 
Headquarters Marine Corps are proc
essed into the master files. Reports of 
various combinations of the information 
reported on the IRC's, the unit diary, 
or obtained from other source docu
ments are prepared from these files on 
an overall Marine Corps basis for use 
in the various agencies within Head
quarters, as well as for presentation 
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to the Defense Department and to 
Congress. 

16203 USES OF THE PERSONNEL 
ACCOUNTING SYSTEM 

l, At Headquarters Marine C or p s. 
Personnel data is produced to enable 
the agencies within Headquarters to 
carry out their functions. This person
nel data includes reports, statistics, 
listings. tabulations, punched card 
files, and any other information re
lating to collective groupings of mili
tary personnel. 

j 2. At Marine Air Reserve Training 
Command District Headquarters. The 
system provides a source for prepara
tion of rosters and tabulations of per
sonnel by unit, by categories of eligi
bility for assignment to active duty, by 
month of discharge and by MOS com
pared to authorized totals for each 
MOS. Reports may be obtained on the 
names or numbers in any category 
which is identified by items shown on 
IRC's and contained in punched cards. 
For example, a Marine Corps District 
can prepare schedules for quadrennial 
physical examinations mechanically, 
without having to search it out of in
dividual records, by preparing a listing 
of people due to be physically ex
amined. 

16204 ORGANIZATIONAL STRUC
TURE 

1, Reporting Units 

a. The reporting unit is the source 
of all data entered into the Personnel 
Accounting System. Accounts of indi
viduals on the rells of the Volunteer 
Reserve are divided into 11reporting 
units 11 for administrative purposes. 
The accounting responsibility of the 
reporting unit is: 

( l) Organized Reserve 

(a) To prepare and maintain 
basic work records (IRC's), 

(b) To prepare and submit the 
_x-eporting document (unit diary); and 
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(c) To audit personnel ros
ters and correct them where neces
sary. 

(2) Volunteer Reserve 

(a) To prepare punched cards 
directly from source documents; and 

(b) To prepare and audit per
sonnel rosters and correct them where 
necessary. 

b. Normally, the reporting unit is 
of company, battery, or squadron in 
size. 

2. Intermediate Command 

a. The Marine Corps District 
Headquarters is an intermediate com
mand for all Organized Reserve units 
(ground) within the district. The vari
ous batt a 1 ion headquarters of the 
Organized Reserve are also intermedi
ate commands of the system for those 
units actually administered and com
manded by the battalion headquarters. 
The battalion headquarters is not an 
intermediate command for those re
porting units which are not adminis
tered by it even though the unit title 
includes the battalion designation. 

b. Marine air reserve training de
tachments and the Marine Air Reserve 
Training Cor..1.rnand are intermediate 
commands for Organized Reserve avia
tion units. 

c. Intermediate commands enter 
the overall system as agencies of con
trol and are responsible for efficient 
execution of system directives bytheir 
reporting units. Copies of IRC's, unit 
diaries, and APR 1 s are available to 
intermediate commands when re
quested. Personnel data or statistical 
information in most cases can be main
tained completely from these docu
ments. Local requirements vary, how
ever, and there will be circumstances 
which demand specialized data that is 
not available from the overall system. 
In these cases, blank spaces on the 

elements of a single command, all 
commands wi:ll make every effort to 
utilize the Personnel Accounting Sys
tem records to limit additional data 
required of their units to establish ef
ficient systems of record maintenance. 

d. Commands discovering the need 
for items not included in the system 
and which are of a continuing nature and 
not peculiar to the particular unit, shall 
submit recommendations pertaining 
thereto to the Commandant of the Ma
rine Corps (Code APB). Personnel at 
all echelons shall acquaint themselves 
with DPI capabilities for compiling 
personnel data. By utilization of the 
services of the data processing in
stallations, workloads of reporting units 
and using comn1ands may be substan
tially reduced. 

3. Personnel Accounting Jurisdiction 
Commands 

a. Personnel accounting jurisdic
tion over certain groups of commands 
of Marine Corps activities is assigned 
to those commands of which data proc
essing installations are a part. The as
signment of personnel accounting juris
diction does not and should not, have 
any implications with respect to mili
tary command, nor in general to geo
graphic distribution of the units in
volved. The primary consideration is 
that similar type units should be ac
counted for at a single DPI where 
practicable, for simplicity and economy 
of consolidated reporting, particularly 
during mobilization. 

b. The assignment ofpersonnelac
counting jurisdiction to a command 
carries responsibility of requiring cor
rect and prompt reporting front the 
activities within the jurisdiction. The 
commander assigned personnel ac
counting jurisdiction is authorized and 
directed to take necessary corrective 
action in cases of failure on the part of 
units in his jurisdiction to comply with 
personnel accounting reporting direc
tives. 

intermediate command copy of the IRC c. Correspondence on matters re-
can be used to gather and maintain such lating to personnel accounting will be in 
information. Though no attempt is made the name of the commander as signed 
to control the flow of data between- -- -----personnel accounting jurisdiction. 
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• d, Commands of the R~serve 'Establishment are assigned personnel account
ing jurisdiction as follows: 

Command/Location 

Commanding Officer (DP) 
Marine Corps Data Services Center 
1500 East Bannister Road 
Kansas City, Missouri 64131 

Activities Under Accounting Jurisdiction 

l. Organized Marine Corps Reserve 
Units 

2. Staff Groups 

3, Marine Air Reserve Groups MARTC 

4. Special Volunteer Reserve Units 

5. Class III Reserve Unit 

6. Officer Candidate Section, MCS, 
Quantico, Virginia 
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4. Headquarters, U.S. Marine Corps 

a. The Personnel Accounting 
System is administered by the Ma
rine Corps Director of Personnel. 

All official correspondence relating 
to the Personnel Accounting System 
will be addressed to the Com
mandant of the Marine Corps (Code 
APB). 
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SECTION-2;~mbjVIDUAL ·RECORD CARDS 

16228- 7 
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16225 DEFINITIONS 
l. The Individual Record Card (IRC), 
and the, Individual Record (Reserve) 
(IRC (Res)), are summary cards re
flecting specific information extracted 
from the service record book and 
officer's qualification record for use 
in personnel accounting. They are con
sidered the basic work sheets of the 
accounting system, in that they are used 
to establish items of personnel infor
mation. 

,16226 PURPOSE 
l. Organized Reserve 

a. To provide Organized Reserve 
reporting units and intermediate com
mands standardized visual files of 
data on personnel under their juris
diction, The IRC and IRC (Res) serve 
as a unit locator and ready reference 
file of personnel data to reduce the 
necessity for continual searching 
through service records. 

b. To provide an initial source of 
complete information to the data proc
essing installation. 

c. The IRC/IRC (Res) files may 
serve as a basic work record from 
which pay record and service record 
book entries are kept current. 

2. Volunteer Reserve 

t a. Use of individual record cards 
by reporting units of the Volunteer 
Reserve is optional. Instructions for 
preparation of IRC's for Volunteer 
reservists are contained in MCO 
Pl080R.l6. 

16227 FORMAT 

l. The Individual Record Card (NAV
MC 976-PD and 976a-PD) and the 
Individual Record Card (Reserve) 
(NAVMC 10421-PD and l042la-PD) 
are designed for use as a visual file 
and for extraction of personnel data 
at the data processing installation. 

2. The original is a single leaf 5- by 
7-l/3-inch card form with a single 
manifold (flimsy) copy and carbon at
tached as a snap-out. The snap-out 
copy is for the DPI. Additional copies 
as required fdr intermediate commands 
may be prepared by adding carbons 
and NAVMC 976a-PD or NAVMC 
l042la-PD forms behind the snap-out 
counterpart at time of preparation. 

3. The original of the IRC and IRC 
(Res) has three sections: 

Information Section- -Front 

Occurrences Section--Back 

Other Information Section--Back 

4. The DPI copy and the 976a and 
1042la forms have an information sec
tion only, since the history of occur
rences is not required at echelons 
furnished these copies 

16228 WHEN PREPARED BY 
ORGANIZED RESERVE 

l. An IRC and IRC (Res) is prepared 
on the following occasions~ 

a. When joining from activ«? duty. 

b. \Vhen joining a reporting unit 
immediately following initial enlist
ment. 

c. When joining and complete IRC 1 s 
are not received with the service rec
ords. 

d. Whenever specifically requested 
by the DPI. (See also par. 16306.) 

e. Change from enlisted to officer 
status and vice versa. (This is re
quired because of change in service 
number and other personnel data,) 

-· 2. Individual record cards will be 
prepared promptly on the required 
occasions and the DPI copy forwarded 
with the unit diary which reports the 
joining. I£ failure to receive service 
records prevents submis sian of a re
quired IRC for a joining, prepare a 
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1
' skeleton'' 

unit file. 
IRC for insertion in the 

This skeleton IRC should 
show na-me, service number, grade, 
MOS, component/ class code (these 
items are called ''standard informa
tion''), and reporting unit code in 
addition to any other information which 
can be determined without service 
records such as date joined unit. 
When service records become avail
able, complete the "skeleton" IRC, 
insert the number of the unit diary 
which reported the joining (see sub
par. 16281.2) and forward DPI copy. 
No more than 10 days should elapse 
before submitting an IRC; if service 
records have not arrived, obtain neces
sary data by personal interview. Data 
which is determined after the sub
mission of the IRC to the DPI will be 
reported by unit diary entry as soon 
as possible. 

3, In addition to the occasions de
scribed above, a reporting unit may 
at any time prepare a new IRC or 
IRC (Res) for its own use. Only the 
information section need be transcribed 
to the new card. Old IRC's may be 
retained if so desired. 

16229 PREPARATION 

1. The information section of the IRC 
will be prepared on a typewriter with 
black ribbon, except that, in situations 
where no typewriter is available, en
tries may be printed in dark ink or 
pencil. If the answer to any block is 
known to be 11none 11 enter a zero. I£ 
the entry for a block cannot be deter
mined at the time, enter ''UNK11 and 
report the data by unit diary entry 
when determined. 

a. The "standard identifying infor
mation" blocks along the bottom edge 
of the form will be utilized so that 
the name, service number, grade, etc., 
will be visible when the IRC's are 
inserted in the card pockets of the 
file books. 

b. The "Rank" and "MOS 11 blocks 
at lower edge of the form are provided 
for easy reference and are necessarily 
small, not permitting room- for 
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successive _entries upon change of in
formation, Therefore, these blocks 
should be filled in with pencil so that 
the entry can be erased and changed 
when necessary. Numbered blocks with 
the same titles are for permanent 
entry and DPI coding purposes. 

c. Use official abbreviations wher
ever practicable in making block en
tries, (See chap. 17 ,) Do not use 
punctuation. Check each item after it 
is entered. 

d. If blank blocks are to be used 
by the reporting unit, the DPI copy 
will be detached first. These blank 
blocks may be used to record items 
of information not required in these 
instructions. 

• e, Entries are to be placed as 
near the top of each block as prac
ticable. This is to leave space for 
subsequent entries and for coding of 
the copy at the DPI. When the item 
is to be changed, line out the old 
entry and insert the new one under it. 
In this manner a complete record is 
always available; for instance, former 
grades and dates of rank. Errors made 
and discovered prior to submission will 
be corrected by lining out and insert
ing the correct data under the lined out 
entry. Do not prepare a new form when 
items change or because an error is 
made. 

f. As the IRC is the basis of 
accurate personnel information at all 
levels of command and in the overall 
accounting system, it is imperative 
that it be prepared and maintained with· 
the greatest possible care and accuracy. 

16230 USE--MAINTENANCE--
FORWARDING 

1. The IRC' s will be kept in metal 
file books which contain card pockets 
affixed to trunnion wires. The IRC is 
inserted in the card pockets with the 
bottom line of the IRC visible through 
the plastic strip on the lower edge of 
the pocket. The IRC (Res), NAVMC 
10421-PD, will be inserted in a pocket 
directly underneath the pocket contain
ing the IRC, NA VMC 976-PD. 
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2. The IRC's are filed in alphabetical 
sequence, officers preceding enlisted, 
followed by Navy officers, Navy 
enlisted, and other services, if any. 
This is the same sequence in which 
names are to appear on the unit diaries 
and personnel rosters. Orders and 
documents which authorize or cause 
changes inindividualpersonnelrecords 
are routed to the diary clerk. In 
processing changes to IRC 1s, the clerk 
removes the appropriate IRC(s) from 
the file, and changes the proper items 
in the blocks on the face of the form. 
He then turns the form over and in 
the occurrences section, writes or 
types in the date, the diary entry to 
report the change involved, and the 
ullit diary number on which the entry 
will be shown. The IRC' s are then 
arranged in the sequence in which 
they will be used in preparing the 
unit diary. (See subpar. 16254.1.) 

3. Since the IRC (NAVMC 976-PD) 
and the IRC (Reserve) (NAVMC 10421-
PD) contain a number of identical items 
(Name, Service Number, Primary MOS, 
EOS, etc.), the diary clerk in arranging 
IRC 1 s for report of change of identical 
items on the unit diary may, at his 
option, arrange only the IRC' s (NA V
MC 976-PD) in sequence for diary 
preparation. Care should be taken to 
ensure that, in changing identical items, 
the face of both IRC 's are adjusted 
to reflect the latest information. Entry 
in the occurrences section, in report
ing changes of data which appear on 
both IRC 's, is required on the IRC 
(NAVMC 976-PD) only. 

4. The administrative chief must en
sure that all papers effecting changes 
in reportable items are routed to the 
clerk in charge of IRC and unit diary 
preparation. 

5. The other information section may 
be used to record such data as home 
address, telephone number, etc. 

6. Forwarding of the IRC (NA VMC 
976-PD) and IRC (Reserve) NA VMC 
10421-PD) 

a. Upon transfer from one Organ
ized Reserve unit to another Organized 
Reserve unit-~-Remove both IRC' s from 
the file, enter the __ loss remark in the 

occurrences section of IRC (NA VMC 
976-PD), and insert both IRC's under 
the front cover of the service recOrd 
or officer 1 s qualification record and 
forward as part of the service records. 
In order that the unit may have a rec
ord for making the loss entry on the 
unit diary in these instances, a con
venient index of former members, and 
a method of checking the 11dropped11 

section of the next personnel roster, 
a "skeleton" IRC (NAVMC 976a-PD) 
or other record card may be prepared 
for use in diary preparation and even
tual insertion in the "dead" file. This 
"dead" file card should show standard 
identifying information and the trans
fer remark in each case. 

b. Upon transfer from an Organized 
Reserve to a Volunteer Reserve unit-
Remove and discard the IRC (Res) 
(NAVMC 10421-PD). Remove the IRC 
(NAVMC 976-PD) and enter the trans
fer remark in the occurrences section. 
Use this card for making the loss 
entry on the unit diary. After diary 
preparation, insert the IRC (NAVMC 
976-PD) in the "dead" file. 

c. Upon assignment to active duty 
(wherein a loss to the Reserve Es
tablishment and a gain to the Regular 
Establishment is effected--Same as 
upon transfer from an Organized Re
serve unit to a Volunteer Reserve unit. 

d. Upon separation from the serv
ice or service records are forwarded 
to HQMC--Remove and discard the 
IRC (Res) (NAVMC 10421-PD). 
Remove the IRC (NAVMC 976-PD) and 
enter the separation remark in the oc
currences section. Use this card for 
making the loss entry on the unit diary. 
After diary preparation, insert the IRC 
(NAVMC 976-PD) in the "dead" file. 

7. Upon receipt of IRC' s, the joining 
unit must carefully check each item of 
the IRC 1 s against the service record 
and make necessary corrections or 
changes. The transferred IRC's may 
then be used to prepare new IRC's if 
required; if DPI copy is not required 
the joining remark on the unit diary 
should include any changes or correc
tions to the IRC's as a ~rJ>ault of this 
audit. 
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16231 - ALPHABETICAL LISTING OF me BLOCK TITLES 

1. TITLE 

ADDITIONAL MOS(S) 

CIVILIAN EDUCATION 
CLASSIFICATION TEST SCORES 
COMPONENT/CLASS 

.CONTRACT/LEGAL AGREEMENT 

DATE OF BIRTH 
DATE OF RANK 
DATE JOINED UNIT 
DEPENDENTS 

EXPIRATION CONTRACTUAL SERVICE (ECS) 

GRADE IN WHICH SERVED 

LANGUAGE QUALIFICATION 

NAME 

OBLIGOR DESIGNATOR 

PAY ENTRY BASE DATE 
PRIMARY MOS 
PULHES (PHYSICAL RISK CLASSIFICATION) 

RACE 

SERVICE SCHOOLS COMPLETED 
SERVICE NUMBER 
SPECIAL DESIGNATION 

TRAINING DESIGNATOR 

UNIT ASSIGNED 

IRC 
3LOCK NO. 

6 

22 
25 

7 
8 

13 
4 
2 

18 

11 

3 

24 

28 

16 

12 
5 

14 

9 

21 
29 
17 

27 

26 

PAGE NO. 

16-112 

16-118 
16-120 
16-113 
16-113 

16-115 
16-112 
16-111 
16-116 

16-115 

16-111 

16-120 

16-121 

16- 116 

16- 115 
16-112 
16- 116 

16-113 

16-118 
16-122 
16-116 

16-121 

16-121 

All other blocks require no entries and may be used for recording items of 
local interest, (See subpar. 16229.ld,) 

16232 - ALPHABETICAL LISTING OF me (res) BLOCK TITLES 

1. TITLE 

COMPONENT /CLASS CODE 
.CONTRACT /LEGAL AGREEMENT 

DATE JOINED UNIT 
DATE LAST PHYSICAL EXAMINATION 
DATE READY RESERVE SERVICE EXPIRES 
DATE SCREENED 
EXPIRATION OF OBLIGATED SERVICE 
GRADE IN WHICH SERVING 
MOS - PRIMARY 
SPECIAL DESIGNATION 
TRAINING CATEGORIES AND PAY GROUPS 

IRC (RES) 
BLOCK NO. 

7 
8 
2 

14 
20 
23 
11 
3 
5 

17 
27 

PAGE NO, 

16-123 
16-123 
16-123 
16-124 
16-126 
16-126 
16-124 
16-123 
16-123 
16-125 
16-127 

All other blocks require no entries and may be used for recording items of 
local interest. (See subpar. 16029.1_<!.)_ 
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c CHAPTER 16--PERSONNEL ACCOUNTING SYSTEM 

SECTION 3: UNIT DIARY 

16253 

16250 DEFINITION AND PURPOSE 

l. The unit diary, NAVMC 970-PD, 
is the reporting medium for the day 
to day history of the unit and its per
sonnel, and serves as the permanent 
historical record of the unit in the 
Archives of the United States. Unit 
diaries are not prepared for the VOl= 
unteer Reserve. 

Z. One of the basic purposes of the 
unit diary is to record changing in
formation on units and individuals of 
the Marine Corps in the Organized 
Reserve so this data may be used in 
personnel accounting. All personnel 
assigned to the military jurisdiction 
of a Marine unit in the Organized 
Reserve will be accounted for by the 
unit diary. Changes of status or addi
tions to existing records will be re
corded and described on the diary. 

3. Another purpose of the unit diary is 
to furnish military pay information to 
disbursing officers. Detailed ins true
tiona for reporting these data are con
tained in section 5, part A, and section 
6, part B, of this chapter. 

16251 FORMAT OF THE UNIT 
DIARY 

l. The unit diary is divided into four 
sections, namely: 

a. Heading--where identificationof 
the reporting unit is indicated. 

b. Body- -where actual events and 
status changes are recorded. 

c. Strength section--where bal
ances of strength are entered. 

d. Authentication section- -where 
the officer responsible for the accuracy 
and submission of the diary signs his 
narne. 

16252 UNIT DIARY PREPARED BY 

1. The unit diary is normally prepared 
by the company, battery, squadron or 
similar level of unit which is called 
the reporting unit._ 

2. At the times required by paragraph 
16253, a separate unit diary will be 
prepared and submitted by or for each 
of the following units: 

a. Each company, battery, squad
ron, separate platoon, Marine Corps 
Reserve selective service training unit, 
and Naval Security Duty group of the 
Organized Reserve. In some instances, 
battalion level reporting is authorized 
for the Organized Reserve. When this 
occurs, unit diaries will not be required 
from units below battalion level. 

3. Submission of unit diaries for Or
ganized Reserve units is the responsi
bility of the inspector-instructors or 
the commanders of Marine air reserve 
training detachments. Personnel of the 
Organized Reserve units will be utilized 
to whatever extent possible in the prep
aration of the diary, but infrequency 
of drill periods shall not be cause for 
delayed reporting of personnel infor
mation. 

16253 UNIT DIARY: WHEN 
PREPARED--WHERE SUB
MITTED .1. A unit diary will be submitted for 

each day during which known report
able items occur. Separate diaries are 
not required to cover changes occur
ring on non-workdays. In those cases, 
changes will be reported on a diary 
prepared the first workday following 
and dated for the previous day. Ex
ample: Occurrences on Friday, Satur
day and Sunday may be reported on a 
diary dated for Sunday and prepared 
Monday. If desired, a diary may be 
prepared for each day. A diary is 
required for "NO CHANGE" days only 
as indicated below: 

a. At least one unitdiarypermonth 
is required. If no occurrences are re
ported throughout a month, a diary must 
be submitted for the last day of the 
month; enter "NO CHANGE" in the 
remarks section. 

b. A diary must be submitted for 
the last day of the calendar year; if 
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there are no occurrences, enter ''NO 
CHANGE" in the remarks section. 

Z. "As o£11 occurrences· :are those which 
have happened on a date prior to the 
date for which the diary is being pre
pared, They may represent items about 
which the reporting unit had no knowl
edge at the time of occurrence. Such 
occurrences will be recorded when they 
become known. Do not attempt to back
date the diary. 

3. The diary is prepared for the 24-
hour period beginning at 000 I and 
ending at 2400. The diary will be 
submitted as soon after 2400 as prac
ticable, but no later than 1600 of the 
first working day following the period 
to be covered. In no case will two or 
more diaries be prepared to cover 
different periods of time in the same 
day. 

4. Submission of unit diaries shall be 
suspended when a reporting unit is 
"zero" strength but not disbanded. At 
such time as personnel again join that 
account, diary submission will be re
sumed. Record of events entries report 
these occurrences. Upon resum.ptionof 
diary submission, use the next consecu
tive number after the number shown on 
the diary which suspended subrnis sian. 
Do not start with number 11 1 11 again, 
unless in a new calendar year. 

5. The original and the DPI copy of 
unit diaries will be forwarded, by the 
moat expeditious means available, to 
the command having personnel account
ing jurisdiction of the unit. When the 
distance involved requires more than 
one day for normal mail to reach the 
command, airmail will be utilized pro
vided it will result in earlier receipt 
at the command. In mailing, diaries 
will not be folded. The envelope con
taining the diary will be addressed to 
'the commander exercising accounting 
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jurisdiction, using the address as· shown 
in subparagraph !6204.3 and the en
velope will be marked 11Unit Diary'' in 
the lower left-hand corner. 

6. A reporting unit may be trans
fer red from the accounting jurisdic
tion of one command to another. When 
this is to occur, the following pro
cedure will be executed: enter a 
transfer of accounting jurisdiction 
record of events entry on the diary 
prepared for the effective date of 
such transfer, and submit this diary 
to the command which is losing juris
diction. An additional copy of this 
diary shall be prepared and submitted 
to the command assuming juris die_ 
tion. 

16254 UNIT DIARY PREPARATION 
INSTRUCTIONS 

I. The unit diary will be prepared 
from remarks previously entered in the 
occurrences section of the IRC 's. (See 
subpar, 16230.2.) The diary must be 
prepared promptly, legibly, and ac
curately. 

2. The unit diary will be prepared in 
quintuplicate. Additional copies for 
intermediate commands or other pur
poses should be prepared by inserting 
carbons and plain white manifold 
(flimsy) sheets behind the regular sets. 
Full use should be made of authorized 
abbreviations (see chap. 17); however, 
failure to abbreviate shall not be con
sidered an error. Punctuation will be 
held to the minimum necessary to 
ensure clarity of the remarks. 

3. The unit diary will be typed, using 
black ribbon. Under circumstances 
where no typewriter is available, the 
diary may be prepared with black ink 
or black lead pencil. 

4. After preparation, the unit diary is 
distributed as follows: 
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a. Origin;,! and yellow copy to DPI. 
The DPI will forward the original to 
Headquarters, U.S. Marine Corps 
(Code DGH-1), where it will eventually 
be microfilmed for filing in the 
Archives of the U.S. The yellow copy 
will be retained at the DPI. 

b. Pink copy re_tained as reporting 
unit file copy. 

c. Two plain white manifold (flimsy) 
copies to cognizant disbursing activity. 

5. Heading 

• a. Enter the short title of the com
mand to which the diary is to be sub-

mitted. These titles are: 1st MCD, 
4th MCD, 6th MCD, 8th MCD, 9thMCD, 
12th MCD, and MARTC. 

b. Enter the date for which the 
diary is being s.ubmitted (e.g., 
l5Nov63); not the date of prepara
tion. 

c. Enter the unit diary number. 
The numbering system consists of 
the assignment of consecutive numbers, 
commencing with number ''l'' for the 
first diary submitted during each 
calendar year. The complete number 
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consists of the conSecUtive number 
followed by the last two digits of the 
year (e,g,, 1-63), (See subpar, 16254.
ll£, for special instructions in cases 
of redesignation/reorganization,) lf a 
unit is preparing a diary for another 
unit, the reporting unit code of the 
preparing unit will be entered in the 
upper right-hand corner immediately 
above the diary number. 

d. Enter the title of the unit as 
indicated on the effective table of 
organization or authority for activation. 
Sub -units and detachments will include 
the identity of the parent unit, 

e. Enter the title and location of 
the permanently fixed base or station at 
which the unit is assigned at the end 
of the diary period, Units temporarily 
away from their regular locations will 
show the temporary location above the 
permanent location. 

f, The unit diary will be classified 
in accordance with instructions con
tained in Department of Navy Security 
Manual for Classified Information 
(OPNAVINST 5510.1B), 

• g. Each page of a multiple page 
diary must contain all heading infor
mation. The abbreviation "(contd)" shall 
not be inserted after the diary number 
on diaries which exceed one page. 

6. Body 

a. The body of the unit diary is the 
section in which entries covering re
portable items are shown. The actual 
remark is entered in the "name and 
remarks" column under the name or 
names to which it applies. 

b. Entries are made under captions 
as appropriate, All of the captions do 
not necessarily appear on each diary, 
but those used will be arranged in the 
sequence shown above. Captions are 
typed in capital (upper case) letters. 
The following captions will be utilized: 

RECORD OF EVENTS 

EXCLUSIVE ENTRY 

CORRECTION (this will always be 
followed by "SHOULD BE") 

INDIVIDUAL ENTRIES 

ATTACHED 

c. Captions will be indented five 
spaces from the left margin of the name 
and remarks column. Double space 
between the last line of a previous 
entry and a following caption. 

t d. Name and service number are 
the only items needed to identify diary 
entries for Marine Corps personnel, 
other than in cases of joining, trans
fer or separation. On such entries, 
grade, MOS an:! component/class code 
are added as identifying items. The 
name will commence at the left mar
gin of the name column. Enter the sur
name (last name) in capital letters, first 
name, middle initial or initials, and Jr., 
Sr., II, etc. If there are no middle 
initials, no indication is required. Do not 
insert (N), Where the first or middle 
name consists of only one letter, it will 
be enclosed in quotation marks, e.g., 
"L. 11 Multiple surnames will be typed as 
one word; e.g., GONZALES- LOPEZ is 
shown as GONZALESLOPEZ. Prefixes 
are joined to the main name; e.g., 
MACTAVISH or MCGUIRE. Names are 
entered in alphabetical sequence under 
the appropriate caption, officers pre
ceding enlisted, followed by Navy and 
other service personnel in the same 
sequence. For Navy personnel, record 
name, service number, grade, officer 
designation code or primary Navy en
listed classification code, as appropri
ate, and component/class code on all 
entries. For personnel of other Armed 
Forces, record name, service number, 
grade and component/class code on 
all entries. 

e. The remark which tells what 
change of information is being effected 
is shown in the 11name and remarks 1

' 

column and is indented two spaces under 
the name. One remark may pertain to a 
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number of individuals. In these cases;' 
the standard identifying information of 
all the individuals affected is shown 
above the single remark. This is called 
a "group entry." When such a grOl~p 
consists of 10 or more. individuals, the 
use of an attached roster may be prac
tical. (See subpar. 16254.13.) Do not 
use rosters for group entries pertain
ing to less than l 0 individuals. If an 
attached roster is used, only the re
mark would be shown in the "name and 
remarks" column on the diary, with a 
double space after .the last preceding 
remark. If more than one roster is at
tached to one diary, each must be con
secutively numbered and the remark 
for each must refer to the roster by 
nurriber. 

f. There may be cases when more 
than one remark must be shown for one 
individual or group, such as a change of 
MOS, a promotion, and a transfer oc
curring at the same time. These re
marks should be placed one after 
another under the names of individuals· 
affected. This is called a "multiple 
entry. 11 

7. Composition of Remarks 

a. There are three basic categories 
of entries-- Those pertaining to the 
reporting unit as a whole, which are 
called "record of events"; those which 
correct previously submitted erroneous 
information, which are called "correc
tion entries"; and those entries per
taining to specific individuals. Entry 
composition varies widely, but there are 
certain instructions which apply gen
erally. 

b. Use of authorities -- In order 
that the diary- may be a permanent 
historical record adapted to research, 
the authority for certain actions ·must 
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be included in remarks. In showing the 
authority, refer to the Marine Corps 
Personnel Manual paragraph, where 
applicable, and the Marine Corps di
rective which is the basic authority for 
the action, and the senior authority 
which identifies the individual by name, 
if he was not named in the Marine 
Corps authority. Remarks showing 
separations from the service will, 
where applicable, include the Marine 
Corps Personnel Manual subparagraph 
which pertains to the cause of separa
tions. The actions for which authority 
is required to be shown are: 

Actions requiring record of events 
entries 

Appointment to officer grade or termina
tion thereof 

Discharges 

Name and service number changes 

.Promotion to grades above Cpl 

Reductions 

Transfers directed by HQMC 

Change in items on enlistment con
tract/record of induction or officer's 
appointment acceptance and record 

Assignments of special designations or 
duty limitations by Commandant of the 
Marine Corps 

Extensions of enlistment or cancellation 
of extensions of enlistment 

c. Use of dates and time--Date of 
change will be included in an entry only 
if the item occurs on a date other than 
that for which the diary is submitted -
and "as of11 date. In these cases the date 
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will be inserted after the initial word 
or phrase of the entry; e.g., Drop 
15Mar60 tr to ..... When the same re
mark pertains to a number of indi
viduals, with the exception of dates, a 
group entry may be utilized by showing 
the effective date to the right of each 
individual's name. Time of day will be 
recorded if appropriate. No event will 
be reported as having occurred at 2400. 
The time of occurrence will be reported 
as 2359 or 0001, as appropriate. A time 
reported alone in the diary is of the 
diary date. Dates entered in conjunction 
with other dates will be inclusive. Dates 
will be recorded as day, month, and 
year, e.g., 15Mar60 or 10-13Mar60. 

d. In preparing unit diaries, the 
primary purpose is to record the facts. 
Sample entries shown throughout this 
part should be followed where applica
ble; however, deviations are not con
sidered erroneous if the required in
formation is reported. It is not wrong 
to show more data than required but it 
is wrong to show less than called for 
herein. If cases not covered arise, 
follow the general policies outlined 
herein and construct a remark which 
states the facts as clearly and con
cisely as possible. 

8, Completing the Strength Balances 
Section 

a. In the block above the strength 
titles in this section enter the reporting 
unit code number on each page of the 
diary. This number is obtained from 
Headquarters Marine Corps by the DPI 
when a unit is activated. 

b. Organized Reserve units need 
only enter the "Total Joined" and "At
tached" figures. 

c. On the line opposite "Total 
Joined" enter the totals of all personnel 
who are joined in the unit at the end of 
the date for which the diary is prepared. 

d, On the line opposite "Att" enter 
the totals of personnel who are attached 
to the unit (usually for associate duty). 

e, The totals entered in the strength 
balances seetionmust reflect only those 
personnel who have been reported as 
joined or on the unit diary and 

who have not been subsequently dropped 
from the account, 

f, Strength balances will be shown 
on the last page for multiple page unit 
diaries. 

9. Authentication of the Unit Diary 

• a. The unit diary shall be signed, in 
black ink, by the commanding officer or 
officer in charge of the unit for which 
prepared; or by a subordinate officer 
when authorized by the commander or 
his superior to do so. (The require
ments of subpar, 044572,lb, volume 4, 
Navy Comptroller Manual, apply when 
submitting copies of the unit diary to 
the disbursing office.) In the absence 
of the unit commander, the inspector
instructor or the commander of a 
Marine air reserve training detach
ment will sign the diary, Diaries may 
not be signed by a person signing "For 11 

the commander or other authorized 
signees. 

.(I) Unit diaries which do not 
affect pay and allowances may be signed 
by an enlisted member when the unit 
has no officer on its rolls or when the 
only officer of an organization is offi
cially absent. When an officer is not 
on the rolls or when the only officer 
of an organization is officially absent, 
unit diaries which affect pay and allow
ances must be forwarded to the next 
higher administrative echelon. for sig
nature. 

b. The name, grade, and component 
of the commander will be typed on the 
bottom line of the authentication sec
tion. In those instances where the diary 
is signed by a delegated officer, the 
name, grade, component, and duty as
signment of the subordinate, followed 
by the words "By direction of" shall 
appear above the name, grade, and com
ponent of the commander; e.g., 

FRED F. FOX Capt USMCR CoExecO 
By direction of 
GENE D. DOE Maj USMCR 

When an officer 
to command, the 

en~porarily succeeds 
, grade, and com-

16-101 
Ch. 9 



ponent of this officer only shall appear, 
followed by the word "Acting." When a 
diary consists of more than one page, 
the authentication will be reflected on 
the last page only. 

.. c. The date for which diary is 
being submitted and diary number, 
as well as the page number and total 
number of pages for that diary, will be 
inserted below the authentication sec
tion in the space provided. 

10. Submission of Supporting Docu
ments 

a. The following documents are 
submitted with the unit diary, when 
appropriate: 

Individual Record Card 

Enlistment Contract 

Agreement to Extend Enlistment 

Attached Rosters 

b. The duplicate copy of the enlist
ment contract and related papers for 
each individual enlisted or reenlisted, 
shall be submitted with the unit diary 
that reports the gain. 

c. The agreement to extend enlist
ment shall be submitted as follows: 

( 1) Execution. The duplicate 
copy is submitted with the unit diary 
that reports the extension. The entry 
shall show the term of extension, the 
new EOS date, and the authority. 

(2) Cancellation. The original 
copy is submitted with the unit diary 
that reports a cancellation of an ex
tension agreement. The entry shall in
clude the authority for cancellation and 
the readjusted EOS date. 

d. The · .. ,,dication (IRC ATT), (ENL 
CONT ATT), (DUP AGR EXT ATT), 
(CANC AGR J<;XT ATT), as appropri
ate, shall be shown on the diary when
ever such forms are submitted in 
support of a diary entry. Normally, the 
indication should be shown as the last 
line of the entry.- HOwever, in any case 
where the indication does not apply to 
all of the named in a group 
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entry, then separate indications shall 
be made following the names of those 
persons for which the term applies. 

e. See subparagraph 13, below, for 
use of attached rosters . 

11. Record of Events Entries 

a. Record of events entries are re
quired to record basic data concerning 
the history of the reporting unit or 
to report actions which equally affect 
all or a majority of the individuals in 
the unit. 

b. The types of occurrences for 
which a record of events entry is re
quired are as follows: 

( 1) Activation of a unit. 

(2) Redesignation of a unit or 
command (see subpar. 11£, below). 

(3) Reorganization of a unit or 
command (see subpar. 11f, below). 

(4) Whenever responsibility for 
diary preparation for a unit is trans
ferred from one unit to another (to be 
shown on diary for which responsibility 
is transferred). 

(5) Transfer of personnel ac
counting jurisdiction. 

(6) Attachment of a unit to 
another command for operational or 
administrative control. 

(7) Unit reassigned to another 
command. 

(8) Unit transferred to another 
permanent station or to expeditionary 
duty over seas. 

(9) Unit ordered to annual train
ing duty. 

(10) Unit participation in ma
neuvers or training exercises. 

( 11 ) Embarkation, sailing, and/ or 
debarkation of a unit. 

(12) Unit or 
decoration or citation. 

awarded 
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(13) Unit reduced to zero strength 
but not deactivated. 

(14) Discontinued as a reporting 
unit but not dis banded. 

(15) Deactivation of a unit, 

(16) Mobilization of a unit. 

c. When a record of events entry 
is required, it will be the first entry 
in the body of the diary and will be 
headed by the caption "RECORD OF 
EVENTS." In those cases where some 
of the individuals are not equally af
fected by the record of events entry, 
an exclusive entry will be shown im
mediately following the record of events 
entry. An exclusive entry is headed 
by the caption "EXCLUSIVE ENTRY," 
below which is to be typed the required 
standard identifying information of per
sonnel to be excluded, followed by the 
remark which describes the reasonfor 
their exclusion or which shows the vary
ing data pertaining to these personnel. 

d, Sample record of events and 
exclusive entries: 

(l) Deactivation 

RECORD OF EVENTS 
Deactivated auth ____ All remaining 
pers less those under excl entry below 
tr to (unit) auth This is final UD 

EXCLUSIVE ENTRY 
(List names of those not transferred 
to unit shown in record of events entry 
and show unit(s) to which they were 
transferred,) 

(2) Transfer of accounting juris
diction 

RECORD OF EVENTS 
Pers acct juris tr to CG (command), 
auth Next UD will be sub thereto 

.e. Record of events entries will be 
m!de to record participation of a unit 
in annual training duty, The first such 
entry will show 11 To 11 annual training 
duty and will include thetrainingdesti
nation, the number of officers and en
listed members partici-pating, the basic 
means of travel of ~he unit, and the 
authority for the The record of 
events entry will on the diary 
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which covers the date of departure of 
the unit from the home location, An 
exclusive entry will show the names of 
members who do not go with the unit. 
Individual entries will show members 
excluded from either of the two re
marks. Upon arrival of the unit at the 
training destination, another record of 
events entry will be made showing ar
rival and location. If departure from 
home location and arrival at the train
ing destination, or vice versa, take 
place on the same day, both departure 
and arrival are shown on one diary as 
one record of events entry. Upon de
parture from training location, an entry 
will be made showing completion ofthe 
training phase, fact of departure from 
training lucation, and means of basic 
travel to home location. Upon arrival 
at the home location, a final record of 
events entry will be made showing 
11 From 11 annual training duty and the 
fact of arrival at the home location. 
During the training period, personnel 
who withdrew from training or are 
otherwise absent from the training 
location will be accounted for by in
dividual entries. Sample entries: 

Departure 
Arrival at 
DAY 

from Home Location and 
Trng Destination SAME 

RECORD OF EVENTS 
To acdutra (AFT) CamPen dept via 
Mer Air Municipal Airport arr CamPen 
6 off 211 enl attending auth See 
excl entry below 

EXCLUSIVE ENTRY 
List names of those not attending 
acdutra (AFT) 

INDIVIDUAL ENTRIES 
List names to acdutra (AFT) CamPen 
trav perf at personal exp 

Departure from Training Destination 
and Arrival at Home Location SAME 
DAY 

RECORD OF EVENTS 
From acdutra (AFT) CamPen 
via Mer Air arr (Home ~,~,..~.,,u •• 1 
211 enl auth __ _ 
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INDIVIDUAL ENTRIES 
List names from acdutra (AFT) trav 
perf at personal exp 

Note: If the date completed last acdutra 
and number of days acdutra completed 
are not reported changed in the REC
ORD OF EVENTS entry (subpars. 
!6282.9 and 10) this information should 
be reported by unit diary entry as soon 
as practicable. 

f. The name (title) of a reporting 
unit may be changed or the administra
tive structure of a company may be 
rearranged. Such actions are called 
11 redesignations'' or 11reorganizations.'' 
These actions must be reported by a 
record of events entry on the unit 
diary and care must be exercised in 
regard to the numbering of unit diari.es. 
When a unit is redesignated, the t1tle 
may change to the extent that the unit 
could no longer be identified by or con
nected with the former title and there 
exists a possibility that a new unit 
could be activated in the future under 
the former title. In such cases, a new 
reporting code number must be as
signed to the unit under its new title 
and the unit diary numbering sequence 
must begin again with number one (I) 
for the calendar year. An example of 
this is: 15th Rifle Co., redesignated to 
35th Infantry Co. On the other hand, a 
redesignation may not involve such a 
complete change of title that continuous 
identity of the unit is interrupted. An 
example of this is: 2nd 155MMGunBtry, 
redesignated to 2nd 155MM GunBtry 
SP. In this case no new diary number
ing sequence is required. ~ cases of 
redes~gnation where a new d1ary num
bering sequence is required, a record 
of events entry will be shown on the 
last diary under the old title and on 
the first diary under the new title. An 
example of this is: 

RECORD OF EVENTS 
(on last day under old title) 
Redesig eff 1May60 to 35thlnfCo auth 
_______ This is final UD 

RECORD OF EVENTS 
(on first day under new title) 
Redesig fr 15th RifleCo auth ---,:;o-" 
This is initial UD 

The headquarters unit of a command 
which has subordinate reporting units 
will show rede signation for the com
mand in addition to showing redesigna
tion of the headquarters unit. When re
organizations occur enough information 
should be shown in the record of events 
entry of headquarters unit to provide 
a complete history of changes in the 
organizational structure of the com
mand; e.g., "(title) reorganized 
auth as follows: 

From: (Unit title) 
(Unit title) 
(Unit title) 

To: (Unit title) 
(Unit title) 
(Unit title) 
(Unit title) 

All personnel in (show new titles of 
units) will be carried on one UD pre-
pared for (title) __ RU Code __ _ 
This is final UD. 11 

12. Correction to Unit Diaries and 
Supporting Documents 

a. During preparation or at any 
time prior to submission of a unit diary 
or IRC, corrections of errors dis
covered will be made by lining out the 
erroneous items and inserting the cor
rect information above or after the 
lined out item on all copies. Do not 
erase. Such corrections on the unit 
diary will be initialed by the authen
ticating officer. 

b. When errors in a unit diary, an 
IRC or an APR are discovered after 
the;e records have been submitted, a 
correction entry will be made on the 
next diary submitted. Changes in en
listment contracts or other basic rec
ords directed by the Commandant of 
the Marine Corps are not to be con
sidered as a matter for correction 
entries on unit diaries, but will be 
reported as changes of information 
in the normal manner. 

c. Correction entries appearing on 
unit diaries will be headed by the word 
"CORRECTION" indented five 
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from" the "left mar gin, followed on the 
same line, in parentheses, by the 
reference number of the diary or docu
ment on which the error was com
mitted. If it is necessary for a unit 
which has been redesignated and as
signed another reporting unit code to 
correct a unit diary submitted prior to 
the r·ede signation, the former report
ing unit code number must be included 
with the reference number of the unit 
diary to be corrected (e.g., UD #98-60 
RU 81814). If the reference is to be a 
multiple page diary, include the page 
number on which the entry to be cor
rected appears. If the error was on 
an individual record card, insert 
11 {IRC) 11

; if on an individual record 
card (Reserve), insert 1'{IRC Res)' 1

; 

if on an auditing personnel roster, 
insert "(APR) for (date)," Enough of 
the erroneous entry will be shown to 
identify it, with the erroneous part 
underlined. This will be followed by 
HSHOULD BE 11 on a separate line, 
indented five spaces from the left 
margin. On the following line insert 
the correct information or appropriate 
explanation of the erroneous entry, 
underlined. Several corrections to the 
same source document can be made 
under one correction caption; however, 
leave a blank typing line after each 
correction entry. 

d. Erroneous correction entries: 

(!)When a reporting unit dis
covers that a correction entry pre
viously reported on the unit diary is in 
itself incorrect and the original entry 
was correct the following procedure 
will be followed: 

(a) Submit a correction entry 
deleting the previously shown correc
tion entry as erroneous. This entry 
should also state that reporting of the 
original entry was correct. 

(2) When a reporting unit dis
covers that a correction entry pre
viously reported on the unit diary is in 
itself incorrect and the original entry 
was also incorrect the following pro
cedures will be followed: 
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(a) Submit a correction entry 
deleting the previously shown correc
tion entry as erroneous. 

(b) Submit another correc
tion entry correcting the original unit 
diary. 

e. A corrected copy of a completed 
diary will be submitted to replace one 
previously submitted only at the direc
tion of the Commandant of the Marine 
Corps or at the request of the com
mander having personnel accounting 
jurisdiction of the unit concerned. Do 
not indicate that the resubmitted docu
ment is a resubmitted or duplicate 
copy. 

f. Correction to the strength bal
ance discovered after the submission 
of the diary need not be made the 
subject of a diary entry. The balance 
on the next diary to be submitted will 
include the effect of the correction and 
an asterisk (*) will be inserted in the 
box containing the words 11 GRAND 
TOTAL." Corrections will be made, 
however, to cover erroneous dates, 
numbers, or unit designation in the 
heading of a previous diary. 

g. If a unit diary entry is deleted 
as erroneous, the information which 
was changed by that entry must be re
established at the same time. 

h. Some sample correction entries 
follow: 

CORRECTION (UD #35-63) 
FORMAN Edward M 326182 

Ch EOS to 20Dec62 

SHOULD BE 
Deleted as erroneous reestab EOS 
as 14Mar66 

JONES James J 1043562 Cpl 0311 A 

SHOULD BE 
JONES John Edward Jr 1043562 Sgt 

0369 A 
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CORRECTION (IRC) 

KERRIGAN Richard T 080420 
PEBD shown as 03Feb43 

SHOULD BE 
03Feb48 

CORRECTION (APR for 31 May63) 
ROBERSON Willie G 082777 

First add MOS shown as 11 None 11 

SHOULD BE 
0130 

i. If it becomes necessary to re
sume diary submission for a unit which 
is at zero strength for the purpose of 
reporting correction entries, prepare 
a diary in the normal manner with a 
record of events entry stating that 
submission of unit diaries is resumed 
for (date) only to report 
corrections to previously reported in
formation. 

j. To report corrections for units 
which have been disbanded or deacti
vated, initiate correspondence to the 
Commandant of the Marine Corps (Code 
DGH-1) reporting the corrections. 

• 13. Use of Attached Rosters to Unit 
Diaries 

a. Reporting units may save con
siderable typing time and effort by the 
use of rosters in the form of transfer 
orders or other documents which were 
prepared originally for other purposes. 
In cases where the same roster applies 
to 10 or more persons for which an 
entry or entries are to be made on a 
unit diary, the roster may be attached 
to the unit diary as a source of the 
standard identifying information which 
would otherwise be required in the 
body of the diary. 

b. To be suitable for use as an 
attached roster, the following condi
tions must be met: 

(1) Each page of the roster must 
be completely legible and suitable for 
microfilming as a permanent record. 

16-106 
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(2) Each page should be of the 
same dimensions as that. of a unit 
diary or an APR whenever possible. 

(3) Each page must contain the 
following information: unit- title, re
porting unit code, consecutive number 
and date of the diary to which attached, 
and, if more than one roster is being 
attached to any one diary, each roster 
must contain a consecutive number 
based on the sequence in which shown 
in the body of the diary. Each page of 
the attached roster must be page
numbered in the same manner as is 
the unit diary. 

(4) The roster must show the 
same items of standard identifying in
formation that are required on the unit 
diary. Whenever possible, the arrange
ment of the information and the se
quence of names should be shown on 
the roster in the same manner as on 
the diary. Transfer orders are ac
ceptable as attached rosters provided 
such orders are prepared in accord
ance with current directives. 

(5) A copy of the roster will be 
attached to each copy of the diary • 

(6) See section 5, part A of this 
chapter for additional information con
cerning the utilization of attached 
rosters for reporting pay data. 

c. The entry appearing in the 
11name-remarks'' column of the unit 
diary will include the remark only, and 
refer to the attached roster. When such 
an entry is made, skip one typing line 
after the previous entry and begin the 
remark at the left mar gin, with all sub
sequent lines also commencing at this 
margin. When the personnel involved 
come from more than one reporting 
unit, it will be necessary to indicate on 
the attached roster the reporting unit 
from which each one is joined. In such 
cases, the remark on the unit diary 
would indicate only the command from 
which joined. Example: 

Jd 18 enl fr 35thinfCo USMCR Austin 
Tex See roster #1 att 
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d. In the event 10 or more indi
viduals are involved in transfers to 
different commands but the individuals 
are clearly identified and the oc
currences clearly defined on a single 
document, that document may be used 
as an attached roster. For example, 
a command transfers 25 men from 
one reporting unit to different desti
nations and all the men appear on one 
transfer order but in groups according 

to their destination. The entry would 
appear as follows: 

Drop tr 9 en! to EnlVolRes 9th MCD 
auth ___ _ 

Drop tr 10 enl to EnlVolRes 8th MCD 
auth ___ _ 

Drop tr 6 enl to Enl VolRes 6th MCD 
auth ___ _ 

See roster att 

16-106a 
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SECTION 4: SPECIFlCINSTRUCTIONS FOR REPORTING PERSONNEL DATA 

16275 GENERAL 

1. This section contains instructions 
for reporting individual personnel in
formation and actions. This seCtion 
includes: 

a, Instructions for reporting gains 
and losses to the reporting command 
and to the Marine Corps--joinings, 
transfers, separations, and attach
ments. 

b. DescriptiOns of items recorded 
on the IRC 1 s and how to report IRC 
information on the unit diary. 

c. Instructions for reporting into 
the Personnel Accounting System data 
not included on the IRC' s. 

2. Instructions relative to unit diary 
preparation in this section are not 
applicable to the Volunteer Reserve 
since unit diaries are not prepared and 
submitted for the Volunteer Reserve. 

,3. Instructions relative to preparation 
of individual record cards are pri
m,arily applicable to Organized Reserve 
units. However, should the Marine Air 
Reserve Training Comma.nd or Marine 
Corps Districts desire to utilize the 
IRC forms to enter data into the Per
sonnel Accounting System for Class III 
reservists, these instructions may be 
used as a guide. 

16276 GAINS 

l. A 11 gain" is the addition of an indi
vidual to the strength of a reporting 
unit. The gain to the unit may also 
represent a gain to Marine Corps 
strength. This would be true in cases 
of enlistments, reenlistments, induction 
or appointment as an officer. A gain 
occurs under two conditions as indi
cated by the individual's status--by 
joining or by attachment. To determine 
whether a gain is a joining or an attach
ment, consider the purpose for which 
the individual enters the administrative 
jurisdiction of the command in relation 
to the following: 

a. Individual would. be JOINED if 
in the following status: 

Duty 

Awaiting separation {discharge or re
tirement) 

b. Individual would be ATTACHED 
if in the following status: 

Attached for associate duty or appro
priate duty with or without pay 

2. An individual who is to become a 
member of the unit is joined, while an 
individual who belongs. to another unit 
is attached. The unit to which an indi
vidual is joined is responsible for 
reporting all occurrences concerning 
that individual regardless of his physi
cal location. The unit to which an 
individual is attached must report on 
the unit diary the fact that he is attached 
from his parent unit and later that he 
is detached and returned to his parent 
unit or other disposition made of him. 
All reportable items which occur to an 
individual during the time of attach
ment must be reported to the pare·nt 
unit by endorsement on the individual 1s 
orders or by separate letter. Adminis
trative Action (NAVMC 10274-
ADM) may be used for informing parent 
units of occurrences for attached per
sonnel. 

16277 JOINING ENTRIES 

l. For personnel accounting purposes, 
the first action a unit can take in regard 
to a new member is to join him. Nothing 
can be reported for that individual until 
he has been joined in the unit "account. 11 

2. A joining indicates that an individual 
has entered the administrative juris'
diction of the reporting unit and/or 
command. 

.3. Organized and Volunteer Reserve 
joinings will be effected the day after 
the date of transfer from other Reserve 

---accounts. This is required because 

16-107 
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there is no physical reporting or pro
ceed, delay or travel time involved. 
Reservists must be joined in the Re
serve category (Ready or Standby) in 
which transferred. Joinirigs upon re
lease from extended active duty/or 
active duty for training (six months 
training program and critical skills 
program) will be effected the day after 
the date of constructive release in the 
case of reservists and will include 
the phrase 11 Rel fr EAD 11 or 11Rel fr 
acdutra, 11 as appropriate. In the case 
of regulars and inductees who are 
obligors, joining will be effected the 
day after transfer to the Reserve and 
will include the phrase, 11 Rel fr acdu. 11 

,4, The transmittal of service records 
to and between Reserve activities 
should be expedited since joinings are 
effected on the basis of receipt of 
service records and/ or competent or
ders assigning the individual to the 
Organized Reserve unit, the Marine 
Air Reserve Training Command or 
Marine Corps District. The joinings 
should be effected immediately upon 
receipt of records-- do not wait for 
the individual to report by letter or 
in person. 

5, Organized Reserve units carry on 
their rolls only those persons who are 
in Ready Reserve category. Therefore, 
all personnel who join an Organized 
Reserve unit should be in a Ready 
Reserve category prior to such joining. 
The Volunteer Reserve accounts are 
the only accounts which should change 
the individual's Reserve category from 
Ready to Standby or vice versa. 

6. Some sample joining entries follow: 

.Jdfr OffVolRes 6th MCD 

Jdfr MB NAD Hastings Nebr Rel fr EAD 

Jdfr MB NAD Earle NJ Rel fr acdutra 

Jdfr HqCo H&S Bn MCB CamPen Rel 
fr acdutra 

16278 ATTACHING ENTRIES 

l. Persons, both Marine Corps and 
·othe·r- services, who report to an ac-

tivity for associate duty or appropriate 
duty with or without pay are reported 
under the caption "ATTACHED" on the 
unit diary. This is to verify the per
son's presence at the unit for purposes 
of the permanent record. 

2. The caption "ATTACHED" will be 
the last caption of the unit diary. Re
marks shown under this caption will 
show the reason for the attachment 
and the reporting unit to which the 
individual belongs. When the period 
of attachment ends show the purpose 
completed and fact of return to the 
parent unit. 

.3. Sample attaching and detaching re
marks: 

For associate duty fr 9th MCD 

For appropriate duty with pay fr 4th ND 

Associate duty compl ret to 9th MCD 

For appropriate duty without pay fr 9th 
ND 

4. If a unit moves, 
annual training and 
attached to that unit, 
necessary under the 
TACHED." 

such as during 
personnel are 

no remarks are 
caption 11AT-

5. If the orders of a person who is 
attached are modified, to the effect 
that he is to join the unit, the joining 
entry will end with the words 11had 
been att-- see UD # ___ ." 

16279 LOSSES (DROPS) 

1. Entries reporting losses are called 
11drop 11 entries because the individual 
is dropped from the account and from 
the strength of the unit. Drop entries 
always commence with the word 
11 Drop. 1

' 

Jz. Losses occur as a result of trans
fer, discharge, retirement, resigna
tion, assignment to extended active 
duty, assignment to initial period of 
active duty for training, death, termi
nation of appointment, and closing of 
enlisted accounts to accept temporary 
appointrne~nt. 
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.3. The pro1npt reporting of losses is 
extren1ely i.rnportant to the proper 
function: ng of the I-~.~ l'Scnnel Account
n;g Systecn. tJPlCi\1 in the rf:p(>rtlng of 
Los"~~:::; cau:10:~ f::tl._;e ~::tre.ngth tntaln to 
1.··-dst. Jf d!. :ndiv~d1.1al ).'3 dLt:;r.h:-;_rged 
;'-Inc! ~:iH~ ~ep·'·,Jt·ir·,n ls not Tf~ported, he 
r: _,y-.1~1;1~·-'~, ~:"1 ,! ; ].L' -~·~··t _l_ t:1'.7- sb-•:'Lf-<tl-• 
'·J· t• ,,., ~f-t ;',! 

. ,-.. 

I ( .' 

':'- '- I ~ 

:! ; :_, :·,-, i C:, 

. '· ( ' L "' 

(2.) 1.'~ f· t~~-p·-· of ·.'h::scharge·. i_,(::., 
:HnnLlis, C<":J;.f.ii~, CnDts, BCD, DD, d;_s
nlissal (officer). 

(3) The forrr1al reason for dis
charge (see chap. 13): e.g., resgd, 
EofE. Eofl, hardship, dependency, etc, 
In_cas__es of discharge for the conven-

it:nce of the Govern1nent, the abbre
V:la_tion CofG rrn1st be followed b~- the 
spetiiLc rea >on Io·r separat-ior1. In~ases 
of cl1sc·ncnge fc.·r physicct} disahi.lity, 
~.nd:--·ate \'.'1J·t'Ler scpar.:.1b-;d wi_th or 
,vit~.n 1t ~-r''-"2'-r,-tllCf• J'·:ly, 

(4-) ;··;Jf· ;-._:~:~-._.;rit-; for di.sch<:u·;.?"c' 

i::.J' the ,_:J_l'irce ( ·_!_·p:> PersrJnnr'!l 1'-.{<-,Yl--

,, 

~ 1, 1 i 

\ i' 

<] 

r ,! 

.. '" _; -~ 11 

'··,_. a r · ~~ 

~)T•_;p f<J.:~ sf ·_L'lt<:>) l-J_.;y_J>~. EnfE ;:i11th~ 

.r< F:_ J (·i.:r E'-~ rJ 6 ._, T s 

Drop 
(\v/ o) 

llonDis for ph-ys 
St'<."8TCI.-tiCe _p8V a~1th 

ds abl (v,..-1 J·h) 
RP, 

Drvp DD Pur.Sent GCJvf auth ______ KRR 

3. Retirements. The type of retirement 
shaflbeliidi_cated in the remark and, 
in the case of voluntary 
the Eumber of years 

retirements, 
satisfactory 
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Federal service, and the authority. 
Sample entry: 

Drop tr to Retd List vol lO years 
satisfactory Federal service auth 

4, Resignations. The rerna.rk \v-~11 show 
11 Drop- resigned 11 and whetlter the res
ignation '-Vas at the officer';; D\.Vn re. 
quel:)t or for ;)dni.iE:st.L1_t,ve ·r~ason:5 

(JirF:.ct~d b-v the 5ec.t-\'t:~-~-y :-,r l},e ·i-l._:;v,· 
OT t-h':" Ct>rnrnandar~t nf tbJ· Marln•· 
(.Dt'I---~. lf d S!_,.::,cd~~... rca::~"tl f> (v-Jd,..:·c.t, 
incll't-le t)",at Jar:t d.rh~- ~-;hO"\V ;;,Jt:h·.·n~tv, 

Druy.. ('l·J r;_e;;; 1(· rel_.:cq·t 
shnw th::: d;-~tc•. t'i e c -~nf; e of 

death. p\Zlcr- uf Jf~ath <1nd 'NhethE--1· ckatn 
v.ra:: (',.V;:tS JV't) ;:1_ rE-S'Jlt ,f !.Tfli!Hllv, 

aho'r t] t-> tliiYnhr-: (_;f ·lr.lJ,:; p-?rf•.nT:.,"-··"1 

t.rar,sfc rctd rn·l:,-,t Jf_Jl'1 t~,,., .e~t•be c 

1: l:e da-,· ·-,r~()J' 1>l d 1-' J t _,, u.~-:1 

repuTt tht: 1 I' \ 'J } I :: I t 'i 

LeTI-'-l;J, Jhe cJi~)Y·-~~ t,~,,, c·f t:~..,_ '-'"-'n•o~c,,-. 

or pl;:-,, ,, (Jf bu1'l :Jt t t:~~rJ :·~·-'~ l__,,:.;_ ~ll:o-.vt

thr;• .,,,,-Jf I'Jv]/', (, r Jlid,i llo' h~·,:,l ·----u-1.-
U':./-;' ~-,t_ r ) .-=: •__: l·· ' "' 1' f-:' 1'1. -. ,-

Exa YnJ'l_ ~-. 

iDatt:.l Dn,p dic:-1 J.!lt(• ~1·_·,-l! .:·<:J~ u:e-~·,; 

CaLf n(:: ·result: ·A :rng. Dr:.; pf>:rl 
CD.rr nlC· :. ldrs 5Ma;·I-J,; :s·lrs 161v1a'> 
66; NO[( PMA 9(14 Ydlh Stred La 

Jolla CaLf ( ~~E_._c ?.:_~~) 

6. Desertions. \Vben an indiv·,du<:~l 1S 

declared ~-a deserter. he 1.s droppf:d 
frorn the unit account. The d.rop entr\r 
w11l be shown on the diary :t:c•r tLe date 
the declaration is rnade and will i.Jl

clude the time and date of con1mence
rnent of unauthorized absence, the date 
of which desertion was declared and 
whether service records are retained 
or forwarded. Sarnple: 

Drop des on UA-AWOL since 000 l 
16Jan60 declared des as of that date 
SR ret 

Drop des escaped prisoner declared 
des as of 1115---
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7. Accep~~n~!:.. of Appointments; Ter
mination of ~~)intrnents; Gain and 
Loss Entr1eSfoT -~-----------~-----

a. Whtcn <:tiL indi\ridual i:~ flrstcc•n 1-

missioned as a perJL"lanent (J.ffi,-::-er 
(usually 2ndl.~.), h.e n11_15t he joined by 
accept:ancf-' ,·,f the 3pp0lntrr;(·nt, y-,._ 
Clrnplr= ... : 

J.lby ;~(( 

rk Lr 

u. 1.-\h(n ~· ·.vC1J1-~--Lcl 

P')Yal'-\' £!,:r,,. 

C'::>r~tn,~~~;i(·J 

:-) f.•pui_x,tn~f-:' 
tt: !'JrLJ )V:t1 f::C~ ;·, 

j>l/ l't:' I f.' ' 

! ·~· r .- · ; , '1.Yf': 

r ,_-. ··tl ,, t·1-

<"f.n· (·f -~:~'' 

I J 

;-;l--'~"-··:·t,:·ci:c,l···nt' r"l' 

!_,, l'll;::O.-J.L C".l.; 

(. (' ~- l) t r: ' ~ ':' ),_(·:! ;.o· ~: .. ,,_~ 

., r_ . ,_ 

',' 1 

:-1' 

!t• '. ;-,, 
,'r ,_ii 

~: r= ',_ <: :-. 
'1 , i , ' '.l r ; <_ ~I ,_ 

j-,,;_, 

he 

1 -~:.rnr)•_,r;_,j-..,-c,.t;·:·_•::~ -.i;·;···· ,_·:: 
tern,;n,\tt-:d. _;,t. l"f~\tGI'l'.; t_,, 

',- ;: . : l ·-. t 
(~ ul \ '0 t --

stat\ls d.nd J.':i <.11;-lc!·:-·lt'i}ed (rntdll pl~, 
t:nt.ry). Th<::: r1u·=t day h{· clcr~E:j•t-~; Lc~. 

jJe rn)_;-_\rtf~t~t Zt!-'!';.;r•tnl''-·rJ· ;)_nd, :£ cr·_t:tl,_·•.! 
to a h.ghe·r tt~Tnpc,:rMr·; ,:t_pr:-,c:n\n:t:i:t. 
acknr.>wlc_:dgf::S reat;p(_,i_r,trn~'-:r,t t•_J tL~.,t 

ternpor<.~_cy gJ-::ide. t\~'l'rc1'r ~-ttf- ch:tn~;e 
to cor:tract (lnd d-·-tt'-. Lr~·,-\_L-~t:nr<f> ;:;. 
ntade -in these ca.se!:i ,():_:nnplr~ 1;nt,:i{~~.;; 

OffLce r SE:<pa rat1on ( i st d'i/) 
Drop temp app\ as (grade) USMCR term 
auth \'v';ll reenter 

Enlisted Joimng (bt day) 
Jd acct reopened as (en! grade) USMCR 
rk fr SN MOS 

Enlisted Discharge (lst day) 
Drop HonDis CofG to ace perm appt 
USMCR auth 
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Officer Rejoining (2nd day) 
Jdby ace perm appt as (grade) USMCR 
rk fr and (if applicable) ack 
temp appt as (grade) USMCR rk fr __ 
auth 

d. When a temporary officer is 
reverted to enlisted status but is not 
to reenter as an officer, he will be 
dropped by termination of appointment 
as an officer on the last day for which 
he draws pay as an officer and rejoined 
as enlisted (accounts reopened) on the 
next day. If his enlistment had expired 
while in officer status, he is considered 
to have been held for the convenience 
of the Govei-fl.ffient from his expiration 
of enlistment dafe- to his date of ter
mination of appointment as an officer 
(block #11 on new IRC) and would be 
discharged on the same date as his 
appointment is terminated, or in ap
propriate cases would be retired. If 
reenlisted immediately the new IRC 
will reflect the new EOS date. 

8. Assignment to Active Duty- -Drop 
Entries 

a. When a reservist is assigned to 
extended active duty, or active dutyfor 
training (six months training program 
and critical skills program) a loss to 
Reserve Establishment strength oc
curs. This loss is shown as a drop 
entry in the Organized Reserve on the 
date prior to the first day of active 
duty. The first day of active duty is the 
date on which the reservist commences 
travel from home to first duty station, 
within the authorized travel time al
lowed. Thus in many instances a con
structive date of assignment to active 
duty must be established. For example. 
an individual may be authorized 5 days 
travel time; he proceeds on the lOth 
of the month leaving Omaha, Nebraska, 
bound for Marine Corps Schools, Quan
tico, Virginia, but does not intend to 
report until the 20th. If he reports on 
the 20th, a day of travel, his first day 
of active duty would be the 16th. He 
would be dropped on the 15th. If he had 
commenced travel on the 17th and still 
reported sometime on the 20th, his 
first day of active duty would be the 

17th and he should be dropped on the 
16th. The reservist is required to in
form the Reserve activity of his in
tended schedule and the appropriate 
date is determined from this informa
tion. 

b. The drop entry on the Organized 
Reserve unit diary will show the date 
if other than the diary date, the fact 
that it is an assignment to extended 
active duty or active duty for training 
(six months training program and criti
cal skills program), the reporting unit 
or command to which transferred, and 
the authority. Example: 

Drop asg (EAD) (acdutra) tr to MCB 
CamLej auth ____ _ 

16281 DESCRIPTION OF ITEMS OF 
INFORMATION CALLED FOR 
ON INDIVIDUAL RECORD 
CARD, NAVMC 976-PD, AND 
INSTRUCTIONS FOR RE
PORTING CHANGES 
THERETO 

l. Disposition--Block #1. This block 
is provided for coding at the DPI. 

2. Date Joine<i Unit--Block #2 

a. Insert in this block the date the 
individual is joined in the unit account 
(same date for which the joining was 
reported on the unit diary). 

b. If the DPI copy of the IRC is not 
forwarded with the unit diary which 
reports the joining, show in parentheses 
under the joining date the number ofthe 
diary which did report the joining. This 
facilitates reference to the joining entry 
by the analyst at the DPI so he can 
compare the entry on the diary with the 
IRC. Example: 

DATE JOINED UNIT 2 

10May60 

(UD #36-60) 

.16-111 
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3. Grade in Which Serving--Block #3 

GRADE IN WHICH SERVING 3 

Sgt 

a. Enter the title of the grade in 
which the individual is currently serv
ing. Grade is recorded on page l of 
the officer's qualification record, and 
on page 5 of the service record book. 

b. A unit diary entry is required 
whenever any change is effected in the 
grade in which the individual is cur
rently serving. The remark must show 
the new grade title and date of rank. 
The ''authority 11 under which the grade 
change is effected will be included in 
all entries of promotion above the 
grade of corporal, and in all reduction 
entries. The word 11meritorious 11 will 
be included in entries reporting meri
torious promotions. Examples: 

Appt LtCol USMCR to rk fr (date) 
a11th ____ _ 

Prom to Cpl (meritorious) to rkfr (date) 

Red to LCpl to rk fr (date) auth __ _ 

4. Date of Rank-- Block #4 

a. The date of rank is reported as 
part of a unit diary entry when changed 
by promotion or reduction. It is in
serted in block #4 of the IRC. Example: 

DATE OF RANK 4 

27M&) 58 
5Jan60 

(Old date lined out and new date 
added upon promotion. Upon reduction, 
date of rank must be reestablished by 
UD entry.) 

b. Year of rank 1950 and earlier 
will appear 1n machine prepared re
ports as "51 •11 

5. MOS - Pnmary and Additional-
Blocks #5 and #6 

a. MOS' s appear on page 8 of the 
service record book and page 7 in the 
officer's qualification record. 

b. Whenever a change of either pri
mary or additional MOS is authorized 
the unit diary entry will report which 
MOS is changed and present a 11 spread 11 

of the MOS' s after the change is made. 

Ch pri MOS--MOS's are now 2529/ 
0761/none 

Ch pri MOS--MOS's are now 252.9/ 
2645/0141 

Ch pri & add MOS's--MOS's are now 
0802/0430/0130 

c. Insert the primary MOS in block 
#5 for Marine Corps personnel. For 
Navy personnel joined to Marine units, 
insert in block #5 the Officer Desig
nator Code (four digits) for officers 
and the Primary Navy Enlisted Classi
fication Code (four digits) for enlisted 
personnel. 

6. Insert the additional MOS or MOSs 
in block #6. If the individual has two 
additional MOSs, __ the 11first" additional 
MOS is listed above the second. If the 
individual has no additional MOS, enter 
a zero (0 ). Example: 

.--~~~~~~~~~-·-'-

PRIMARY MOS 5 

6412 

ADDITIONAL MOS 6 

6731 
5711 

ADDITIONAL MOS 6 

0 
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7. Component/Class Code--Block #7 

COMP/CLASS 
CODE 

A 

7 

a. Enter the component/class code. 
From information shown on the appoint
ment acceptance, enlistment contract, 
record of induction, and administrative 
remarks page of the service record, 
determine the individual's component/ 
class status. By referring to MCO 
Pl080.20, Personnel Accounting Codes 
Manual, the appropriate component/ 
class code can be determined for that 
status. 

b. Usually, change of component/ 
class code occurs incident to reenlist
ment, change in Reserve category, or 
upon transfer of regulars to the Reserve 
Establishment. In these cases, individ
uals are dropped with one component/ 
class code and joined with another, thus 
effecting the change without specifically 
reporting a change by unit diary entry. 

.8. Contract/Legal Agreement 

a. Report the same information as 
required by subparagraph 16082.44. 

b. Duty Limitation 

( l) Currently, there are no duty 
limitations applicable to the Reserve 
Establishment. 

9. Race--Block #9 

a. The information for this block is 
transcribed directly from the enlist
ment contract or the record of induc
tion, page 2 of the service record book, 
or from page 9 in the officer 1s qualifi
cation record. 

b. Enter the name of the individ
ual's race in block #9. Changes in race 
normally would be required only as a 
result of a correction of error in offi
cial records directed by the Comman
dant of the Marine Corps. Such actions 
are to be reported as changes, but 
when race has been erroneously shown 
on an IRC, a 11correction11 entry is 
proper. 

10, Block #10--Noentryrequired. (See 
subpar. 16229.ld,) 

16-113 
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11, Expiration of Contractual Serv
ice (ECS)-- Block /Ill 

EXPIRATION CONTRACTUAL 
SERVICE 11 

(ECS) 

15Jul71 

a. E11ter the date on which con
tractual service expires. ECS is de
termined as follows: 

( 1) Eight- year obligation 

(a) Each male person ac
quired a totalS-year military obligation 
who: 

1. Was initially appointed, 
enlisted or inducted, either in a Regu
lar or a Reserve component of any 
branch of the Armed Forces of the 
United States after 19 June 1951 and 
prior to 10 August 1955, prior to attain
ing the 26th anniversary of his birth; 

2, Enlisted in the Six 
Months Traiclng Program (component/ 
class code "H"), prior to attaining 
eighteen and one-half years of age; 
and prior to 1 August 1963; 

3. Enlisted in the Critical 
Skills Program (component/class code 
"Q") prior to 1 August 1963. 

(b) The ECS for the above 
persons is that date which is 8 years 
subsequent to such entry, except that 
should time be lost, then the normal 
expiration date must be extended (see 
par. 15111 ). Additionally, if any con
tract or agreement to serve beyond 
such period exists, the ECS is the ex
piration date of that service, 

(2) Six-year obligation 

(a) With the exception of per
sons who enlist in the Six Months Train
ing Program prior to attaining eighteeu 
and one-half years of age (component 
"H"), or the Critical Skills Program 
(component "Q") prior to 1 August 1963, 

each male person who is initially ap
pointed, enlisted, or inducted, either in 
a Regular or a Reserve component of 
any branch of the Armed Forces of the 
United States after 9 August 1955, prior 
to attaining the 26th anniversary of ~is 
birth, acquires a total of 6-year mili
tary obligation, 

(b) The ECS for the above 
persons is that date which is 6 years 
subsequent to such entry, except that 
should time be lost, then the normal 
expiration date must be extended (see 
par, 15111). Additionally, if any con
tract or agreement to serve beyond 
such period exists, the ECS is the 
expiration date of that service, 

(3) Discharge from component 
"H, 11 "K, 11 or 11Q 11 status, for reentryin 
the USMC or USMCR in another status, 
does not serve to alter the original 
military obligation. 

(4) For enlisted non-obligors, 
record the expiration date of the en
listment contract or agreement to ex
tend, as appropriate, 

(5) For officer non-obligors, 
enter a "0 , 11 Sample unit diary entries: 

Extenl 1 yr auth ___ New ECS(date) 

Jdreenl 4 yrs New ECS (date) 

12, Pay Entry Base Date--Block #12 

a. Enter the day, month, and year 
of the pay entry base date iq block #1 z. 
Example: 

PEBD 12 

10Dec56 

Ch PEBD to 16Jun58 admin error 

13, Date of Birth-- Block #13 

a, Date of birth is obtained from 
page 2 of the service record book or 
from pages 1 and 9 of the officer's 
qualification record, The year of birth 
only, is coded into the punched cards 
at the DPI. 

16-115 
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b. Insert the day, month and year 
of birth. Unit diary entries would be 
required to correct an error on the IRC 
or to report a change in date of birth 
authorized by the Commandant of the 
Marine Corps. Example: 

DATE OF BIRTH 13 

15Mar31 

Ch date of birth to ___ auth CMC 
ltr ____ _ 

.14. PULHES-PHYSICAL RISK CLAS
SIFICATION--Block #14 

ENLISTED 
PULHES 

READY RESERVE OFF 
PHYS RISK CLAS 

PULHES 

ll2121B 

PULHES 

A 

14 

a. This block is used to report two 
different items: 

(l) For male enlisted personnel 
insert in this block the complete phys
ical profile serial including code letter 
and modifier if any. For unit diary 
reporting, only the code letter from the 
profile serial will be reported; i.e., 
11A, 11 11B, 11 etc. Do not include serial 
digits or modifier letter. Example: 

Ch PULHES to F 

b. Record a ''0" for women Marines 
and Stand By Reserve Officers. 

c. The information for this entry is 
initially recorded on the enlistment 
contract or record of induction; and 
thereafter in the health record. 

d. For Ready Reserve Officers 
only, record physical risk classifica-
tion. Example: Asg Code A 

( l) Physical risk classifications, 
missing in unit records may be ob-

16-116 
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tained for Ready Reserve officers from 
the Commandant of the Marine Corps 
(Code AFC). 

15. Tour Date--Block #15. No entry 
required. 

16. Obligor Designator--Block #16 

a. For all per so nne 1 indicate 
whether the individual is obligated 
under UMT&S Act by inserting the 
following abbreviations in block #16 
of the IRC: 

Description 

6-year obligation under 
UMT&S 

8-year obligation under 
UMT&S 

Non-obligor 

Insert in 
Block #16 

6 yr obl 

8 yr obl 
Non obl 

17. Special Designation--Block #17 

SPECIAL DESIGNATION 
NA 

17 

a. The designations which are to be 
recorded in this block are shown in 
MCO P1080.20, Personnel Accounting 
Codes Manual. Designations are re
corded on NAVMC ll8(8AV) in the 
service record; and in separate letters 
issued by the Commandantofthe Marine 
Corps, or by the Chief of Naval Per
sonnel. 

b. Unit diary entries are required 
upon issuance or revocation of a des
ignation; e.g., 

Spl Desig as NA revoked auth ___ _ 

18. Dependents--Block #18 

.a. Information as to the number 
of dependents may be obtained from 
Record of Emergency Data (NA VMC 
10526-PD). 
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b. The dependents are indicated by 
abbreviations for each type as follows: 

No Dependents 

Wife or Husband 

Dependent Child{ren) 

0 

W for wife, 
H for husband 

DC 

*Dependent Parent(s) DP 

*Must be in fact dependent on such 
member for over half of his or her 
support. Combinations of these abbre
viations are entered when necessary to 
represent the total number; e.g., W2DC 
or 2DP. For instance, the records indi-

cate that MSgt Jones has a wife, a 
dependent mother and three children 
under 21. The entry on his IRC would 
be: 

DEPENDENTS 18 

WlDP3DC 

Unit diary entries will be made to re
port any changes in the number or type 
of dependents. Examples: 

Ch depn to W lDC 

Ch depn to 0 wife died 

16-117 
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.19. Block #19--No entry required. (See 
subpar. 16ZZ9.ld.) 

• ZO. Block #ZO- -No entry required. (See 
subpar. 16ZZ9.ld.) 

Z l. Service Schools Completed-- Block 
#Zl 

a. This block is provided for a 
summary of service school training for 
use at local unit and command level in 
selecting personnel for certain assign
ments. The data is not punched into 
punched cards of the system; there
fore, it is not mandatory that an entry 
be made in this block. 

b. No unit diary entries are re
quired regarding service schools. 

c. Information for this block ap
pears on page 8 of the service record 
book and on page 7 of the officer's 
qualification record. A suggested sam
ple entry follows: 

16-118 
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SERVICE SCOL COMP 

OffSigSup (1955) 
Elect Maint Crs 
Ft Monmouth (1957) 

Zl 

zz. Civilian Education--Block #ZZ 

a. Insert the level of highest cred
itable schooling attained and number of 
years, with certain other data as fol
lows: 

(1) If grammar, or grade school 
is the extent of education, insert the 
designation "OS," followed by the num
ber of years; e.g., 

CIVILIAN EDUCATION ZZ 

OS 6 1/Z 

(Z) If high school is highest level 
attained, insert the designation "HS, 11 

followed by the number of years and the 
course of study recorded or major sub
ject; e.g., 
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CIVILIAN EDUCATION 22 

HS 3 

(3) If college is listed insert 
the designation 11 C, 11 the number of 
years, the major subject listed, and 
the degree received, if any. If no 
degree is held, indicate the subject 
followed by "No de g." Where a degree 
is received with no major subject indi
cate the degree followed by "No major 
subj. 11 

CIVILIAN EDUCATION 

C I 1/2 
Economics 

CIVILIAN EDUCATION 

C4 
Literature-- BS 

22 

22 

(4) If trade or business school 
is listed, insert the designation 11 TS, rr 
the number of years attendP-d, and the 
course of instruction. This is in addi
tion to the regular education which 
has been recorded as directed above, 
e.g., 

CIVILIAN EDUCATION 22 

HS 4 
Vocational 
TS I 1/2 
Avn Mechanics 

b. The information for this block 
appears on page 8 of the service rec
ord book and page 7 of the officer's 
qualification record. 

• c. If an 
completes a 
college level 

individual successfully 
USAFI high school or 
GEDT battery, and the 

test battery level of education is at a 
level which is higher than the indi
vidual's formal schooling, record the 
higher level and the designation 11 equiv 
by GEDT." Successful completion of 
college level GEDT is considered as 
the equivalent of no more than 1 year 
of college education, and will be sore
corded. Do not record results of other 
type equivalency tests such as EET, 
officer selection tests, etc. Example: 

CIVILIAN EDUCATION 22 

HS 4 equiv by GEDT 
Cl equiv by GEDT 

Ch Civ Educ to HS 4 compl USAF! 
HS GEDT 

23. Civilian Occupation-- Block #23 

a. Civilian occupation is recorded 
on page 8 of the service record book 
and page 7 of the officer's qualification 
record. 

b. Insert the job title and code num
ber, eliminating dashes and periods 
from the number. If the individual is 
currently a full-time student in high 
school or an accredited college or 
university, insert both the job title and 
code number for the civilian occupation, 
if any, plus the indicator "Student 
990000." 

c. In processing the IRC at the DPI, 
student status co~e takes precedence 
over civilian job code. Therefore, when 
student status is terminated, civilian 
job code must be established in the sys
tem by means of unit diary entry. 
Example: 

CIVILIAN OCCUPATION 

Carpet Cutter 81962 
Student 990000 

23 

Ch civ occ to Carpet Cutter 81962 

16-119 
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24. Language Qualification-- Block #24 

a. Insert the name and dialect, if 
any, of the foreign language in which 
the individual is most proficient. In
formation for this item appears on 
page 8 of the SRB and page 7 of the 
OQR. 

b. Report on the unit diary, change 
in qualification due to completion of a 
service/service supported school, 
testing, or interview; e.g., 

Ch lang qual to German 

25. Classification Test Scores--Block 
#25 

a. Classification test scores for 
this block are obtained from page 8 of 
the service record book and from page 7 

16-120 
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of the officer's qualification record. If 
the General Classification Test Form 3 
has been administered to the individual, 
insert the score attained in each of the 
test parts in the appropriate section of 
the block: 

TEST SCORES 25 

GC RV AC AR PA Other 

103 142 109 93 104 

b. If the General Classification 
Test Form 1 and the MAT 2 or 3 have 
been administered, insert the General 
Classification Test score in the section 
headed ''GC" and the MAT score in the 
section headed 11 PA." 
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c. If more than one General Clas
sification Test has been administered, 
record only the test with the most 
recent date, Initial scores on tests 
conducted after submission of the IRC, 
corrections to test scores, or new 
scores on retests will be reported on 
the unit diary, Examples: 

Tested GC 90 RV 90 AC 90 AR 86 
PA 90 

Retested GC 86 RV 92 AC 88 AR 
84 PA 94 

CORRECTION (IRC) 
GCT score shown as GC 90 PA 90 

SHOULD BE 
GC 110 PA 100 

d. The section entitled "other" may 
be used for entry of scores for aptitude 
tests such as the Radio Code Test; 
speed of Response (RCT/SR) or Cleri
cal Aptitude ( CA) 

Example: 

Other 

RCT/SR 
72 

Other 

CA 84 

e. If individual is unclassified, en
ter "Unclass" in GC block. 

26, Unit Assigned-- Block #26 

UNIT ASSIGNED 26 

lst Platoon 

a. Reporting units without author
ization for subordinate units to drill 
separately: Enter a zero (0). 

b. Reporting units having subordi
nate units authorized to drill separately 
will insert the name of unit to which 
personnel are assigned: Division "A," 
Division "B, 11 lst Platoon, etc. 

c. Unit Diary entries are required 
upon reassignment between subordinate 
units, Example: 

Ch unit asg to 1 stPlat 

.27. Training Designator-- Block #27 

DUTY ASSIGNMENT/ 
TRNG DESIG 

T 

27 

a. Enter the appropriate code ac
cording to the following: "T" (trained) 
for those who have completed basic 
training (recruit and individual combat 
training) or the equivalent thereof as 
defined in current directives; ''U" (un
trained) for those who have not com
pleted recruit training or the equivalent. 
For officers record "T" (trained) ifthe 
basic military training prescrib-ed in 
current directives has been completed; 
if this training has not been completed 
record "U" (untrained.) 

b. When an Organized Reservist 
who has previously been reported as 
untrained becomes trained, a unit diary 
entry will be made. Example: 

Ch trng desig to T 

c. The information for this block 
appears on page 11 of the service rec
ord book. Trained and untrained status 
of officers is determined by entries in 
the officer's qualification record. 

28, Name 

a. The name will be entered on unit 
diaries and IRC 1 s, last name first in 
capital letters, followed by first name 
with only the first letter capitalized, 
followed by middle initial, if any, and 
the indication "Jr, 11 "Sr,' 1 "II,'' ''Ill,'' 
if applicable. Do not insert "(N)" if 
there is no middle initial. 

16-121 
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b. Accuracy in reporting the name 
is essential to operation of the system. 
If a person is reported as joined or 
other entries are submitted with an 
incorrectly spelled name, the entry 
must be corrected. It is not sufficient 
merely to spell it right the next time 
it is shown. Each entry on a unit diary 
is compared against the information 
which was previously reported and 
punched into a card. If the new entry 
does not match that which was previ
ously reported, the analyst at the DPI 
must require a correction from the unit. 

c. An actual change of an individ
ual's name, however, is not a "correc
tion." When a change of name in official 
records is authorized by the Comman
dant of the Marine Corps or in accord
ance with paragraph 13264.6, it will be 
reported on the unit diary by showing the 
"old" name and other standard identify
ing information and under that remark 
will report the new name. The IRC and 
all other unit records should be changed 
at the same time. A new IRC is not re
quired by the DPI, but the unit may find 
it desirable to make a new one for the 
current file and place the old one in the 
"dead" file with appropriate notation 
for cross-referencing. Example: 

Ch name to ________ auth CMC 
ltr _____ _ 

d. Name is entered at the bottom of 
the IRC. The name should be obtained 
from the enlistment contract or record 
of induction for enlisted and from the 
appointment acceptance and record 
(page 9) or page 1 of the officer's 
qualification record. 

29. Service Number 

a. Ensure that the service number 
is correctly transcribed from the en
listment contract, record of induction 
or officer's qualification record. Check 
it after it is typed. Normally, the IRC is 
the first personnel accounting document 
a unit prepares on an individual. Enter 
the service number and name correctly 
on the IRC and compare against subse
quent unit diary entries on the same 
individual. 

b. Women Marines are identified by 
placing the letter "W" one space to the 
left of the service number each time it 
is recorded. Note also that enlisted 
women's service numbers all com
mence with the number 11 7 ." 

30. Other Standard Identifying Infor
mation Blocks on Individual Record 
Cards 

a. Enter, in pencil, the grade and 
Primary MOS in the blocks of the 
standard identifying information line. 

b. Type the code for the individual's 
component/class in the block marked 
"COMP/CLASS." 

c. Unit. Type or stamp the report
ing unit code in the block marked 
"Unit." This item is not considered 
part of the "standard identifying infor
mation." If a rubber stamp is used be 
sure to stamp the DPI copy also. 

d. A typical completed lower line 
of the IRC showing "standard identi
fying information" and "reporting unit 
code" is shown below. 

IRC 

NAME SERVICE NO GRADE MOS COMP/ UNIT 

DOEJohnJ 

16-122 
Ch. 6 

1234567 55riJ:-
CLASS 

03 t.>9 A 81314 



CHAPTER 16--PERSONNEL ACCOUNTING SYSTEM 16282 

16282 DESCRIPTION OF ITEMS OF 
INFORMATION CALLED FOR 
ON IRC (RESERVE), NA VMC 
10421-PD, AND INSTRUC
TIONS FOR REPORTING 
CHANGES THERETO 

l. Disposition--Block # l. This block 
is provided for coding at the DPI. 

2. Date Joined Unit--Block #2. Insert 
the same information as for block #2 
on IRC, NAVMC 976-PD. 

3. Grade in Which Serving--Block #3. 
Insert the same information as for 
block #3 on IRC, NAVMC 976-PD. 

4. Block #4--No entry required. (See 
subpar. J6229.ld.) 

5. MOS- -Primary--Block #5. Insert 
the same information as for block #5 
on IRC, NAVMC 976-PD. 

6. Block #6- -No entry required. (See 
subpar. 16229.ld.) 

7. Component/Class Code--Block #7. 
Insert the same information as shown 
in block #7 on IRC, NAVMC 976-PD. 

.8. Contract/Legal Agreement 

a. Report the same information as 
required by subparagraph 16082.44. 

b. Duty Limitation 

{I) Currently, there are no duty 
limitations applicable to the Reserve 
Establishment. 

9. Block #9--No entry required. (See 
subpar. 16229.ld.) 
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10. Block #10--No entry required. (See 
subpar. l6229.ld.) 

11. Expiration of Obligated Service 
(UMT&S Act)--Block #11 

EXPIRATION OF OBLIGATED 
SERVICE 11 

(UMT&S) 

30Jun7l 

Ch EOS to l4Jul7l 

a. Enter the date on which obligated 
service as required by the UMT&S Act 
will expire. This date will be deter
mined in the same manner as for 
block #II on IRC NA VMC 976- PD, 
except that this date will be changed 
to reflect lost time only, and will not 
be affected by any contract or agree
ment to serve beyond the original date. 

b. The information contained in 
this block will be retained upon expira
tion of obligated service. 

c. For those male personnel who 
were initially appointed, enlisted or 
inducted into any branch of the Armed 
Forces after 19 June 1951, enter the 
date their military service obligation 
expires under the terms of the UMT&S 

16-124 
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Act. See paragraph 16281.11 in de
termining the obligation incurred. 

d. For those male personnel who 
were initially appointed, enlisted or in
ducted into any branch of the Armed 
Forces prior to 19 June 1951, and for 
all female personnel, enter a 110. 11 

12. Block #12--No entry required. (See 
subpar. 16229.ld.) 

13. Block #13-- No entry required. (See 
subpar. 16229.ld.) 

14. Date Last Physical Examination-
Block #14 

a. The date (month and year) de
rived from block #6 of latest Standard 
Form 88 (Report of Medical Examina
tion), which form is contained in the 
health record, is inserted in this block. 
The date is not to be changed unless 
substantiated by a Standard Form 88. 
Example: 

DATE LAST PHYS EXAM 14 

Aug 59 

Ch date last phys exam to Aug59 

15. Block #15--No entry required. 
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16. Block #16--No entry required. (See 
subpar. 16229.ld,) 

17. Special Designation-- Block #17. 
Insert the same information as for 
block #17 on IRC, NAVMC 976-PD, 

18. Total Months Active Duty--Block 
#18 

a. The information in this block is 
required in connection with mobiliza
tion planning since the Armed Forces 
Reserve Act requires that previous 
active service be considered in con
nection with involuntary recall of re
servists to active duty. 

b. Enter the total number of months 
of active duty in any branch of the 
Armed Forces. This includes any pe
riod of regular active duty, extended 
active duty, active duty in the Reserve 
program, or active duty for training in 
excess of 30 days in any branch of the 
Armed Forces. Do not include periods 
of active duty for training which are 30 
days or less, active duty without pay 
or periods of repeated training duty. 
Enter a zero if no countable active duty 
has been performed. Example: 

John Paterson enlisted in the Regu
lar Marine Corps for 3 years on 18 
June 1952 but was retained CofG 20 
days. Upon release from active duty, 
he was assigned to Class III, Marine 
Corps Reserve, and was subsequently 
assigned to an Organized Reserve unit. 
He attended annual training duty from 
3Aug56 to 17Aug56, On 24Aug56 he was 
ordered to extended active duty and 
was released from active duty on 21 
NovS 7. In computing Pater son 1 s total 
months of active duty, he would receive 
credit for: 

l8Jun52 to 7 Jul55- -3 yr 20 days 

24Aug56to 21Nov57--1 yr 2mos 28 days 
4 yr 2mos 48 days 

or 

4 yrs 3mos 18 days--52mos 

TOTAL MONTHS ACDU 18 

52 

16-125 
Ch,7 



16282 MARCORPERSMAN 

c. In totaling several periods of 
active duty, odd days may add up to 
more than 30. Increments of 30 days 
will be carried over to the month col
umn and 15 days or more credited as a 
full month. 

d. The information for this block 
will be determined by inspection of 
documents available at the district 
headquarters or in the possession of 
the individual. Such documents are the 
service record book, officer 1s qualifi
cation record, DD Form 214, discharge 
certificates or certificates of satisfac
tory service. In most instances, the 
service record book or officer's quali
fication record will contain the infor
mation. Only in cases when service 
cannot be determined from the docu
ments mentioned above will inquiry be 
made to the Commandant of the Marine 
Corps (Code DGK). 

e. Unit diary entries would be re
quired to correct the number of months 
if erroneously shown on the IRC; or to 
supply the data if it was not known at the 
time the IRC was submitted. Examples: 

Ch total Acdu to 36 

Total Acdu 24 mos Not prev reported 

• 19. Block ltl9- -No entry required. (See 
subpar. 16229.ld.) 

20. Date Ready Reserve Service Ex
pires- -Block #20. Reporting units will 
record in this block the date of ex-
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piration of Ready Reserve service. 
Corrections to dates previously re
ported will be reported on the unit 
diary. Example: 

DATE READY RES SERV 20 
EXPIRES 

270ct60 

Ch date Ready Res serv expires to 
17 Aug 62 

21. Block #21--Noentryrequired. (See 
subpar. 16229.ld.) 

22. Block #22--No entry required. 

23. Date Screened--Block #23. Re
porting units will enter the date of last 
screening and report any corrections 
or changes by unit diary entry. Ex
ample: 

DATE SCREENED 23 

17Jul58 

Ch date screened to 17 Jul59 

24. Block #24--No entry required. (See 
subpar. 16229.ld.) 

25. Block #25--No entry required. (See 
subpar. 16229.ld.) 
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26. Block 1126--No entry required.(See 
subpar. 1622 9 ,I d.) 

27. Training Categories and Pay 
Groups--Block 1127 

a. Ready reservists 
ized Reserve units are 

Training Annual Num-
Category ber of Peri-

ods of In-
active Duty 
Training 

A 48 

B 24 

in Organ
placed in 

Annual Active 
Duty for 
Training 

15 

15 

b. Enter the appropriate code to 
represent training category and/or pay 
group in block 112 7. 

tzs. The lower line (name, service 
number, grade, MOS, component/class 
code and RU code) will be completed 
by inserting the same information as 
recorded on the lower line of IRC, 
NAVMC 976-PD. 

16283 INSTRUCTIONS FOR RE
PORTING ITEMS NOT SHOWN 
ON THE INDIVIDUAL 
RECORD CARD 

l, Items not included on the IRC for 
which remarks are required for Per
sonnel Accounting System information 
are: 

Unauthorized absence 

In the hands of civil authorities 

Casualty or injury 

Hospitalization 

Confinement 

• Courts-martial or commanding offi
cer's nonjudicial punishment 

Associate duty and repeated training 
duty without pay 

7'32-936 0-64-28 

appropriate training categories and/ 
or pay groups, The following code 
has been provided to represent the 
training categories and/or pay groups, 
as appropriate, to which reservists 
in .Organized Reserve units are as
signed, 

Pay Annual Num- Annual Code 
Group ber of Paid Paid 

Periods of Active 
Inactive Duty 
Duty for 
Training Train-

ing 

A 48 15 A 

B 24 15 B 
' 

16284 ABSENCE-- UNAUTHORIZED 

l. All unauthorized absence (UA), oc
curring during service at a unit, and 
the definition of such absence (AOL, 
AWOL, etc,), as outlined in the Uni
form Code of Military Justice, articles 
85, 86 and 87, is to be reported on the 
unit diary. The entries are required to 
show that the absence was properly re
corded at the time of its occurrence and 
are used to substantiate charges in 
courts-martial. Unauthorized absence 
status of less than 24 hours will, if ap
propriate, be reported on the unit diary. 

2. Use the abbreviations AOL, AWOL, 
MM, in addition to hours and dates. 
Missing movement of a unit or ship 
(MM), will be included where applicable 
as an aggravation of the absence of
fense. Notation of missing a movement 
need not be made upon return from un
authorized absence. Status of being 11 in 
hands of civil authority" occurring 
while on unauthorized absence may be 
included in "from" unauthorized ab
sence remarks. If absence results in 
declaration of desertion, the individual 
is dropped from the unit account as 
shown in subparagraph 16280.6 • 

3. Sample remarks: 

To UA (AOL) since 0601 

To UA (AWOL) since 0831 

16-127 
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To UA~abs fr gd post since 1430 

To UA-failing to go to appt place of du 
at 0900 

Fr UA 1635 surr at comd 

Fr UA 1635 del this post by SP IHCA 
Rome NY 5-7Jan60 suspicion of rob
bery- -charges drop rel by CA Del to 
SP 8Jan60 

On UA (AWOL) from 0801 to 1310 

16285 IN HANDS CIVIL AUTHOR
ITIES 

1. When an individual is delivered to 
civil authorities show dates, times, 
designation of civil authority, together 
with charges and authority for de
livery. When an individual is appre
hended and retained by civil authorities 
show dates, times, charges and desig
nation of civil authority. If the individ
ual is brought to trial a remark will be 
shown indicating whether convicted or 
acquitted. 

2. Sample remarks: 

Del to CA SDIEGO at 1310 auth __ _ 
chg grand larceny 

Aprnd and held by CA CHASN 1300 on 
suspicion car theft 

16286 CASUALTY OR INJURY 

l. Any injury that requires an investi
gation in accordance with the JAG 
Manual, will be reported on the unit 
diary. The remark will show the na
ture of injury and location of occur
rence. Examples: 

Injured automobile acdt Carlsbad Calif 
to sk USNH Santa Margarita 0930 

To sk USNH PHILA 1100 burned acdt 
post galley· 

2. When a reservist is hospitalized as 
a result of an injury received while 
performing extended active duty, active 
duty for training or inactive duty train-
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ing, an entry will be made on the unit 
diary reporting the incident, the name of 
the hospital and whether the injury or 
disease was incurred in line of duty. 
Transfers from one hospital to another 
or discharges from hospitals will also 
be shown in diary entries. 

3. If a reservist is injured and is 
entitled to benefits, the Commandant 
of the Marine Corps will issue a Notice 
of Eligibility for Disability Benefits 
to the individual via the officer who 
reported the injury and will furnish 
the individual's commander a copy, 
if other than the officer who reported 
the injury. The individual's commander 
will, upon receipt of the Notice of 
Eligibility for Disability Benefits, 
cause the individual's election of bene
fits to be shown in a diary entry. 
Upon notice of termination of bene
fits, an appropriate diary entry will 
be made showing the date of termina
tion if other than date of diary. 

a. Sample diary entries: 

Fractured rt arm dur wk dr prd at 
armory to sk CityHosp 

Benefits under 10 U.S. Code 64 6148 
term 

Elected benefits under 10 U.S. Code 
6148 auth CMC ltr ___ _ 

16287 CONFINEMENT 

1. Report all periods of confinement. 
Changes in disciplinary status (e.g., 
from awaiting trial to serving sentence) 
while in confinement may be shown for 
local purposes, but are not required by 
this directive. Sample remarks~ 

Cnfd PBrig A TLSPCM 

Fr cnfd serv sent SCM to du enl ext 
30 days time lost auth New EOS 
(day, mo & yr)· Ch PEBD to (day, mo & 
yr) 

Fr UA (AWOL) at 1015 cnfd PBrig 
AOH 
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16288 COURTS-MARTIAL--COM
MANDING OFFICER'S NON
JUDICIAL PUNISHMENT 

1. Courts -martial which result in con
viction shall be reported on the unit 
diary. Generally, the remark should be 
reported only at such time as the 
sentence is ordered executed. However, 
as an exception to the foregoing, a 
remark must be reported upon apprOval 
by the convening authority of any sen
tence which includes an unsuspended 
punitive discharge, but where such 
sentence is not ordered executed pend
ing appropriate. review. Unit diary 
remarks concerning trial by court
martial must include: type of court
martial; date of approval by the con
vening authority if other than the date 
of the diary; the sentence as approved 
by the convening authority; and any 
reduction in grade effected pursuant 
to sentence of the court. 

2. Nonjudicial punishment imposed 
under Article 15, UCMJ, which results 
in forfeiture of pay, detention of pay, 
confinement, and/or reduction in grade 
shall be recorded on the unit diary. In 
any case where detention of pay is im
posed, the diary remark must include 
the date on which the detained pay is 
to be credited to the member's pay 
account. 

3. If subsequent events/actions affect 
a previously reported sentence or 
punishment, this shall be reported 
through an entry on the diary showing 
the effect of the event/action involved, 
the date and authority effecting the 
change, and, in cases involving restora
tion of grade, the grade and date _of rank 
to which restored. 

4. Sample entries: 

a. (SCM) (SPCM) (GCM) appr and 
ordered executed. Sent to forfeit $ __ 
per mo for_mo, to be cnfd for (period), 
to be red to (grade). Red to (grade) to 
rk fr (date) PurSent. Cnfd Post Brig 
serv sent CM. 

b. SPCM appr but not ordered exe
cuted. Sent (here show sentence as ap
proved by the convening authority). 
Forfeiture applies to pay and alw due 
on and after (date directed by CA). 

c. SPCM appr but not ordered ex
ecuted by CA (date), by Supervisory 
Auth (date), by Bd of Review (date), 
and affirmed by Court of Mil Appeals 
(date), ordered executed (date) by (com
petent authority which ordered execu
tion of the sentence). Red to (grade) to 
rk fr (date) PurSent. 

d. Findings of GCM appr (date) set 
aside, auth __ • Restored to (grade) to 
rk fr (date). 

e. Nonjudicial punishment imposed 
under Art. 15, UCMJ. To have $ __ per 
mo for_mo detained, and to be red to 
(grade). Detained pay payable on (date). 
Red to (grade) to rk fr (date) auth Art. 
15, UCMJ. 

16289 ASSOCIATE DUTY AND RE
PEATED TRAINING DUTY 
WITHOUT PAY 

1. Reserve activities will report all 
assignments of individuals to associate 
duty, or repeated training duty without 
pay. 

2. Unit diary remarks will indicate 
the type of duty assignment and the 
unit or command with which the duty 
is performed. Examples: 

.Asg repeated trng du w/o pay at Hq 
12th MCD 

Asg assoc duty with 11th InfBn MCR 

Associate duty is any duty appro
priate to the grade and qualifications 
of the reservist concerned which is 
specifically authorized by competent 
authority and performed, without pay, 
with an Organized unit of a Reserve 
component of the Armed Forces. 
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SECTION 5: AUDITING PERSONNEL ROSTERS AND GAIN AND LOSS 
STATEMENTs--CONTENT AND AUDIT OF 

16300 GENERAL 

1. Personnel rosters are prepared by 
the data processing installations for 
each account in the Personnel Account
ing System at certain times for the 
purpose of verifying information in the 
punched cards of the system and to 
furnish a part of the permanent per
sonnel records of the Marine Corps. 
These rosters are: 

a. Organized Reserve 

(l) The rosters are designated 
Auditing Personnel Rosters (APR), and 
are prepared quarterly as of the last 
day of March, June, September and 
December. 

b. Volunteer Reserve 

(1) Two rosters are prepared for 
the Volunteer Reserve and are desig
nated as follows: 

(a) Auditing Personnel Ros
ters--are prepared as of the last day 
of the month in accordance with the 
following schedule: 

Officers 

Enl Inact Status List 
and Spl Vol Res accts 

Enl alphabetically 
divided accts: 

14th MCRD--All accts 

A-D 
E-K 
L-R 
S-Z 

Jun & Dec 

Mar & Sep 

Feb -Aug 
Mar- Sep 
Apr -Oct 
May- Nov 

Mar, Jun, 
Sep & Dec 

(b) Gain and Loss State
ments--are prepared monthly as of the 
last day of the month except months for 
which an APR is prepared. These 
statements aid in maintaining correct 
strength balances between audits and 
facilitate research at Headquarters 
Marine Corps. 

(c) For accounts at zero 
strength or for accounts having neither 
gains or losses during the reporting 
month, a negative APR or G &L state
ment, as appropriate, is prepared. 

16301 FORMAT OF AUDITING PER
SONNEL ROSTERS AND GAIN 
AND LOSS STATEMENTS 

1. Organized Reserve 

a. The APR's are printed on a 
standard form which is divided into 
three sections: 

{ 1) The Heading, which includes 
the title of the document, the complete 
designation, the date of the last unit 
diary reflected in the information on the 
roster, the designation ofthe DPiwhich 
prepared the, roster, and the descrip
tion of auditing items. 

(2) The Body, or listing, in which 
the names and other related information 
is shown. This is dividedintotwoparts; 
personnel in the unit at the end of the 
period, and personnel reported dropped 
during the period. 

(3) The Certification, which is 
added by the reporting unit after the 
roster has been audited and corrected· 
if necessary. 

2. Volunteer Reserve 

a. The APR 1 s are printed on a 
standard form which is divided into 
three sections: 

(1) The Heading, which includes 
the title of the document, the complete 
unit designation, the date to include the 
last day for which information was re
flected on the roster and the designation 
of the DPI which prepared the roster. 

(2) The Body, or listing, in which 
the names and other related information 
is shown. This is divided into three 
parts; personnel in the unit at the end 
of the period, personnel joined during 
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the period covered by the roster, and 
personnel dropped during the period. 
If the account is at zero strength, and 
neither gains or losses have occurred 
since the last report, the body will con
sist of the notation, "Zero Strength." 

(3) The Certification, which is 
added by the reporting unit after the 
roster has been audited and corrected 
if necessary. 

b. The gain and loss statement is 
printed on a standard form which is 
divided into three sections: 

( l) The Heading, which includes 
the title of the document, the complete 
unit designation, the date to include the 
last day for which information was re
flected on the statement and the desig
nation of the DPI which prepared the 
roster. 

(2) The Body, or listing, in which 
the names and other related information 
is shown. This is divided into two parts; 
personnel joined during the period 
covered by the roster and personnel 
dropped during the period. If the ac
count is at zero strength, and neither 
gains or losses have occurred since the 
last report, the body will consist ofthe 
notation, "Zero Strength." 

(3) The Certification, which is 
added by the reporting unit after the 
statement has been audited and cor
rected if necessary. 

16302 CONTENT OF THE AUDITING 
PERSONNEL ROSTERS AND 
GAIN AND LOSS STATEMENTS 

L Organized Reserve 

• a. The body of the auditing person
nel roster always shows the following 
information~ 

Name--as much of the last name as can 
be printed in 13 type spaces, followed 
by the first initial and second initial 
for personnel joined (e.g., JOHNSON, 
James J. III would be shown as JOHN
SON JJ); and as much of the last name 
as can be printed in 5 type spaces, 
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plus the initials, for personnel dropped 
(e.g., JOHNSON, James J III would be 
shown as JOHNS JJ) 

Service Number--preceded by a 11 W 11 

for women officers. Women enlisted 
are readily identifiable by "7" as the 
first digit of service number. 

Grade Code 

Primary MOS 

Component/Class Code 

Training Designator 

b. In addition to the standard infor
mation listed above, each quarter one, 
two, or three other items of information 
contained in the punched card may be 
shown in the "auditing items 11 column 
on the roster. These are to be verified 
in addition to the standard items to 
ensure correctness of all data reported. 
The names are listed in the body alpha
betically, Marine officers followed by 
Marine enlisted, then Navy personnel 
in the same sequence, then personnel 
of other services. Following the names 
of personnel joined to the unit at the 
end of the period, will appear the names 
of personnel dropped during the period 
covered arranged alphabetically, Ma
rine officers, Marine enlisted, Navy 
officers, Navy enlisted and other serv
ices. In the dropped section, the date 
dropped is shown for each person in 
lieu of auditing items. Persons who 
have been dropped and rejoined prior 
to the end of the accounting period will 
be shown in the main body and in the 
11dropped11 section. Persons who have 
been dropped more than once during 
the accounting period will be shown the 
same number of times in the ''dropped11 

section. Non-Marine personnel who 
have been dropped and rejoined during 
the period will be shown only in the 
main body of the roster. 

c. At the end of the roster, after 
the "dropped" section, is shown the 
total of Marine officers, Marine en
listed, officers of other services, and 
enlisted of other services, who are re
ported as being joined to the unit on or 
before the cutoff date of the APR. To 
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the right of these totals is the grand 
total of all personnel in the account of 
the unit. These totals should be the same 
as the totals which were shown on the 
unit diary for the cut-off date of the 
roster. Also at the bottom of the roster, 
the reporting unit code number will be 
shown. This is the same number that is 
required to be entered in the upper left
hand block of the strength balances sec
tion of each unit diary. 

2. Volunteer Reserve 

a. Auditing Personnel Roster 

• (l) The body of the auditing per
sonnel roster always shows the follow
ing information: 

Name--(See subpar. !6302.la.) 

Service Number--preceded by a 11 W 11 

for women officers. Women enlisted 
are readily identifiable by 11 7 11 as the 
first digit of service number. 

Grade Code 

Primary MOS 

Component/Class Code 

Training Designator /Promotion Quali
fier Code 

' 

(2) The names are listed in the 
body alphabetically, Marine officers 
followed by Marine enlisted. Following 
the names of personnel joined to the 
unit at the end of the period, will appear 
the names of personnel joined during 
the accounting period, Marine officers 
followed by Marine enlisted in alpha
betical sequence. In addition to the in
formation shown in the ••on board11 

section, the "joined'' section will show 
the joining type of change code and date 
joined. Following the "joined" section 
will be the "dropped" section. This 
section will list all personnel who were 
dropped from the unit during the re
porting period. In addition to standard 
information, this section will show the 
dropped type of change code, date 
dropped, and the reporting unit code 
of the unit to which transferred or the 
separation code. 

h. Gain and Loss Statement 

• ( l) The body of the gain and loss 
statement always shows the following 
information: 

Name--(See subpar. !6302.la.) 

Service Number- -preceded by a "W" 
for women officers. Women enlisted 
are readily identifiable by 11 7 11 as first 
digit of service number 

Grade Code 

Primary MOS 

Component/Class Code 

Training Designator/Promotion Quali
fier Code 

(2) The names are listed in the 
body alphabetically, Marine officers 
followed by Marine enlisted joined 
during the accounting period, followed 
by Marine officers and Marine enlisted 
dropped from the unit during the re
porting period. In addition to the stand
ard information, the "joined11 section 
will show joining type of change code 
and date joined; the "dropped" section 
will show dropped type of change code, 
date dropped and the reporting unit 
code of the unit to which transferred 
or the separation code. 

c. Since Volunteer Reserve ac
counts are very large, subtotals are 
shown after each group of names which 
commence with the same letter of the 
alphabet. For example, if there are 
203 individuals whose last name begins 
with the letter "A," the total 203 would 
be shown after the last name com
mencing with 11 A." The total strength 
of the account will be indicated after 
the total for the last letter group shown 
in the main body of the auditing per
sonnel roster. The same procedure is 
followed in the "gained" and 11 dropped11 

sections of the APR and G &L state
ments; a total for each letter group 
followed by a final total of all person
nel in the section. On these accounts 
the reporting unit code number is shown 
at the top right hand corner of the pages. 
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d, At the bottom of the gain and 
loss statement a strength difference 
total is shown which represents the 
net gain or loss for the period in
volved. For example, if 27 individuals 
were transferred during the period 
and 135 individuals were joined, the 
net strength difference would be a gain 
of 108, This total would be shown at 
the bottom of the statement, Whether 
the strength difference is a gain or a 
loss is indicated by a minus sign (-) 
for loss and as asterisk (*)for gain. 

3. A person who joined a unit prior to 
the end of an accounting period but 
whose joining was not reported prior 
to or on the last day of the accounting 
period, will not appear on the roster. 
This does not make the roster in
correct. It is improper to add that 
person's name, since he had not been 
reported joined on or before the effec
tive date of the roster. This is another 
reason for reporting gains and losses 
promptly-- so that all reports represent 
current personnel information for the 
unit. 

16303 CODES AND DATES USED ON 
AUDITING PERSONNEL ROS
TERS AND GAIN AND LOSS 
STATEMENTS 

I. Codes may be shown on the APR and 
G&L Statement for certain of the items 
of information. Most of these codes are 
contained in MCO Pl080,20, Personnel 
Accounting Codes Manual; those not 
shown therein will be explained at such 
times as they are used. 

2. Dates will indicate either day, 
month, and year; month and year; or 
year alone, according to the following 
examples: 

29 ll 53 would be 29 November 1953 

I 58 would be January 1958 

58 would be 19 58 

16304 PREPARATION AND FOR
WARDING OF AUDITING 
PERSONNEL ROSTERS AND 
GAIN AND LOSS STATEMENTS 

I. Organized Reserve, The APR will 
be prepared by the DPI as soon after 
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the end of the accounting period as the 
last unit diary is received and proc
essed, The original and at least two 
copies of the roster will be forwarded 
to the unit by the DPI, Most reporting 
units will receive the roster between 
the 5th and I Oth of the month following 
the end of the accounting period. Mail
ing distances must be considered by 
outlying units. Additional copies maybe 
arranged for by agreement between unit 
or command and the command exer
cising accounting jurisdiction. 

2. Volunteer Reserve. The APR or 
G&L statement will be prepared by the 
DPI as soon after the end of the ac
counting period as· is deemed practi
cable by the command exercising per
sonnel accounting jurisdiction. 

16305 AUDITING THE ROSTERS 

l. Organized Reserve 

a. Upon receipt of the auditing per
sonnel roster 1 the reporting unit will 
audit it to ensure that it is in agree
ment with unit records. This means 
that the standard identifying informa
tion and the auditing items for each 
individual must be compared against 
basic records (enlisted service record 
book or officer qualification record) 
or the individual record card. 

b. Usually, the roster would be 
audited from information contained in 
the IRC--and if it has been correctly 
prepared and maintained, the audit will 
be effective. In the case of auditing 
items the service record book, offi
cer's qualification record and IRC 
should be compared, 

c, It must be remembered that data 
appearing in the auditing personnel 
roster is based upon the content of the 
IRC and not the IRC (Res). Care should 
be taken in the preparation, audit and 
maintenance of IRC's to ensure that 
data common to both is at all times 
identical. 

d, Errors found during the APR 
audit may be divided into two groups: 
( l) erroneous reporting and for failure 
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to report on the part of the reporting 
unit. These errors are to be corrected 
only by means of entries on the unit 
diary submitted for the date the roster 
is certified and with which the roster 
is returned to the DPI; (2) errors which 
were the result of faulty processing at 
the DPI; that is, the unit reported cor
rectly but the entry was missed or in
correct information was entered into 
the punched cards at the DPI. These 
errors are to he corrected on the 
roster. 

2. Volunteer Reserve 

a. APR's and G&L Statements will 
be audited to ensure that the informa
tion shown is in agreement with the 
service records. 

b. An additional copy of each In
active Status List officer account (or 
combined officer- enlisted account) will 
be provided for audit. Ensure that only 
those officers who are in fact members 
of the Inactive Status List account are 
reflected thereon, for the appearance of 
an officer's name on these rosters es
tablishes the fact that the officer is not 
eligible for consideration for promo
tion. 

16306 METHOD OF CORRECTION 

I. Organized Reserve 

a. In making corrections on the 
APR, line out the item in error and 
insert the correct item above it. To 
the left of the name of the individual 
involved, show the identity of the docu
ment on which the correct information 
was reported to the DPI by the report
ing unit. 

b. When an item which has been 
reported to the DPI is blank on the 
roster, insert the correct data and 
underline it. Note to the left of the 
name that the data was reported on the 
IRC or unit diary number __ . In case 
of a blank caused by failure to submit 
the information to the DPI, do not enter 
the data on the roster but report it by 
entry on the unit diary with which the 
roster is returned to the DPI. An as-

terisk appearing to the extreme right 
after the name on the roster indicates 
that the DPI does not have complete 
information on that individual and an 
IRC is required immediately, Need for 
an IRC (Res) is not denoted by the 
asterisk on the roster. 

c. Correction of items, as the re
sult of auditing personnel roster audit, 
which appear on both the IRC and IRC 
(Res) may be accomplished by denoting 
correction is applicable to both IRC' s. 
For example, if service number as 
shown on the auditing personnel roster 
does not agree with the service number, 
as reported on the diary, IRC and IRC 
(Res), a DPI error, insert correct data 
and underline it, and line out erroneous 
service number. In the left hand margin 
enter "IRC/IRC(Res)" or unit diary 
number. 

d. The roster portrays the person
nel "on board11 as of the cut-off date. 
If the unit has reported an individual 
transferred or separated, but his name 
still appears on the roster, draw a 
single line through that line of infor
mation and insert in the left-hand 
margin, the diary number on which the 
drop entry was reported. 

e. H the name of any individual who 
was in the unit on the cut-off date is 
not shown, add the standard informa
tion for that individual at the end of 
the roster, even though that individual 
may have been subsequently trans
ferred. However, if the individual is 
still on the rolls of the unit at the time 
the roster is audited, include the audit
ing item data. In those cases where a 
name is added, but that individual has 
been dropped from the unit subsequent 
to the cut-off date, insert in place of 
the auditing items, the word "Dropped.'' 
Insert the unit diary number on which 
the drop entry was reported in the left
hand margin. 

~ f. Corrections which are made on 
the rosters will be entered with black 
ink or by typewriter. In lining out an 
entry, do not obliterate it--a single 
line drawn through it will suffice. 
Corrections will be entered on the 
original, DPI copy, and unit copy. 
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g. Totals at the end of the roster 
will be corrected if they are affected 
by a correction shown on the roster. 
Totals on the APR will be audited 
against totals shown on the diary for 
the cut- off date of the APR. 

h. Remember that the roster is as 
of a certain cut-of£ date .. Corrections 
made should reflect the record or status 
as they were reported up to and includ
ing that date, No additions or deletions 
on the roster shall be made using as 
reference a unit diary submitted after 
the cut-off date of the roster. If a unit 
diary is listed as missing on the first 
page of the roster, this diary will be 
considered as one submitted after the 
cut-off date of the roster, and the 
effects of the entries on the diary will 
not be reflected on the roster, nor will 
this diary be used as a reference for 
any additions or deletions. 

2, Volunteer Reserve. Auditing per
sonnel rosters and gain and loss state
ments will be corrected by lining out 
the item in error and inserting the 
correct item above it. Corrections will 
be made in the same manner as de
scribed in subparagraph I above except 
that reference cannot be made to IRC 1 s 
or unit diaries since these documents 
are not prepared for Volunteer Reserve 
accounts. 

16307 ADDITIONAL PAGES FOR 
NAMES ADDED 

1. In cases requiring the addition of 
many names to the roster, it may be 
necessary to add one or more pages to 
list them. These additional pages will 
be plain white bond paper, The heading 
shown on the first page of the machine 
prepared roster will be repeated on the 
additional pages and the word "AD
DENDA" will be shown below the head
ing. List the standard identifying infor
mation for personnel who should have 
been included in the roster. If "Ad
denda'' pages are used, the certification 
of the entire roster will appear on the 
last page of the addenda. 
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16308 CERTIFICATION OF AUDIT
ING PERSONNEL ROSTERS-
GAIN AND LOSS STATEMENTS 

I. Organized Reserve 

a. After the roster has been 
checked, it will be certified as to cor
rectness by the commander of the 
reporting unit or the officer normally 
authenticating the unit diaries, The 
certification will be added immed
iately after the ••dropped" section of 
the last sheet, including any addenda 
sheets, in one of the appropriate forms 
shown below: 

( 1) If no errors were detected 
during the audit the statement will 
read: 111 certify that this roster is in 
accordance with the records of this 
activity.'• 

(2) If only DPierrors were found 
and corrected on the roster, the state
ment will read: "I certify that this 
roster, corrected as indicated, is in 
accordance with the records of this 
activity." 

(3) If only reporting unit errors 
or omissions were detected during the 
audit and no corrections were made on 
the roster, the statement will read: 
111 certify that this roster is in accord
ance with reporting by this activity. 
Entries to correct erroneous or omitted 
reporting will be submitted on the unit 
diary prepared for this date." 

(4) If both DPI and reporting unit 
errors were detected during the audit 
{corrections on the roster plus unit 
diary entries required), the statement 
will read: 11 1 certify that this roster, 
corrected as indicated, is in accordance 
with reporting by this activity. Entries 
to correct erroneous or omitted report
ing will be submitted on the unit diary 
prepared for this date." 

• b. After the appropriate statement, 
the Auditing Personnel Roster-Gam 
and Loss Statement will be authenti
cated in the same manner as the Unit 
Diary (see subpar. !6254. 9) and dated 
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to the right of the commander's name. 
In the event the authenticating official 
is other than the commander, his name, 
grade, component and billet assignment 
will be typed above that of the com
mander's. 

2. Volunteer Reserve. After the roster 
has been checked i,t will be certified as 
to correctness by the official who 
normally authenticates the reports sub
mitted by the DPI. This certification 
will be made in the manner described 
in subparagraph 1 above for the rosters 
for the Organized Reserve, utilizing 
the statements shown below: \ 

a. If no errors were detected during 
the audit the statement will read: "I 
certify that this roster is in accordance 
with the records of this activity." 

b. If errors were found and cor
rected on the roster, the statement will 
read: 11 1 certify that this roster, cor
rected as indicated, is in accordance 
with the records of this activity." 

3. In the event of insufficient space .at 
the bottom of the APR for the certifica
tion o£ the authenticating official, an 
additional numbered page will be used 
which will be a sheet of plain white bond 
paper, and the same identifying infor
mation will be shown as described in 
paragraph 16307. 

16309 DISPOSITION OF AUDITED 
ROSTERS 

l. Organized Reserve 

a. As soon as the roster is certi
fied, the original and one copy, with 

corrections noted, will be returned to 
the DPI (together with the unit diary for 
the date if one is required). One copy, 
with corrections noted, will be retained 
by the unit. 

b. Units must audit and return the 
roster within s,working days after its 
receipt in the unit. 

c. Roster will be returned by air
mail if this method will result in 
earlier delivery at the DPI from unifs 
located away from the DPI command; 
otherwise :oegular mail will be used. 
Rosters are nottobefoldedformailing. 
Units on the same station will deliver 
the audited.roster to the DPI. 
2. Volunteer Reserve 

a. As soon as the roster is certi
fied, the original will be disposed of in 
accordance with instructions contained 
in directives furnished the DPI. One 
copy, with corrections noted, will be 
retained by the auditing activity. 

b. The additional copy of Inactive 
Status List officer accoUnts (or com
bined officer-enlisted accounts) will 
be forwarded to the Commandant of the 
Marine Corps (Code DGL) immediately 
upon completion of the audit. 
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SECTION 6: INSTRUCTIONS FOR ENTERING PAY DATA ON THE UNIT DIARY 

16325 GENERAL 

l. The provisions of section 5, part A, of this chapter are applicable to the 
Reserve Establishment. 

16326 SAMPLE FORMATS FOR ENTRIES TO BE SHOWN ON UNIT DIARIES 
TO SUPPORT PAY RECORD ENTRIES--ALL DATES ARE INCLUSIVE 

t 1. The following sample formats are in addition to those contained in paragraph 
16111: 

ITEM 
NO. REMARKS 

l. Drop tr to Cl III and to 
OffVolRes 6th MCD auth 
.,.-,-:--...,----:=- PMA 904 4th Ave 
Atlanta Ga 

2. 

DISCHARGE WITHOUT REENLISTING 

Drop HonDis CofG (Reason) 
auth ALMAR ___ will not 
reenl RR PMA 904 4th Ave 
Atlanta Ga 

EXPLANATION 

For transfer to Class III 
Reserve. PMA for mailing 
final settlement check . 

For discharge without reen
listing. PMA for mailing final 
settlement check. 
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• PART C: 

16400 DELETED (Ch. 6) 

16401 DELETED (Ch. 6) 

16402 DELETED (Ch. 6) 

16403 DELETED (Ch. 6) 

16404 DELETED (Ch. 6) 

16405 DELETED (Ch. 6) 

16406 DELETED (Ch. 6) 

16407 DELETED (Ch. 6) 

16408 DELETED (Ch. 6) 

16409 DELETED (Ch. 6) 

16410 DELETED (Ch. 6) 

DELETED (Ch. 6) 
,) .. 

16411 DELETED (Ch. 6) 

16412 DELETED (Ch. 6) 

16413 DELETED (Ch. 6) 

16414 DELETED (Ch. 6) 

16415 DELETED (Ch. 6) 

16416 DELETED (Ch. 6) 

16417 DELETED (Ch. 6) 

16418 DELETED (Ch. 6) 

16419 DELETED (Ch. 5) 

16420 DELETED (Ch. 6) 
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CHAPTER 17 

SERVICING THE RECORDS AND ABBREVIATIONS 

PART A:. SERVICING THE RECORDS 

17000 GENERAL 
l. This chapter contains the following 
aids for utilization by all personnel 
assigned duties involving Personnel 
Administration: 

a. Checkoff list to point out re
quired administrative action resulting 
from personnel procedures (par. 
17001). 

b. Administrative audit of records 
(par. 17002). 

c. A list of current personnel forms 
most frequently utilized in the mainte
nance of personnel records (par. 
17004). 

t d. Abbreviations used in record 
keeping, personnel accounting, transfer 
orders, correspondenc~, and messages 
{pars. 17050 through 17052). 

17001 PERSONNEL PROCEDURES 
CHECKOFF LIST 

1. General. This paragraph contains 
an alphabetical listing of personnel 
procedures for discharge, promotion, 
transfer, etc., those related adrninis
trative actions which must be taken, if 
appropriate, and references to appli
cable instructions. Use of this checkoff 
list should facilitate the location of 
appropriate reference material and 
serve as an aid for precluding the 
omission of required administrative 
actions. It should be noted that all of 
the administrative actions listed may 
not be necessary in each case, e.g., 
the action required by Item 8a{2) under 
"Enlistment" {parent{s) consent) is 
required only if the applicant is a 
minor. 

2. Appointment 

a. Individual execute Armed Forces 
Security Questionnaire {DD Form 98): 
15061 

h. Service record book entries {if 
accepting temporary appointment from 
enlisted status): 15106; 15119 

c. Submit fitness report {if accept
ing temporary appoin,trnent from en
listed status): 15068 

d. As semble officer 1 s qualification 
record: 15150 

e. Prepare 
15052 

fingerprint record: 

f. Prepare health record: {chapter 
16, Manual of the Medical Department, 
U.S. Navy). 

g. Pay information: {paragraphs 
044205, Navy Comptr"oller Manual); 
16111 

h. Prepare record of home address 
upon entry into active service: 15062. 

i. Prepare official photograph: 
15053 

j. Prepare 
15064 

identification card: 

k. Prepare Geneva Conventions 
identification card:- 15065 

l. Prepare 
15066 

m. Accounting 
16077.14; 16081.8 
16280.7) 

3. Classification 

identification tags: 

entries: 16028; 
{USMCR-{0) -16228; 

a. O£ficer 1s qualification record or 
service record book entries: 15112. 

b. Accounting entries: 16082.42; 
16082.52; 16082.57; 16082.66; 16082.67; 
16082.68; 16082.69; 16082.70 {USMCR
{0)-16281.5; 16281.25) 
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4. Death 

a. Service record book entries: 
15106; 15119 

b. Officer's qualification record 
entries: 15150; 15155; 15119 

c. Notification to next of kin, in
ventory of effects, reports etc.: chapter 
12 

d. Pay information: (paragraphs 
044204-10, 044305 and 044306, Navy 
Comptroller Manual) 

e. Accounting entries: 16077.5; 
16081.6 (USMCR-(0)-16280.5) 

f. Cancellation of Request for In
vestigation for Personnel Security 
Clearance (if request has been initi
ated): 15164.5 

g. Preparation of health records: 
(chapter 16, Manual of the Medical 
Department, U. S. Navy) 

5. Desertion see unauthorized absence 
(subpar. 23-28) 

6. Discharge 

a. Service record book entries: 
15106; 15111; 15115; 15119 

b. Officer's qualification record 
entries: 15150; 15155; 15119; 15157; 
15159; 15164; 15165 

c. Pay information: (paragraphs 
044202, 044203 and 044204, Navy Comp
troller Manual) 

d. Prepare Armed Forces of the 
United States Report of Transfe.r or 
Discharge: 15072 

e. Prepare discharge certificate: 

(1) Enlisted: 15074 

(2) Officer: 13'201 

f. Prepare certificate of service: 
15075 

g. Submit fitness report: 15068 

·4 

h. Prepare Reserve Retirement 
Credit Report: 15076 

i. Accounting entries: 16081.2 
(USMCR-(0)-16280.2) 

j. Cancellation of Request for In
vestigation for Personnel Security 
Clearance (if request has been ini
tiated): 15164.5 

k. Execute Security Termination 
Statement: 15082 

1. Upon discharge and immediate 
reenlistment, all required entries will 
be transferred to the new service 
record book prior to forwarding the 
old service record book to the Com
mandant of the Marine Corps. 

m. Disposition of health records: 
(chapter 16, Manual of the Medical 
Department, U. S. Navy) 

n. Submit a Change of Address Card 
to Veterans' Administratidn: 10008.1 

o. Execute Dependents' .Medical 
Care Statement: SecNavinst 6320 se
ries 

7. Dismissal (Officer) 

a. Officer• s qualification record 
entries: 15150; 15155; 15119 

b. Pay information: (paragraph 
044202, Navy Comptroller Manual) 

c. Accounting entries: 16081.2 
(USMCR-(0)-16280.2) 

d. Cancellation of Request for In
vestigation for Personnel Security 
Clearance (if request has been ini
tiated): 15164.5 

e. Execute Security Termination 
Statement: 15082 

f. Submit a Change of Address Card 
to Veterans' Administration: 10008.1 

g. Execute Dependents' Medical 
Care Statement: SecNavinst 6320 se
ries 

8. Enlistment 

a. Preenlistment requirements: 

(I) Verify date of birth: 15056; 
15057 (paragraph 2052, Recruiting 
Service Manual) 
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(2) Obtain parent or guardian's 
consent: 15058 

(3) Execute certificate of proof 
of citizenship: 15059 

(4) Request waiver of physical 
disqualifications: 15063 

(5) Execute recruiting officer's 
questionnaire: 15060 

(6) Police record check: (para
graph 2057, Recruiting Service Manual); 
15052 

(7) Individual execute Armed 
Forces Security Questionnaire (DD 
Form 98); 15061 

(8) Prepare statement of under
standing of military obligation: 15077 

(9) Prepare statement of under
standing upon enlistment in USMCR 
and assignment to the 11 Six Months 
Training Program": 15078 

• ( l 0) Prepare Application for En
listment and Individual Data Card: 
15089 

• (11) Prepare EnlistmentContract-· 
and Re~rd ~IAYMC 118(Z:)-f>D t~. 
9....-54th£ 151 o5 llr,d r-~" .w __ -ifJI<. u,, ~,, 

'?~-Its C DD ,-.,.,.., "/) • 
b. Upon enlistment: · 

( 1) Prepare appropriate docu
ments and pages: 15100.2a 

(2} Prepare fingerprint record: 
15052 

(3) Prepare health record: 
(chapter 16, Manual of the Medical 
Department, U. S. Navy) 

(4) Prepare record of home ad
dress upon entry into active service: 
15062 

(5) Accounting entries: 16028; 
16054.11,16077.14 (USMCR-(0)-16228) 

c. Completion of enlistment rec
ords: 

( 1) Prepare official photograph: 
15053 

(2) Prepare identification card: 
15064 

{3) Prepare Geneva Conventions 
identification card: 15065 

(4) Prepare identification tags: 
15066 

(5) Pay information: (paragraph 
044210, Na'l Gs'"(ftPslle-r Manual); 
16111 (Items 1-6) /1'7. ), ~ p";;J .... ,41/~~ 
9. Extension of Enlistment C, f) 11-'~"",...tJ 

a. Prepare extension of enlistment 
form: 15069 

b. Prepare 
15064 

identification card: 

c. Pay information: (paragraphs 
044071, 044077 and 044174, Navy 
Comptroller Manual) 

d. Service record book entries: 
15106; 15069 

e. Accounting entries: 16054.11; 
16082.15; 16082.20 (USMCR-(0)-
16254.10; 16281.11) 

10, Induction 

a. Upon induction: 

( l) Individual execute Armed 
Forces Security Questionnaire (DD 
Form 98): 15061 

(2) Prepare pages and docu
ments: 151 00.2a 

(3) Prepare fingerprint record: 
15052 

(4) Prepare health record: 
(chapter 16, Manual of the Medical 
Department, U. S. Navy) 

(5) Accounting entries: 16028; 
16054.11; 16077.9 

b. If the individual enlists in the 
Regular Marine Corps (USMC -SSV): 

( l) Execute recruiting officer 
questionnaire: 15060 

(2) Prepare enlistment contract: 
15105 

c. Completion of induction records: 

15053 
( l) Prepare official photograph: 
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(2) Prepare identification card: 
15064 

(3) Prepare Geneva Conventions 
identification card: 15065 

(4) Prepare identification tags: 
15066 

(5) Pay information: (paragraph 
044210, Navy Comptroller Manual); 
16111 (Items 1 -6) 

11. Joining 

a. Service record book entries: 
15106 

b. Officer 1s qualification record 
entries: 15155 

c. Accounting entries: 16028; 
16077; (USMCR-(0)-16228; 16277) 

d. Action on Request for Investiga
tion for Personnel Security Clearance 
(if request has been initiated): 15164.5 

e. Verify accuracy of NAVMC 
10526-PD: 15118 

f. Pay information: 16111 (Item 
7) 

12. Leave 

a. Service record book or offi
cer's qualification record entries: 
15119 

b. Pay information: (paragraph 
044242, Navy Comptroller Manual); 
16111 (Items 24 and 25) 

c. Accounting entries: 16090 ' 

d. Prepare 
15053 

officer photograph: 

e. Prepare Geneva Conventions 
identification card: 15065 

f. Pay information: (paragraphs 
044206, 044208, 044209 and 044211; 
Navy Comptroller Manual); 16082.53 

g. Prepare promotion certificate: 
15067 

h. Accounting entries: 16082.53 
(USMCR-(0) -16281.3) 

14. Reclassification. See classification 

15. Reduction 

a. Service record book entries: 
15106.4; 15108; 15115; 15116; 15117 

b, Prepare 
15064 

identification card: 

c. Prepare Geneva Conventions 
identification card: 15065 

d. Pay information: (paragraph 
044203-6, Navy Comptroller Manual); 
16082.53 

e. Accounting entries: 16082.53 
(USMCR-(0) -16281.3) 

16. Reenlistment 

a. Individual execute Armed Forces 
Security Questionnaire (DD Form 98) 
if not previously executed on prior 
enlistment or had a break in service of 
over 90 days: 15061 

b. Prepare notification of home ad-
13. Promotion dress (DD Form 53): 15062.2a 

a. Service record book entries: 
15108 

b. Officer's qualification record 
entries: 15154.2g 

c. Prepare 
commissioned 
card: 15064 

17-6 
01. 3 

officer or staff non
officer identification 

c. Request waiver of physical dis
qualification, if applicable: 15063 

d. Prepare 
15064 

identification card: 

e. Prepare Geneva Conventions 
Identification Card, when required: 
15065 
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f. Recruiting stations prepare ap
propriate documents and pages as di
rected in subparagraph l5100.2a. 
Organizations effecting immediate re
enlistments, assemble the service rec
ord book as directed in l5100.2a, 
transcribing certain information from 
the old service record book. The fol
lowing is designed as a checkoff list 
to assist in accomplishing this. 

(l) Cover: 15103.2 

(2) Page l, Miscellaneous infor
mation and index 

Construct in accordance with: 

(a) General instructions: 
151 04.2c 

(b) Detailed instructions: 
15104.3 

(3) Page 2, Enlistment Contract -
and PeeeHI: 15105; l5105.lb 
h,-CL~ of- /lt- -z.t.-,,J&,.;t J:i/z;......-~-:j 
' (a) Reenlistment bonus: 
l5105.laa 

(4) Page 3, Record of service 
(No enh~ies transcribed upon reenlist
ment.) 

(5) Page 4 (Not used.) 

(6) Page 5, Section l, Promo
tions and reductions: 15108.2 

Section 2, Record of examination for 
promotion: 15109.7 

Section 3, Additional information as to 
promotion status: l5110.2d 

(7) Page 6, Time lost; Allot
ments; Weapons firing record 

Section l, Time lost (No entry upon 
reenlistment.) 

Section 2, Allotments: l5lll.4c 

Section 3, Weapons firing record: 
l5lll.5c 

(8) Page 7 (Not used.) 

(9) Page 8, Military and Civilian 
Occupational Specialties and Educa
tion: l5ll2.2a 

(10) Page 8 (AV), Flight Quali
fication record: 15113.3 

(ll) Page 9, Combat history -
Expeditions- Awards record: 15114.6 

(12) Page 10 (Not used.) 

(13) Page ll,Adrninistrativere-
marks 

(a) Informal board entries, if 
applicable: l5115.3c 

(b) Code of conduct entry: 
l5115.3n 

(c) Other entries which form 
a permanent part of the individual 1s 
record or which will be of use to future 
commanders should be tPanscribed. 

(14) Page 12, Offenses and pun
ishments 

(a) Good Conduct Me d a 1 
period: l5ll6.3a orb; l5ll6.3d 

(15) Page 13, Record of con
viction by court-martial (Prepare when 
required.) 

(16) Page 14 {Not used.) 

{17) Page l5,NAVMC 10526-PD, 
Record of Emergency Data: 15118 

(18) Page 16, Leave record: 
l5ll9.6b; l5ll9.9b 

(19) Page 17, Sea and air travel 
(No entries transcribed upon reenlist
ment.) 

(20) Pages 18 and 19 (Not used.) 

(21) Page· 20 (Not used.) 
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(22) Page 21, Dependents' travel 
record: 15122 

g. Accounting entries: 16028; 
16054.11; 16077.8; 16077.9; 16082.15; 
16082.20; 16082.56; (USMCR- (0)-
16228; 16254.10; 16277; 16281.7; 
16281.11) 

h. Prepare health record: (chapter 
16, Manual of the Medical Department, 
U.S. Navy) 

i, Pay information: (paragraphs 
044071, 044077, 044174 and 044210, 
Navy Comptroller Manual); 16111 
(Items 3·6) 

j. Prepare 
15053 

official photograph: 

17. Release from Active Duty 

a. Service record book entries: 
15106; 15119; 15111; 15115 

b. Officer's qualification 
entries: 15113.6b; 15119; 
15154.2j; 15155; 15157 

c. Submit fitness report: 

record 
15150; 

15068 

d. Pay information: (paragraphs 
044202 and 044203, Navy Comptroller 
Manual) 

e. Prepare Armed Forces of the 
United States Report of Transfer or 
Discharge: 15072 

f. Prepare certificate of service: 
15075 

g. Prepare identification c a r d: 
15064 

h. Prepare notice of obligated 
service: 15073 

i. Accounting entries: 16081.5 
(USMCR-(0)-16280. 2) 

j. Cancellation of Request for In
vestigation for Personnel Security 
Clearance (if request has been initi
ated): 15164.5 

k. Execute Security Termination 
Statement: 15082 

1. Forwarding of health records: 
(chapter 16, Manual of the Medical 
Department, U. S. Navy) 
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m. Submit a Change of Address Card 
to Veterans' Administration: 10008.1 

n. Execute Dependents 1 Medical 
Care Statement: SecNavinst 6320 series 

18. Resignation (Officer) 

a. Officer's qualification record 
entries: 15150; 15154; 15155; 15119; 
15157; 15159; 15165 

b, Prepare Armed Forces of the 
United States Report of Transfer and 
Discharge: 15072 

c. Prepare certificate of service: 
15075 

d. Discharge certificate: 13201 

e. Pay information: (paragraph 
044202-5, Navy Comptroller Manual) 

f. Accounting entries: 16081.4 
(USMCR- (0) -16280.4) 

g. Cancellation of Request for In
vestigation for Personnel Security 
Clearance (if request has been initi
ated): 15164.5 

h. Execute Security Termination 
Statement: 15082 

i. Forwarding of health records: 
(chapter 16, Manual of the Medical 
Department, U. S, Navy) 

j. Submit a Change of Address Card 
to Veterans' Administration: 10008.1 

k. Execute Dependents 1 Medical 
Care Statement: SecNavinst 6320 series 

19. Retirement 

a. Service record book entries: 
15106; 15111; 15119; 15115 

t b. Officer's qualification record 
entries: 15150; 15154; 15155; 15119; 
15157; 15159; 15160 

c. Identification card: 15064 

d. Submit fitness report: 15068 

e, Pay information: (paragraphs 
044202 and 044203, Navy Comptroller 
Manual) 

f. Prepare Armed Forces of the 
United States Report of Transfer or 
Discharge: 15072 
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17002 ADMINISTRATIVE AUDIT OF 
RECORDS 

1. Annual Audit of Individual Records 

t a. The purpose of this requirement 
1 s to provide accurate and current 
source documents and related perma
nent records and to ensure accuracy 
of data entered into the Personnel 
Accounting System. This audit for per
sonnel on active duty will be accom
plished annually during the period l 
September to 30 November, com
mencing on the first working day of 
September. The records of Class II 
Organized Marine Corps reservists 
will be audited annually, this audit will 
be conducted concurrently with the 
annual screening of the Ready Reserve. 
For instructions regarding Class III 
reservists, see paragraph 17003. The 
annual audit will involve verification 
of accuracy, currency, and consistency 
of the following: 

(1) Service record book or offi
cer's qualification record. 

(2) Individualrecord card. 

(3) Health record. 

(4) Pay record. 

(5) Other local records contain
ing personnel information. 

b. In auditing enlisted records, the 
enlistment contract or record of indue
tion will be utilized as the source 
document for all items of information 
entered thereon. The remainder of the 
service reco:i-d book will be brought into 
agreement therewith after which the 
service record book will be utilized as 
the basic document for auditing the indi
vidual record card, and standard iden
tifying information such as name,grade, 
service number, component, etc., in 
the health record and pay record. 

c. In auditing officer records, the 
NAVMC 763-PD, Officer Appointment 
Acceptance and Record, will be utilized 
as the source document for all items 
of information entered thereon. For 
officers commissioned prior to the 

implementation of the above form, 
there will be no source document other 
than NAVMC 123{1)-PD. 

d. Currency and accuracy of cer
tain entries can only be determined 
through interview with the officer or 
enlisted man concerned. Interview will 
be conducted concurrently with audit of 
the individual's record. When, due to 
geographic location, personal inter
view is impracticable, audit will be 
conducted without interview. 

e. All entries in service records 
and qualification records will be 
verified with partict".lar emphasis being 
placed on the following items: 

(1) Name, service number, 
grade, primary military occupational 
specialty, component, date of enlist
ment, prior service, number of de
pendents. 

(2) Record of Emergency Data 
. (NAVMC 10526-PD). 

(3) Currency of conduct and pro
ficiency marks. 

(4) Check for extraneous or mis
filed documents; make appropriate dis
position. 

(5) Expiration of obligated 
service and Reserve category and ex
tended active duty date of reservists. 

(6) Recording of special desig
nation of duty limitations. 

(7) Verify that the individual's 
social security number is correctly 
recorded. 

(B) Verify that all standard pages 
and all documents listed have been in
serted. 

(9) Recompute expiration dates 
due to time lost. 

f. When discrepancies in any of 
the above items are discovered, a 
thorough check will be made to deter
mine the correct entry. When it can 
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be definitely determined that an item 
is erroneous, correction will be made 
and where appropriate, these changes 
will be reported in the unit diary. Under 
no circumstances will corrections or 
changes be made on the enlistment 
contract, record of induction, or o£
ficer1 s Appointment Acceptance and 
Record (NAVMC 763-PD) without au
thority from Headquarters Marine 
Corps, except as provided in subpara
graph !5!15.3k(2) andparagraph!3264. 
It is not essential to correct minor 
technical errors or omissions on en
listment contracts or officers accept
ance forms which do not affect the 
validity of the document or accuracy 
of information reported in the per
sonnel accounting system. Such minor 
errors should not be brought to the 
attention of Headquarters Marine 
Corps. 

g. Corrections in service records 
and officer qualification records will 
be made in accordance with instruc
tions contained in chapter 15. The pro
visions of this paragraph do not apply 
in cases where preparation of a new 
form is required; e.g., NA VMC I 0526-
PD, NAVMC 118(8)-PD, etc. 

h. The conduct of the audit outlined 
herein is the direct responsibility of 
the commander. Auditing boards will 
be composed of not less than one offi
cer and one enlisted. Upon completion 
of the audit, commanders will require 
a report from the board which will show: 

(I) Total number of errors dis
covered, by type .. 

(2) A statement that entry, re
quired by subparagraph i, below, has 
been made. 

(3) A statement that corrective 
action, including diary entry when ap
propriate, has been taken. 

i. Upon completion of audit a veri
fication entry will be made on page I 
of the service record book or officer's 
qualification record. Entry will show 
date and signature of officer conduct
ing the audit. 
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j. Audit of records of the follow
ing categories of personnel may be 
waived: 

(I) Basic school students and 
personnel undergoing recruit training. 
Records of personnel who join a station 
for duty from recruit training during 
the auditing period will be audited by 
the joining command. Annual audit of 
records of per sons who join from 
recruit training for duty under instruc
tion or after the auditing period is not 
required until the next annual auditing 
period. 

(2) Personnel returning from 
overseas during auditing period who 
have not been joined by a permanent 
duty station. 

(3) Personnel due for discharge. 
or separation from active duty within 
30 days after end of auditing period. 

(4) Personnel serving in combat 
theaters if, in the opinion of the com
manding general, such an audit would 
interfere with combat effectiveness 
or is considered impractical. 

(5) Personnel serving sentence 
of court- martial at the U.S. Naval Dis
ciplinary Command, Portsmouth, New 
Hampshire, except, service records of 
personnel restored to duty will be 
audited and appropriate entry made on 
page I (NA VMC 118(1 )-PD) prior to 
transfer. 

k. Records of individuals trans
ferred during the auditing period will 
be audited by the transferring com
mand. 

17003 CLASS ill RESERVISTS 
AUDIT REQUIREMENTS 

I. For members of Class III, Standby 
Reserve, the Reserve Personnel Audit 
(NA VMC 1 0205-DR) will suffice for 
annual audit purposes. 

2. For members of Class III, Ready 
Reserve, not on active duty, the screen
ing questionnaire, enclosure to current 
Marii.~.e Corps Order on Screening the 
Ready Reserve, will suffice for annual 
audit purposes inlieuofNAVMC !0205-
DR. 
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g. Accounting entries: 16081.3 
(USMCR-(0)-16280.3) 

h. Cancellation of Request for In
vestigation for Personnel Security 
Clearance (if request has been initi
ated): 15164.5 

i. Execute Security Termination 
Statement: 15082 

j. Forwarding of health records: 
(chapter 16, Manual of the Medical 
Department, U. S. Navy) 

k. Submit a Change of Address Card 
to Veterans' Administration: 10008.1 

20. Reverts to Enlisted Status from 
Commissioned or Warrant Grade 

a. Officer's qualification record 
entries: 15150; 15154.2g; 15155; 15119; 
15157 

b. Service record book entries: 
15106; 15108; 15119 

c. Prepare 
15064 

identification card: 

d. Prepare Geneva Conventions 
identification card: 15065 

e. Pay information: (paragraphs 
044202 and 044210, Navy Comptroller 
Manual) 

f. Submit fitness report: 15068 

g. Accounting 
16077.8; 16081.8 
16277; 16280. 7) 

21. Transfer 

entries: 16028; 
(USMCR-(0)-16228; 

a. ServiCe record book entries: 
15106; 15110; 15113.6b 

b. Officer 1 s qualification record 
entries: 15113.6b; 15150; 15155 

c. Forwarding of records: 
15100.2e; 15150 

d. Forwarding of health records: 
(chapter 16, Manual of the Medical De
partment, U. S. Navy) 

e. Submit fitness report: 15068 

f. Reserve Retirement Credit Re
port: 15076 

g. Accounting entries: 16081.1 
(USMCR-(0)-16280.1) 

h. Pay information: 16108.lb; 
16109.lb 

i. Submit a Change of Address Card 
to Veterans' Administration: 10008.1 

22. Transfer to the. Fleet Marine Corps 
Reserve 

't a. Service record book entries: 
15106; 15119; 15111; 15115; 15118 

b. Identification card: 15064 

c. Submit fitness report: 15068 

d. Prepare health records: 13406 
(chapter 16, Manual of the Medical 
Department, U. S. Navy) 

e. Pay information: (paragraph 
044203-3, Navy Comptroller Manual) 

f. Accounting entries: 16081.3 

g. Prepare Armed Forces of the 
United States Report of Transfer or 
Discharge: 15072 

h. Cancellation of Request for In
vestigation for Personnel Security 
Clearance (if request has been 
initiated): 15164.5 

i. Execute Security Termination 
Statement: 15082 

j. Submit aChangeofAddressCard 
to Veterans' Administration: 10008.1 

23. Unauthorized Absence (In excess 
of 24 hours) 

a. Service record book entries: 
15116 

b. Letter to next of kin, inventory 
of effects, etc.: 7050 

c. Pay information: (paragraphs 
044037-2c, 044251 and 044255, Navy 
Comptroller Manual); 16077 .6; 16084 

d. Accounting entries: 16077.6; 
16084 

24. Unauthorized Absence (In excess 
of 30 days or upon declaration of de
sertion) 
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a. Service record book entries: 
15106; 15116; 15119 

b. Notice of absentee wanted by 
the Armed Forces: 15070 

c. Pay information: (paragraphs 
044037-2c, 044251 and 044255, Navy 
Comptroller Manual); 16081.7 

d. Accounting entries: 16081.7 

e. Cancellation of Request for In
vestigation for PerSonnel Security 
Clearance (if request has been initi
ated): 15164.5 

f. Disposition of health records: 
(chapter 16, Manual of the Medical 
Department, U. S. Navy) 

25. Unauthorized 
surrendered to 
organization) 

Absence 
regularly 

(Absentee 
assigned 

a. Service record book entries: 
15106; 15111; 15116; 15119 

b. Notice of Return Absentee/De
serter: 15070 

c. Pay information: (paragraphs 
044251 and 044487, Navy Comptroller 
Manual); 16077.6; 16084 

d. Accounting 
16084 

entries: 16077 .6; 

26. Unauthorized Absence (Deserter 
surrendered at organiz~tion to which 
assigned prior com.mencement un
authorized absence) 

a. Service record book entries: 
15106; 15111; 15116; 15119 

b. Formal report of deserters and 
absentees: 15071 

c. Notice of Return Absentee/De
serter: 15070 

d. Pay information: (paragraphs 
044251 and 044487, Navy Comptroller 
Manual); 16077.6; 16077.12 

e. Accounting entries: 16077 .6; 
16077.13 
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27. Unauthorized Absence (Absentee 
or deserter absent less than 60 days, 
apprehended, surrenders, or delivered 
to any Marine Corps activity) 

a. Upon return to military juris die
tion: 

( 1) Formal report of deserters 
or absentees: 15071 

(2) Notification of Commandant 
of the Marine Corps: 7051 

b. Upon reporting to command in 
accordance· with orders: 

(1) Service record book entries: 
15106; 15111; 15116; 15119 

(2) Notice of Return Absentee/ 
Deserter: 15070 

(3) Pay information: (paragraphs 
044251, 044255 and 044487, Navy 
Comptroller Manual); 16077.6; 16077.12 

(4) Accounting entries: 16077.6; 
16077.13 

28. Unauthorized Absence (Deserter 
surrendered or apprehended after 
absence in excess of 60 days) 

a. Upon return to military juris
diction: 

(1) Formal report of deserters 
or absentees: 15071 

(2) Notification of Commandant 
of the Marine Corps: 7051 

b. Upon delivery or reporting to 
command in accordance with Comman
dant of the Marine Corps 1 disposition 
orders: 

(l) Service record book entries: 
15106; 15111; 15116; 15119 

(2) Notice of Return Absentee/ 
Deserter: 15070 

(3) Pay information: (paragraphs 
044251, 044255 and 044487, Navy 
Comptroller Manual); 16077.6; 16077.12 

(4) Accounting entries: 16077 .6; 
16077.13 
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17004 LIST OF CURRENT PER
SONNEL RECORD FORMS 

1. Listed below are the most fre
quently used forms in the maintenance 
of personnel records. The listing indi
cates the latest published editions of 
each form; if previous editions are 

obsolete; or, if not obsolete, which 
editions may be used. Use of this list
ing should preclude obsolete forms 
from the personnel system, with a 
resultant saving in the personnel ad
ministration workload by initially using 
the correct form. 

FORM 
NUMBER 

DD2MC 

DD 2MC (RET) 

.DD 2MCR 

DD 44 

DD 47 

DD 53 

DD 98 

.DD 214 MC 

.DD 214-ws 

DD 216 MC 

DD 256 MC 

DD 257 MC 

.DD 258 MC 

.DD 259 MC 

.DD 260 MC 

DD 285 

TITLE 

ARMED FORCES IDENTIFICATION 
CARD - REGULAR 

ARMED FORCES OF THE UNITED 
STATES- IDENTIFICATION CARD 
(RETIRED) 

ARMED FORCES IDENTIFICATION 
CARD - RESERVE 

RECORD OF MILITARY STATUS 
OF REGISTRANT 

RECORD OF INDUCTION 

NOTIFICATION OF HOME AD
DRESS AT TIME OF LA TEST 
ENTRY INTO ACTIVE SERVICE 

ARMED FORCES SECURITY 
QUESTIONNAIRE 

ARMED FORCES OF THE UNITED 
STATES REPORT OF TRANSFER 
OR DISCHARGE 

ARMED FORCES OF THE UNITED 
STATES WORKSHEET FOR 
REPORT OF TRANSFER OR 
DISCHARGE 

CERTIFICATE OF APPOINTMENT 

HONORABLE DISCHARGE 
CERTIFICATE 

GENERAL DISCHARGE CER
TIFICATE 

UNDESIRABLE DISCHARGE 
CERTIFICATE 

BAD CONDUCT DISCHARGE 
CERTIFICATE 

DISHONORABLE DISCHARGE 
CERTIFICATE 

APPOINTMENT OF UNIT MAIL 
CLERK OR MAIL ORDERLY 

LAST 
EDITION 

l Mar 59 

l Mar 59 

l Mar 59 

l Nov 59 

l Nov 59 

l Apr 59 

1 Jun 59 

l Jul 66 

l Jul 66 

1 Sep 54 

Undated 

Undated 

l May 50 

l May 50 

l May 50 

l Jun 56 

USABLE 
PREVIOUS 
EDITION 

l Jan 50 

NONE 

l Jan 50 

l Mar 59 

NONE 

NONE 

1 Sep 56 

NONE 

NONE 

NONE 

NONE 

NONE 

NONE 

NONE 

NONE 

NONE 
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USABLE 
FORM LAST PREVIOUS 
NUMBER TITLE EDITION EDITION 

DD 295 APPLICATION FOR THE EVALUA- l Mar 66 l Apr 65 
TION OF EDUCATIONAL EX-
PERIENCES DURING MILITARY 
SERVICE 

DD 345 ARMEDFORCES LIBERTY PASS l Apr 50 NONE 

DD 369 POLICE RECORD CHECK I Mar 64 I Aug 60 

DD 373 CONSENT, DECLARATION OF l Aug 56 NONE 
PARENT OR LEGAL GUARDIAN 

DD 398 STATEMENT OF PERSONAL l Mar 64 I May 55 
HISTORY 

DD 528 GENEVA CONVENTIONS !DENT!- l Nov 64 l Jul 51 
FICATION CARD 

DD 553 ABSENTEE WANTED BY THE I Dec 63 ]'!nNE 
ARMED FORCES 

DD 889 STANDBY RESERVE CONTROL l Sep 64 l Nov 58 

DD 1172 APPLICATION FOR UNIFORMED I Mar 61 NONE 
SERVICES IDENTIFICATION AND 
PRIVILEGE CARD 

DD 1173 UNIFORMED SERVICES !DENT!- l Mar 61 NONE 
FICATION AND PRIVILEGE CARD 

SF 88 REPORT OF MEDICAL EXAMINA- Jun 56 NONE 
TION 

SF 89 REPORT OF MEDICAL HISTORY Mar 65 Aug 50 

.NAVMC 71-PD CERTIFICATE OF GOOD CONDUCT 9-66 Note 5 

.NAVMC ll8a SERVICE RECORD BOOK-COVER 5-66 1-62, 7-54 

NAVMC 118(2) ENLISTMENT CONTRACT AND l 0-63 2-63 
RECORD 

NAVMC 118(3) RECORD OF ':iER VICE 6-62 Note 5 

NAVMC 118(5) PROMOTIONS AND REDUCTIONS, 2-63 12-56 ' 
RECORD OF EXAMINATION FOR 
PROMOTION, ADDITIONAL INFOR-
MATION AS TO PROMOTION STA-
TUS ON TRANSFER TO A NEW 
ORGANIZATION 

NAVMC ll8(6) TIME LOST, ALLOTMENTS, 10-62 2-59 
WEAPONS FIRING RECORD, 
MISCELLANEOUS MARKSMANSHIP 
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USABLE 
FORM LAST PREVIOUS 
NUMBER TITLE EDITION EDITION 

NAVMC 118(8) CLASSIFICATION AND ASSIGN- 4-66 2-64 
MENT TEST RESULTS 

NAVMC 118(8a) MILITARY AND CIVILIAN OCCU- 9-65 2-64 
PATIONAL SPECIALTIES, EDU-
CATION COURSES, TECHNICAL 
TRAINING AND TESTS COMPLETED 

NA VMC ll 8( 8A V) FLIGHT QUALIFICATION RECORD 1-63 9-55 

NAVMC 118(9) COMBAT HISTORY--EXPEDI- 6-65 1-63 
TIONS--AWARDS RECORD 

NAVMC 118(11) ADMINISTRATIVE REMARKS 6-65 NONE 

NAVMC 118(12) OFFENSES AND PUNISHMENTS 10-65 12-61 
RECORD 

NAVMC 118(13) RECORD OF CONVICTION BY 10-62 4-55 
COURT -MARTIAL 

NAVMC 118(13a) SUPPLEMENTARY RECORD OF 9-b3 Undated 
CONVICTION BY COURT-MARTIAL 

NAVMC 118(16) LEAVE RECORD 6-61 3-59 

NAVMC 118(17) SEA AND AIR TRAVEL--EM- 2-66 Note 5 
BARKA TION SLIPS 

NAVMC 118(21) DEPENDENT TRAVEL RECORD 3-66 8-55 

NAVMC 123a OFFICER QUALIFICATION RECORD 4-55 NONE 

.NAVMC 123(1) MISCELLANEOUS INFORMATION 1-67 4-55 

NAVMC 123(2) CHRONOLOGICAL RECORD OF Undated * 
DUTY ASSIGNMENTS 

NAVMC 321a AGREEMENT TO EXTEND EN- 3-62 4-61, 
LIST ME NT 2-57 
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FORM 
NUMBER TITLE 

NAVMC 631 INDIVIDUAL CLOTHING RECORD, 
MEN 

NAVMC 631a INDIVIDUAL CLOTHING RECORD, 
WOMEN 

NAVMC 798 RESERVE RETIREMENT CREDIT 
REPORT (ORIGINAL) 

NAVMC 798a RESERVE RETIREMENT CREDIT 
REPORT (RESERVIST/CMC COPY) 

.NAVMC 941 TRANSMITTAL OF SERVICE 
RECORDS 

NAVMG IOU44 ],'ORMAL REPORT OF DESERTERS 
OR ABSENTEES 

tNAVMC 10132 UNIT PUNISHMENT BOOK 

NAVMC 10147 OFFICER FITNESS REPORT 

tNAVMC 10205 RESERVE PERSONNEL AUDIT 

NAVMC 10228 NOTICE OF OBLIGATED SERVICE 

NAVMC 10233 NONCOMMISSIONED OFFICER 
FITNESS REPORT 

tNAVMC 10244-PD MARINE CORPS POSTAL CLERK 
IDENTIFICATION CARD 

NAVMC 10263 NOTICE OF RETURN ABSENTEE/ 
DESERTER 

NAVMC 10274- ADMINISTRATIVE ACTION FORM 
ADM 

NAVMC 10471-PD LIBERTY REQUESTS/OUT OF 
BOUNDS PASS 

NAVMC 10472-PD LIBERTY LIST 
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USABLE 
LAST PREVIOUS 
EDITION EDITION 

11-65 5-64 

8-54 NONE 

2-63 NONJc 

2-63 NONE 

10-66 2-66, 
11-61, 
8-58, 2-54 

7-64 ALL 

7-66 9-63 

6-63 4-61,2-57 

4-65 NONE 

12-61 NONE 

8-62 9-58 

1-67 Note 5 

2-57 All 

3-59 Note 3 

4-60 * 

4-60 * 
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USABLE 
FORM LAST PREVIOUS 
NUMBER TITLE EDITION EDITION 

NAVMC 10476-DR RESERVE OFFICER/STAFF NCO 5-62 NONE 
QUALIFICATION SUMMARY 

NAVMC 10479-PD STATEMENT OF UNDERSTANDING 12-61 NONE 
UPON ENLISTMENT IN MARINE 
CORPS OR MARINE CORPS RE-
SERVE 

NAVMC 10480-PD STATEMENT OF UNDERSTANDING 8-63 NONE 
UPON ENLISTMENT IN MARINE 
CORPS RESERVE SIX-MONTH 
TRAINING PROGRAM 

.NAVMC 10522 COMMUTED RATIONS 9-62 NONE 

NAVMC 10526-PD RECORD OF EMERGENCY DATA 9-61 Note 2 

NAVPERS 3047 COURT-MARTIAL PROGRESS 10-63 5-56 
REPORT 

NA VPERS 3048 REQUEST FOR RESTORATION 10-63 ll-57 

NA VPERS 3049 WAIVER OF RESTORATION 10-63 5-61 

OPNAV 2700-5 CHANGE OF ADDRESS CARD 11-65 Note 4 

.OPNAV 5511-14 SECURITY TERMINATION STATE- 11-65 NONE 
MENT 

OPNA V 5520-l REQUEST FOR INVESTIGATION 4-64 NONE 
FOR PERSONNEL SECURITY 
CLEARANCE 

OPNAV 5521-429 CERTIFICATE OF CLEARANCE 12-62 NONE 
FOR HANDLING CLASSIFIED 
MATTER 

NOTES: l. Edition of 2-55 and 10-56 can be used for 8-year obligors. 

2. Record of Emergency Data, Form DD 93-l, dated 1Dec56 and !Aug 59 
may be used until supply is exhausted. 

3. Personnel Action Form, NAVMC 10274-PD may be used. 

4. Change of Address Card, NAVPERS 693, and OPNAV 2700-5 (Rev. 
6-61), may be used. 

5. Previous editions may be used until present stock is exhausted. 

* No previous editions were issued. 
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PART B: ABBREVIATIONS 

17050 GENERAL 

I. Abbreviations are primarily used 
for saving space and time. The use 
of abbreviations must be limited and 
kept within the confines of assured 
intelligibility. 

17051 ABBREVIATIONS IN RECORD 
KEEPING, PERSONNEL AC
COUNTING, TRANSFER 
ORDERS 

I. The abbreviations listed in this 
part are authorized for Marine Corps 
record keeping, personnel accounting 
and transfer orders. 

2. Those abbreviations preceded by 
an asterisk (*) will be used only in 
compound abbreviations and will not 
be used alone. 

3. Recommendations for additions, 
changes, and/or deletions to this list 
will be submitted to the Commandant 
of the Marine Corps. 

4. Listing of certain abbreviations in 
lower case letters does not preclude 
their capitalization when common usage 
so dictates; however, those partially 
or fully capitalized will be used as 
listed. . . '•" l r 
.JJ~~~ t-eA.,j/) ,,~ lt'!:i 

17052 ABBREviATIONS IN CORRE-.;~r~ 
SPONDENCE AND MESSAGES 

1. The use of abbreviations in corre
spondence and messages will be in 
accordance with the Department of 
the Navy policy as promulgated in the 
current edition of U. S. Naval Com
munication Instructions, DNC 5. That 

de-emphasized as a result of 
this policy. Rather, brevity will 
be achieved through the proper 
choice of words and good 
writing techniques. 

11 .2 Well- recognized abbreviations 
which definitely fall into one 
of the following categories may 
be used in the preparation of 
correspondence and messages 
when they will serve a useful 
purpose. 

(a) Abbreviations for medals, 
badges, or other marks of 
distinction. 

(b) Abbreviations for points of 
the compass and map co
ordinates. 

(c) Authorized model designa
tions and symbols for com
mon types of aircraft, ships, 
or vehicles. 

(d) Abbreviations for titles and 
grades. 

(e) Abbreviations commonly 
used for geographical loca
tions and standard English 
dictionary abbreviations. 

(f) Other technical <~bbrevia
tions customarily used by 
specialists and technicians 
when communicating with 
activities or per sons in the 
same field as that of the 
originator, and to no others. 

policy as extracted from DNC 5 is as ".3 Abbreviations other than those 
outlined above may be used in 
the text of correspondence or 
messages after they have been 
initially spelled out and iden
tified in each item of corre
spondence or message. For 
example, the abbreviationiCAO 
could be used in a letter, but 
only if that letter's first refer
ence to the organization read: 

follows: 

"C-3. NAVY POLICY 

".! The policy prescribed here will 
be followed by drafters and 
originators when drafting cor
respondence and messages ad
dressed to activities and com
mands within the U. S. Navy 
and U.S. Marine Corps. Brevity 
in message texts will not be 

International Civil Aviation 
Organization (ICAO). 

17-19 



17052 MARCORPERSMAN 

".4 Abbreviations and short titles 
which have, through years of 
joint usage, become self
evident, unequivocal, and uni
versally known, will be ac
cepted for joint use within and 
among the services. Even then, 
an abbreviation will not be used 
if there is any doubt that it will 
be easily and readily under
stood. Such abbreviations pecu
liar to the U. S, Navy and U. S. 
Marine Corps may be used 
under the same conditions, but 
only within the Navy Depart
ment. 

11 ,5 The usage of abbreviations will 
at all times be governed by the 
principle of immediate com
prehension. Abbreviations will 
not be used in correspondence 
and messages unless the origi
nator can reasonably assume 
that the meaning of the abbre
viation will be immediately 
clear to the addressee. 

17-20 
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"C-4. JOINT POLICY 

".1 The policy on the use of abbre
viations prescribed for Joint 
use is identical to that pre
scribed for Navy and Marine 
Corps use. Drafters and orig
inators of correspondence or 
messages will be guided by 
the principles laid down in 
Article C-3 above when ad
dressing material to the other 
U.S. Service. 11 

2. The foregoing policy does not pre
clude the use of abbreviations in corre
spondence and messages but prescribes 
judicious employment of them. 

3. The lists of abbreviations appear
ing in this chapter may be used as a 
guide in conforming with the stated 
Navy policy. 

• 4, Marine Corps Order P5400.6, List 
of Marine Corps Activities, may be 
used as a guide in the use of address 
abbreviations. 
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5. Lists of Abbreviations 

t a. Commonly used words and combinations thereof 

ABBREVIATION ..••••••••.•••••••••••.••..•••.••••••• abbrev 
ABOARD •••••••••••••••••••••••••.•.•....••••.••••.•• abd 
ABOUT •••..•.••••.•••.••••••••...•.•••.••••..••••••• abt 
ABSENCE - ABSENT •••••••••••••••••••••..•••.••••••• abs 
ABSENT/ABSENCE WITHOUT/OVER LEAVE/LIBERTY •• AWOL 
ACADEMIC .•••.••••••....•.•••.••••••••••••••••.•••• acad 
ACCEPT -ED •••...•.••••.•••••••.••••••••••.••..•••• ace 
ACCESSORY ••••••.•••••••••••••••••••••••••••••..•..• accy 
ACCIDENT •••••••••••••••••••••.••••••••••.••••••••• acdt 
ACCIDENTAL INJURIES .•••••••••••••..•.••••.•.•••.• acci 
ACCOMMODATE •••••• · ••••••••••••••••...••••..•••••• Ace om 
ACCOMPANY .•...••...••..••••••••••.•...•......•.•• Acmp 
ACCOMPLISH .....•..••..•.•.••.•......••..•........• accomp 
ACCORD-ING -ANCE -INGLY ...•.......•.••••...•.••.• Acd 
ACCOUNT-ING -S •••.••..••.•..•.•.••.....••••.....• acct 
ACCOUNTS CLOSED ..•.•••••••••••••.•....••.....••.• a/ c 
ACCRUED LEAVE .•.•.••.•.••.•••••••.•••.•....•..•.• aclv 
ACHIEVE-D -MENT .•.••••••••.•••..•.....••...••... achv 
ACKNOWLEDGE -D -MENT •••••.•.••...••.•••.•.•••.• ack 
ACQUITTAL- ACQUITTED •••••••.•••....•......•••.• acq 
ACT -ING -lYE -ION ...••.•••.•..•.....•..•••.•.....• act 
ACTIVATE-D ..•.•.•.•.•.•..•..••••......••......•.• actd 
ACTIVE DUTY ....•.....•••••.•.•••••.....•......•..• acdu 
ACTIVE DUTY FOR TRAINING ••.•••••••••••.•..•.•..• acdutra 
ACTIVITY ••..•..••.••••••••.••.•••.........•.•..•..• Acty 
ADAPT -ABLE -ABILITY ••••••••••••.......•.....•.•• adpt 
ADDITION -AL ••••••••.•••••••..••••••.•.••.•.••••... add 
ADDRESSEE ••..••••.•.••••••••••••••.....••....••..• adee 
ADJUTANT .•••••..•.••.•••.•.•••••.•.••••••....••..• Adj 
ADMINISTRATIVE •••••••.•••..•.•••••...•.•...••••..• adrr.in 
ADMINISTRATIVE COMMAND •.•.••.•.••...•.....••••. AdminCom 
ADMONISH - TION ••.•••••••••..•.•..•.•.••••.•.••••.. admon 
ADOPTED CHILD •..•••.•.•••.•••••••.........•••...• AC 
ADVANCE - D •••••••••••••••••••••.••..•••.•..•.••••• adv 
ADVISE AVAILABILITY ••••••••••••••••••.••.••..•.•.• AdA val 
ADVOCATE ••••••••.••••••.••••••••••••••••••.•.•.•.. advoc 
AGGRESSION - AGGRESSIVE - AGGRESSOR •••••••••..•• aggres 
AGREEMENT ••••••••••.•••..••••••.•.••.•.••••••• , •• agr 
AGRICULTURAL .••.•••••••••••••••.•••••..••••••.••• agric 
AIR BASE ••..••••••••.••..•.••••..•••••••••••.••.••. AB 
AIRBORNE •••••••••••.••.••..••••.•••..•••••••••••.• ABN 
AIRBORNE EARLY WARNING •••.•.•••••.••.•••••••••• AEW 
AIRCRAFT .......................................... A eft 
AIRCRAFT ENGINEERING SQUADRON •••••••.•••••.•.• AES 
AIRCRAFT FLEET MARINE FORCE PACIFIC ••••••••••• AirFMFPac 
AIR DELIVER •.•••••••••••••••••••••••••••••••••••••• Air Del 
AIR FORCE .......................................... AF 
AIR LIAISON OFFICER .••••••.••••••••••••.•••••••••.• Air LnO 
AIR OBSERVER ••.••••••••..••••••••••••..•.••••••••• AOBSR 
ALLOCATE .•••••••••••••••••••••••••••••.••••••••••• Aloe 
ALLOTMENT ••••••••••••••.••.••••••••••••••....•••• alot 
ALLOWANCE ••••••.•••••••••••••••••...•.•••.•••..•• alw 
ALTERNATE •••••••••..•••••••••••••••••••••••••.••• alt 
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AMBULANCE - AMBASSADOR •• , •••••..••.•••••••••••• Amb 
AMERICAN • , ••••••••••••••••••••••••.•..•••••••••••• *Am 
AMERICAN RED CROSS ••••••.••••••••••••••••••.••••• ARC 
AMMUNITION •••••••.•.••••.••••••••••.••••••••..••• , ammo 
AMMUNITION SUPPLY POINT •••••••••••••••••.••••••. ASP 
AMOUNT •••••••.•.••••• , .••.•.••••.•••..••••.••.•••• amt 
AMPHIBIAN TRACTOR •••.•••...••••••••••••••.••••.•• AMTrac 
AMPHIBIOUS .•••.•••••• , .••••••••••••••••••••••.•••. Phib 
AMPHIBIOUS CORPS ••• ; ••.••.•••••••.••..••••.•••••• PhibCorps 
AMPHIBIOUS OPERATION -S .•••.•••••••••..••••..•.••• Phi bOp 
AMPHIBIOUS TRUCK •••••••.••••..••••..••..••..•••.• AmTrk 
AMPHIBIOUS WARFARE SCHOOL ..••••••••.••••..••.• PhibWarScol 
ANNIVERSARY ••••••••••••••.•••••..••••••••.•••••••• Annv 
ANNUAL - LY • , •.•.•••••.••••••••••••.••...•••.••..•. Ann 
ANNUAL FIELD TRAINING ••••••..•••••.••••.••.•.•..• AFT 
ANSWER •••••••.•••.•.•••••••••••••••....•••••••••••• ans 
ANTIAIRCRAFT ARTILLERY •••••• , •••••••••..••••.••. AAA 
ANTI- PERSONNEL •••..•••••..•.••.••••• ; •••..•.•..•. APers 
ANTI-TANK ..•••••.••.•••••••....••...•.•....••••••• AT 
APPENDIX .••.•.••••..•••••••••.••••••...•.•..•••••• apdx 
APPLICATION - APPLICABLE - APPLICANT •.•••••••.• appl 
APPOINT -ED -MENT .•••.••••.••••••.••••..•.•.••••. appt 
APPREHEND -ED •••.••••••..••••••.••.•.••••••••..•• aprnd 
APPROPRIATE .••.•••.••••••.•.•..••..••••..••••.••• a prop 
APPROPRIATION .•••...•••• , ••••••..••••..••.•.•.•••• appn 
APPROVE -ED •...•. , ...•• , ••••.••.••.•.••..•••••••.• appr 
APPROXIMATE - LY .•.••..•••..•••••..••.•.••••••••.• aprx 
ARMAMENT , ••.•••••••.•.•••.•.••...•••.•.•••••..••• Armt 
ARMED FORCES QUALIFICATION TEST •.••••••••••••• AFQT 
ARMED GUARD ••••••.•.•.•••••••••••..••••.•.•••.••• ArmGd 
ARMED SERVICES MEDICAL REGULATING OFFICE •..•• ASMRO 
ARMORER ••••••..••••••..••.•••••.••••••••••••.••.•• Armr 
ARMOR- PIERCING •••••••.••••...•••••••••••••• , ••••• AP 
ARMY ATTACHE ..••.•••••..••••••••••••••••.••••.••• ArmA 
ARMY LIAISON OFFICER ••.•••••••••• , ••••••.•••••••• Ar LnO 
ARMY OF THE U.S ••••••• , •.•••••.••••..•.••..••••••• AUS 
ARMY POST OFFICE •.•. , •..••••••• , •••.••••••••••••• APO 
ARMY SECURITY AGENCY •.•••••••.••• , .•••••..••••.. ASA 
ARMY WAR COLLEGE •••••••••.•••••••••••••••••••••. ArWC 
ARRAIGN -ED -MENT .•••••••.•.•••••••.•••.••••••••• argn 
ARRANGE - MENT •••••••••••••••••.•••••••••••••••• ~ Arng 
ARRIVAL - ARRIVE -D •••••• , •••••••••••••••••••••••• arr 
ARRIVED CONTINENTAL LIMITS U.S •••••••••••••••••• ARRUS 
ARTICLE • , ••••••• , •••.••••.•.•.••••••••••••.••••.••• art 
ARTILLERY ..• , •••••••••••••.•••••••..•••••.••••.••• arty 
ASSAULT •.•.••••••••••••••••••.••••••.••••••.••••••• aslt 
ASSAULT SIGNAL COMPANY .•.•.••••••.•.•••.•••••••• ASCO 
ASSIGN -ED -MENT ••••••••••••••••••.••.••••••.••.•. asg 
ASSIGNED TO DUTY INVOLVING REGULAR AND 

FREQUENT FLIGHTS AS CREW MEMBER .••••.•••••••• AvnCM 
ASSIGNMENT TO DUTY INVOLVING REGULAR AND FRE-

QUENT FLIGHTS NOT AS CREW MEMBER ••••••••••• AvnotCM 
ASSIST .•••..•• , •••••••••.•••.•••••••.....••••.•••••• asst 
ASSISTANT ••...•• , •••••.••.•.••..••.••••••.•.••••.•• Asst 
ASSISTANT CHIEF OF STAFF • , •••••.••••••.•.••••.••• ACofS 
ASSOCIATE -ED .••.•••••••••••.•.•••.•••••••. , ••••.. as soc 
AS SOON AS POSSIBLE ••.••••••••.•••••• , ..•••••••..•• ASAP 
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ATHLETICS •.•...•••••••.•.•.•••.....••..•...•.....• ath 
ATLANTIC ........•...•.•.•....•••••...•••..•.••••.•• Lant 
ATOMIC WARFARE ...•.•..••.•••••.••..•...•.•..•. · •• A TW 
ATTACH -ED ....•..•..••••••.•.••..•.•.••.••.••.•••. att 
ATTACK -ED ••••..••••.••••..•••••.•.•.••..•.•••.••• atk 
ATTENTION •••••...••..•••...••••••..•..•...•••.••.• attn 
AUDIT - AUDITOR •......•••••.•.•.•••.•..••••.••.•••. aud 
AUDITING PERSONNEL ROSTER •.••.••••.•..••.•..••.. APR 
AUGMENT -ATION •.•••...••••••..••...•.••.••••...•. Augm 
AUTHORITY - AUTHORIZED ••.•••.....••.••.••...•.•• auth 
AUTHORITY GRANTED •.•.•.•.••••.•.••••.••.••...••• AuthGr 
AUTOMATIC •.•.••..•.•.••.••••.•••...••.•..•.•••.••. auto 
AUTOMATIC RIFLE EXPERT ••••••••...•.••.•.••••... ARE 
AUTOMATIC RIFLE MARKSMAN •.••.••.•.........••... ARMM 
AUTOMATIC RIFLE SHARPSHOOTER ..•••...••..•.•... ARSS 
AUTOMATIC RIFLE UNQUALIFIED ..•.••••...••••••••• AR UQ 
AUTOMOTIVE ..•.•••••••.•••..••.•.•...•..••••..•..• Autmv 
AVAILABLE -ILITY •..•••••.•....••••••.••.•...•.•••. avai 
AVERAGE ..•.•...••••..•..••••.••.•.••.••••••••.•••• avg 
AVIATION ••.•••••..•.••..•••••••...•.••••..•••.••••• Avn 
AVIATION OFFICER CANDIDATE COURSE •.•..•••..•••• AOCC 
AVIATION SCHOOLS AND COURSES 

BASIC (CLASS A) 
AEROGRAPHER'S MATE SCHOOL ••••.••••••.•••...• AG(A) 
AIR CONTROLMAN SCHOOL .•••••.•••.••••••••••••• AC(A) 
AVIATION ELECTRICIAN'S MATE SCHOOL •...••••..• AE(A) 
AVIATION ELECTRONICS TECHNICIAN N 

(NAVIGATION) COURSE •..••••••.•••.•••..•.•.•.•.• A TN(A) 
AVIATION ELECTRONICS TECHNICIAN R (RADAR) 

COURSE ....•••••......•••••••.•.•.•.•..••.••••••• A TR(A) 
AVIATION FAMILIARIZATION SCHOOL •..••••.•..•••• AF AM(P) 
AVIATION FIRE CONTROL TECHNICIAN F (ARMA-

MENT CONTROL) COURSE •••.•.••••••.•••..•.•.••. AQF(A) 
AVIATION MACHINIST'S MATE H (HELICOPTER) 

COURSE •••••••.••.•••••...••••.••••••••••••••••.• ADH(A) 
AVIATION MACHINIST'S MATE J (TURBOJET) COURSEADJ(A) 
AVIATION MACHINIST'S MATER (RECIPROCATING) 

COURSE •.••..•.••••••••••.•••••••••••.•.••••••..• ADR(A) 
AVIATION MECHANICAL FUNDAMENTALS SCHOOL .• AMFU(A) 
AVIATION ORDNANCEMAN SCHOOL ••••..••••••••••• AO(A) 
AVIATION STRUCTURAL MECHANIC E (SAFETY 

EQUIPMENT) COURSE •••••••••••••••..••.•••••••.• AME(A) 
AVIATION STRUCTURAL MECHANIC H (HYDRAULIC) 

COURSE •.••...•••••.••.••••.••.•.••••....•••••••• AMH(A) 
AVIATION STRUCTURAL MECHANICS (STRUCTURAL) 

COURSE .•.•.•••.•.••.•.••••••••.•••.••..•..••••.• AMS(A) 
AVIONICS FUNDAMENTALS SCHOOL ••••.••.•.•.•.•.• AFU(A) 
PARACHUTE RIGGER SCHOOL .••••••••.••.•••••••.. PR(A) 
TRADEVMAN SCHOOL .•••..•••••••••..•..•••.••.••• TD(A) 

ADVANCED .(CLASS B) 
AEROGRAPHER'S MATE SCHOOL ..•.•••••.•.••.••.• AG(B) 
AIR CONTROLMAN SCHOOL ..••••.•••.•••••••.••••• AC(B) 
AVIATION ELECTRICIAN'S MATE SCHOOL'" .••••••••. AE(B) 
AVIATION ELECTRONICS TECHNICIAN INTER-

MEDIATE COURSE .•••••••.••••.••••••.•••••••..•• A TI(B) 
AVIATION FIRE CONTROL TECHNICIAN INTER-

MEDIATE COURSE ••••••..••...••...••.••.•••.•••• AQI( B) 
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AVIATION MACHINIST'S MATE H (HELICOPTER) 
COURSE •.•..•..•....•...••....•.•...•..•.•.•..••• ADH(B) 

AVIATION MACHINIST'S MATE J (TURBOJET) COURSE ADJ(B) 
AVIATION MACHINIST'S MATER (RECIPROCATING) 

COURSE ....••••••......••..••••.••••.•....•.•.... ADR(B) 
AVIATION ORDNANCEMAN SCHOOL •••.•..•••••..... AO(B) 
AVIATION STRUCTURAL MECHANIC E (SAFETY 

EQUIPMENT) COURSE ...•....••.•.......••.•••••.• AME(B) 
AVIATION STRUCTURAL MECHANIC H (HYDRAULIC) 

COURSE •••••••......•.•...•......••••.....••.•••. AMH( B) 
AVIATION STRUCTURAL MECHANICS (STRUCTURAL) 

COURSE ...•.•.•••.•••..•••.••••••.•.•..•......•.• AMS(B) 
AVIONICS COURSE ..••••••..••••••••.••...•.•.•.•.• A V(B) 
PARACHUTE RIGGER SCHOOL •..••.•••••.••..••.... PR(B) 
PHOTOGRAPHER'S MATE SCHOOL .....••••••••••••. PH(B) 
TRADEVMAN SCHOOL .•.•••.•••.•.•....••..•••••••. TD(B) 

SPECIALIZED (CLASS C) 
AVIATION CRASH CREWMAN SCHOOL •••••••.•..••.. AVCC(C) 
CATAPULT, ARRESTING GEAR, OPTICAL LANDING 

SYSTEM COURSE ...•.•.••.••.•..•..•••..•••...••• CAGOLS(C) 
GCA ELECTRONICS MAINTENANCE COURSES •.•..••• GCAELEC(C) 
GCA MAINTENANCE (ENGINEMAN) COURSES •••.•.•.. GCAENG(C) 
GROUND CONTROLLED APPROACH CONTROLLER 

COURSE •..••.••••.•••.••..•••• ; •••••..••...•••... GCACON(C) 
INSTRUCTOR TRAINING SCHOOL ..•...•••.•••••••...• INSTRA(C) 
MARINE AVIATION ENGINEERING CLERICAL COURSE MARAEC(C) 
MARINE AVIATION OPERATIONS CLERICAL COURSE. MARAOC(C) 
MARINE AVIATION SUPPLY COURSE ••••.•••••••.• ,. MARAK(C) 
PHOTOGRAPHIC ELECTRONICS SYSTEMS COURSE ••• PHES(C) 
PHOTOGRAPHIC EQUIPMENT REPAIR COURSE •••.••• PHER(C) 
SUPER VISOR TRAINING COURSE •••...•.•.•••.•••••. SUPTRA(C) 

OFFICERS (CLASS 0) 
AIRCRAFT MAINTENANCE OFFICERS SCHOOL •.•...• A/ C MAINT(O) 
AIR TRAFFIC CONTROL OFFICERS COURSE .......... A TCO(O) 
ELECTRONICS TECHNICAL OFFICERS COURSE ..... , • ELTO(O) 
GCA MAINTENANCE OFFICER COURSES ••••..•....•• GCAMAINT(O) 
NAVAL AIR ARMAMENT AND WEAPONS SYSTEMS 

SCHOOL ..••••.•.•••...••....•..•••••••.•••••••••• NAWS(O) 
PHOTOGRAPHIC RECONNAISSANCE OFFICERS 

COURSE .••..•.•••.•••.•.•..•••••••••••..•••.•.••• PHRECON(O) 
AWAIT ...•.•.......•.•...•. , .•.••..•••• ,, •. , •••••••. awt 
AWAITING ..•.•••.•.............••..•.•••.• , , .••••••• awtg 
AWAITING ACTION HIGHER AUTHORITY •.•••••.•••...• AAHA 
AWAITING OFFICE HOURS ..•.••.••.••.••••..•...••••. AOH 
AWAITING RESULT OF TRIAL ..•..•....••••..•..•.•.•• ARTL 
AWAITING TRIAL •.•..••.•.••...•••••....•.••••••••.• AT L 
AWARD -ED ••.•••.•.•.•••..•••..•.•.•.•••••....•.••• awd 

BACHELOR OFFICERS QUARTERS .••.. , .••.••.••••••• BOQ 
BACKGROUND INVESTIGATION ..••.••••••••..••.•••••• BI 
BACK ORDER ..••••••••••••••.•••.••..•.•.•.•.••••••• b/ o 
BAD CONDUCT DISCHARGE •••.••••••••••••..•.••••••• BCD 
BAGGAGE •.•.••••..•.....••...••..••••••••.•..•..••• bag 
BALANCE .•.•••.•••..•..•.••..••••••.•.•.•••••.•••.. bal 
BARRACKS .••••.•••.••••••.•...•..••.••••••••••••••• Bks 
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BASIC ALLOWANCE FOR QUARTERS ....•••••.•••.•... BAQ 
BASIC ALLOWANCE FOR SUBSISTENCE, .•...•..••. , •. , BAS 
BASIC MAINTENANCE ALLOWANCE .......•.• , ........ BMA 
BASIC SCHOOL - MCS ..•••.••••..•..•.•....••.... , ••. TBS 
BASIC SPECIALIST TRAINING ..••••••..•....• , ... , . , , . BST 
BATTALION •.•...••••.•.••.•••.•.....••••..•••..•.•• Bn 
BATTALION LANDING TEAM .•••••.••.••..•...•.... , • BLT 
BATTERY .. ,, •....•.•.••••••...•••••...•...•.•••.•.. Btry 
BATTLE CASUALTY ...•••......•.•..•..•.•..•.••••.. , BC 
BELEAGUERED ••.....•.•••......•.••...•.•...••••... BLG 
BENEFICIARY ..•.•.•...•..••••.•.....•.•...•..•..•.. Bene£ 
BESIEGED .•••..........•••.....••..••..•..••.•••.. , , BES 
BILL OF LADING •..••..•...•.••••.••.....•....•.... , b/ 1 
BILLET , •...............•...•...•.•...•.... , , ...•. , , . Bil 
BOARD OF SURVEY .•.•...•.•.•.••....•...... , •.••. , , BdSur 
BOARD-S., •.... , .... , .•. , ... ,, ... ,, .. , ..•.. ,,, •.•• , Bd 
BODY NOT RECOVERED ..•.•........•.....•...... , ... BNR 
BOOK ..•.•..•....•.••.....•.•......•.••.•....•....•• bk 
BOOKKEEPING .......••..•...••••..•......•. , •....• , bkkp 
BOUNDARY .. , , •.•......••.•......•......•....•. , .. , . bdry 
BRANCH ..•...•••.......••••...•••••••...•••••.. , •.. Br 
BREAD-WATER ....•••.•... , •••..•...••...••. , .... , •. B& W 
BRIGADE ..••.•.•.....••..•....••••..•.•.......•..•• , Brig 
BRIGADIER GENERAL ...•.••.••••••.•...••..• , •..•. , . BGen 
BROUGHT FORWARD ..••.••••..••.•••••...•••.••..••. BF 
BROWNING AUTOMATIC RIFLE ...•.•.•••.... ,, ••... ,, BAR 
BROWNING MACHINE GUN •••..•••..••...••.••..•••..• BMG 
BUILDING ..•• , •••••....••.•....•..••••..••••••.. , ••. bldg 
BULLETIN •....• , .......•. , , ••.. , ...•...... , , ..•..• , . Bul 
BUREAU,, ••.. , ..•..••.••.....••..•...•.•.... , •..•.. , Bu 
BUREAU CONTROL NUMBER, ...••.•.•.•.••..•.••••.•. BCN 
BUREAU OF MEDICINE AND SURGERY •..•.•••. , .•• , ... BUMED 
BUREAU OF NAVAL PERSONNEL ..••.....••.•......•. BUPERS 
BUREAU OF NAVAL WEAPONS ...•... , ••.••..• , •. , •. ,. BUWEPS 
BUREAU OF SHIPS .................................. , BUSHIPS 
BUREAU OF SUPPLIES AND ACCOUNTS •.•.•...•••..•. BUSANDA 
BUREAU OF YARDS AND DOCKS .••••...•••••...•.••..• BUDOCKS 
BY DIRECTION ...................................... ByDir 

CALIBER •.••...••.••.•.•••••.••••.•••••••..•.••••..• cal 
CAMOUFLAGE ...••.•••••••••••..•••••••.•.••...•.••• cam 
CAMP J. H. PENDLETON OCEANSIDE CALIF ••••••.••• CamPen 
CAMP LEJEUNE N.C .•..••..•••••.•. , ..•••• , •. , , •.•.• CamLej 
CANCELLED , , •••.•••..•.•.....••.•••••••.••.•.••.•• cane 
CANDIDATE •.••••••••...•.••••.••..•••••••.••..••••• Cand 
CAPACITY .•. , ...•••••••.•.•.••...••••••••••.•.•.••• cap 
CAPTAIN .•• ,, .. , ..•.•.••...••••.••••.••.•.•.•..•••. , Capt 
CAPTURED ......•.•..•.•••...•••..•••.••...•....•.•• CPTR 
CARLOAD •••••••••••.••••.•••..•••.•.•.•••.•••.....• c/1 
CARRIER .....•.•• , ••••..••.••••••..•.••••.••••••...• carr 
CASUAL - TY .•.••••.••.•.•.••••••.••..•••.•••.•••••• Cas 
CATEGORY . , ....•.•.•••••• , ••••.••••.•.••••••••• , ••. cat 
CAUCASIAN , .•.••..•...••.•••••.•••..•••.••.....•••• Cauc 
CEMETERY •..••••••.•...••••..••..•••..•.••••...•..• cem 
CENTRAL INTELLIGENCE AGENCY •.••••.••. , .•••.•.• CIA 
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CERTIFICATE - CERTIFIED ...•.•••••••.•••.••••.•..• cert 
CHANGE ..•....••••.• , . ; •.•.....•.•.••••••••••• , , ..• ch 
CHAPTER .•..•.••..•.••.••••...••••••••••.•..•••.••. Chap 
CHARACTER ••.•...........•.•.••...••.•••.••••••..• Char 
CHARGE - D -ABLE .•.••.....••.•••..•.••.....•••••..• chg 
CHECK -ED -AGE •••••..•••••••.•••••.•••••...•.•..•• ck 
CHEMICAL .••........•.•.••••.•••..•••••.••••••••••• cml 
CHEMICAL, BIOLOGICAL AND RADIOLOGICAL •••...•• CBR 
CHERRY POINT N. C ...•••.•••.••.•..•...•...•••••••.• CherPt 
CHIEF OF NAVAL OPERATIONS .•.••••••.•••.••••••... CNO 
CHIEF OF STAFF ...•...•••.••••••..•.•••.••••.•••.•• CofS 
CHIEF WARRANT OFFICER W -4 •• , •.•••.•••..•.••..•• CW04 
CHIEF WARRANT OFFICER W-3 ••••••••.•••.•.••••.•• CW03 
CHIEF WARRANT OFFICER W-2 •.••.•.•.••••••.•....• CW02 
CIVIL AUTHORITIES - AUTHORITY •..•.•..•••.•.••.••• CA 
CIVIL - CIVIUAN .•••..••. , ••••.•••••.•••.•••.•••..•• civ 
CIVIUAN CLOTHING MAINTENANCE ALLOWAN,CE •..•. CCMA 
CLASS ..•.•.••...••...••.••..•••••...••..•.••.••.•.• Cl 
CLASSIFICATION - CLASSIFY .................... , •.... clas 
CLEARANCE ••....••••.•••.•.•.••.••..••.•...•••.• , • Clnc 
CLERK ••••....••••• , ••.•••••.••.•••..••••••••• , ..•• elk 
CLERK TYPIST ..•.••••.•••••..•..•.•...•....•.•••..• Clk Typ 
CLOTHING .......................................... clo 
CLOTHING MONETARY ALLOWANCE ••.........•••..•• CMA 
COLLECT-ING ...................................... coll 
COLON ..•••.•..••...••..•.••.•.•...•..••.•.••••••.•• cln 
COLONEL .••.••...••.•..•..•.••........•..•...•..••• Col 
COLUMN •••••..••..•.•.••.•..•...••...•.••••.•..•..• Colrn 
COMBAT •..•••••••.•.••••••..•••.•••.•••••.•••..••.• cbt 
COMBAT CARGO OFFICER •..•..•.•••••••.•..•...•.... CCO 
COMMA ....••..•.••••.•••.•••••...•••••...•••••....• cmm 
COMMAND .•.....•...•...•.•.•.••...••..••••••.•.••. comd 
COMMANDANT ..••......••.•••....••..•..•.•.•..•••• Comdt 
COMMANDANT OF THE MARINE CORPS •..••.••....•.• CMC 
COMMANDER .•..••....••••.•••••••••••..•..••••••.•. Comdr 
COMMANDER IN CHIEF •••.••••••.•.••. ; ..••.•••..•••. CinC 
COMMANDER (Naval Rank) ............................. Cdr 
COMMANDING •.•...•.••••••..••••..••..•......••.••• Comdg 
COMMANDING GENERAL •••••••.•••.•.••.•.•..••••... CG 
COMMANDING GENERAL, MARINE AIR RESERVE 

TRAINING COMMAND .••..•...•. · ..••.•.•.•.•.••.•.•• CG MAR TC 
COMMANDING OFFICER ••..•....•••....••...•.•••..•. CO 
COMMANDING OFFICER NONJUDICIAL PUNISHMENT ••• COP 
COMMAND POST ••••.•......••...•.••.•••.•.•••••...• Cp 
COMMAND POST EXERCISE •..•••.••.••..•••••••.••• CPX 
COMMERCIAL ..•.••.••....•••••••.•.•••••.•••••.•..• *Mer Coml 
COMMERCIAL AIR , •. , •.•••.••••••.•..•..•....•••••.• Mer Air 
COMMISSARY •••• , •••••••••• , , , •• , .. , , •.. , . , •.• , ••..• com 
COMMISSION -ED .••••••••••••• , ••••••••• , •.••••• , ••• com 
COMMUNICATION .•••••••••••.• , , ••.••••••••••.•••••• comm 
COMMUNICATION OFFICER .......................... , CommO 
COMMUNICATION OPERATION INSTRUCTIONS ••..•...• COl 
COMMUTED RATIONS .•.•••.•..•••••••.••.•..•.•••... ComRats 
COMPANY ...... , .................................... Co 
COMPLETE .•..••••.•.•....•. , .•..•. , ..••.•••• , , , ...• compl 
COMPONENT ••..•..•••• , , • , •••••• , ••• , ••••• , •••••••. comp 
CONCERNED .••...•••.•••••••••.•••••...••• , •••••.• , • Cone 
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CONDUCT ....•....•......•....•.....•.•••••.•.••...• Cond 
CONFERENCE ........•..••••••.•..•...••.•••...•..•• Confer 
CONFIDENTIAL ......•...•••••••.••.•••...•.•.... ; ..• conf 
CONFINE -D .....•..•.•...•...•••••...•.••..•••...••. cnf-d 
CONFINEMENT ......•....•••.•..••.••......•.••..... cnft 
CONFIRM ....••••.••.•••..••.••....•.•••••.••.•••... cfrn 
CONNECTION - IN CONNECTION WITH .•••...•..•••... conn 
CONSCIENTIOUS OBJECTOR ..••••......••.•.••...•.•.• ConObjtr 
CONSTRUCTION- CONSTRUCTIVE •.••••.••••....•.••• const 
CONTAIN -ED ••.••••.•...••...•...••.••••.••••.••.•. Cntn 
CONTINENTAL LIMITS UNITED STATES •..•..•.•••.... CONLUS 
CONTINENTAL UNITED STATES ........•••••.•••.•••• CONUS 
CONTINUED .••....••...•..••.•.••.•. ; .....•........• contd 
CONTRACT •..••.•.....••...••...••••••.•....•....... cont 
CONTROL .•.•....•••..•...•......••••••••..••..••... cntl 
CONVENE .•..........•..•....•••.•...•.•...•.•..••.. Cvn 
CONVENIENCE OF THE GOVERNMENT •.•......••..... CofG 
CONVENING AUTHORITY ....•.••..•...•••....•.•••... CA 
CONVICT -ED- CONVICTION •••.•.•.•..•••••.•..•..•• conv 
COORDINATE ....•..•.•.....•.••••.....•..•.....•••.. Coord 
CORPORAL .••.••••••..•.•••..•••.••••..••....•••.•. Cpl 
CORRESPONDENCE ••••••...••..••..•••..••..•.•.•..• Corresp 
COST CODE .••.•.•.•..•••.•••..••...•••...•••...•••. CC 
COURSE ••••••...........•.•..•••••.•...•..••••••.•.. crs 
COURT-MARTIAL .....•..••......••••.••....•..••••.. CM 
CREDIT •....••...•.•.•....•....•.••.•..••••.••.•.••• Cr 
CRITICAL •••••••......•....•...•••.•.....•..•••....• cri 
CURRENT .••••••.•.•..•......•....••••.•...••..•••.• curr 
CUSTODY •....••.••.•••••••...•..••.••....••......... cust 

DATA PROCESSING INSTALLA TIOt-< .•••.••••••••••..••• DPI 
DATED .•••.•••...••••••••...•....••.•..••••••••••••• dtd 
DATE OF BIRTH •.••...•..••••••..•.....••••••••••..• DOB 
DATE OF DETACHMENT •.•.•.••..•••••••...•...••••• DofD 
DATE OF RANK .•••.•.•••.•.•.••..•.•••..•••....••••• DOR 
DATE- TIME GROUP .•••.••.•••••••..••••.••..•.•.••.• DTG 
DAUGHTER ..........••..•....••••..•••.....••..••.•. Dau 
DEATHS FROM ACCIDENTAL INJURIES .•••....••..•••• DAI 
DEATHS FROM DISEASE .............................. DOD 
DEATHS FROM OTHER CAUSES ••.•.•..••..••••••••••. DOC 
DECLARED DESERTER ..••••••..•..•...•••••••.••.••. Del Des 
DECONTAMINATION .••••••••••..•.•..•••••••.•••••.. dec on 
DEDUCT .••.•••••.•••.••••••.••..•....••••.••••.•••• Ded 
DEFENSE •..••.•..•.•••••.•.•.•.••.•••.•.••••••••.•• Def 
DEFENSE COUNSEL ....••.••••••••••••.•••..•••••••.. DC 
DEGREE .••••••••......••....•...•.•••••...•.•••...• Deg 
DELAY TO COUNT AS LEAVE ••••••.••.•..••..•.••.•.• Del 
DELIVER -ED - Y .................................... del 
DEMOLITION ••....•.•••.••...••.•••••••••..••...•••• dml 
DEMONSTRATE •••.••••.•••••••..•.••.••.• ; .•...••... Dmst 
DEPARTED UNITED STATES ...•.•••.•••...••••.•••.•• DepUS 
DEPART - MENT ••.•..•••••••••••••••.•.•••••.•••.••• Dept 
DEPENDENTS ••.•..•••..••.•.•••••••••.•••.••••••.•••• depn 
DEPLOYMENT .••...•.•••••.•.•.••..••••••..•..•••..• Deplm 
DEPUTY CHIEF OF STATE ..•.•....••....•••••.•••.•• DCofS 
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DEPUTY - DEPOT .••.•..•..•.•...•.•.•..•...••.•••.. *Dep 
DESERT -ED-ER-ION •.•...••....•••...•..•••••.•... des 
DESIGNATE -D- DESIGNATION •.•.......••.••••••...• desig 
DESTINATION .•....•...••.••.•.............••.•••... Destn 
DETACH -ED -MENT ....•...•.••.•..•.......••••••.•• det 
DETACHED DUTY .•.•••••••.....••••••...•..•.••.•••• Detdu 
DE TAIL -ED ..•.•..•.•.•...•......••..••••••••••.•.• dtl 
DETERMINE ••••••.••.•••••••••••••.••.........••••.. Detm 
DEVELOPMENT ..••.••.••.•••..•••..•.••......•••.... Dev 
DIAGNOSIS UNDETERMINED .•.......•......••••••.... DU 
DIED OF WOUNDS ..••.•.••.••..••.•.•....•.••••••••.• DOW 
DIFFERENCE .•• · •••••••.•••.•.•••••••••.•.......•.•.. dif 
DIRECTOR ..••...••...••.•...•..••••.•••..••.•..•... Dir 
DIRECTOR OF AVIATION ..••...•••.••••.•...••..••••• DirAvn 
DIRECTOR OF INFORMATION ..••.•......•...•.•.•.•.• Dirinfo 
DIRECTOR OF PERSONNEL •••••••••••••.•...••...•... DirPers 
DIRECTOR OF RESERVE •.•..•.••...•..•..••••••••••. DirRes 
DIRECTORATE OF ARMED FORCES INFORMATION AND 

EDUCATION •••.••.•.••.•••••••••..........••.••... DAFIE 
DISABILITY .•.•••••••••••••••••••••••••••••.•.•.•..•• dsabl 
DISAPPROVE •.•••...•.•...•••..•.•......•.••••••••.• disap 
DISBAND -ED ......•....•.••.••.•.•.•...••..•.••••••• disd 
DISBURSING •.•.•.•••..•..•.....•••......•...••••.•.• disb 
DISBURSING OFFICER •••.••••••••••••...........•.... DO 
DISCHARGE -D .•.••.••••.•••...•.•.•...••••••••••... dis 
DISCIPLINARY BARRACKS .•••••.••.•.•..••..•.••••••• DisBks 
DISCIPLINE -AR Y ••.••••..••••.••...•...••..•..•..... discp 
DISCONTINUE-D ..•••••••.•••••••••••..••..•.••.•.•. dis con 
DISEMBARK -ED .••••.•.••..•.••••.••.••••••••.••.... dis emb 
DISHONORABLE DISCHARGE •••..•.••.•..•...••••••.•• DD 
DISLOCATION ALLOWANCE •.••••.•.•..•••.••.•.•••.• DLA 
DISPENSARY •••••••••••••••••••.••.•..•..•.•.•.•...• Disp 
DISSEMINATE •••.••••••••••••••.••••••••••••••.•.•.. dis em 
DISTRIBUTION .•.•..•••..••••••••.••..•••...••••••••• distr 
DISTRICT .•..•..........•.•••.•....•.••....•••.•.... Dist 
DISTRICT MARINE OFFICER •.•••.•••••••.•...•.•.•.• DMarO 
DITTO (Duplicate as before) •••.••••••..••••••••••••••. do 
DIVISION •.••.....•••.•••.•.•••.•.•••••••.•.••••••••• Div 
DOCUMENT •••••••••.•••••••••.••••••••.•..•...•.•.. docu 
DRILL .•......••••••...•.•.•.....•.••••••••••.•••••• dr 
DRILL INSTRUCTOR •.••.......•.••.•••.......•••.••• DI 
DUPLICATE ..•••••••••••••••••••••••••••••...•.••••• dupe 
DURING .•..•.•..•.•...••.•....•••..••..•......•.•.•• dur 
DUTY •.•.••••••••..•••.•.•••..•.•..•...•..•.••..•••• du 
DUTY CONNECTION ••....••••.•••••...••.•....•..•..• DuCon 
DUTY UNDER INSTRUCTION •.••••..•..••••••••••••••• duins 

EACH ••••••..•.•••.••••.•••••••..••.••••.•.•••.••••• Ea 
ECHELON •••••..•••...•••..••••.••••••••.•.•••.••••. ech 
ECONOMY .•••••••••..•••••.•.•.••..•••••••••.•.••••• Econ 
EDUCATION •.•..•••••••••••••••.•••••••..••....••••• Educ 
EDUCATIONAL EQUIVALENCY TEST ••••••••...•.••••• EET 
EFFECT -ED -IVE ..•••.••••.•••••••••••••••••.• ; •••• eff 
EFFECTIVE DATE .•••.••••••••••.•••.•••.••••.••••.• ED 
ELECTRIC -AL -ITY - ELECTRONIC •.•.••... , •••••..• elec 
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ELIGIBLE -ILITY .•••...•.••..•••••...•••.•.•..••.••. Elig 
EMBARK -ED -A TION ••••.•••••.••.••.•.••••.•.•••..• em b 
EMERGENCY •••••.••.•••••.••••..•••••.•••.••••••.•• em erg 
SNCLOSURE ••••••.•.•••••..••••..•.•.••.••.•.•..•••• encl 
ENDORSEMENT •.••..••••..•••••.•.•.•..•••..•.•••.. End 
ENEMY ...•.•••.••.....•••...•••••..•••...••..•..•••. en 
ENGINE .••.••••••..•..••.....••••••••...••.•..•.••.. Eng 
ENGINEER .•..•••••.••.••....•••.•••..••••••••..••.. Engr 
ENLIST -ED -MENT •••••......••..•.••.•.•••.••..•.•• enl 
ENLISTED MAN OR MEN ••..•.•••••.•.•..••••.••••••• EM 
ENLISTED VOLUNTEER RESERVE •..•..••..••...•... ; • EnlVolRes 
ENLISTMENT EXTENDED .••••••.••••.•.•...•••..•..• EnlExt 
EN ROUTE •••.••••••••.•.•••.••....••••••.••.•••...•. enr 
ENSIGN ....•••••.•••••••••.••••.•.•.•..••••.•...••••• Ens 
ENTITLE-D -MENT- ENTITLING •..•...••••..•.•••.. Entl 
EQUIPMENT .••••.•..•••••.••••.••••••••.•..•••..•... equip 
EQUIPPED ••••••......•.••••.•.•.•....•••..•.•..•••• eqpd 
EQUIVALENT INSTRUCTION OR DUTY ••••••••.•••••... EIOD 
ESTABLISH ...•••...•.•••.•....•.•••••.•..•••••.•...• estab 
ESTIMATE -D ..•..•.•••••...•..•••••.•..•.•••••••..•• est 
ESTIMATED DATE OF ARRIVAL ••.•...•••.•.•.••••.•. EDA 
ESTIMATED DATE OF DEPARTURE ••....•••••....•••• EDD 
EST:..MATED TIME OF ARRIVAL •••••••.•.••••••••••••• ETA 
ESTIMATED TIME OF DEPARTURE .••..•••.••••••••..• ETD 
ESTIMATED TIME OF RETURN •••••..••••..•••.••.••• ETR 
EVACUATED- EVACUATION •.•.•..••••...••..•••..•. evac 
EVALUATE ••••.•.••..••.••••••••...•.••..•.....••••. Eval 
EXAMINATION - EXAMINED ••••.•••••.•••...••••.•..• exam 
EX CE LLEN T ••••..••.••••••••••..••••••••.•••••••••• exc 
EXCHANGE •••.•.••.••..••.•••••.••..••••••..••..••.• exch 
EXCLUSIVE •••••••••..•••..•••••.•.•..•.•••..•••.••• excl 
EXECUTIVE OFFICE OF THE SECRETARY OF THE 

NAVY .••••••••.•••••.••.••.•.•••••••...•...••••••• EXOS 
EXECUTIVE OFFICER ..•.•.•••••••.••.•••••••.••••.•• ExecO 
EXERCISE •.•••••••••.••••••.•••••••.••••••.•••..••.• ex 
EXPEND -ABLE -ED -ITURE - EXPENSE ••••••••••••.• exp 
EXPERIENCE ••.•••...•••••••.•.••••••••••.••.••.•••. Exper 
EXPIRATION OF ACTIVE SERVICE ••.••••••••••••••••• EAS 
EXPIRATION OF ENLISTMENT ••••...•...•.•••..•....• EofE 
EXPIRATION OF EXTENDED ENLISTMENT .•••••••••••• EofEE 
EXPIRATION OF INDUCTION •••••••.••.•.•••...•••••.• Eofl 
EXPIRATION OF OBLIGATED SERVICE •••••.••••.••••. EOS 
EXPLOSIVE ..•.••••.••••••••.•..•••.•••••••••••••••. expl 
EXPLOSIVE ORDNANCE DISPOSAL ••••••••..••••••••.• EOD 
EXTENDED ACTIVE DUTY .••••••.••••••.•••••••..••.. EAD 
EXTENSION - EXTENDED ••••••••••••••.••••••••••••.• ext 
EXTENSION OF ENLISTMENT •..••.•••.•.••••••••••.•• extenl 

FAMILY .••••••.•.•••••••..•••••.•••••••••••••••••••• fam 
FAMILY ALLOWANCE .••••••.••••••.••••••.••••••••• FA 
FATHER .•.•••••.•••••••••.••••.••••••••••••..•••••• F 
FAVORABLE ••.•...•••••.•.••••••••••••••.•••••••••• Fav 
FEDERAL BUREAU OF INVESTIGATION ..•••.••••••••• FBI 
FIELD ••••••••••••••..••.•.•••••••.••••••••••••••.•• fld 
FIELD ARTILLERY SCHOOL ••..•••••••..•••••.••••••• F AS 
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FIELD BULLETIN .......•.•••...•.•.••........•••.•.. FB 
FIELD EXERCISE ••..••...•••••••••••.•••••.••••••••• FEX 
FIELD MANUAL •••••••...••••••.•••••••...•..•..••.• FM 
FIELD MUSIC SCHOOL ••••••••••..•••••••.•..•••.•••• FMS 
FILM STRIP •••.••••••.•.•.••.••.•..••.••..••..•.••.• FlmStp 
FINAL SETTLEMENT ••.••..•....•..••••••.•.•...•..• FS 
FIRST AVAILABLE AIR TRANSPORTATION •.•••••••.•• FAIR TRANS 
FIRST AVAILABLE GOVERNMENT AIR TRANSPORTA-

TION •••••.••••••••••••.••...•••••..•.•..••••••.••• F AGAIR TRANS 
FIRST AVAILABLE GOVERNMENT TRANSPORTATION •• FAGTRANS 
FIRST LIEUTENANT ••.•.•..•••..••••••••••••••••••.• l stLt 
FIRST SERGEANT .•••••.••..•.••••••••••••••••••••••• l stSgt 
FISCAL YEAR ••..••••••••.••••••••••••••.•••.•.••••• FY 
FLEET MARINE CORPS RESERVE ••••.••..••....•••.• FMCR 
FLEET MARINE FORCE ATLANTIC •••.•..••••••.••.•. FMFLant 
FLEET MARINE FORCE PACIFIC ••••••••••••••••••••• FMFPac 
FLEET MARINE FORCES ••••••••••••••.•.•.••••.••••• FMF 
FLEET POST OFFICE .••••••••••..•••....•..••....••• FPO 
FLIGHT •••••••••••••••.••.••..•.••.•.•••.•.•.•••.••. flt 
FLIGHT ORDERS ••••••••••••..•........•..•••••.....• FltO 
FLIGHT PAY ....•.•..•••••...•.••••••••••••••••••••• FltPay 
FOLLOW -S-ING .•.•.•...••••••••••••••..•.....••••• Fol 
FOLLOWING NAMED OFFICERS ...•••....••.•••••••..• FNO 
FORCE -S •.••••••••....•••..•••..••..•..•.••••.•••.• For 
FOREIGN DUTY •..•••..•••.•••••••••••••••••••••••••• FORDU 
FOR ACTION •.•••••••••••.••.•..•••.••.•.•...•.•.••. For Ac 
FOR FURTHER ASSIGNMENT •.••.•.•••.••...•.•...••• FF A 
FOR FURTHER TRANSFER .••.•••.•••.•.•.••....•..•• FFT 
FORWARD •.••••••.•• : ..•.•••••••••••••••••••••••••• fwd 
FORWARD ECHELON ...••••••••••••••••.••..••.••...• FwdEch 
FORWARD OESER VER -S •••••••.•.••••...•..••••••..• FO 
FRAGMENTATION WOUND .••••••••••••••••••••••••••• FragWd 
FRAUDULENT ENLISTMENT ••••••••••••••••••.•••.••• frdenl 
FREQUENCY MODULATION •..............••.•....•..• FM 
FROM •••••• , • , •••••••••••.••••••.•.•••.••••.••••.••. fr 
FUNCTIONAL ACCOUNT NUMBER .••...••••••••••••••• FAN 
FURNISH -ED .••••.••.••..••.•••••••••••••••••••••••• furn 
FUTURE MONITORED COMMAND CODE ••••••........• FMCC 

GENERAL •••••••••••••.•••••••••••.•••••••...•.•.••• Gen 
GENERAL CLASSIFICATION TEST •••••••.••.•..••••••• GC T 
GENERAL COURT-MARTIAL •••••.••••••••••••••••••.• GCM 
GENERAL COURT-MARTIAL ORDER •••••••••••••••••. GCMO 
GENERAL COURT-MARTIAL PRISONER •••••.•.••••••• GCMP 
GENERAL EDUCATIONAL DEVELOPMENT TEST •.....• GEDT 
GENERAL MILITARY SUBJECTS TEST .••...••.•••••••• GMST 
GOVERNMENT •••••••••••..•••••.••••...••••••••••••• Govt 
GRADUATE .•••••••••••••••.•...•••••••.••••••••••••• grad 
GRAVES REGISTRATION ••.•••...••••••••••••••••••.•• GrReg 
GROUND ••.••••••.....•••••••••••••••••••••••.•.....• Gnd 
GROUND CONTROL APPROACH ••••••••••••••.••.•••.• GCA 
GROUND CONTROL INTERCEPT SQUADRON •••...•••.. GCIS 
GROUP • • • • • . . . . • • . . • • • • • • • • • • • • • • • • • . • • • • • . • . • • • . • • • Gru 
GUARD •••••••........•....•••••••••••••••••.•••.•••• Gd 
GUIDED MISSILE •••••••••••.•..•.•••••••••••••••••••• GM 
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GUILTY •••••.•....•.••••.•.••••••...•••••••• , •.••..• G 
GUNNER .....•..•...••••....••.••.•••••••..•••••••.• gnr 
GUNNERY SERGEANT ................................ GySgt 
GUNSHOT WOUND ••.•••. , ..•.•.•••••••.•••..••••.•••• GSW 

HANDLING •••••••••••...••••••••••••••••••.•••...•.. hdlg 
HEADQUARTERS ••••••••••••••...•••••••••••.••..••• Hq 
HEADQUARTERS AND HEADQUARTERS SQUADRON .••• ,, H&HSqdn 
HEADQUARTERS AND SERVICE .•........••.......•... H&S 
HEADQUARTERS MARINE CORPS .........•............ HQMC 
HEALTH RECORD(s) .....•.•. , .•.••••••.•••..••••.•••. HR 
HEAVY •••.•••.•••.•.••••••••••..••••.•••••••••••••.. hvy 
HEAVY ARTILLERY .••••••.••••••.••••..••••.•••.•.•• HvyArty 
HELICOPTER •••••••..•••...••••••••••.•.•.•••.••••.• Hcptr 
HIGH EXPLOSIVE •••••••••.••••••••••••.••••••••••••• HE 
HIGH SCHOOL •••.•.•••••••••.•••.•.••••.•.•....••••. HS 
HOME ADDRESS ....••••••••••..•••.•••••••.••..•.••• HA 
HOME OF RECORD •.•••..••••.•••••••• , ••••••..••.••• HOR 
HONORABLE .••••••••...••.•.•••••••..•••.•••••••••• hon 
HONORABLE DISCHARGE .•••••••.••••••••••••.••••.•• HonDis 
HONORABLY RETIRED •••• ,', ••••••...•.•••..••.•••••• HonRetd 
HOSPITAL •.•••••••.•.•.•••.••••.••••.•.••.•••••••.•. hosp 
HOSPITAL APPRENTICE -E-2 ..••....••...•.•••••••••. HA 
HOSPITALMAN -E-3 . , , ...................... , .... , , , HN 
HOSPITAL MAN CHIEF -E-7 , .• , ••••••••.•••• , , •••..•. HMC 
HOSPITAL MAN FIRST -E-6 •.•.••••••.••.•••••••••..• HMl 
HOSPITAL MAN SECOND - E- 5 ......................... HMZ 
HOSPITAL MAN THIRD -E-4 .•• , , •.•••••••••....••••.. HM3 
HOSPITAL RECRUIT - E-l. •••...••••.•••••••.••.....•• HR 
HOUSEHOLD EFFECTS •••••.••••••.•••••••••••..••.•. HHE 
HOUSEHOLD GOODS •••.•.••••••••••••.•••••.••••••..• HHG 
HOWITZER . , . , . , , . , , , , •••..• , ••••. , , , ••••..• , •. , . , , , How 
HUMANITARIAN REASONS ••••••.•••.•••••••.••••••••• HUMS 

IDENTIFICATION ••••.. , •••.••••••••••••••••• ,, •••.••. ID 
IMMEDIATE - LY •• , , , , •••.•••.•••• , , , ••••• , .•... , • , , immed 
IMMEDIATE SUPERIOR IN COMMAND, .••••.••••••.•.•• ISinC 
IN ACCORDANCE WITH ............................... lAW 
INACTIVE , , , , .•••.•.• , ••••• , , ••••••.••••••••.••••••• inact 
INCAPACITATED .••••••••••....•••..•••••••..•••.••. INCAP 
INCLUDE - INCLUDING - INCLUSIVE ••.•••••.•...••••. incl 
INCOMPETENCE -ENT ••••••••••••• , •.•.•••....••.••• incomp 
INDEFINITE , . , •••..•• , •••. , ••••.••••••••••.••••.••••• indef 
INDICATE -S -D- INDICATING •••••..•...••••••••••..• Indc 
INDIVIDUAL ..••...••••••••.•••••••..•• ; .••••••••••.• indiv 
INDIVIDUAL RECORD CARD, .• ,., •.•.••••••••••••.••••• IRC 
INDUCTION •••.•••••••••••••••••••••••..• ,·, ••.••••••• ind 
INFANTRY .......................................... inf 
INFANTRY TRAINING REGIMENT .•••••••••..•••• , •• , • ITR 
INFLAMMABLE •••••••.••••••••••••.•••.•••••••••..•• infl 
INFORMATION .......••••••••••••••. , .••••••••..•.••• info 
INFORMATION SERVICE OFFICER ..................... ISO 
IN HANDS OF CIVIL AUTHORITIES ...................... IHCA 

17052 

17-31 
Ch. 10 



17052 MARCORPERSMAN 

INITIAL CIVILIAN CASH CLOTHING ALLOWANCE , , '" •• ICCCA 
INITIAL CLOTHING MONETARY ALLOWANCE, .•• ,,,, •. ICMA 
INITIAL ENTRY - LEAVE •••••••. , •..•.•••.•.•••••••.• IE 
INJURIES OR ILLNESSES FROM OTHER CAUSES ....... ,. lOG 
INJURIES OR ILLNESSES SELF-INFLICTED (Intention-

ally) ............................ , ........... , , , ••• lSI 
INSPECT - INSPECTOR •••••••••...•.••.••••••••. , , ••• *Ins Insp 
INSPECTOR GENERAL MARINE CORPS ••••••••••.. , , .• losGenMC 
INSPECTOR-INSTRUCTOR • , , •.•. , , , , , .. , , .• , , , ..•• , .• I-I 
INSTRUCTION .... , .... ,,,,,,, ..... ,,.,, ... ,, ... ,.,,,, instn 
INSTRUCTOR ..•.. , , , , , . , , ...... , , , .•... , ... , , . , ....• instr 
INTELLIGENCE, , , , , , .. , .•... , , ••• , ........•...•..... intel 
INTERMEDIATE COMMAND .••••• , •...•.. , ••••••••..•. IC 
INTERNED ••••• , , ... , .•...••.•. , .•••..•.•.••.• , , .••. lTD 
INTERPRETER , , , •.• , • , , ••• , ••• , . , , , , , , , , , , , , , , , , , • , intpr 
INVESTIGATION . , . , , , •.••..•••• , , . , .••.....•....•. , , loves 
INVOLUNTARY - TARILY ••••••••.•••••••...•.•..... , , , invol 
INVOLVING •.•••••••••••••..•••.•..•.•...••.••.••..• inv 
ITINERANT RECRUITING DUTY • , , , .•••...•••••• , , . , .. IRD 

JOINED . , .. , • , , .... , , , , , , , • , • , .•••••• , ••••.••••••• , , jd 
JOINED ASSIGNED .•••••••••••••••••••.•..•.•....•.. , jdasg 
JOINED BY ENLISTMENT .•.•.•••.•• ,, •..••..••• ,,,,,. jdenl 
JOINED BY INDUCTION ••••••••••••••.•.••..•.••••••• , jdind 
JOINED BY REENLISTMENT ••••.• , ....••••••••• ,,,,,, jdreenl 
JOINED FROM . , .•. , , , , , ..••••• , , , , , , . , , •••.•.•. , .••• jdfr 
JOINT CHIEFS OF STAFF .•••••... , •••••• , ••.•.•. ,.,., JCS 
JOINT TRAVEL REGULATIONS .•. , •.••••..•••••• , • , , , . J TR 
JUDGE ADVOCATE ................. ,,,,, .. ,,.,., ••. , .. JA 
JUDGE ADVOCATE GENERAL.,,, ••...• , .• , .. , • , , •. , , , JAG 
JUNIOR .•.•.•••• ,,, .•.•.•••••.•••••••••••••.•.••.•••• Jr/jr 
JURIS DIG TION , , . , , , , •. , , , , , •• , , , • , , • , • , , . , , , ..•• , , , , juris 

KILLED IN ACTION .••. , ••••.•••.••••••• , • , ..•.•.•••.. KIA 
KOREAN VETERAN ................................... KVet 

LANCE CORPORAL .•.••.••••• , •••..•....• , .•• , ••• , • , LCpl 
LANDING EXERCISE .••.•• , •••• , •••.•..•••.•••••••••• LEX 
LANDING FORCE TRAINING COMMAND .•.•.•.••••••••• LFTC 
LANDING SIGNAL OFFICER ••••••••.•••••••••••• , •.• , . LSO 
LANDING SUPPORT COMPANY ••••••••.••••.•••••••••• LanSptCo 
LANGUAGE ••.••••••••..••••••• , , , •••.•••••••.•••.•.• lang 
LANGUAGE PROFICIENCY TEST •••• , •••.••••••••. , • , • LPT 
LEADER .......... , .. , ............................... ldr 
LEAVE ••••••.•••• , •••••••• , ••• , , , ••.•..••••••••... , , lv 
LEGITIMATE CHILD ................................. LC 
LETTER ........ ,., .................................. ltr 
LIAISON ••• , • , • , ••••.• , , •••••••. , ••••.•.•••••••••.•• , ln 
LIEUTENANT . • . • • • • • • • • • • • . • • . • . • • • • • • • • • • • • • • . . • • • • Lt 
LIEUTENANT COLONEL .••.••••.•.•••••••••• ,., .•••••• LtCol 
LIEUTENANT COMMANDER •.••••• , .•..•••••••••••..•• LCdr 
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LIEUTENANT GENERAL ...•••••••••.•••.••••••.••••.• LtGen 
LIGHT ANTIAIRCRAFT .•••••••.••••••••••.•.•••••.••• LAA 
LIGHT ARTILLERY .••••••.••••.•••••••••••.••••.•.••• LArty 
LIGHT SUPPORT COMPANY ••••••••••••••••••••••..••• LSptCo 
LIMITED •••••.••••••••••.••••.•.•••••.••••••••.••••• ltd 
LIMITED DUTY OFFICER •••••...••••••••••••••••••••• LDO 
LOCATION ••••••••.•.••••.•••••..•••••..••••.••..••• Loc 
LOCATION TOUR DATE •••.•••••••...•••.••..••••••.. LTD 
LOGISTIC ••••.•••..••.•••.•••..•••••••••• , ••••..•.•• log 
LOSE PAY- LOSS OF PAY •••.••.••.••••••••••••••••.• Lp 

MACHINE GUN ••.•.•••••....•••••••.••..••.••••.•.••• MG 
MAINTENANCE ••••.••••••••••.••••••••••••••••.••• , , maint 
MAJOR . , , , •••••••.••••• ; ••••..•.••.••••.•.•.••• , .•.• Maj 
MAJOR GENERAL •••..••••.•••••..•••.••••.•..••••.• MajGen 
MANAGEMENT. •••••••.•••••••••••..•.•.•.••••• , •• , • , Mgt 
MANAGER ••••••••..•• , , •••• , •.••• , , ••.••..•••••••••• Mgr 
MANEUVERS •••••..••••• , ••.• , • , •.••• , •.•.•.• , ••.•.• Mane 
MANUAL FOR CLUBS, MESSES AND MISCELLANEOUS 
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NONAPPROPRIA TED FUND ACTIVITIES .••••.••••••. MCLUBSMESSMAN 
MANUAL FOR COURTS-MARTIAL, 1951. ............... , MCM1951 
MARINE ••••••.••••.••••••••••.••••••••••.•..•• , , ••.• Mar 
MARINE AIR BASE SQUADRON ..••••. , ••• , •• , •.•• , ••••• MABS 
MARINE AIR CONTROL GROUP .•••••• , ••••• ,.,., ••.••• MACG 
MARINE AIR CONTROL SQUADRON .•••••••••.••••••••• MAGS 
MARINE AIRCRAFT REPAIR SQUADRON •••.•••.••••••• MARS 
MARINE AIR RESERVE TRAINING COMMAND ••••••...• MAR TC 
MARINE AIR RESERVE TRAINING DETACHMENT • , ••.•• MAR TD 
MARINE AIRCRAFT GROUP •.•••••••••••••. , ••.••••.• , MAG 
MARINE AIRCRAFT WING •••••.•••••••..••••••••.•.•• , MAW 
MARINE AIRCRAFT MAINTENANCE SQDN .. , ••.••.•.••• MAMRON 
MARINE AIR SUPPORT SQUADRON •..•••••• , ••.••• , • , • MASS 
MARINE ALL WEATHER FIGHTER TRAINING SQUAD-

RON •..•••...•••••••••••••••.•••••••••.•••••••••.. VMFT(A W) 
MARINE ATTACK SQUADRON •••••••••••••.••••••••••. VMA 
MARINE ATTACK TRAINING SQUADRON ••.•••••••••••• VMAT 
MARINE AVIATION CADET ••••••••••••••.•••••.••••.• MAR CAD 
MARINE AVIATION DETACHMENT ••••••• , •.•• , , ••••.• MAD 
MARINE BARRACKS ••••••.•••• , ••.•.•••••••••.••••••. MB 
MARINE BRIGADE ••••••••••.••••••••.•••.••••••••.• , Mar Brig 
MARINE COMPOSITE SQUADRON ••••••.••••••••••••••. VMC 
MARINE CORPS •• , •••••••••••• , •.•.••••.•••.•.••••••• USMC 
MARINE CORPS AIR BASE -S ••.•.••••••.•••••..•••.•• MCAB 
MARINE CORPS AIR F AGILITY ......................... MCAF 
MARINE CORPS AIR STATION ••••••••••••••••.•••••••• MCAS 
MARINE CORPS AUXILIARY AIR FACILITY •••••••••.•. MCAAF 
MARINE CORPS AUXILIARY AIR STATION ••••••••••••• MCAAS 
MARINE CORPS BASE . , ••••••••.•..•••.•••••••• , .• , •• MCB 
MARINE CORPS BULLETIN ••••••• -.--. ••••• ,, •••••...•.• MCBul 
MARINE CORPS DISBURSING OFFICE ••• ,, •••••••• , ••.• MCDisbOff 
MARINE CORPS DISTRICT •••••• , •••••••...••••.•• , •.• MCD 
MARINE CORPS EDUCATION AND LIBRARY MANUAL ••• MARCOREDLIBMAN 
MARINE CORPS EQUIPMENT BOARD .••• , .••••• , •••••• MCEB 
MARINE CORPS EXCHANGE .••••• , •••• , •••••• , , , ••••• MCX 
MARINE CORPS EXCHANGE MANUAL ...••••••.•••••••• MCXM 
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MARINE CORPS INSTITUTE •••••• , •.••.••••••••..•.••• MCI 
MARINE CORPS MANUAL •••••••.••••••••••••••••••••. MAR CORMAN 
MARINE CORPS ORDER .••••••.•• , •.•••••••••••••..•• MCO 

o/oMARINE CORPS PERSONNEL MANUAL " •••.•••••••• , .• MARCORPERSMAN 
#MARINE CORPS PERSONNEL MANUAL ................. MCPM 

MARINE CORPS POSTAL CLERK .••.•••••••••••••••..• PC 
MARINE CORPS RECRUIT DEPOT .••••.••. , .•.•••••••• MCRDep 
MARINE CORPS RESERVE ••••••••.•..•••••.••••...•.• MCR 
MARINE CORPS RESERVE TRAINING CENTER .......... MCRTC 
MARINE CORPS SCHOOLS .•••.••.••••••......•••.•.•• MCS 
MARINE CORPS SPECIAL ORDERS ..••.••.•.•...• , •••• MCSO 
MARINE CORPS SPECIAL SERVICES MANUAL •.•.•••••• MCSPLSERVMAN 
MARINE CORPS SUPPLY ACTIVITY •.••••.•••••••••••. MARCORSupActy 
MARINE CORPS SUPPLY CENTER ••.••••••••••.••••••• MCSC 
MARINE CORPS TECHNICAL BULLETIN .•.• , •••••.••.• MCTB 
MARINE CORPS UNIFORM REGULATIONS ••••••••••••• MCUR 
MARINE DETACHMENT •.•••••••••.••.•••••••.•.•..•• MD 
MARINE DIVISION •••••••••• ,, •••••••••.•.••••••••••.• MarDiv 
MARINE FIGHTER SQUADRON ••••••••.••••••••••••.•• VMF 
MARINE FIGHTER TRAINING SQUADRON ••••.••••• , ••• VMFT 
MARINE GARRISON FORCE - S .••••••••••••••••••••••. MGF 
MARINE GROUND CONTROL INTERCEPT SQUADRON ••• MGCIS 
MARINE HELICOPTER TRANSPORT GROUP •••••.••••.• MAG-HR 
MARINE HELICOPTER TRANSPORT SQUADRON , ••••.•• HMR 
MARINE INSTRUMENT TRAINING SQUADRON •••••••••• VMIT 
MARINE OBSERVATION SQUADRON ••••••••••••••••••• VMO 
MARINE PHOTOGRAPHIC SQUADRON •••••••••••.•••••. VMJ 
MARINE SIGNAL DETACHMENT •.••••••••• , ••.••...••. MSD 
MARINE TRAINING AND REPLACEMENT COMMAND •.•• MT&RC 
MARINE TRAINING SQUADRON •..••••••••••••••.•••••• VMT 
MARINE TRANSPORT SQUADRON .•.•••••••.•.••••••••• VMR 
MARINE WING SERVICE GROUP ••••••••••.•••••••••••• MWSG 
MARK ••••••••••••••••••••.•••••..•••••.••••••••.•••• mk 
MARKSMANSHIP .••••••..•.••••••••••••.•..••..••.••• Mkship 
MASTER GUNNERY SERGEANT ••••••••••••••••••••••• MGySgt 
MASTER SERGEANT •••••••..••••••••••••••••••••••••• MSgt 
MA TERrAL • , ••••••••.•••••••••••••••••••••.••••••••• mat 
MA TERrAL ALLOWANCE LIST ••••••••• , .••.• , •••••••• MAL 
MAXIMUM ••••..••••.•••••••• , • , • • • • • • • • • • • • • • • • • • • • • Max 
MECHANICAL APTITUDE TEST ••••••••••••••••••••••• MAT 
MECHANIC - MECHANICAL •••••••••.•.••••••..••.•••• mech 
MEDICAL ••••••• , •••••••••.••••••.•••••.•••••.•.•.•• Med 
MEDICAL OFFICER •.••.••••••••••••.•••••••••••••••• MO 
MEDICAL SURVEY • , . , •••••.•• , •••••••••••••••••••••• MS 
MEDIUM SUPPORT COMPANY ••.•••••.•..••.••••••••• MSptCo 
MEMBER ....•.......•.. ..............•..••.......... mbr 
MEMBER OF A COMBAT UNIT ENTITLED TO COMBAT 

PAY .......... , .................................... MBRCU 
MEMORANDUM .•• , • , , •..•••••.•••••••••..••••••••••• memo 
MESSAGE .....••.......••...•....•...... ...........•. msg 
MESSAGE CENTER ••••••.•••• , ••••••••••••••..•••..•• MsgCen 
MESSENGER •••••.•..•••• , , •.•••••.••••.•••.••.•••••.• msgr 
MESSMAN - MESSMEN ••••••••••••••••..••.•••.•••••• msm 
MILITARY •••••.•.•••. , ••••••••..••••.••••••••••••••• mil 
MILITARY AIRLIFT COMMAND ••• , ••••••••••••••••••• MAC 
MILITARY OCCUPATIONAL SPECIALTY •.•.••••...•.• , MOS 
MILITARY POLICE •••••••••.••.•••••••...•••••••••••• MP 
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MILITARY SEA TRANSPORTATION SERVICE .•••••••••• MSTS 
MISCELLANEOUS •••••••••••••••••••••••.•••••••••••• mise 
MISCONDUCT .••••••••••••••••••••••••••••••••••••••• miscon 
MISSING ••.•••..•••••••••..•••••••••.••.•••••••••••• MIS 
MISSING IN ACTION .•••••.••••••••••••••••••••••••••• MIA 
MISSING MOVEMENT •.•••••••••••••••.•.••••••••••••• MisMov 
MITIGATE -D ••.•••••••••.•••••••...••••••••••••••••• mit 
MOBILIZE - MOBILIZATION •••••••••••••••••••••••••. mob 
MODIFY-ING- MODIFIED- MODIFICATION, ..•••••••• Mod 
MONETARY ALLOWANCE IN LIEU OF QUARTERS •••••• MAQ 
MONITORED COMMAND CODE •..•••••••.•••••••••••.• MCC 
MONTHLY MONETARY LIMITATION ................... MonLmt 
MONTHLY PERSONNEL ROSTER ..••.•.••••••••••••.•• MPR 
MORTAR •••• , •..••••••••••••••••••.•••.••••••.•••••• mort 
MOTHER ••••••••••••••••••••••••••.••••••.•••.••.••• M 
MOTOR TRANSPORT -A TION ••••••.••.•.••••••••••••• MT 
MUSTERING OUT PAY .•.•••.•••••••••••••••.••••••••• MOP 

NAME, GRADE, AND SERVICE NUMBER •••••.••••...•• NAGRANO 
NATIONAL •.•..•••• , •••.•••••••••..•.•••••••••••.••• Natl 
NATIONAL AGENCY CHECK •••••• , .••••••••••••••..•• NAC 
NATIONAL SERVICE LIFE INSURANCE •.••••.••••••••. NSLI 
NATIONAL WAR COLLEGE •••••••••••••••••••••..• · .•• NWC 
NAVAL ADMINISTRATIVE UNIT •.••••••••••••••••• , •.• NavAdminU 
NAVAL AIR ·FACILITY- NAVAL AIRCRAFT FACTORY •• NAF 
NAVAL AIR MISSILE TEST CENTER ••••••••••••••••••• NAMTC 
NAVAL AIR RESERVE TRAINING UNIT ••.•••..••••. , .•• NAR TU 
NAVAL AIR STATION •.••••••••••••••••••••••.•••.•••• NAS 
NAVAL AIR TECHNICAL TRAINING CENTER ••••••• , ••• NATTC 
NAVAL AIR TRAINING BASE ••••••••••••••••..•••••••• NATB 
NAVAL AMMUNITION DEPOT •••• , •••••••••••••.•••••• NAD 
NAVAL AVIATION CADET •••••••••••••••••••••.••.••• NA VCAD 
NAVAL AVIATION OBSERVER -AERO LOGY •..••••••••• NAOA 
NAVAL AVIATION OBSERVER -NAVIGATION •.••••••••• NAON 
NAVAL AVIATION OBSERVER -RADAR ••••••••••••••••• NAOR 
NAVAL AVIATION OBSERVER -TACTICAL, •••••••.•••• NAOT 
NAVAL AVIATION ORDNANCE TESTING STATION •••••• NAOTS 
NAVAL AVIATION PILOTS -ENLISTED •.••••••••••••••• NAP 
NAVAL AVIATOR -OFFICER .•.••••••••••••••••••••••• NA 
NAVAL BASE ••••••••••••••.•••••••••••.•••••••••••.• NB 
NAVAL CONSTRUCTION BATTALION •••••••••••••••••• NCB 
NAVAL DISTRICT •••• , •• , •••••••••••••••••••••••••••• NavDis 
NAVAL FLIGHT OFFICER ............................ NFO 
NAVAL GUNFIRE ••••••••••••••••••••••••.••••••..••• NGF 
NAVAL GUNFIRE LIAISON OFFICER •.•••••••••••..•• , • NGF LO 
NAVAL HOSPITAL ................................... USNH 
NAVAL MAGAZINE .••••••••••••.••••••••••••••••.•••• NM 
NAVAL - NAVY .•........••.....••.•.••.....•...•.•.. Nav 
NAVAL OPERATING BASE ••••••••••••••••••..•••••••• NOB 
NAVAL ORDNANCE PLANT ••.•••••••••••••••••••••••• NOP 
NAVAL ORDNANCE TEST STATION .•••••••••••••••..•• NOTS 
NAVAL PROPELLANT PLANT ••••..•••.••••••••••••••• NPP 
NAVAL PROVING GROUND ••••••••••••••••••.••••••••• NPG 
NAVAL RESERVE OFFICERS TRAINING CORPS ••.•• ,, •• NROTC 
NAVAL RETRAINING COMMAND ••••••••••••••••••••••• NRC 
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NAVAL SHIPYARD , , ... , ....... , .. , , .... , , , , , , , , , , , , , NSyd 
NAVAL STATION .. , •• ,,, .. ,.,, .... , .•• , .. ,,,, ...... ,, NS 
NAVAL SUPPLY DEPOT , , • , • , , , , , •••• , , , , , , • , ••• , , , , , NSD 
NAVAL TRAINING CENTER • , , , , , .•••• , , , , •• , •••• , , , , , NTC 
NAVAL VESSEL • , , , , , , , , •• , , ..• , ••••• , ••.•••••• , , , , , USS 
NAVAL WEAPONS PLANT.,,,,,.,,,,,, •• ,,,.,,,,,,, •• , NWP 
NAVAL WEAPONS STATION.,,.,,, ••••• , .•• , .•••• ,,,,, NWS 
NAVY AND MARINE CORPS RESERVE TRAINING 

CENTER ..••.• , , ...•••••. , , •• , ••.••.••••••••• , • , , , NA VMCR TC 
NAVY DEPARTMENT, ....•• , , , , .••••• , , . , , ••••.• , , , , , ND 
NAVY DEPARTMENT GENERAL ORDER •.•••.••••• , , , • NDGO 
NAVY REGULATIONS.,,,,, ... ,.,,,, •... ,,,, •.•• ,, •.•• NavRegs 
NECESSARY , .•..• , ... , , ...... , , ...... , , •.• , ....... , • Nee 
NEGATIVE., •.•. , .• ,., , , , , ••.. , , ....• , , , , • , • , .•• , .• , , negat 
NEXT INFERIOR RANK •..•• , , .•..••••.•.•••••••• , , .•. NIR 
NOMINATE -ION •• , , , . , • , •• , , , .•.•••• , , , •••••••• , , , , , nom 
NONBATTLE CASUALTY •••.•••••••.•••••••••••..•.•• NBC 
NONCOMMISSIONED OFFICER ..••••••• , •••••••••.•••. , NCO 
NONCOMMISSIONED OFFICER IN CHARGE , • , , , • , • , , , , , NCOinC 
NOT APPLICABLE ................................... N/A 
NOT EARLIER THAN • , , , , , •. , , , , , , .•• , , , • , .••••• , , . , , NET 
NOT GUILTY ..••• ,,, •••.••• , ..•.••.••.•.••.••••••.•.• NG 
NOT LATER THAN ........ , .......................... NLT 
NOT TO, NOR NEEDED, BY ALL, ••••• ,,,, .•.•••• , , . , , NOTAL 
NO TIME LOST , .. , • ,. , , , .... , ..... , .... , , ........ , , , NTL 
NO TRAVEL INVOLVED., ... , .... ,, ... , .......... , .... NT! 
NOT RECOMMENDED FOR REENLISTMENT,, ..••• , , , , , NRR 
NUMBER , , , , .••• , , , , , ••••• , , , , •••.•• , , • , .•••••• , •..• No 

OBJECT -ION -IVE , , , , .••• , , , •.•.••• , , , ••.•.•••.•.•• obj 
OBJECT CLASS·., ..• ,,,,.,,,.,,,, ...•• ,,,,, ••••• ,,,,, OC 
OBLIGATED - OBLIGATOR - OBLIGATION , •••••.• , ••.• obl 
OCCUPATIONAL FIELD.,,,,,,,,, .•••• ,,,,, .••••• ,,,,, OF 
OFFICE OF NAVAL INTELLIGENCE ••• , , • , ••••••• , •• , , ON! 
OFFICE -R , , , .•• , , , , , , , , •. , , , , , , , , , •• , , , , .• , ••• , , , , , off 
OFFICER,,.,,,,,,,. , , , •• , , , , , • , , , , , , , , ••• , , , , , , . , , • , *0 
OFFICER CANDIDATE .•.•••••.•••• , .• , •..••••• , , , , , • , OCan 
OFFICER CANDIDATE CLASS , , ••••••• , ..••••••••••••• OCC 
OFFICER IN CHARGE.,,., •• ,,., •• , ••••••••••••••••••• OinC 
OFFICER OF THE DAY • , , , , , , •• , • , , , , • , , , , , , , •• , , , , , , OD 
OFFICER QUALIFICATION RECORD ••• ,,,,,,,, •• ,,,,,. OQR 
OFFICER SELECTION OFFICER ••••••• ,,,, ••••• ,., •••• OSO 
OFFICIAL , , , , , , , , , , • , , , , , •• , , , , , , . , ••• , , , , •••• , , , , , , Ofl 
ON THE JOB TRAINING, , ••• , , , , , , , ••• , , , ••.•••. , , •••• OJ T 
OPERATION-S , , , , , , . , •••• , , , , •••••• , ..•.•• , •• , , •••• Op 
OPERATIONS ORDER • , , , , , , , , , , , , , , , • , , , , , , , ••• , , •••• OperO 
OPERATIONS PLAN , , , , , , , , • , , , , , , , , • , , , , , • , , ••• , •••• Oplan 
OPERA TOR - OPERATE , , , , . , , , , , • , •• , , , , • , •••••••••• Opr 
ORDER ........••.....••.••.•....•.................•. *0 
ORDERED TO ACTIVE DUTY. , , , , , , , , , , . , , .•.••• , , , •.• OAD 
ORDNANCE , , • , , , , , , • , , •.• , , •.• , •••• , , •••••••••••••• Ord 
ORGANIZATION.,,,,.,, •••• , •• , •••••• , .•••••••••••••• org 
ORGANIZED MARINE CORPS RESERVE,,,,,,,, •• ,,,,., USMCR -(0)-
0RGANIZED MARINE CORPS RESERVE- AVIATION •••• USMCR -(AO)-
ORIGINAL •••••• , , , , , •••••• , , ••••••. , •••••••••••••.•• orig 
OVERHAUL AND REPAIR SQUADRON •• ,,,, •• ; ••••••••• ORSqdn 
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OVERSEAS •••••.•••• , .••.••••••.• , , ••••••••.••••••••• o/ s 
OVERSEAS REPLACEMENT ••••••.•••••••••• , ••••••••• OSRepl 

PACIFIC ••.•••.• , ••.•.•••••.••.•••••••••.•••••••••••• Pac 
PACKAGE ••••••.• , ••.•••••••••••• , •••.••• , ••••.••••• Pkg 
PAID ••••••• , , ••.••••.•••••••••••••.•••••••.•••.••••• pd 
PARACHUTE - PARACHUTIST .••••••••• , , ••• , , •••••.• prcht 
PARAGRAPH •••••••••••••.••••••...•.••••••••••.•••• par 
PARENTHESIS ••••••••••••• , •.•••••.•••••••••.••••••• par en 
PASSENGER •.••••••••••••••.•.••••••••••.••••••••••• PAX 
PATIENT •..•••••••••.• , •••••.••••••••••••..•.•••••.• pnt 
PAY AND ALLOWANCES ...•••••.••••••••.•••••••••••• PandL 
PAY ENTRY BASE DATE ....•••.••••.••••••••.••.•••• PEBD 
PAY RECORD(s) ..•••••...••••••••••••••••.••.•••••.•• PaRec 
PAY RECORD( a) AND HEALTH RECORD(s) ••••••••••••. PaHel 
PAYMENT ••••••••••••••••••••••••••••••...••••••..•. Pmt 
PERFORM -ED ••..••.•••••••••••••..••.•.•••••••.••• perf 
PERIOD ••••••••••••.•••••.••••••••••• , ••••.•.••••••• prd 
PERMANENT .•••••••••••••••••• , ••.•••••••••..•••••• perm 
PERMANENT CHANGE OF STATION .••••.•••.••••••••• PCS 
PERMISSION GRANTED •••••••••••••••••••••••.•••••.• PerGra 
PERSONAL EFFECTS . , .•.••.•..•••••••••••••••.••••• PerEf 
PERSONNEL ••••••••••••••.••••• , ••••••••••••••••••• pers 
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PERSONNEL ACCOUNTING CODES MANUAL .••••••••••. PersAcctCodesMan 
PERSONNEL ACCOUNTING SYSTEM ••••.•••••••••••••• PAS 
PERSONNEL ALLOCATION PLAN •••••••••••••••••••••• PAP 
PERSONNEL CLASSIFICATION .•••••••.•.••••••••••••• PersClas 
PERSONNEL DEPARTMENT .•••••••••••••••••••••• , •• PD 
PERSONNEL RECORD AUDIT/CODING FORM ••••••••••. PRAC 
PERSONNEL REQUIREMENTS CRITERIA MANUAL ••••• PRCM 
PERSONNEL SECURITY CLEARANCE INVESTIGATION •• PSCI 
PERTAIN - PERTINENT ••••••.•.•••••..•••.••••..•.•• Pert 
PHOTOGRAPH -OR -IC •.••••••••••••.•••••.•••••••••. photo 
PHYSICAL •••••.•..••••••••••••••••••.•••••••••••••. phys 
PISTOL-REVOLVER EXPERT ••••••••••••••••.••••.••• PE 
PISTOL-REVOLVER MARKSMAN , .••.••••••••••.•••••• PMM 
PISTOL-REVOLVER SHARPSHOOTER ••.....•...••..•.. PSS 
PISTOL- REVOLVER UNQUALIFIED ...•.•••••.•••••••. , PUQ 
PLATOON ••..•••.•••.•. , •..••••• , • , • , ••..•••.••.•••• Plat 
PLATOON LEADER ••••...•.•••••..•••.•••••••...••..• PlLdr 
PLATOON LEADERS CLASS •.•. , .•. , ••.•..•..•• , •••.•. PLC 
PLATOON LEADERS CLASS (AVIATION) •.•.•••.•.••••• PLC(A) 
PLATOON LEADERS CLASS (LAW) ••.•••••••• , ••.•••••• PLC(L) 
POINT •..•••••.•...•.•.•••••...••••••.•••.•.•• , •.••• Pt 
PORT OF DEBARKATION .••••••.••.•..••.•..•• , .••••• POD 
PORT OF EMBARKATION •••••••..•••..••••••• , ••••••• POE 
POST OFFICE ..•••••••• , ••••••••••.••...••••••••••• , PO 
POST SUPPLY OFFICER ••••• ,, ••••••••••••• , .••••• , •• PSO 
PRACTICE ••••.•••••••••.•.•••••.••••••.•••••••••••• prac 
PRELIMINARY ....................................... Prelim 
PREPARE- PREPARATION- PREPARATORY ........... Prep 
PREVIOUS .••••• , ••••••••••••..••••••••. , .•.••••••••• prev 
PRIMARY •• , •••• , •••••• , ••••• , ..•••.••• , •••••••••••• pri 
PRISONER AT LARGE . , •••••••••••••••••••••• , ••••••• PAL 
PRISONER OF WAR ••••••••••••••.••••••••••••••••• , • POW 
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PRIVATE •..•••••.••••••••••..•••••.•••••••.••••.•••. Pvt 
PRIVATE FIRST CLASS ...•..•..•..•.......•.......... PFC 
PROBATION -ARY .•.....••....•..•...•....•.••....... prob 
PROCEED •..•..•••••...•........•••......•....•..... pro 
PROCESSING ..•..•••......•.....•..•.....•......•.•.. Proc 
PROFICIENCY PAY .....••.. · •...•....•.•.••..•.•.••••. PrePay 
PROGRAM •..•.••.•••...•..•..•.••.•..••.••.•.....••. prog 
PROJECT -ED ....•.....•.••.•..•..•.•.....•.. , ..•... Proj 
PROMOTE -D - PROMOTION •..•...•.......••.••..•... prom 
PROPERTY •••..••.••.•.....•..•..•.•................ prop 
PROSPECTIVE COMMANDING OFFICER .............•.. PCO 
PROVISIONAL ••..•....•.•.....••.•••••.•.....•..••.•• prov 
PROVISIONAL - PROVISIONS ..••••..•......•..•...•.•• Prov 
PROVOST MARSHAL ...•••..•....•..•.............•.•• PM 
PUBLICATION -S• ••.•..•..............•..•.•..••..••.• pub(s) 
PUBLIC PROPERTY ...•.•..•..• · ..•.......•....•..•... PP 
PURIFICATION ..•.•.....•.....••..•••.••.•••••..•.... purif 
PURSUANT ......•........•..•..•.•........ - ......... pur 
PURSUANT TO SENTENCE -OF COURT .•....•..•..•..•. PurSent 

QUALIFICATION -QUALIFIED - QUALIFY ••..•.....•.. qual 
QUARTERMASTER ....•..•.••.•...•...•...........•.. QM 
QUARTERMASTER GENERAL OF THE MARINE CORPS .• QMGMC 
QUARTER ..•.....•.•.•..••..•..•.......•...••....... qtr 
QUARTERS •••.••.•.••.•...•.•..•..•....••.......•...• QTRS 
QUOTA SERIAL NUMBER(s) ..•.•..••.•.••...•..•....•. QSN 

RADAR ..•.....•.....•.•••••••.••...•.•.•...••.•..... rdr 
RADIO ..•....•..••....••.•..••...••••.•..••.•••.•.••. rad 
RADIO AND PANEL SECTION ..•..••....•..•.••..•...•• R&PSec 
RADIO INTELLIGENCE PLATOON •••..•••.•...•.....•• RadintelPlat 
RADIO OPERATOR •.••.••.•..••.••.••••.•••••••••.•.• RadOpr 
RAILROAD •••••••••••••••..••••.••.••.••••.•••.••.••. RR 
RANK •••••.••••••••.•..•••.•...••.••.•.•...•..•..... rk 
RATION •...•....•....•••.•.•..•••••.••.••••••••.. ; •• rat 
RATIONS •...••.••...••..•..•.••..•..•.••••••.••.••.• Rats 
REAPPOINT ..•••••.••.•.•......•....•.....•.••..••.. Reappt 
REAR ECHELON ...•..•..•.••.•..•..•..•.••.•.....•.. RearEch 
REASSIGN •••..•.••...••.••.•.•.••••.••••.•.•••..•••. Reasg 
RECAPITULATION •.•..•..•...•..••....•.•.....•••••• recap 
RECEIVED ••••••••••.•.•••••.•••••••••••••••••••....• reed 
RECEIVING STATION ••.••..•.•..•.......•.••.•.•.•••.• RecSta 
RECLAMATION ••••••••••••••••••••••.•••••.••.••••.. reel 
RECOMMEND -ATION -ED ...•.••••••••••••.••..•.•.•• recorn 
RECOMMENDED FOR REENLISTMENT •••.••.•••••.•••• RR 
RECONNAISSANCE .•..••••••••.•••••.••••••••.•.••••• recon 
RECORD •..••••.••••..••.••..•.....•.....•....•...... rec 
RECRUIT DEPOT •...•....•••••••••••••••••••••.•••••• MCRDep 
RECRUITING ...••••..••••.••.••••••••.••••••••••••••• Rctg 
RECRUITING OFFICER .•••.•••••••••••••••••••••••••• RO 
RECRUITING STATION -SUBSTATION •••••••••••••.•••• USMC-RS-RSS 
REDISTRIBUTION ..•.........•..• , .••••......••.••... redistr 
REDUCE -D ..••.•••.••••••....•..•....•...•.••.•••••• red 
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REENLIST -ED - MENT • . . . • • . • • . • • • • . • • . . . • . . . . . • . • . . r eenl 
REFER -ENCE ..••..•••.•••.•...•••..•..•.....•.••.•• ref 
REGIMENT .....•.•.•.•.••...••..•..•..••....••..••.. Regt 
REGULAR , •• , , .••••••••••. , ••••• , .••. , .•••••••••.••• reg 
REGULATIONS., •••.•••••.••••••.•••••••.•••••••.••.• regs 
REHABILITATION,, .. , , , , , , •. , , , , .•••. , ••••• , , , , .••.• rehab 
REINFORCED .. , , , •••.. , .•••• , .•••••.••••••• , . , .••.• , Rein 
RELIEVE -D RELIEF - RELEASE , , •• , , , , .• , .• ', , , . , , . . r el 
REMIT -TED.,,, ... ,.,,,,, ..... ,, ... ,,,,, .•. ,,,,,, ... rem 
REPAIR , , , . , , , . , , , •• , , , , , •.• , • , •.••• , , ••••• , , • , , .•• , rep 
REPLACE -MENT .•.. , , , , •.•. , , .•••• , -., .•.•• , , , ..••. , Repl 
REPORT -ED ••. , , ••• , , , ••••• , .••••.• , •••••••.•••••• , rpt 
REPORTING UNIT •.••••.•••••••.•••••..••••••.•.••.•• RU 
REPRODUCTION , .••• , .• , .••• , .•••••. , •••••• , •.••••• , repro 
REQUALIFIED -REQUALIFY . , •. , , , ..• , , , , , , .. , , , , , . , . requal 
REQUEST ...•..•••.••.•••••.••••••.••••.••••.•••••. , . req 
REQUIRE -MENT -S., .. , , . , , . , , , , , .• , , , , , , . , , , , , , , , .. Rqr 
REQUISITION , , , , •••• , , •.• , •• , •.••••.•..•••• , .•.••.• , rqn 
RESERVE , , , •. , , , , •• , .• , •••• , , ..••• , , ••••••.• , •.••• , Res 
RESERVE AND RECRUITMENT DISTRICT , , .. , .• , , , , , , . MCRRD 
RESIGNATION.,.,,, , , , , , , , •••• , , . , .• , , , , • , •• , , , , .••. , Resig 
RESIGNED,, , . , , , , • , , , , , , , , , , , , •• , , , , .• , , , , •.•• , , , , , , resgd 
RESPONSIBLE .. , , , , , •. , , , . , • , , , , , , ..• , , , , , . , , , , •.•.. resp 
RETAIN -ED ... , , , , . , , •. , , , , , , , • , , , , , , , . , , , ..• , , , , ,_,, ret 
RETAINED IN THE SERVICE •. , , , , , •• , , , ••••• , , , . , ••• , retserv 
RETIRED - RETIREMENT., , , , . , , , , , , • , , , , .• , .• , , , , .•• retd 
RETROACTIVE. , , , . , • , , , , , , , , , , • , , , , , , , , , , , • , , , , , , , , , retr o 
RETURN ........ ,, ..... ,,, .. , ....... ,,, ...... , ....... ret 
RETURNED TO MILITARY CONTROL • , , , , , . , , , , , , • , •• , RMC 
REVOKE -D - REVOCATION,, .• ,,,,.,.,,,,, •••. ,,, ••• , Revo 
RIFLE AND PISTOL TEAM.,,,,, •. ,,,,.,.,,,, .• ,,,,,,, r&pt 
RIFLE EXPERT • , , , •• , , , , , •. , , , , ..•• , , , , •••• , .•••.•• , RE 
RIFLE MARKSMAN , , • , , , , ••• , , , , , •• , , , , , , •• , , , , .••• , RMM 
RIFLE RANGE , , • , , , , • , , , , ; , , • , , , , , • , , , , , , , • , , , , , , , . , RR 
RIFLE SHARPSHOOTER.,,,,,,,,,, ••• ,,, ••••• ,, •••••• , RSS 
RIFLE UNQUALIFIED , , , , , .•. , , • , ••• , , , , .••• , , •••••• , R UQ 
RIFLE - WEAPON , , , .• , , , , .• , , , , , •.• , , , , • , •• , , ..•••• , rfl 
RIGHT, .. , , . , • , , , •• , , , • , • , , , , , •• , , , .• , , , , , , , , • , , , , •• , rt 
ROCKET ••.•••• , , , , , , , , , , , , . , , , , •••• , , , , •••• , , •••••• , rkt 
ROCKET LAUNCHER , • , , , , , , • , , , , , .• , , , , , , , . , , , , , ••• , RL 
ROTATION,,,.,,,, .• ,,,,.,,,,,,.,,,,,,,,,,,,,.,,,,, •• Rot 
ROT AT ION TOUR DATE.,,,,, , , • , , , .• , , , , , , , . , , , , , •• , , RTD 

SALVAGE , . ., •. , ......... , ... , , . , , , , , .. , , .... , , , , ... salv 
SAN DIEGO AREA ...•. , , •..... , ...•...•.•.....•.•.... SDA 
SATISFACTORY,, .• ,,.,., , , , , , • , , , , • , , , , , , , , , , ••••• , , sat 
SCHEDULE , • , , , , • , . , , , , , , , , , , •• , ... , , , , , , •• , , , •••• , , sked 
SCHOOL. . . . . . . . . . . . . . . . . . . . • . . . . . . . . . . . . . . . . . • . . . . • . s col 
SEA DUTY , •• , , , , • , , , , • , , , , , , .. , , , .. , , , , .•.. , , , ••••. , SEADU 
SEAMAN -E-3,, •• ,,,,,,,,,,, . , , , , , •• , , , , ••• , ..•••.. , • SN 
SEAMAN APPRENTICE -E-2 , , , , , , , , , , . , , , , , . , , , .. , • , , SA 
SEAMAN RECRUIT -E-1 , , , , , , , , , , , , • , , , , •••• , , •.••• , • SR 
SEA SCHOOL , , • , , , , , , , . , , • , , , , , , , , , , , • , , , , , , , , , , , . , , SeaS col 
SECOND LIEUTENANT, , , , , , • , , , , , , , , • , , , , , , , . , , •• , • , , 2ndLt 
SECRETARY OF THE NAVY,,,,,,,,,,,,,,,,,.,, •••••• , SecNav 
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SECTION .••.•••••••••••••••••.•••••••.••••••.••••.•• Sec 
SECURITY •••••••••.•••••••••••.••••.•••••.•••••••••• Scty 
SELECTION BOARD •••.••••••..•••.•••••••.•••••••••. SelBd 
SELECTIVE SERVICE .•.••••••.••••.••..••••••••.•••.• SS 
SENIOR •••.••••.•.•••••••••.••••.•••••••••••.••••.••• sr 
SENIOR OFFICER PRESENT ..••.•••••.•••••••••••••••• SOPres 
SENT EN CE . • • • • • • • • . • • • • • • • • • • • • • • • • • • • • • • • • • • • • . . • • sent 
SENTENCED TO BE CONFINED •••••••.••••••••••••••.. sentconf 
SENTENCED TO LOSE PAY ••••••.••••••••••••••••••••• SentLP 
SEPARATE - SEPARATION ..•••••••.••••••••.•••••.••• sep 
SERGEANT ••.•.•••••••••••.••••••.•••••••••••••.•••• Sgt 
SERGEANT MAJOR •••••••..••••.••.••••.•••••.••••..• SgtMaj 
SERIAL • • • . • • . • • . • . • • • • • . • • • • • • • • • • • • • • • • • • • • • • • • • • . s er 
SERIOUS .....•.......•..•.•.....•....•...•..•.•.•.•. SRS 
SERVE -SERVING ••...•.•.••.•.••......••.•.•....•..• serv 
SERVICE ••.•.•..•••••..•••.•......••..•••...•.•..••. serv 
SERVICE NUMBER ••.•.•••••.•.••..••.•...•..•.•••..• SN 
SERVICE RECORD BOOK •••...••••.•.••..•••.••••••.• SRB 
SERVICE RECORDS ••••.••.•••.•..•..••.••...•••.•... SR 
SERVICE SCHOOL •••.•.•••.. , ..••...•.••.•••••...•.. SvcScol 
SETTLEMENT - SETTLED ....••••.•••..•..••••.•••.. sett 
SHIP IMMEDIATELY ..••••...•••.•.•••.•••••..•••••••. Shipirn 
SHIPMENT - SHIPPING •.•..•••.•• ; .•.•••.•.•••...•.•. Ship 
SHIPPING •••.••...•••...••••..•••..•.••...•••.•••••.•• ship 
SHORE FIRE CONTROL PARTY ••.•.•.•..•••.•.••••.•. SFCP 
SHORE PATROL -SHORE PARTY .•...•.•••..•••...••• SP 
SICK MISCONDUCT •..•.•••...•••..••••..••..••.••..•• SKMC 
SICK - SICK IN .••.•.••••••..•...••.•.•••...••.•.•..•. sk 
SIGNAL .•••..••.••..••••..••..••.•••.••.•••.•.•.•••. Sig 
SIGNAL OPERATION INSTRUCTIONS •..•.•••..•••..••• SOl 
SIGNED ••.•....•••.•••.•.••••.••.•.•.••..••.•..••.•.• Is/ 
SMALL ARMS TARGET PRACTICE ••..•...•.••••...•.• SATP 
SOCIAL SECURITY NUMBER •..•.••...•..•••••.••••••• SSNo 
SPECIAL COURT -MARTIAL ••.•.•.•..•..•...••••..•.•• SPCM 
SPECIAL DUTY •..••..•.•••.•••.•..•••••.•••.•..••.••• Spldu 
SPECIAL MONEY REQUISITION ..•.•••••.•.•.•.•..••.. SMR 
SPECIAL ORDER. -S •.•...•••.•.•••••.•..••.••.•.•.•.• SO 
SPECIAL -IST ..•••••••.•••.•••••••••..••••.••..••.•.• spl 
SPECIAL SERVICES •.•••••... · •••••.••••••.....•...••. SpiSvc 
SPECIALTY •.•.•.•.•.•.••••••••...•...•••••••.•.••••••. Splty 
SPECIFY - SPECIFICATION •.••...•.••.•••••.••••..••. spec 
SPEED LETTER .••••..••••••.•••••• • ••.••••.•.•••.•.•. Spdltr 
SQUAD .••••..•.•.•.••...•.•.•••••.••••.••••••..•••.• Sqd 
SQUADRON .•••.•.••••• ; ••.•..••.•••••••.•••.•.•••..• Sqdn 
STAFF SERGEANT ••.•.•.•.•.•••..••••••••.••...••••. SSgt 
STANDARD FORM .••••.•.••...•.•••..•..••••••.•••.•• SF 
STANDARD MAINTENANCE ALLOWANCE .•.••••...•.•• SMA 
STANDARD NOMENCLATURE LIST .•••••••...••••••.•. SNL 
STANDING OPERATION PROCEDURE ...•••••.•.••.••.. SOP 
STATION •.•.•••.•••••.•••••••••.•••••••.••.•.•••.••• Sta 
STAT ION MAINTENANCE SQUADRON ••••••••••••••.••• SMS 
STAT ION OPERATION AND ENGINEERING SQUADRON .• SOES 
STENOGRAPHER •.•••••••.•.•••••••.•••.•••••..••••.• Steno 
STEPCHILD ••. ; ••••••••.••••••••••••••.•••.•••••...•• SC 
STRAGGLER .•.•••••.•••..••••••.•••.•.•••••.•••.•••• strag 
STREET ..•••.•••••••••.•••••••.•.••...••• ., ••••••••• St 
STRENGTH •.••.••..•••.•.•.•..•••••••••.•••••••••.•• str 
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STUDENT ........•..•••...........•.••..•....•...... stud 
STUDENT NAVAL FLIGHT OFFICER ........•....•..... SNFO 
SUBJECT ........•...•••...•....•...•.•.•.••......... subj 
SUBMACHINE GUN ..••••....•.........••.•.•.•..•..•. SMG 
SUB MACHINE GUN EXPERT ........•...•..••.••.....•. SMGE 
SUB MACHINE GUN SHARPSHOOTER ...••••••.••....... SMGSS 
SUBMACHINE GUN UNQUALIFIED .•.••..•••.•......•.. SMGUQ 
SUBMIT -TED ..•.•••....•.........••................• sub 
SUBSEQUENT ...••••.....•.•..•••.•.••..•.....•...•.. Subq 
SUBSISTENCE .•...•.........•..•............•••.••.. Subs 
SUBSTITUTE -D - SUBSTITUTION .•.......•......•... Subt 
SUB UNIT •.•.•..••......•.........•••.•...••.•...... SU 
SUFFICIENT ...•.•.•.•.••..••••..•••..•..........••.. Suf 
SUMMARY COURT -MARTIAL ....•..........•.••...... SCM 
SUPERINTEND -ENT •.•................•.•.•......... Supt 
SUPERIOR PERFORMANCE .•....••••••••..•...•.•••.. SP 
SUPPLY .....••••..•..•.•••.•.•••.•.•••............•. sup 
SUPPLY DEPARTMENT .••.•.•.•.....•.•.••••••.•.•••. SD 
SUPPLY DEPARTMENT CIRCULAR .•.•.•.............. SDC 
SUPPORT ....•..•...•...•••.•••.•........•........... spt 
SURRENDER ....•.•••••.....••••.•.•.••.............. surr 
SURVEY ........••••...•........•.•.•.•..••.....••... surv 
SUSPECT - SUSPICION ..•••.••••...•...•......•.•••.• susp 
SWITCHBOARD .......•...•.......•.•..•••••.•.....•.. swbd 
SYSTEM .•......•.•.....•......••.•••.......•..•.... Sys 

TABLE OF ALLOWANCES .••....•••.••..•..•.•....•.. T/A 
TABLES OF EQUIPMENT .•.•••.••..•.•••..•..•..•...• T /E 
TABLES OF ORGANIZATION •••....•..•..•.•.•.•••••.. T/0 
TANK ...••..•••...••.•.••..•••..•.•••••...••.•••••.. tk 
TECHNICAL BULLETIN .....•.•.•.•••••••.....••..••. TB 
TECHNICAL MANUAL •..•.•.•••.•..••••••.•••.••.•.•. TM 
TECHNICAL- TECHNICIAN ..•.•.•.•••••.•..•...•.•... Tech 
TELEPHONE .•••..••••.••••••••••••••.••••••.•••••.• Tp 
TELEPHONE CONVERSATION .....•••.•.•••••••.•.•.. FoneCon 
TELEVISION ..•••••••••••.•••••••••••••••••••••••.•.• tv 
TEMPORARILY ATTACHED •..••••••••.•.••••.•.••.••. tempatt 
TEMPORARY ••.••••••••••.••••.••••.•••.•.••••.••••. temp 
TEMPORARY ADDITIONAL DUTY .•.•••..•••••••••.•.• TAD 
TEMPORARY DUTY . , ................................ TEM 
TERMINATE -D .•••••••• , .• ,, •.•••••• , .•.•.•.•••••••• term 
THE BASIC SCHOOL ••.•..•••••...•..•.•..••••••••••.. TBS 
TIME LOST .•.•.••••••••••••..•••.•••..••••...••••••. T L 
TOP SECRET •••••.••••.•••••••..•••••••••••••••••••. T opSec 
TOTAL DETENTION OF PAY., •••••••••••.•••••.••.••• TDP 
TOTAL LOSS OF PAY .•••••••.•.••••••••.•. , •••••••.•. TLP 
TRACKED VEHICLE SCHOOL BATTALION .•••.•••••••• TvsBn 
TRAINING ••••••••.••••••••••••••••.••..••••••••••••. trng 
TRAINING CENTER .................................. TC 
TRAINING DUTY •••..•••••••.••••••..•.••••••••••. , •. T rdu 
TRAINING FILM . , .••••••••••••••••.••••.•••.•.•.•••• TF 
TRANSFER -RED ••••.•.•••••.•...•••••••.•••••.••.•.. tr 
TRANSIENT FACILITY ..................... ; •..••••••. TF AC 
TRANSMIT .. , ••. , ................................... XMIT 
TRANSPORT •.•••..••••••••• , ••••...••.••••••.•. , •••. trans 

17052 
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TRAVEL ...... , , . , ............•.....•••...••.•.•.••. Tvl 
TREATMENT .... , . , ...••.•••.....•.....•.•.....••..• Trmt 
TRIAL ... , ..... , , ....•.•......•.....•.......•....... tl 
TROOPS ....•.... ,, .......................•••..•..•.. Trps 

UNAUTHORIZED . , , , . , ••....•••.•..•.•••.••..•..•.... unauth 
UNAUTHORIZED ABSENCE- ABSENT OVER LEAVF. •... UA(AOL) 
UNAUTHORIZED ABSENCE- ABSENT WITHOUT LEAVE. UA(AWOL) 
UNA VOIDABLE ..... , , .........•......•... , .•.••....• Unavd 
UNDESIRABLE DISCHARGE ••....•........•••....••... UnDis 
UNFITNESS ... , ... , .•. , .. , , , ••..•..•••.. , •.•••.•.•.• , unfit 
UNIFORM CODE OF MILITARY JUSTICE •. , .••••.•..••. UCMJ 
UNIFORM ~ITY., ••. , .••••....•••.•..••••.•.••.••..••. unif 
UNIT DIARY ...•••.•.•.•••••.•.•••••.•.•••.••.••••••. UD 
UNITED STATES ARMED FORCES INSTITUTE .•.•.••... USAFI 
UNIT OF FIRE ..••••••••.•• , •••.•.••••.••••..•.•••... u/f 
UNIVERSITY •••.••••••••.••••••.•.•.•••.••••...•.•••. Univ 
UNKNOWN •••• , .•.••••••••.•..•..•.••••••••.••.•.••.• UNK 
UNQUALIFIED •••••••.•••••••..••••••.••••• , •.•••••.. UQ 
UNSATISFACTORY , , .••.•.•••••••• , ••••.••.••.••••••. unsat 
UNSUITABILITY .••••.•.••.••..••••..•••.••..••••.•..• unsuit 
UNUSED LEAVE ..••••.•• , ••••..•.••.•••• , •.••••••••• UL 
U S AIR FORCE .•....•••••.•..•.•••..••...•••••..••.. USAF 
U S ARMY ..••.•..• • .•• , ••••...••.•.••..•••..•..•.•.. USA 
U S ARMY HOSPITAL •.••.•••••••.•.•.•••••••••.•••.•. USAH 
U S COAST GUARD • , •. , •••.••••.•••••.•..•••••••.•... USCG 
U S FLEET ACTIVITIES ••••.••••.•••••••.••••.••••••. FleAct 
U S MARINE CORPS .•••••••••.•••••••..•••••••••••••. USMC 
U S MARINE CORPS RESERVE .•••••••••.•••••••••.••• USMCR 
US MARINE CORPS SELECTIVE SERVICE SELECTEE .• USMC SS 
U S MARINE CORPS SELECTIVE SERVICE VOLUNTEER. USMC SS V 
U S NAVAL ACADEMY .••.•••.•.••••••..••••..••••••.. USNA 
US NAVAL ACTIVITIES ••••••.•••••.•.••••••••.•.•.•• NavAct 
US NAVAL ATTACHE ................................ ALUSNA 
U S NAVAL HOSPITAL •..•.•.•.•.••••.••.••.••••••••• USNH 
U S NAVAL MOBILE HOSPITAL .•.••••••••••••••• ; •••. USNHMH 
US NAVAL TELETYPEWRITER EXCHANGE ..•..••••.•. NTX 
US NAVAL VESSEL., ••..•••.••••••••••.••••••...• · ••• USS 
US NAVY ............................................ USN 

VARIABLE REENLISTMENT BONUS ..•••.•••.••.•.•... VRB 
VARIABLE REENLISTMENT BONUS INSTALLMENTS ...• VRBI 
VARIABLE REENLISTMENT BONUS MULTIPLE •••...•. VRBM 
VARIABLE TIME - PROXIMITY FUSE •.•.•••••••••.••. VT 
VEHICLE - VEHICULAR ..••.••••••••.••.•••••••• , .•.. veh 
VENEREAL DISEASE .•...•• , .•.•••••..•••.•.•••• , •••. VD 
VERIFY ........•...•.••..•................•......... ver 
VERY GOOD ......... · ................................ VG 
VIOLATION, ••••••.••••••••••.•••.••••• , ••••.•••.•••• viol 
VISUAL .............•.....•................•• · ....... vis 
VOLUME .......•....•.•.....•.•....•........••....•. vol 
VOLUNTEER .••• , ••••••••••..••••.••••..•..•.••....• V 
VOLUNTEER MARINE CORPS RESERVE ..••..•.•••••.• USMCR (V) 
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VOLUNTEER MARINE CORPS RESERVE-AVIATION .•••• USMCR (AV) 
VOLUNTEER TRAINING UNIT .••••••••••.•••••••.•.••• VTU 
VOUCHER .••••••.•••••.•••..••••••••••••.••.•••••.•. vou 

WAIVED ..••••.•••••••••••••...••••••.•••••.•.••••••. wvd 
WAREHOUSE ....••..•••••••.••••••••••.•••••••••••.. whs 
WARRANT ...•••.••••••.••..•.•.••••.....••••••.•••.. wrnt 
WARRANT OFFICER .•...••.•••••••••••••.•••••••• ; .• . WO 
WEAPON ..•••••••••••••••••••••••••.•.•••••.••••••.. W pn 
WEIGHT .•...•.•••••••.•••..•••••..•••••••••••.••.... wt 
WELL AND ON DUTY ..••................•.•••••••.•.. WOD 
WHEN DIRECT ED •••.••••.•.•..••.••••••••..•••••••.. WD 
WHITE PHOSPHOROUS ....•..••.•.•........•.•......• WP 
WIFE •.....••••••••••••••••••••••••••••••••••.••.•.. W 
WING .......•.••••.••••••••••••••......••••••••••••.. Wg 
WITH ••..•.••.••.•....•..•• , •••.••....••.•.•..••.•••. w/
WITHOUT ............•...•. ~ ...•...•...•••..•.....•. w/o 
WOMAN MARINE ...•.•••••••••••••.•••••••••••••••.. WM 
WOMEN OFFICER CANDIDATE COURSE ...•....•••••.. WOCC 
WOMENS RESERVE ••.•.•••.•.••••••.•••••••••••••... WR 
WOUNDED IN ACTION ....•••••••.•••••••••••••••••••. WIA 
WOUNDED IN ACTION " NOT EVACUATED •••••••••••.•. WIANE 

NOTES: 
*Are for compound abbreviations only and may not be used alone. 

17052 

%Will be used in all types of administrative procedures except personnel records 
and forms. 

#Will be used only in completion of personnel records and forms. 
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fb. Phrases, sentences, or groups of sentences, frequently used in Marine 
Corps Special Orders 

PHRASE EQUIVALENT MEANING 

*** AG_DIFOT ••...•••...•.•.•...........• Active duty in a flying status involving 
operational or training flights 

*** ACDIFOTINS ....................... Active duty under instruction in a flying status 
involving operational or training flights 
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ACDU ...•.•••....•••.•••.•.......•.... Active duty 

ADCON ............................... Advise all concerned 

ADDIFOT ............................ Additional duty in a flying status involving 
operational or training flights 

ADDU •••••••••••••••••••••••••••••••• Additional duty 

ADLVADDR •••••••••••••••••••••••• You are directed to keep the Commandant of 
the Marine Corps advised of an address at 
which you can be reached by telegram at all 
times while in a proceed, travel, or leave 
status 

ADMSG •••••••••••••••••••••••••••••• Please advise by message 

ADSPDLTR ••••••••••••••••••••••••• Please advise by speedletter 

ADTAKE ..............•.............. Please advise action taken 

APP T ••·••••••••••••••••• ............ Appointment 

ARPROREP ••••••••••••••••••••••••. Upon arrival further proceed and report (to) 

ARREP •••••••••••••••••••••••••••••• Upon arrival report (to) __________ _ 

ARREPCOVES ••••••••••••••••••••• Upon arrival report to commanding officer 
of that vessel for duty 

AUTHDELREP ••••••••••••••••••••• With authority to delay in reporting until 
(date) 

AUTHPROBOUT •••••••••••••••••• Authorized to proceed on or about.._--'('-"d00a,_,t"'e"-)-

BAGAIR ............................. While traveling via air outside the United 
States (number of pounds indicated) baggage 
to accompany is authorized. 

CARBAGAIR ••••••••••••••••••••••• While traveling via air outside United States, 
65 pounds baggage to accompany is authorized, 
and an additional (number of pounds indicated) 
baggage is authorized as air cargo for ship
ment under the same class of priority 

CARBASO ........................... Carry out unexecuted portion basic orders 



CHAPTER 17--SERVICING THE RECORDS AND ABBREVIATIONS 17052 

PHRASE EQUIVALENT MEANING 

CIPAP •••••••••••••••••••••••••••••••••• Authority is granted to make such changes 
in above itinerary and to proceed to such 
additional places as may be necessary for 
accomplishment of this mission 

COMPL •••••••••••••••••••••••••••••••• Upon completion thereof 

COMPRE T ••••••••••,..•••••••••••••••• Upon completion thereof return to duty sta
tion and resume regular duties 

COMP TEM •••••••••••••••••••••••••••• Upon completion of temporary duty 

COMPTEMINS ••••••••••••••••••••••• Upon completion of temporary duty under 
instruction 

DA TEDSG ••••••••••••••••••••••••••••• On such date as the Commanding General, 
Commanding Officer or other competent 
authority may designate 

DELREP••••••••••••••••••••••••••••••• Authorized to delay {number of days indi
cated) provided no excess leave involved, in 
reporting in compliance with these orders 
such delay to count as leave. Keep old and 
new station advised address 

DELREPANY ••••••••••••••••••••••••• Authorized to delay (number of days In
dicated), provided no excess leave involved, 
any or all of which may be taken prior to or 
after reporting temporary duty station(s), 
such delay to count as leave. No additional 
cost to government involved. Keep old and 
new station advised address 

DELREPARUS ••••••••••••••••••••••• Authorized to delay (number of days indicated 
or until date indicated), provided no excess 
leave involved, in reporting in compliance 
with these orders, suc-h delay to count as 
leave, any portion of which may be taken 
prior to or after arrival in the U.s. 

DELURN••••••••••••••••••••••••••••••• Authorized to delay (number of days indicated 
or until date indicated) in returning to duty 
station, such delay to count as leave; pro
vided no excess leave involved and at no 
additional cost to government. Keep duty 
station advised address 

*** DIFOT •••••••••••••••••••••••••••••••••• Duty in a flying status involving operational 
or training flights 

DIFOTECH •••••••••••••••••••••••••••• Duty as a technical observer in 
status involving operational or 
flights 

a flying 
training 

*** DIFOTINS ••••••••••••••••••••••••••••• Duty under instructions in a flying status 
involving operational or training flights 
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PHRASE EQUIVALENT MEANING 

*** DIFOTSODA u••• .. ••••••••••••••••• Duty in a flying status involving operational 
:>r training flights or such other duty in a 
flying status involving operational or training 
flights within his (command or activity) as 
(command or activity) may assign 

.DIS TREAT •••••••••••••••••••••••••• Upon being discharged from treatment 

DUINS •••••••••••••••••••••••••••••••• Duty under instructions 

DUSODA ••••••••••••••••••••••••••••• For duty or such other duty as (command or 
activity indicated) may assign 

EXACC T ••••••••••••••••••••••••••••• Expenditure account 

FAGAIRTRANS •••••••••••••••••• .. (Via) first available government air trans
portation 

FAGSURTRANS •••••••••••••••••••• Via first available government surface trans
portation 

F AGTRANS ••••••••••••••••••••••••• (Via) first available government transporta
tion 

FAIR TRANS .......................... (Via) first available air transportation 

FA TRANS ••••••••••••••••••••••••••• (Via) first available transportation 

FFT ..................................... For further transfer 

FURAS ••••••••••••••••••••••••••••••• For further assignment 

FURNARSER ••••••••••••••••••••••• Furnish full names, rates, and service num
bers of men transferred in accordance with 
this directive 

FURNDISBOFF •••••••••••••••••••• Furnish the Disbursing Officer carrying your 
pay accounts a copy of these orders bearing 
all enders ements 

** GOV AIR ................................ Including government air 
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GOY AIRDIR ••••••••••••••••••••••••• Travel via government aircraft is directed 
(between points specified) where necessary 
to expedite completion of this duty. Class 
priority is certified 

GOVAIRDIROUT .................... Travel via government aircraft is directed 
outside the United States. Class_ priority 
is certified 

GOVAIRDIRV AIL •••••••••••••••••• Travel via government aircraft is directed 
(between points specified) where available. 
Class __ priority is certified 
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PHRASE EQUIVALENT MEANING 

GOVAIRSUR •••••••••••••••••••••••••Travel by government air and/or surface is 
authorized 

GOVAIRSURDIR ••••••••••••••••••• Travel by government air and/or surface 
vessel is directed 

GOY AIRSURDIR VAIL ............ Travel via government aircraft and/ or sur
face vessel is directed (between points speci
fied) where available, Class priority 
is certified 

GOVMERAIRDIR •••••••••••••••••• In performing this travel government air 
and/ or government procured commercial air 
is directed 

IMMUNQUIRED .................... Immediately upon receipt of these orders 
obtain immunization required for areas to be 
visited, Procure properly NavMed 585 (U.S, 
Navy Immunization Record) 

MERAIR ••••••••••••••••••••••••••••• Commercial air 

MITRE ••••••••••••••••••••••••••••••• Authorized to omit or revisit any of the 
mentioned places as may be deemed neces
sary 

MITREVAR ••••••••••••••••••••••••• Authorized to omit or revisit any of the 
mentioned places and to vary the itinerary as 
may be deemed nee es sary 

MITV AR •••••••••••••••••••--•••••••• Authorized to omit any of the mentioned 
places and to vary the itinerary as may be 
deemed necessary 

MPMC•••••••••••••••••••••••••••••••• Military Personnel Marine Corps 

OC ••••••••••••••••••••••••••••••••••••• Object class 

NAO••••••••••••••••••••••••••··--·•••• Naval Aviation Observer 

NOPROCAN ••••••••••••••••••••••••• I£ not already proceeded, orders (identified 
by date or date-time group which follows) 
are cancelled 

OUTCONUS ••••••••••••••••••••••••• Outside 48 contiguous states and District of 
Columbia 

PERNOGRA••••••••••••••••••••••••• Permission not granted 

* Pro•••••••••••••••••••••••••••••••••••• Proceed 

* Prog .................................. Program 

PROIMREP ••••••••••••••••••••••••• Proceed immediately to location of ship, 
commander or station designated and upon 
arrival report for duty or purpose indicated 
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PHRASE EQUIVALENT MEANING 

PROREP••••••••••••••••••••••••••••• Proceed to (location of ship, commander, or 
station designated) by group(s) immediately 
following and upon arrival report for duty 
or purpose indicated 

PROTIMEREP ••••••••••••••••••••• Proceed in time to report to activity or 
station designated not later than (hour and/ or 
date indicated) 

PROVMAlN ......................... All other provisions of present orders to 
remain in effect 

PROWODELREP .~•••••••••••••••• Proceed without delay to location of ship, 
commander, or station designated and upon 
arrival report for duty or purpose indicated 

RELBY ••••••••••••••••••••••••••••••• When relieved by 

SECNAVFIND ...................... The Secretary of the Navy found on (date) 
that more than one permanent change of 
station was required by the exigencies of 
the se~vice during the same fiscal year 

SERVREC ••••••••••••••••••••••••••• Service record(s) 

SUR TRANS•••••••••••••••••••••••••• (Via) first available government transporta
tion, not including air 

TEM •••••••••••••••••••••••••••••••••• Temporary duty 

TEMAC •••••••••••••••••••••••••••••• Temporary active duty 

*** TEMACDIFOT ..................... Temporary active duty in a flying status 
involving operational or training flights 

*** TEMACDIFOTINS ••••••••••••••••• Temporary active duty under instruction in 
a flying status involving operational or train
ing flights 

TEMADD •••••••••••••••••••••••••••• Temporary additional duty 

TEMADDCON •••••••••••••••••••••• Temporary additional duty in connection with 

*** TEMADDIFOT ••••••••••••••••••••• Temporary additional duty in a flying status 
involving operational or training flights 

*** TEMADDIFOTINS ••••••••••••••••• Temporary additional duty under instruction 
in a flying status involving operational or 
training flights 

TEMADDINS •••••••••••••••••••••••• Temporary additional duty under instruction 

TEMCON •••••••••••••••••••••••••••• Temporary duty in connection with 

*** TEMDIFOT ••••••••••••••••••••••••• Temporary duty in a flying status involving 
operational or training flights 
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PHRASE EQUIVALENT MEANING 

*** TEMDIFOTINS ••••••••• u•••••••••• Temporary duty under instruction in a flying 
status involving operational or training 
flights 

TEMINS •••••••••••••••••••••••••••••• Temporary duty under instruction 

TRAVCHAR••••••••••••••••••••••••• Cost of this travel is chargeable to (appro
priation or department designated in follow
ing group(s). Identifying numerals may be 
added.) 

UNORriREVO ••••••••••••••••••••••• Unexecuted portion of orders {identified by 
reference number following) are revoked 

*Are for compound abbreviations only and may not be used alone. 
**Phrase equivalents usually used in combination. 

***May be followed by 1!crew 11 or "non-crew 11
; to be translated "as a crew

member11 or ••as a non-crewmember. 11 
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c. U. S, Decorations and Medals 

Air Medal ................................•......................... AM 
Bronze Star Medal. ...............................•.............. BSM 
Commendation Ribbon .......................................... CR 
Distinguished Flying Cross •............•..................... DFC 
Distinguished Service Cross .................................. DSC 
Distinguished Service Medal. ....................... ,, ........ DSM 
Distinguished Unit Emblem ................................... DUE 
Gold Life Saving Medal. ................•.................•..... GLSM 
Good Conduct Medal. .........................•.................. GCMDL 
Legion of Merit ................................................... LM 
Medal of Honor .......................................•........... MH 
Naval Reserve Medal ........................................... NRM 
Navy and Marine Corps Medal ............................... NMCM 
Navy Cross ............................................•..•........ NC 
Navy Unit Commendation (citation) •........................ NUC 
Organized Marine Corps Reserve Medal. ................. OMCRM(MC only) 
Presidential Unit Citation ..................................... PUC 
Purple Heart •..................................................... PH 
Reserve Special Commendation Ribbon .................... RSCR 
Silver Life Saving Medal. ...................................... SLSM 
Silver Star Medal .........•...•.....................•............ SSM 
Soldiers Medal. ......................•....•....................... SM 

d. U. S, Campaign and Service Medals 

American Campaign Medal. ................................... ACM 
American Defense Service Medal ........................... ADSM 
Army of Occupation Medal ..............................•..... OCCMDL 
Army of Occupation of Germany Medal.. .................. OCCGERMDL 
Asiatic-Pacific Campaign Medal ............................ APCM 
China Service Medal ..•.........................•.•............. CHSM 
Dominican Campaign Medal ................................... DCM 
European-African-Middle-Eastern Campaign Medal .. EAMECM 
Haitian Campaign Medal ......................................• HCM 
Indian Campaign Medal.. ...•....•...................•.......... ICM 
Korean Service Medal .......................................... KSM 
Mexican Service Medal. ........................................ MEXSVM 
National Defense Service Medal ..............•.•............ NATDEFSM 
Navy Occupation Service Medal. .........................•... NOSM 
Nicaraguan Campaign Medal.. ................................ NCM 
Philippine Campaign Medal .•.••.................•............ PCM 
Philippine Defense Ribbon .............•....................... PDR 
Philippine Independence Ribbon ...........•.............•.... PIR 
Philippine Liberation Ribbon •................................ PLR 
Second Nicaraguan Campaign Medal. ..•.............•...... SNCM 
Spanish Campaign Medal. ........................•........•.... SPCM 
Spanish War Service Medal ..............•....•............... SPWSM 
Victory Medal WWI. ............................................. VMWWI 
Victory Medal WWII ............................................. VMWWII 
Yangtze Service Medal ......................................... YSM 
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e, Punctuation used in messages. Punctuation shall be used when 
essential for clarity. The letter "X11 will not be used. The punctuation 
marks used in the drafting of messages normally shall be limited to 
those symbols listed below which have Morse equivalents and appear on 
the standard typewriter and teletypewriter keyboards: 

NAME 

Apostrophe 
Colon 
Comma 
Hyphen 
Parenthesis 
Period 
Question Mark 
Quotation Marks 
Slant sign/Virgule 

ABBREVIATION 

CLN 
CMM 

PAREN 
PD 
QUES 
QUOTE/UNQUOTE 
SLANT 

SYMBOL 

* 

( ) 

? 

* It I I 

I 
The following symbols, which appear on the standard typewriter and 
teletypewriter keyboards may be used although they have no Morse 
equivalents: 

Ampersand 
Dollar Sign 

*These symbols are not agreed for Allied use. 

* & 
* $ 

17052 
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f. Combination of Cit i e s and 
States 

Alexandria, Va ............... ALEX 
Annapolis, Maryland ........ ANNA 
Asheville, N.C ................ ASH 
Atlanta, Ga .................... ATLA 
Bainbridge, Maryland ....... BAIN 
Baltimore, Maryland ........ BALTO 
Banana River, Fla ........... BANRIV 
Barbers Point, Oahu, 

Hawaii ......................... BARPT 
Birmingham, Ala ............ BHAM 
Boston, Mass .............. -... BSN 
Bremerton, WaSh ............ BREM 
Brooklyn, N.Y ................ BKLYN 
Buffalo, N, Y ................... BFLO 
Charleston, S.C .............. CHASN 
Chicago, Ill, ................... CHGO 
Cincinnati, Ohio .............. CIN 
Clearfield, Utah .............. CLFD 
Cleveland, Ohio ............... CLEVE 
Corpus Christi, Tex ........ CORPC 
Dallas, Tex .................... DAL 
Denver, Colo .................. DVR 
Elizabeth City, N.C ......... ELIZCTY 
El Toro (Santa Ana), Calif .. ELTORO 
Galveston, Tex ............... GALV 
Glenview, Ill. ................. GLEN 
Governor's Island, N.Y .... GOVIS 
Great Lakes, Ill. ............. GLAKES 
Green Cove Springs, Fla .. GRCOVSPR 
Guantanamo Bay, Cuba .... ,GTMO 
Hampton Roads, Va ......... HAMP 
Honolulu, Hawaii ............. HONO 
Houston, Tex .................. HOU 
Hunters Point, Calif ........ HUNPNT 
Hutchison, Kansas ........... HUTCH 
Indiantown Gap, Pa .......... INGAP 
Jacksonville, N.C ••••••••••• JAXNC 
Jacksonville, Fla ............ JAXFLA 
Kansas City, Mo ............. KSC 
Key West, Fla ................ KWEST 
Little Creek, Va ............. LCREEK 
Little Rock, Ark ............. LROCK 
Long Beach, Calif. .......... LBEACH 
Los Alamitos, Calif ......... LOSALAM 
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Los Angeles, Calif .......... LOSA 
Louisville, Kentucky ........ LVILLE 
Mare Island, Calif. .......... MARE 
Memphis, Tenn ............... MFS 
Milwaukee, Wis .............. MILW 
Minneapolis, Minn ........... MPLS 
Montgomery, Ala, ........... MONTG 
Morehead City, N.C ......... MHNC 
Narragansett Bay, R.I ...... NARRABA y 
Nashville, Tenn .............. NASH 
New London, Conn, .......... NLON 
New Orleans, La ............. NRLNS 
Newport News, Va, .......... NPTNWS 
Newport, R.I .................. NPT 
New York, N.Y ............... NYK 
Niagara Falls, N.Y .......... NIAG 
Norfolk, Va .................... NOR VA 
Oakland, Calif ................ OAK 
Oklahoma City, Okla ........ OKCTY 
Parris Island, S.C, .......... PISC 
Patuxent River, Md, ........ PAXRIV 
Pearl Harbor, Hawaii ....... PEARL 
Pensacola, Fla ............... PNCLA 
Philadelphia, Pa, ............ PHILA 
Pittsburgh, Pa, ............... PGH 
Port Blakely, Wash, ........ PTBLAKE 
Port Hueneme, Calif ........ PORHUE 
Portsmouth, N.H ............. PTSMH 
Quantico, Va .................. QUANT 
Quonset Point, R.I. .......... QUONPT 
Richmond, Va ................. RICH 
Rochester, N, Y ............... ROCH 
Rockland, Mo ............... ,.RKLND 
St. Louis, Mo ................. STL 
St. Petersburg, Fla ......... SPETE 
San Diego, Calif. ............. SDIEGO 
San Francisco, Calif . .... ... SFRAN 
San Pedro, Calif ............. SPEDRO 
Schenectady, N.Y ........... ,SCHNET 
Shreveport, La ............... SPORT 
Stockton, Calif ................ STOCK 
Tacoma, Wash ................ TACO 
Treasure Island, San Fran-

cisco, Calif .................. TISFRAN 
Tulsa, Okla .................... TUL 
Washington, D.C ............. WASHDC 
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g. States 

Alaska ......•......................... Alas 
Alabama •....•....................... Ala 
Arizona .............................. Ariz 
Arkansas .......... .................. Ark 
California ....•...................... Calif 
Colorado .....•....................... Colo 
Connecticut ......................... Conn 
Delaware ............................ Del 
Florida ...............•..............• Fla 
Georgia ............................... Ga 
Hawaii ......... _ ....................... Haw 
Idaho ....•............................. Ida 
Iowa ................. : ................. Iowa 
Illinois ...............•......•........ Ill 
Indiana ............................... Ind 
Kansas .............................. . Kans 
Kentucky ............................. Ky 
Louisiana ............................ La 
Maine ................................. Me 
Maryland ............................ Md 
Massachusetts ..................... Mass 
Michigan, ............................ Mich 
Minnesota ........................... Minn 
Mississippi ......................... Miss 
Missouri ............................. Mo 
Montana, ............................. Mont 
Nebraska ............................ Nebr 
Nevada ............................... Nev 
New Hampshire .................... NH 
New Jersey .......................... NJ 
New Mexico ......................... NM 
New York ............................ NY 
North Carolina ..................... NC 
North Dakota ....................... NDak 
Ohio ................................... Ohio 
Oklahoma ............................ Okla 
Oregon ............................... Ore 

Pennsylvania ....................... Pa 
Rhode Island ........................ RI 
South Carolina ..................... SC 
South Dakota ........................ SDak 
Tennessee ........................... Tenn 
Texas ................................. Tex 
Utah ................................... Utah 
Vermont •........•......•............ Vt 
Virginia .............................. Va 
Washington .......................... Wash 
Washington, D.C .................. WashDC 
W~st Vi~ginia ...................... WVa 
W1scons1n ........................... W1sc 
Wyoming ............................. Wyo 

h. Days 

Monday .•......•..........•........•.. Mon 
Tuesday .............................. Tues 
Wednesday .......................... Wed 
Thursday ............................ Thurs 
Friday ................................ Fri 
Saturday ............................. Sat 
Sunday ................................ Sun 

i. Months 

January .............................. Jan 
February ............................ Feb 
March ................................ Mar 
April ......................•......•.... Apr 
May ................................... May 
June ................................... Jun 
July ................................... Jul 
August ................................ Aug 
September ........... , •.........•... ,Sep 
October .............................. Oct 
November ............... ............ Nov 
December ....... , , ..... , ............ Dec 
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j. Weights and Measures 

Ampere ................................ amp 
Barrel. ...............•................. bbl 
Diameter ............................. . diam 
Dollar ..•............................... dol 
Drum ................................... dr 
Feet/foot .....•........................ ft 
Gallon ..............•................... gal 
Gallon per hour ..•..•....•........... gph 
Gallon per minute ................... gpm 
Gallon per second ................... gps 
Height ...............•.................. ht 
Horsepower .................... , ...... hp 
Hour .................................... hr 
Hundred ................................ hun 
Inch .................................... . in 
.Kilocycle ..............•.•............. Kc 
Kilometer ............................ . Km 
Kilo-volt-ampere ................... Kva 
Kilowatt ................................ Kw 
Kilowatt-hour .....•..•............... Kwh 
Knot ..................................... Kt 
Length over all ...................... LOA 
Liquid ...........•......•............... liq 
Long ton ............................... lton 
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Measure .............................. . me as 
Measurement ton .................... mton 
Megacycle ......•...................... me 
Meter ................................... m 
Mile ..................................... mi 
Miles per hour ....................... mph 
Millimeter ........................... . mm 
Minute ..... · ............................. min 
Month ................................... mo 
Number ................................ no 
Package ................................ pkg 
Pound ................................... lb 
Quantity ....•.........•................. qty 
Revolutions per minute ............ rpm 
Round (ammunition) ............ , . .. rnd 
Shipment ............................... shipmt 
Short ton ............................... ston 
Thousand .............................. thou 
Unit of fire ............................ uf 
Volt ..................................... v 
Volume ................................. vol 
Week .................................... wk 
Weight .................................. wt 
Yard .................................... yd 
Year .................................... yr 



MARINE CORPS PERSONNEL MANUAL 

INDEX 

A 

ABBREVIATIONS •••••••••••••••••••••••••·•·•••••••• 
in correspondence ................................ . 
in messages ........................................ . 
in personnel accounting ........................ . 
in record keeping ................................ . 
in transfer orders ................................ _ 
in travel orders .................................. . 
Navy policy in correspondence and mes-

sages ............... u ......................... . 

ABSENCE: 

17050 
17052 
17052 
17051 
17051 
17051 
5014 

17052 

counted as time lost.............................. 15111.3 

excused as unavoidable .......................... . 
postal clerk. Marine Corps. temporary 

absence of ••••••••••••••••••n•••••••••••••••• 
unauthOrized: 

entry on unit diary: 
Regular Establislunent ................... . 
Reserve Establishment •••••••••••••••••••• 

ABSENTEE ORDERS•••••••••••••••••••••••••••••••• 

ABSENTEES AND DESERTERS: 

allotments, stoppage ······•nn•••········--·•n• 
conduct mark upon declaration of deser-

tion ............................................ . 
desertion entry in SRB ......................... . 
escaped prisoners ............................... . 
mark of desertion, removal of •••••••••••••••• 
Notice of Absentee Wanted by the Armed 

Forces (DD Form 553) ................... . 
notification of next of kin of individual in 

UA for 10 days .............................. . 
officer in UA for 7 days. report of .......... . 
orders ............................................... . 
procedure when personnel of other· serv-

ices come into custody of USMC ...... .. 
procedure when unauthorized absence oc-

curs ............................................ . 
govermnent property: 

disposition •••••••••••••••••••••••••••••••••••• 
inventory ..................................... . 

personal effects: 

90!)9 

10108 

16084 
16284 

5158 

7050.6 

7050.8 
7050.8 

7052 
7053 

7050.7 

7050.5 
7050.10 

5158 

7054 

705G 

7050.2 
7050.2 

disposition.......................... 7050.3, 7050.4 
inventory ••••••••••••••••·••••••••••••••••••••• 7050.2 

uniform clothing: 
disposition ·••••••••••••••·••-••••••••• .. ••••• 7050.2 
inventory...................................... 7050.2 

procedure when USMC personnel return 
to custody of USMC......................... 7051 

delivered to an organization pursuant to 
directive.issued by HQMC................ 7051.3 

return to organization from which ab-
sented ···········-····•••••••••••••••••••••••• 7051.1 

return to organization other than from 
which absented ....... ,....................... 7051.2 

service record books of d~erters, dis-
position........................................ 7050.9 

1 

ACADE!\RES: 
graduate eligible for appointment to com

missioned grade............................. 2050.1 
ACCIDENTAL INJURIES......................... 12054.2e 
ACCIDENTS: 

IllOtor vehicles. investigations................ 7102 
ACCOUNTABLE OFFICERS: 

date of detachment .................... ao.......... 5009 
ACCRUED LEAVE: 

definition •••••••••••••••••••••••••••••••••••••••••••• 9102 
ACTIVE DUTY: 

beyond 20/30 years............................... 2205.6 
certificates required when on........ 14151 1-14152, 

14176. 14200 
definition of, for separation or retirement 

purposes....................................... 13001.2 
ACTIVE STATUS OF A RESERVIST •••••.•••. 13150.1a 
ADDITIONAL INFORMATION AS TO PHO

MOTION STATUS ON TRANSFER 
(NAVMC 118 (5)-PD) ••••••••••••••••••••••• 

entries required ............................... . 
purpose ••··••••••••••••••••••••••••••••••········· 

ADDRESS: 

15110 
15110.2 
15110.1 

local.................................................. 15054 
of retired personnel................... 13010, 15055 
of retired reservist ........ u................. 13170 

personnel retired for disability............... 13453 
while en route to new duty station............ 5010.2. 

5016. 9151.7 
ADMINISTRATIVE AUDIT OF RECORDS..... 17002 

annual audit of individual records •••••••••••• 17002.1 
ADMINISTRATIVE REMARKS (NAVMC 118-

(11) PD)••••••••••••·•·••••••••••••••••••••••••• 15115 
enlisted: 

entries. instructions for .................. . 

purpose ........................................ . 
officer •••••••••••••••••••••••••••··••••••••••••••••••· 

entries. instructions for ................... .. 
purpose •·•••••••••••••••••••••••••-•••••••••••••• 

ADVANCE LEAVE .................................. . 
definition •••••••••••••••••••••••••••·•••••••••••••••• 

15115.2. 
15115.3 
15115.1 

15157 
15157.2 
15157.1 

9151.2 
9103 

AGE LIMITATIONS................................. 2002 

AGENT OFFICER.................................... 4066 

AGREEMENT TO EXTEND ENLISTMENT 
FOR PURPOSE OF SERVING PROBA-
TION............................................ 15085 

execution •••••••••••••••••••••••••••••••••••••••••••• 15085.2 
preparation •••••••••••••••••••• .. •••••·••••••••••••• 15085.3 
purpose .............................................. 15085.1 

AIDES: 
assignment of...................................... 4070 

AIRCRAFT: 
qualifications as crewmelnber. entry in 

SRB........................................... 15115.3r 

AIRCREV/ INSIGNIA ••••••••••••••••••••••••••••••••• 
cancellation ot des1gnat1on as aircrewman 

4019 
4019.6 
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AIRCREW INSIGNIA--Continued 
designation of combat aircrewrnan .......... . 
eligibility to receive or wear ................. . 
requirements for designation as aircrew-

man ............................................ . 
ALLOTMENTS: 

basic allowance for quarters ................. . 
entries on NAVMC 118 (6)-PD: 

upon immediate reenlistment ............ . 
when registered ............................. . 
when stopped ................................. . 

missing personnel ............................... . 
stoppage in case of deserters ................. . 

ALLOWANCES: 

4019.5 
4019.3 

4019.4 

11050 

151ll.4c 
15lll.4a 
l5ll1.4b 

12280 
7050.6 

basic allowance for quarters................... 11050 
termination uPOn death....................... 12279 burial................................................. 12275 dislocation........................................... 5018 
seoond, in same fiscal year. findings 

required •••••••••••••••·•••••••••••••·····•·••• 
missing personnel ........ - .................... .. 
quarters allowance for shore patrolmen ••• 

5019 
12280 
5157 

AMERICAN NATIONAL RED CROSS ••••••••••• 11150.2 
administrative assistance furnished to... lll50.2g 
communication facilities, use of............ 11150.2n 
financial assistance.................................. 11150.2f 
identification card................................ 11150,.2k 
military relationship........................... 11150.2b 
mission............................................ 11150.2a 
office space for.................................. 11150.2[ 
personnel: 

assignment to post and stations.......... 11150.2h 
classification of ••••••••••••••• .. ••••••••••••• 11150.2i 
privileges afforded uniformed person-

nel. ...................... ~...................... 11150.2j 
repayment of loans............................... 11150.2£ 
reports provided by.............................. lll50,.2e 
services offered dependents of military 

personnel.................................... 11150.2d 
services offered military personnel....... 11150.2c 
warehousing for ................................... 11150.2m 

ANNIVERSARY YEAR OF A RESERVIST... 13150.lc 
ANNUAL AUDIT OF INDIVIDUAL RECORDS: 

administrative audit of records ............... 17002.1 

ANNUITIES FOR SURVIVORS •••••••••••••••••••• 
(See t<ETIREJ.i simvlCEMAN"S FAMILY 

PROTECTION PLAN.) 

APPOINTMENT: 
acceptance and termination of, entries on 

unit diary: 
Regular Establishment ....................... . 
Reserve Establishment ..................... .. 

as midshipmen, U.s. Naval Reserve ....... . 
as midshipmen, U. s. Navy .................... . 
of treasurer commissioned officers 

messes. clubs, etc ........................ .. 
Regular Establishment: 

to commissioned grade: 
for limited duty ........................ , ••••• 
for temporary limited duty .............. . 
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11204 

16081.8 
16280.7 

2051 
2050.2 

4006 

2057 
2058 

2 

former Marine Aviation Cadets .......... . 
former Marine Corps offi-cers ........... . 
former Naval Aviation Cadets .......... . 
graduates of: 

basic class ................................ . 
civilian colleges ......................... . 
Naval Academy ............................. . 
Naval Scientific Education Program 
,NROTC (regular) ••••••••••••••••••••••••• 
women ...................................... . 

temporary, termination of in higher 
grades of chief warrant and warrant 
officers .......................... ~ ••••••••.•• 

termination of, chief warrant andwar-
r ant officers .............................. . 

to permanent chief warrant and war-
rant officer ................................ . 

to temp:Jrary chief warrant and war-
rant officer ............................ a. •• 

Reserve Establishment: 
to commissioned grade~ 

from meritorious NCO program •••••••• 
graduates of: 

Aviation Officer Candidate Program. 
Marine Aviation Cadet Program ••••• 
Officer Candidate Class ............... . 
WOTC ......................................... . 

of enlisted and former enlisted per-
sonnel ....................................... . 

of former officers of the Armed 
Services •••••••••••••••••••••·••••·••••••••• 

of members of PLC ....................... . 
of specialist officers ................... - •• 
of students NROTC (contract) ........... . 
requirements for ........................... . 
termination of, entry on unit diary .... . 
to chief warrant and warrant officer •• 
to 2nd lieutenant, temporary ............ . 

ARMED FORCES OF THE UNITED STATES 
REPORT OF TRANSFER OR DIS-

205~ 
2055 
2053 

2052 
2054 

2050.1 
2056 
2051 
2061 

13106 

13102 

2059 

2060 

2113 

2109 
2112 
2108 
2111 

2102 

2103 
2110 
2104 
2105 
2100 

16280.7 
2107 
2106 

CHARGE (DD FORM 214)................. 15072 
abbreviations, use of........................... 15072.5d 
alterations and corrections................... 15072.5h 
completion of items required................ 15072.5e 
distribution ••••••••••••••••••••••••·••••.............. 15072.7 

addresses for copies........................ 15072. 7b 
instructions: 

detailed........................................... 15072.6 
for personnel who have appeared before 

P EB........................................... 15072.5b 
for personnel transferred to VA hos-

pital........................................... 15072.5b 
when prepared ........................ 15072.2, 15072.3 

ARMED FORCES SECURITY QUESTION-
NAIRE (DD FORM 98) ••••••••••••••••••••• 15061 

disposition: 
upon failure or refusal to execute ••••••••• 
upon proper execution ......................... . 

when prepared .................................... . 
ARREARS OF PAY ••••••••••••••••••••••••••••••• ... 
ARRIVALS, ADVANCE NOTICE ••••••••••••••••• 

ASSIGNMENT: 
enlisted: 

15061.3 
15061.4 
15061.1 

12281 
4004 

applicability..................................... 4105 



ASSIGNMENT --Continued 
enlisted--Continued 

conscientious objectors ..................... . 
rnessrnen ......................................... . 

rnisassignrnents •••••••••••••········--········ 
naval aviation pilots ........................ . 
navigators, airborne electronic counter-

measure operators, airborne radio 
operators or VG jet aircraft flight en-
gi.neers ................................. u ...... . 

of first-term enlistees .................... .. 
or transfer of Reserve personnel on 

inactive duty .................................. . 
policy for ......................................... . 
preference of station and duty ............ .. 
requesting transfer for enlisted per-

sonnel ......................................... . 
responsibility .................................. . 
restrictive assigrunents •••••••••••••••••••••• 
retraining assigrunents •••••••••••••••••••••• 
sea and foreign service .................... .. 
successive assignments ..................... . 
suspension from flying ..................... H 

termination ot duty involving: 
demolition of explosives and disposal 

of special weapons ...................... . 
flying status (naval aviators. naval 

flight officers and naval aviation 
pilots) ...................................... . 

flying (naval aviation observers/tech
nical observers and enlisted per
sonnel other than naval aviation 
pilots) ...................................... . 

parachute jumping ........................ .. 
to duty involving: 

demolition of explosives and disposal 
of special weapons ..................... .. 

flying ........................................... . 
parachute jumping ......................... .. 
SCUBA equipment .......................... . 

tour of duty .................................... .. 

officer: 
aides .............................................. . 
as agent officer ................................ . 
as comptrollers or fiscal officers ....... . 
as deputy disbursing officer ................. . 
as postal officer .................................. . 
as treasurer commissioned officers 

messes, clubs, etc ......................... . 
assignment patterns .......................... . 
certification of officers under articles 

26 and 27 UCW ............................. . 
command specialization ......... ~··••oooooooo 
in fiscal fields ................................ . 
limited assignment ....... - .................... . 
or transfer of reserve personnel on in-

active duty .................................... . 
requesting assigmnent of ...................... . 
requesting transfer of ........................ . 
sea and foreign service ..................... . 
staff specialization ........................... . 
suspension from flying ...................... . 
·ermination of duty involving: 

demolition of explosives and disposal 
of special weapons ....................... . 

4117 
4116 
4109 
4114 

4115 
4119 

4009 
4104 
4151 

4112 
4106 
4107 
4108 
4110 
4113 
4016 

4014.6 

4017 

4018 
4013 

4014 
4015 
4012 
4011 
4111 

4070 
4066 
4064 
4065 

10002 

4006 
4052 

4067 
41l50 
4064 
4059 

4009 
4056 
4057 
4053 
4051 
401i 

4014.& 
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flying status (naval aviators, naval 
flight officers and naval aviation 
oilots) ...................................... . 

flying (naval aviation observers/tech
nical observers and enlisted per
sonnel other than naval aviation 
pilots) ....................................... . 

par a chute jumping ......................... .. 
to dury invorvmg: 

demolition of explosives and disposal 
of special weapons ...................... .. 

flying .......................................... . 
parachute jumping ............................ . 
SCUBA equipment .......................... . 

to flight training ............................... . 
tour of duty ..................................... . 
warrant officers: 

responsibility for ......................... .. 
sea and foreign service .................. . 
tour of duty ................................... . 

ASSIGNMENT AND DISTRIBUTION: 
advance notice of arrivals ..................... . 
assignment and utilization of athletes, 

entertainers. and other nationally 
known personnel ............................ . 

attachment procedures ......................... . 
enlisted personnel requisition ............... .. 
general restrictions on transfers and as-

signments ...................................... . 
humanitarian transfers ........................ .. 
of security f'orce personnel Pacific Oceall 

4011 

4018 
4013 

4014 
4015 
4012 
4011 
4058 
4054 

4061 
4062 
4063 

4004 

4005 
4008 
4101 

4007 
4150 

Area ••••••••••••••••••••••••••••••·•••••••••••••·•• 4021 
preference of station and duty................. 4151 
replacement systems............................ 4100 
terms............................................ 4000, 4001 
transfer: 

and joining by service records ............ . 
and/or reporting of hospitalized per-

sonnel ......................................... . 
at own expense ................................ .. 
Inarried enlisted women .................... . 
of personnel assigned to Reserve and 

Recruitment IJistricts ••••••••••••••••••••• 
to and from organizations afloat. •••••••••• 
to Fleet Nlarine Corps Reserve ........... . 
to Veterans• Administration faciliti~ ••• 

ASSIGNMENT OF OFFICERS AS OFFICERS 
IN CHARGE OF MARINE CORPS
MANAGED RESERVE TRAINING 
CENTERS ...................................... . 

ASSIST ANT POSTAL CLERKS IN CHARGE. 
MARINE CORPS· 

des4tnation of -····•ooooooooooo••••••oooooooooooooo• 

ASSIST ANT POSTAL CLERKS, MARINE 

CORPS ••••••••••••••••••••••••••••••••••••••••• 
classification. ..................................... . 
designation ......................................... . 
detail to duty ...................................... . 
employment limitations ........................ . 
identification cards, issue of .................. . 
nomination ........................................ .. 
qualifications ...................................... . 
relief from duty .................................. . 
revocation of designation ...................... . 
service record book entries required ••••••• 

4003 

4020 
4152 
4153 

4103 
4102 
4010 
4118 

4069 

10102 

10100 
10100.3 

10103 
10106 
10109 

10100.2 
10104 
10101 
10106 
10105 
10107 
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.. THLETES: 
assignment and utilization of ................. . 

AUDiT: 
daily 01011ey order audit ........................ . 
monthly inspection and audit of postal funds 
of auditing personnel rosters and gain and 

loss statements (Reserve Establish-
ment) .......................................... . 

of Marine Corps post offices ................. . 
AUDITING PERSONNEL ROSTERS AND GAIN 

AND LOSS STATEMENTS (RESERVE 
ESTABLISHMENT): 

additional pages for names added ........... . 
auditing ............................................. . 
certification ...................................... .. 
codes and dates used ............................ . 
contents ............................................. . 
disposition •••••••••••••••••••••••••••·•••••••••••••• 
format ............................................... . 
forwarding ••••••·-··••••••••••••••••••••••••••••••· 
method of correction ............................ . 
preparation ··-·•--••••••••••••••••••••••••••••••••• 
purpose •••••••••••••••••••••••••••••••••••••••••••••• 

AUDIT REQUIREMENTS CLASSIIIRESERV-

4005 

10054.5 
10054.6 

16305 
10054 

16307 
16305 
16308 
16303 
16302 
16309 
16301 
16304 
16306 
16304 
16300 

ISTS............................................. 17003 
Ready Reserve ••••••••••••••••••••••••••••••••••••• 17003.2 
Standby Reserve................................... 17003.1 

AUTOMOBILES: 
hire of in connection with shore patrol ..... 
IJK)tor vehicle accidents, investigations •••• 
shiPillent, of deceased personnel ••••••••••••• 

AVIATION: 

14102 
7102 

12282 

training guaranteed, entry in SRB.......... 15115,.3s 
AVIATION OBSERVER: 

qualifications for officers...................... 4068 
AVIATION OFFICER CANDIDATE PRO

GRAM: 
eligibility for assigrunent to................... 2109 

AWARDS: 
certificate of commendation and letters of 

appreciation •••••.•••••••...•.••••••••••••••••.•• 
combat air crew insignia ....................... . 

stars awarded for •••••••••••••••••••••••••••••• 
combat award recommendation cards ••••••• 
definition ........................................... . 
Distinguished Unit Emblem (Army) •••••••••• 
foreign •••••••••··•••••••••••••••••••••••••••••••••••• 
French Four ragere .............................. . 
from other branches of the Armed Forces. 
Gold Star Lapel Button ......................... . 
Good Conduct Medal Period, entry in 

SRB •••••••••••••••••••·-···-·••••••••••••••••• 
Honorable Discharge Button and Pin ....... .. 
Meritorious l\1ast ................................ . 
initial and replacement issue ................. . 

by Headquarters Marine Corp~ •••••••••••• 
by field command~ ................ ~ •••••••••••• 
items not issued ............................... . 

Purple Heart Certificates ..................... . 
reference material ••••••••••••••••••••••••••••••• 
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805t 
8151.4 

8055 
8150 
8000 

8053.2 
8054 

8054.2 
8053 
8103 

15116.3 
8100 
8052 

8151.1 
8151.2 
8151.3 
8151.4 
8151.2 

8050 

4 

responsibility for recommendation and 
presentation •·•••••••••·•••••••••••••••·•••••• 8002 

Retired Lapel Button .............. _.............. 8101 

B 
BAGGAGE (See also PERSONAL EFFECTS 

AND BAGGAGE.): 
disposition of effects preparatory to move-

ment of troops or individuals............ 5257 
identification markings incident to move-

ment •••••••••••••••••••••••••••••••••••••••••••• 5256 receiPt of personal effects and baggage 
from a theater of operations............. 5257 

BASIC ALLOWANCE FOR QUARTERS 
(BAQ): 

allotments, separate ............................. 11050.7 
application........................................... 11050.6 
authority·•···-····••••••••••••••••••••••••••••······ 11050.1 
divorce, validity ................................... 11050.4 
eligibility ............................................ 11050.2 
marriage, acceptable forms ................... 11050.3 
marriage, validity •••••••••••••••••••••••••••••••• 11050.4 
parent cases. special............................ 11050.5 
rate of: 

changes that may decrease •••••••••••••••••• 11050.9 
changes that -may increase .................. 11050.8 

shore patrolmen.................... 5157. 14100-14101 
termination upon death .......................... 12279 

BASIC ALLOWANCE FOR SUBSISTENCE: 
authorization considerati~................... 14051 
definitions: 

assigned to duty under emergency oon-
ditions where no government messing 
facilities are available •••••••••••••••••••• 14050.4 

government mess.............................. 14050.1 
permission to mess separately •••••·•••••• 14050.3 
rations in kind not available ................ 14050.2 
subsisted at government expense.......... 14050.5 

BASIC CLASS: 
appointment of graduates to commissioned 

grade........................................... 2052 
BATTLE CASUALTY: 

abbreviation of terms............................ 12052 
authorized use of abbreviations............. 12050.lb 
authorized use of terms....................... 12050.1a 
types.................................................. 12052.1 

BELEAGURED••••••·••••••••••••••••••••••••••••••• 12053.1b 
BENEFICIARIES: 

change of for NSLI and USGLI policies..... 12301 
BENEFITS: 

death and disability of reservists............ 11250 
death gratuity·······-····················· 11200. 12278 
dependency and indemnity compensa-

tion...................................... 11201, 12305 
employment, preference of, in case of 

Marine widows ••••••••••••••••••••••••••••••• 
pensions administered by VA •••••••••.•••••••• 
Social Security ••••••••••••••••••••••••••••••••••••• 

for survivors of deceased Marines ...... . 

12329 
11102 
11101 
12306 



BENEFITS- ·Continued 
Veterans• Administration, for survivors of 

deceased personnel....... 12300, 12301, 12302, 
12303, 12304, 12305 

BESIEG.ED •••••••••••••·••••••••••••••••••••••••••••• 1205~. lc 
BOARre! 

enlisted screening................................ 6057 
field flight performance board................ 4017.5 
flight starus selection board •••••••••••••...... 4017.6 
Headquarters selection and review ••• 6057, 6251.1 
informal, entry in SRB........................ 15115.3c 
naval examining board (Marine Corps)..... 6056 
physical evaluation ••••••••••••-••••••••••••••••• 4020.6 
promotion, enlisted ••••••••••••••••••••••••••••••• 
retention (continuation) of officers ••••••••••• 
review boards for incompetence •••••••••••••• 

6251 
6055 

6302.2 
Selection for promotion of officers.......... 6050 

BODY NOT RECOVERED........................ 12053.1e 
BONUS: 

reenlistment, entry in SRB. ................... . 
BURIAL: 

allowance entitlement ........................... . 

flowers for funerals •••••• ·-····················· 
group ................................................ . 
headstone or marker and memorial plot ••• 

application ••••••••••••••••••••••••••••••••••••••• 
in national centetery ............................ . 

funeral arrangements ••••••••••••••••••••••••• 
list of national cemeteries ................. . 
persons eligible •••••••••••••••••·•••••••••••••• 
request••••••••••••••·•••••••••••••••••···•······
transportation of remains ••••••••••••••••••• 

memorial flag. .................................... . 
memorial plots and memorial markers 

(remains not available) ...................... . 
uniforms and accouterments ••••••••••••••••••• 

c 

15105.1 

12275.1 
12204 
12211 
12276 

12276.5 
12205 

12205.4 
12205.6 
12205.1 
12205.3 
12205.5 

12277 

12205.2 
12203 

CAPTURED.......................................... 12052.1d 
entry on unit diary (Regular Establish-

ment) .......................................... . 
CARDS: 

Geneva Conventions ............... - ........... . 
identification ...................................... . 

CAREER ADVISORY PROGRAM.-·•···-·····
CARE OF REMAINS OF DECEASED PER-

SONNEL ••••••••••••-••••••••-••••••••••••••• 
CASUALTIES: 

abbreviations of casualty terms -·•••••••••• 
administrative instructions pertaining to 

casualties in other than combat com-
mitted organizations ...................... . 

emergency data to be recorded for noti-
fication purposes upon transfer ........ . 

investigation in case of missing, death 
or mJury ...................................... . 

rrrissing personnel not UA .................. . 
public release of information. •••••••••••••• 
record data required for notification 

when records are not readily avail-

able •••••••••••·-•••••••••••••••••·····-······· 
service records of deceased persoiUiel •• 

arrears of pay •••••••••••••••••••••••••·-·•••••••• 
BAQ terrrnnauon upon death .................. . 
burial allowance, ................................. . 
burial in national cemeteries ................. . 

16091 

15065 
15064 
2001 

12200 

12050 

12160 

12160.3 

12160.2 
12160.1 
12160,6 

12160.4 
12160.5 

12251 
12279 
12275 
12205 
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care of remains of deceased personnel. •••• 
casualty assistance calls ••••••••••••·•••••••••• 
casualty assistance call officers, assign-

ment and responsibilities ................ . 
change of address of next of kin ............. . 
checklist for death in CONUs ................. . 
condolence calls and condolence letters •••• 
death and disability of Marine reservists •• 
death gratuity •••••••••••••••••••••••••••·•-••••••• 
decorations and awards, deceased person-

12200 
12250 

12253 
12334 
12151 
12156 
12159 
12278 

nel.,............................................. 12285 
correspondence concerning................. 12285.3 
delayed presentations••••••••••-·••••••••• 12285.2 
recommendations ............................... 12285,1 

definitions and abbreviations: 
battle casualty terms: 

authorized use............................... 12050.1 
battle casualty ••••••••••••••••••••••••·•····· 12052.1 
captured ·····•···••••••·•··············· ... •• 12052.1d 
casualty ........................................ 12051.1 
died of wounds received in action.... 12052.1b 
interned •• ,................................... 12052.1e 
killed in action. ..................... u..... 12052.1a 
IIlissing in action.......................... 12052.1c 
wounded in action.......................... 12052.1f 
wounded in action, not evacuated..... 12052.1g 

nonbattle casualty terms: 
accidental injuries........................ 12054.2e 
authorized use ••••••••••••••••••••••••••••••• 12050.1 
casualty •••••••••••••••••••••••••••••••••••••••• 12051.1 
critical....................................... 12054.2h 
deaths from accidental injuries....... 12054,2a 
deaths from disease...................... 12054.2c 
deaths from other causes ••••••••••••• _ 12054.2b 
incapacitated •••••••••••••••••••••••••••••·• 12054.2j 
injuries or illness from other 

causes .................................... . 12054.2g 
injuries or illness self-inflicted...... 12054,.2! 
IlllSSlDg •••••••••••••••••••••••••••••••••••••• 12054.2d 
oonbattle casualty ••••••••••••••••••••••••••• 12054.1 
serious....................................... 12054.2i 

other casualty terms: 
adult next of kin .......................... . 
authorized use ............................ . 

hostile action in time of peace when 
provisions of MCO 3040.1, SOP for 

12055.1d 
12050.1, 
12055.1 

Combat Casualty Reporting. are not 
in operation ••••••••••••••.••••.•••.•••••••. 12044,lj 

CONUS ......................................... 12055.la 
next of kin ..................................... l2055.lc 
other interested persons •••.•••••••••••••• 12055,le 
overseas ....................................... 12055.1b 
primary next of kin....................... 12055.1c 
Record of Emergency Data............. 12055.1f 
release of information concerning 

casualties................................ 12055.li 
Reports of Casualty (DD Form 1300) 

and death reports •••••••••••••••••·•••• 12055.1h 
the Missing Persons Act................ 12055,1g 

physical status or condition: 
authorized use •••••••••••••••••••••••••••• 

beleaguered ................................ . 
besieged .................................... . 
bodv not recovered ...................... . 

12050.1b, 
12053.1 

12053.1b 
12053,1c 
12053.1e 
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CASUAL TIES--Continued 
definitions and abbrev1ations--O>ntinued 

Physical starus or cond.ition--UJntirru~ 
critical •••••••••••••••••••••••• h.•••••••••• .. 
ill from incurable disease. ............ . 
incapacitated •••••••••••••••••······•••••••• 
prisoner of war ........................... . 
returned to military control ••••••••••• 
serious ...................................... . 
well and on duty .......................... . 

12053.lf 
12053.1i 
12053.1h 
12053.1a 
12053.1d 
12053.1g 
12053.1j 

dependents of deceased personnel. trans-
portation i ....................................... . 

disaster causing many casualties. report of. 
disposition of rernaims of deceased per-

sonnel •••••••••••••••••••••••••••••••••••••••••• 
educational opportunities and scholar

ships for chiWren of deceased Ma-
rines ................................... uooooooo 

employment, preference benefits in case 
of ~rine widows .......................... . 

entries on unit diary: 
Regular Establislunent ...................... . 
Reserve Establishment~ •••••••••••••••••••••• 

escorts of deceased personnel: 
instructions for escorts ..................... . 
orders for escOrts ............................ . 
requests for person to act as .............. . 

Federal Income Tax. in case of deceased 
Marines ....................................... . 

flowers for funerals ............................. . 
group burials ...................................... . 
headstone or marker and memorial plot ... 
hospital and medical care, in case of death 

of sponsor of dependents .................. . 
household goods of deceased personnel, 

shiPIJlent of -·-··········--·••••••••••••••• 
inspection of remains and casket ••••••••••••• 
liaison for dependents with local welfare 

agencies ••••••••••·••·••••••••••••••••••••••••• 
liaison with commercial insurance compa

nies in case of deceased Marines ..... 
member of another service and/ or a for

eign national in a casualty status ••••••• 
memorial flag. ••••••••••••• - .................... . 
message report of critical. serious or in-

capacitated personnel. ............................. . 
message report of death or missing. •••••••• 

disaster resulting in many casualties •••• 
preparation •••••••••••••••••••········--········· 
submission. ....................................... . 

message report of missing and/ or unac
counted-for dependents of Marines in 
active service. .............................. . 

military honors at funerals and/or meroo-
rial services ................................ . 

missing-missing in action-captured-in
terned, entry on unit diary (regular 
establishment) ............................... . 

missing personnel, pay and allowances 
and voluntary allotments of ............. . 

multiple deaths, remains not individually 
identifiable. .................................. . 

Navy Relief Society .............................. . 
next of kin and other interested persons. 

notification of ............................... . 

0!.4 

12284 
12154.7 

12201 

12330 

12329 

16087 
16286 

12207 
12208 
12206 

12326 
12204 
12211 
12276 

12287 

12283 
12202 

12333 

12325 

12158 
12277 

12155 
12154 

12154.7 
12154.2 
12154.1 

12154.8 

12209 

16091 

12280 

12111 
12331 

12153 
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notifications. initial and supplementary, 
responsibility for •••••••••••-•••••••••••••• 

personal effects o(deceased personnel ••••• 
personal effects of personnel in a casualty 

status .......................................... . 
person to designate disposition of the 

remains ....................................... . 
controversial cases ••••••••••••••·•••••••••••• 
legal problems •••••••••••••••••••••••••••••••••• 
right to direct ••••••••••••••••••••••••••••••••••• 

progress reports and notifications ••••••••••• 
reported by combat committed organiza-

tions •••••••·•·•••••••••••••••••••••••••••••••••• 
reports of death of inactive Marines, per-

sons deemed to have been on active 

12001 
12282 

12210 

12152 
12152.3 
12152.4 
12152.2 
12153.3 

12100 

duty. former Marines and declared 
deserters.............................. 1215'1 1 12159 

requiring reports or notifications............ 12150 
return of properly prepared remains ••••••• 12202 
special requests made by next of kin........ 12332 
State Income Tax. in case of deceased 

Marines ....................................... . 
uniforms and accouterments for burial 

purposes ••••••••••••••••••••••••••••••••••••••• 
Uniformed Services Identification and 

Privilege Card for Dependents of 
[)eceased Personnel. ...................... . 

War Orphans Educational Assistance Act 

of 1956 ·•••••••••••••••····-···········-···· .. 
wills, oontechnicalassistance for survivors 

of deceased tdarines •••••••••••··-·····-· 
CASUALTY ASSISTANCE CALLS: 

action by CMC upon receipt of report of 
death. ••••••••••••••••••••••••••••••••••••••••••• 

action by officer making •••••••••••••••••••••••• 
action by officer when call is not desired •• 
applicability •••••••••••••••••••••••••••••••·····•••• 
arrears of pay of deceased personnel. pay-

ment of ••••••••••••••••••••••••••••••••••••••••• 
basic allowance for quarters, termination 

upon death .................................... . 
beneficiaries. change of for NSLI and 

USGLI policies ••••• ·-·········•······-···•••• 
burial allowances ..................... ; •••••••••••• 
change of address of next of kin •••••••••••••• 
claims, procedure for filing when de-

ceased insured by NSLI or USGLI. ••••• 
commissary. exchange and theater privi

leges for dependents of deceased per-
sonnel •••••••••••••••••••••••••••••••••••••••••• 

death gratuity payment to next of kin ....... . 
decorations and awards, deceased per-

sonnel •••••••••••••••••••••••••••••••••••••••••• 
dependency and indemnity compensation ••• 
educational opportunities and scholarships 

for children of deceased per sonnet •••• 
employment. preference benefits ••••••••••••• 
Federal Income Tax, in case of deceased 

Marines ....................................... . 
headstone or marker and memorial plot ••• 
hospital and medical care for dependents 

of deceased personnel .................... . 
household effects of deceased personnel. 

shipment ...................................... . 

12327 

12203 

12286 

12330.4 

12328 

12254 
12255 
12256 
12250 

12281 

12279 

12301 
12275 
12334 

12302 

12288 
12278 

12285 
12305 

12330 
12329 

12326 
12276 

12287 

12283 



CASUALTY ASSISTANCE CALLS--Continued 

liaison for dependents with local welfare agencies....................................... 12333 
liaison with commercial insura-nce com-

panies ......................................... . 
memorial flag furnished next of kin ·•••••••• 
missing personnel: 

allottnents, continuance ..................... . 
pay and allowances, entitlement .......... . 

National Service Life Insurance (NSLI) .... . 
Navy Relief Society .............................. . 
officers: 

12325 
12277 

12280 
12280 
12304 
12331 

assignment....................................... 12253.1 
duties .............................. ~··············· 12255 
responsibilities.................... 12253~2, 12?,53.3 
travel orders.................................... 12253.4 

personal effects of deceased personnel..... 12282 
forwarding at government expense........ 12282.1 
motor vehicles: 

inside CONUS .............................. .. 
outside CONUS ••••••••••••••••••••••••••••••• 

policy of program ................................ . 
purpose of program •••••••••••••••••••••••••••••• 
reports .............................................. . 
Social Security Administration Benefits 

for survivors of deceased personnel •• 
special requests made by next of kin •••••••• 
State Income Tax. in case of deceased 

Marines •••••••••••••••••••••••••••••••••••••••• 
transportation of dependents of deceased 

12282.4 
12282.3 

12252 
12251 

12255.6 

12306 
12332 

12327 

personnel...................................... 12284 
Uniformed Services Identification Card for 

survivors of deceased personnel ••••••• 
U.s. Government Life Insurance (USGLI). 
Veterans• Administration benefits for sur

12286 
12303 

vivors of deceased personnel.... 12300, 12305 
War Orphans Educational Assistance Act 

of 1956 ........................................ . 
when made ......................................... . 
when not assigned ............................... . 
wills, nontec."urical assistance ••••••••••••••••• 

CERTIFICATE OF APPOINTMENT {DD 

12330.4 
12256 

12252.3 
12328 

Form 216-Me:) .............................. 15067 
preparation and disposition •• _. 15067.2, 15067.3 

when prepared·------··················-····· 15067.1 

CERTIFICATE OF CLEARANCE FOR HAN
DLING CLASSIFIED MATTER {OP-
NAV 5521-429) ....................... ,....... 15164 

purpose .............................................. 15164.1 
removal from official records................ 15164.2 
termination for cause............................ 15164.3 

CERTIFICATE OF GOOD CONDUCT(NAV
MC 71-PD) and ORGANIZED MARINE 
CORPS RESERVE (NA VMC 10592-
PD) .••••••••••••••••••••••••••••••••••••••••••••• 15091 

7 

CERTIFICATES: 
discharge............................................ 15074 
modification of reserve and retired........ 14150.4, 

14175.2 
15067 of appo~.ntment ••••••••••••••••••••••• .. ••·••••••••• 

of appointment for enlisted personnel upon 
promotion ................................... .. 6255 

of clearance for handling classified matter 15164 
of service •••••••••••••·••••••••••.................... 15075 
required when on active duty ....... · 14151.1, 14176, 

14200 
required when on inactive duty training 

and active duty for training.............. 14152 
CERTIFICATION OF OFFICERS UNDER 

ARTICLES 26 AND 27. UNIFORM COO E 
OF MILITARY JUSTICE •••••••••••• 4067. 7007 

01ANGE OF ADDRESS CARDS ............... -••• 
QIANGE OF ADDRESS OF NEXT OF KIN OF 

DE~EASED PERSONNEL ................ . 
OIECKLIST FOR DEATH IN CONUS ••••••••••• 
OIIEF WARRANT OFFICER: 

permanent appointment •••••••••••••••••••••••• *. 
temporary appointment •••••••••••••••••••••••••• 

QIIEF WARRANT OFFICER AND WARRANT 
OFFICER (TEMPORARY AND PER
MANENT): 

appointment to warrant officer grade in 
USMc:R ......................................... . 

QIRONOLOGICAL RECORD OF DUTY 
ASSIGNMENTS {NA VMC 123(2)-PD) ••• 

preparation ....................................... . 
purpose •••••••••••••••••••••••••••••••••••••••···•••• 

CITIZENSHIP: 

10008 

12334 
12151 

2059 
2060 

2107 

15155 
15155.1 
15155.1 

entry in SRB ......................................... l5115.3k 
CIVIL AUTHORITIES: 

in hands of, entry in SRB ...................... 15115.3a 
CIVILIAN CORRESPONDENCL •••••••••• _....... 1151 
CIVILIAN EMPLOYMENT......................... 9350 
CIVIL READJUSTMENT PROGRAM............ 11350 

compensation claims with Veterans~ Ad-
ministration.................................. 11350.5 

defined ••••••••••••••••••••••••••••• .. •••••••••••••••• 11350.2 
ITllSSlOO •••••••••••••••••••••••••••• .. •••••••••••••••• 11350.1 
Naval Pension and Veterans• Administra

tion compensation claim, application 
for ....................... -.......... 11350.6 1 11350.7 

responsibility ...................................... 11350.4 
scope................................................. 11350.3 
u.s. Naval Horne. admission to .............. 11350.8 

CLAIMS: 
compensation claims with the 

Veterans• Administr.ation........ 11350.5, 11350.7 
personal property .............. -................. 11300 

CLAIMS FOR UNPAID PAY AND ALLOW-

ANCES ••••••••••••••••••••••"'eo•••••••••••••••• 
beneficiary •••••••••••••• .. •••••••ot•••••••••••••••••• 
designation of beneficiary ...................... . 
responsibility for settlementl ......... ._ ....... . 
statutory authority ................................... . 

11202 
11202.2 
11202.3 
11202.3 
11202.1 
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CLASS I RESERVISTS: 
assiQ:nment to FMCR ............................ . 

CLASS II RESERVISTS: 
assignment and transfer ........................ . 
interclass and interunit transfer ............ . 

CLASS III RESERVISTS: 
assignment and transfer ....................... . 
interclass and interunit transfer u ......... .. 

CLASSIFICATION OF MILITARY PER
SONNEL: 

conversion of M()Ss ............................. . 
definitions ••••••••••••••••••••••••••••••••••••••••••• 
enlisted personnel: 

assigning MOSs: 
additional ..................................... . 
primary ....................................... . 

authority ......................................... . 
changing MOSs: 

additional ..................................... . 
primary ....................................... . 

voiding MOSs: 
additionaL .................................... . 
primary ··•••••••••••••·•••···~··•·•••••••••••·· 

4010 

4009.1c 
4009.2 

4009.1 
4009.2 

3006 
3002 

3104 
3101 
3100 

3105 
3102 

3106 
3103 

interviewing .................................. 3001.2, 3151 
military qualifications, classification of... 300~ 
officers: 

assigning MOSs 
additional ...................................... . 
primary ........................................ . 

authority .......................................... . 
changing MOSs: 

additional ...................................... . 
primary •••••••••••••••••••••••••••••••••••••••• 

voiding MOSs: 
additional •••••••••••••••••••••••••••••••••••••• 
primary ....................................... . 

personnel to be classified ..................... . 
personnel to be reclassified ••••••·•••••••••••· 
recording and reporting classification in-

formation •••••••••••••••••••••••••••••••••••••• 
reference materials •••••••••••••••••••••••••••••• 
retesting. ........................................... . 
scope and objective .............................. . 
security of test materials ..................... . 
terms defined .................. _ ............... . 
testing. ............................................... . 

administration of classification tests ... . 
authority ......................................... . 
interpretation of test results ............. ... 
personnel to be tested ......................... . 
retest .............................................. . 
security of test materials ••••••••••••••••••• 
supply of test materials ..................... . 

CLEARANCE: 
confidential 

3054 
3051 
3050 

3054 
3052 

3054 
3053 
3004 
3005 

3007 
3001.1 

3155 
3000 
3158 
3002 

3001.3 
3153 
3152 
3156 
3153 
3155 
3158 
3157 

service record entry .................. ~ ..... J5115.3bb 
CLOTIUNG: 

organizational issue of. entry in SRB.... 15115.31 
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CLUBS: 
officer and enlisted ............................... . 4006 

CODE OF CONDUCT: 
entry in SRB ......................................... l5115..3n 

CODES USED IN MACHINE PREPARED 

REPOOTS ••••••••••••••••••••••••••••••••••••• 
codes: 

citizenship •••••••••••••·••••••••••·•·•••••••••••• 
civilian education ............................. . 

COMBAT AIRCHt:W INSIGNIA ·•••••••••••••••••• 
stars awarded ..................................... . 

COMBAT AREA: 

16400 

16401 
16402 

8151.4 
8055 

not eligible for duty in, entry in S}{Jj ........ 15115 .. 3£ 
COMBAT AWARD RECOMMENDATION 

CARJJS •••••••••oo•••••••••••••••••••••••••••••• 8150 
12100 COMBAT CASUALTY REPORTING ••••••••••••• 

COMBAT HISTORY -EXPEDITIONS-AWARDS 
RECORD (NAVMC 118(9)-PD) ••••• 15114. 15162 

preparation: 
awards section .................................. 15114.5 
combat history-expedition section........ 15114.4 

purpose •••••••••••••••••••••••••••••••••••••••••·•••• 15114.1 
COMMAND RELATIONSHI~. 

terms ................................................ . 
COMMAND SPECIALIZATION ···•••••••••••••••· 

COMMERCIAL CARRIER: 
conduct of personnel traveling by public 

conveyance. instructions ••••••••••••••••••••• 
responsibility of officers issuing orders 

involving travel ................................ . 

COMMISSARY, TIIEATER AND EXCHANGE 
PRIVILEGES: 

for dependents of deceased htfarines ••••••••• 
COMMUTED RATIONS ••••••••••···•••••••••••••••• 

enlisted members subsisted in other than 
a general mess ............................. . 

9roceed time ........................................ . 

COMPENSATION: 
dependencv and indemnity compensation ••• 

COMPLAINTS: 
indebtedness ....................................... . 
paternity of illegitimate children ••••••••••••• 
suoport of dependents ............................. . 

COMPOSITE SCORES: 
fo~ promotion of enlisted personnel ........ . 

COMPTROLLERS: 
assignment of officers ••••••••••••••••••••••••••• 

CONDOLENCE CALLS •••••••••••••••••••••-• ... •· 
action required by a commander or his 

4008 
4050 

5300 

5300 

12288 
14056 

14058 
14057 

11201 

7200 
7202 
7201 

6254 

4064 
12156 

designated representative ................ 12156.1b 
acuon reqUired by Mar me Corps UiStrict .12156.1c 
areas of assistance to next of kin ............ 12156.1e 
civilians. in the case of ...:ertain classes •••• 12156.1j 
directed by Corrnnandant of the Marine 

Corps ............................................ 12156.1£ 



CONDOLENCE CALLS --Continued 
exclusions.......................................... 12156.Ig 
guidance in making ............................... 12156.1d 
inactive retired Marines, in the case of .....•. 12156.1h 
purpose .................... -·-•••••••••••••••••• 12156.1a 
U. s. Navy and other Armed Forces, in 

the case of .................................... 12156.li 
CONDOLENCE LETTERS (DEAD OR MISS-

lNG) ............................................ . 
CONFINEMENT: 

entry on unit diary: 
Regular Establishment ...................... . 
Reserve Establishment ...................... . 

COI'IGRESSIONAL COORESPONDENCE •••·•
CONSCIENTIOUS OBJECTORS. ASSIGNMENT 

OF .............................................. . 
CONSENT. DECLARATION OF PARENT OR 

16088 
16287 
1152 

4117 

LEGAL GUARDIAN (DD FORM 373)... 15058 
disposition........................................ 15058.1e 
Preparation........................................ 15058.1 

CORRESPONDENCE: 

civilian.·--·······················-··············· 
congressional •••••••••••••••••••••••••••••••••••••• 
official .•••••••••••••••••••••••••••••••••••••••••••••• 
regulatory instructions ......................... . 

COU)'ITERSIGNING: 
movement orders ................................. . 

COURT-MARTIAL PROGRESS REPORT 

1151 
1152 
1153 
1150 

5007 

(NA VPERS 3047) ............................ 15083 
purpose ••••••••••••••••••••••••••••••••••-•••••·•••· 15083.1 
submission: 

neuropsychiatric evaluation................. 15083.4 
nUmber of ropies............................... 15083.3 

COURTS-MARTIAL: 
entry in SRB ....................................... . 
entry on unit diary: 

Regular Establishment ...................... . 
Reser?"e Establishment ••••••••••••••••••••• 

supplementary record of conviction by, 
entries on ..................................... . 

CREDIT RATING: 
furnishing of information prohibited •••.••••• 

CRITICAL CONDITION: 
message report ................................... . 
notification of next of kin ..................... .. 

D 

DATE OF DETACHMENT: 
accountable officers ............................. . 
travel orders ............................... _ .... . 

15117 

16089 
16288 

15117 

7200.8 

12155 
12153 

5009 
5009 
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DAY OF DEPARTURE ON' LEAVE ............ .. 
DAY OF RETIJRN FROM LEAVE .............. . 
DEATH AND DISABILITY OF RESERV-

9053 
9054 

ISTS............................................. 11250 
benefits •••••••••••••••••••••••••••••••···········-·· 11250.1 
determinations by field commands........... 11250.2 
investigation........................................ 11250.5 
medical examination •••••••••••••••••••••••• .... • 11250.4 
notice of eligibility for disability benefits. 11250.3 

actions by recipieots •••••••••••••••••••••••••• 11250.10 
issuance •••••••••••••••••••••••••••••••••••••••••• 11250.9 

procedures.......................................... 11250.8 
reports required: 

death............................................... 11250.6 
disability ············-······•••• ... •• 11250.3. 11250.7 

injury suffered on active duty for 
training or inactive duty training. ••• ll250. 7b 

sickness or disease suffered on active 
duty for training. •••••.•.••••••••••••••••• 11250.7c 

suffered on extended active duty .••••••• 11250.7a 
restrictions •• - ............... ~ ...................... 11250.11 

DEATil GRATUITY (CASUALTIES)............. 12278 
amount to be paid................................... 12278.1 
beneficiaries •••••••·•·•·••••••••••••••••••••••••••• 12278.2 
definition: 

child ••••••••·••••••••••••••••••••••••• .. ••••••••••• 12278.4 
parent ............................................. 12278,.5 

paid by HQMC.••••••••••••••••••••••••••••••••••••• 12278.7 
paid by local commander •••••••••••••••·••••••• 12278.6 
payment may not be transferred. waived. 

or assigned ···-··············•·•·•••••••••••· 12278.8 
tax exemption •••••••••••••••••••••••••••••••••••••• 12278.1 

lEA Til GRATUITY (PERSONAL AFFAIRS).. 11200 
adjudication and payment authorities........ 11200.3 

field commands ••••••••••••••••••••••••••••••••• ll200.3a 
Headquarters u.s. Marine Corps ••••••••• 11200,.3b 
Veterans• Ad1Ilinistration ... _ ••.•••.•..••••• 11200.3c 

amount to be paid ................................. 11200.2b 
authority: 

delegatioo ........................................ 11200.2 
statutory ••••••••••••••.••••••.•••••••••••.•••••.•• 11200.1 

conduct status •••••••••••••••••••••••••.••.••••••••• 11200.2c 
death of a survivor ••••·••••••••••••••••·•••••••••11200.2g 
definitions ............................................ 11200.2f 

child ····-···•••·••••••••••••••••••••-•••••••••••• 11200.2f 
parent .............................................. 11200.2f 

duty and pay status ••••••••••••••••••••••••••••• .. 11200.2d 
eligible beneficiaries ............................ 11200.2e 
entitlement ........................................... 11200.2d 
procedures in making field determinations 

and payments ............................ u...... 11200,.4 
active duty deaths .............................. 11200.4c 
claim forms ••••••••••••••••••••••••••••••••••••• ll200.4b 
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DEATH GRATUITY (PERSONAL AFF AIRS)--Continued 
procedures in making field determinations and 
payments-~Continued 

doubtful cases ••••••••••• - ....................... 11200.4c 
oonactive duty deaths •·•••••••••••••••••• .. •u 11200.4d 
qualifications •••••• _ •••••••••••••••••••••••••••• ll200.4a 
records not available _ ....................... 11200.4c 

DEATH(S) (See also CASUALTIES) 
care of remains of deceased personnel. •••• 
checklist for- death in CONUS •••••••••••••••••• 
disposition of remains of deceased per-

sonnel •••••••••••••••••••••••••••••••••••••••••• 
entries on unit diary: 

Regular Establislunent ·····~··•_!••••••••••••• 
Reserve Establishritent. ...................... . 

escorts of deceased personnel 
instructions for ................................ . 
orders for ....................................... . 
request for person to act as h••••a.•••••••• 

from accidental injuries ....................... .. 
from disease ....................................... . 
from other causes ................................. . 
group burials when remains not indi

vidually identifiable in multiple death 
cases ................................................. . 

inspection of remains and casket .......... h. 
message report •••••••••••••••••••••••••••••••••••• 
notification of next of kin ••••••••••••••••••••••• 
personal effects of deceased personnel ••••• 
report required in cases of 

12200 
12151 

12201 

16081,6 
16280,5 

12207 
12208 
12206 
12054 
12054 
12054 

12211 
12202 
12154 
12153 
12210 

deserters ••••••••••••••••••••••••••••••••• _, __ ,... 12157.4 
former 11arines •·•·•••••••••••••••••••••••••·•• 12157.3 
inactive. Marines ..................... 12157,.1. 12157,.2 
Marine reservists ............................. 12159 
persons deemed to have been on 

active duty ......................................... . 
return cf properly preJ,ared remains ••••••• 

DECORATIONS, MEDALS AND AWARDS: 
awards from other branches of the Armed 

Forces ••••••••••••••••· .. ·-··········••••••••• 
certificate ot commendation and letter of 

appreciation ................................. . 
Combat Air Crew Insignia. stars awarded 

for •••••••••••• .-........................... ;. •••• 
Combat Award Reconnnendation cards ••••• 
deceased personnel ........... _ ••••••••••••••••• 

correspondence concerning ................ . 
delayed presentations ••••••••••••••••••••••••• 
recoll1l11endations •••••••••••••••••••••••••••••• 

definition ........................................... . 
Distinguished Unit Emblem (Army)_., ...... . 
foreign awards •••••••••••••••• - ................. . 
French Fourragere. ............................ .. 
issue. initial and replaceJDeilt. •••••••••••••••• 

by the field ...................................... . 
by Headquarters Marine Corps ·••••••••••• 
items not issued ............................... . 

Meritorious l\1ast ................................. . 
reference material .............................. . 
responsibility for recommendation and 

presentation •••••••••••••••••••••••••••••••··· 
DELAY: 

address while in delay status ................. . 
upon transfer to count as leave .............. . 

Ch. 10 

12157_3 
12202 

8053 

8051 

8055 
8150 

12285 
12285,3 
12285,2 
12285.1 

8000 
8053.2 

8054 
8054_2 
8151,1 
8151,3 
8151.2 
81&1.4 

8052 
8050 

8002 

9151.7 
9151.7 
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DELAY EN ROUTE: 
in conjunction with TAD ........................ . 
method of accounting for ••••••••••••••••••nn• 
on permanent change of station orders ..... 

DEPENDENCY AND INDEMNITY COMPEN-

5102 
5100 
5102 

SATION •••••••••••••••••••••••••••• .. •• 11201. 12305 
additional payments ................................ 12305.2 
compensation~ 

children. ......................................... . 
parents ........................................... . 
widows. aiDOunt of •••••••••••••••••••••••• .... • 
widows, with child or children ••••••••·•••• 

correspondence concerning ................... . 
definition: 

12305,6 
12305.7 
12305,3 
12305,5 
12305.8 

child............................................. 12305.6a 
parent •••••••••••••••••••··········-··,•••••••••• 12305. 7a 
widow •••••• ~······•••••••u•••••••••••••••••••••••• 12305.4 

Servicemen•s and Veterans' Survivor 
Benefits Act •••••••••••••••••••••••••••••••••• 

DEPENDENTS: 
hospital and medical care for dependents 

of deceased personnel ................... .. 
shipment of household goods of deceaSed 

personnel ..................................... . 
support of .......................................... . 

12305,1 

12287 

12283 
7201 

transportation of. cases of deceased 
Marines................................ 11203, 12284 

travel record............................... 15122. 15165 
Uniformed Services Identification and 

privilege card. cases of deceased 
personnel •••••••••••••••••••••••••••••••••••••• 

DEPENDEHTS ASSISTANCE: 

12286 

basic all~wance for quarters.................. 11050 
Uniformed Services Identification and 

Privilege Card............................... 11051 
[i)EPENDENT TRAVEL RECORD (NAVMC 

118.(21)-SD) ........... _ ........... _,_ 15165, 15122 

preparation •••••••••••••••••••••••••••••••••••••••·· 15122.2 
purpose .............................................. 15122.1 

ID£oERTERS/DESERTION: 
allotments. stoppage ............................. 7050,.6 
conduct mark upon declaration of deser-

tion.-..................... -.......... _.. ... _..... 7050,8 
entry in SRB upon declaration of ••• 7050.8, 15116.2 
entry on unit dairy: 

Regular Establishment ..... 16081,7,16077.12,13 
Reserve Establislunent....................... 16280.6 

esca:led prisoners................................ 7052.2 
mark of desertion. removal of........ 7053, 15116.2 
notice of absentee wanted by the Armed 

Forces.......................................... 7050.7 
procedure when personnel of other serv-

ices come into custody of USMC........ 7054 
procedure when USMC personnel return to 

custody of USMC ...... -.. -.................. 7051 
return to organization from which ab-

sented .......................................... 7051,.1 
return to organization other than from 

which absented ••••••••••••••••••••••••••••••• 
delivered to an organization pursuant to 

directive issued by HQMC .............. .. 
service record books. disposition ........... . 

7051.2 

7051.3 
7050.9 



DESIGNATIONS: 
as assistant Marine Corps postal clerk, 

revocation of -··•••••••••••••••••••••••• 
as Marine Corps postal clerk. revocation 

of •••••••••••••••••••••••••••••••• .. •••••••••••••• 
assistant Marine Corps postal clerks ...... . 
assistant Marine Corps postal clerks in 

charge. ••••••••••••••••••••••••••••••••••••••••• 
~rine Corps postal clerks ................... . 
naval aviation pilots •••••••••••••••••••••••••••••• 

10105 

10105 
10103 

10102 
10102 

4114.1 
DICTIONARY OF OCCUPATIONAL TITLES. 3001.1 
DIED OF WOUNDS RECEIVED IN ACTION. 12052.1b 
DISABILITY RETIREMENT: 

leave awaiting •••••••••••••••••••••••••••••••••••••• 9058 
DISASTERS: 

disposition of remains of deceased per-sonnel.......................................... 12211.3 
reports of casualties required................ 12154.7 

DISBURSING OFFICER: 
deputy, assignment of ........................... . 

DISCHARGE: 
aliens ................................................ . 
amount of pay upon punitive discharge. ..... . 
certificate (s): 

deli very .......................... _ ................. . 

4065 

13327 
13309 

13313 

preparation •••••••••••••••••••••••••••••• 13312, 15074 
delivery of baggage and personal effects 

upon ••••••••••••••••••••••••••••••••••••••••••••• 
enlisted personnel: 

adjudged by sentence of court-martial ••• 
at duty stations within the United States, 

categories for •••••··••••••••••••••••••••••·•• 
at sea ............................................. . 
bad conduct •••••••••••••••••••••••••••••••••••••• 
dishonorable .................................... . 
effective time of ............................... . 
for convenience of the government •••••••• 

women •••••••••••••••••••••••••••••••••••••••••• 
for own convenience from active duty •••• 
for physical disability ........................ . 
for reason of: 

dependency or hardship ••••••••••••••••••• 
expiration of enlistment ••••••••••••••••••• 
fulfillment of service obligation •••••••• 
Illioority ...................................... . 
Illisconduct .................................... . 
security ••••••••••••••••-••·•••••••••••••••••• 
unfitness ...................................... . 
unsuitability ................................. . 

general ........................................... . 
government property, disposition upon •• 
honorable ••••••••••••••••••••••••••••••••••••••••• 
release from active duty: 

for convenience of government. ••••••••• 
for own oonvenience •••••••••••••••••••••••• 
for reason of dependency or hardship. 

security force personnel, Pacific Ocean 

Area ••••••••••••"'·~~·nu·...,.~··••••••••••••••••• 
table of matters relating to ••••••••••••••••• 
time and place of ••••••••••••••••••••••••••••••• 
types of and reasons for ................... .. 
undesirable •••••••••••••••••••••••••••••••••••••• 
uniforll}S and clothing, disposition of 

upon. ........................................... . 

13323 

13268 

13302 
13259 
13255 
13256 
13301 
13261 

13261.3 
13262 
13260 

13263 
13258 
13258 
13264 
13267 
13269 
13266 
13265 
13253 
13306 
13252 

13261 
13262 
13263 

13271 
13257 
13300 
13251 
13254 

13307 
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when directed by Secretary of the Navy. 13270 
women.......................................... 13261.2 

entries on unit diary: 
Regular Establishment •••••••••••••·•••••••.. 16081.2 
Reserve Establishment....................... 16280.2 

interview upon..................................... 13310 
leave accrued, settlement upon....... 13308, 15119 
NSLI and Insurance under Insurance Act 

of 1951................................... 13.118, 11100 
notification of naturalized personnel being 

separated under other than honor able 
conditions •••••••••••••••••••••••••••••· .. •••.. 13325 

notification to parents, spouses. or guard
ians of enlisted persons who are to 
be discharged prior to the expiration 
of their enlistment, entry in SRB..... 15115.3v 

officers: 
discharge certificates and related docu-

ments, preparati0n of...................... 13205 
effective time ··•••••••••••••••••••••••••• .. ••••• 13301 
for reason of physical disability........... 13202 
recommendations .............................. 13204 types............................................... 13201 

involuntary, of regular male officer......... 13052 
enlistment or reenlistment upon........... 13052.4 
limited duty ...................................... 13052.6 
Illisconduct, as a result of................... 13052.7 
professionally not qualified ••••••••••••••••• 13052.3 
severance pay....................... 13052.2, 13052.3 
twice failing selection •••••••••••••••••••••••• 13052.1 
unsatisfactory performance of duty, 

less than 20 years service............... 13052.5 
of reservists while on inactive duty, entry 

in SRB........................................ 15115.3j 
physical examinations. treatment and pro-

ceedings ....................................... 13305 
punitive, entry in SRB......................... 15115.3p 
reenlistment, warning to individuals oot 

eligible for ................................... . 13320 
report of transfer or discharge (DD Form 

214) ..................................... 13314. 15072 
reserve enlisted personnel (inactive duty): 

authority.......................................... 13350 
classified IV-F and 1-Y.......... 13350.1i, 13359 
discharge certificate.................. 13362. 15074 
for enlistment in another Reserve com-

ponent of the Armed Forces ••••••••••••• 
for enlistment in the regular Army. 

Navy, Air Force, or Coast Guard •••••• 
for failure to complete basic military 

training ....................................... . 
for fulfillment of obligated service ••••••• 
for lack of interest •••••••••••••••••••••••••••• 
for own request ................................ . 
for reason of erroneous assignment of 

military obligation ......................... . 
not physically qualified •••••••••.••••••••••••• 
recommendations for ••••••••••••••••••••••··· 
who have become regular or duly or

dained Illinisters Of religion, or who 
desire to take final vows in a reli-
gious order ••••••••••••••••••••••••••••••••••• 

women wOO become a parent or custo-
dian of a child ............................... . 

13355 

13354 

13356 
13351 
13358 
13352 

13357 
13361 
13360 

13364 

13363 
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DISCHARGE--Continued 
reserve officers: 

involuntary~ ..................................... . 
retention in service to liquidate indebted-

13152 

ness............................................. 13304 
settlements for unused leave •••••••••••• 9300, 9302 
uniform, wearing of after discharge......... 13317 

DISCIPLINE, LAW AND LEGAL MATTERS: 
Regular Establishment: 

certification of officers under Articles 
26 and 27. UCMJ ........................... . 

civil authorities: 
delivery of Marines ....................... . 
report of serious offenses •••••••••••••••• 

edisted personnel awaiting- or under
going trial, retention of ••••••••••••••••••• 

entry in SRB: 
code of conduct ........................... . 
indebtedness ............................... . 
in hands civil authorities .............. . 

entry on unit diary: 
confinement ••••••••••••••••••••••••••••••••••• 
courts-martial .............................. . 

4067 

7003 
7003,6 

7005 

15115,3n 
15115,3z 
15115.3a 

16088 
16089 

desertion....................... 16077.12, 16081.7 
in hands civil authorities •• .i.............. 16085 
nonjudicial punishment .................. . 

indebtedness ..................... -~······•••••••• 
investigation(s): 

involving worn, lost, damaged or 
stolen property ....... ••••••••·•-•••••·• 

motor vehicle accidents .................. . 
offenses ....................................... . 
of women persormel suspected of of-

16089 
7200 

7103 
7102 
7101 

fenses ••••••••·•·-••••••••••••n••••••• .... • 7101.3 
investigations and courts of inquiry. 

regulations governing...................... 7100 
notification: 

next of kin of individuals in UA starus 
for 10 days................................. 7050.5 

parents, spouses, or guardians of en
listed persons to be tried on seri
ous charges or who are to be dis
charged prior to expiration of 
enlistment.................................. 7006 
entry in SRB............................. 15115.3v 

Offenses and Punishment (NAVMC 118 
(12)-PD) entry in SRB .................... . 

officers• punishment, report of ........... . 
officers, trial of .. ••••••··-•·••••••••••• .. •••• 
paternity of illegitimate children. ....... .. 
Record of Conviction by Court-Martial 

(page 13) and Supplementary Record 
of Conviction by Court-Martial (page 
13a) ............................................. . 

request for restoration or waiver of 

15116 
7151 
7150 
7202 

15117 

restoration, entry in SRB..·--••••••• 15115.3x 
support of dependents......................... 7201 
UCMJ instruction ·••••••••••••••••••• .. •••..... 7001 
unauthorized absence, entry on unit 

diary (regular establishment) .......... . 
unit punishment book•••••••••••••••••••••••••• 

Reserve Establishment: 
amenability of reservists to UCMJ ••••••• 
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16084 
7002 

7004 
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confinement, entry on unit diary .......... . 
courts-martial. entry on unit diary ..... .. 
desertion, entry on unit diary of ••••••••••• 
explanation of UCMJ to reservists ...... .. 
in hands civil authorities, entry on unit 

diary •••• ~ ...................................... . 
nonjudicial punishment ..................... . 
unauthorized absence, entry on umt 

diary ........................................... . 
DISLOCATION ALLO'II ANCE. ................... . 

second PCS in same fiscal year, instruc
tions for requesting findings ••••••••••••• 

DISPOSITION: 
remains, person to designate ................. . 

DISPOSITION OF REMAINS OF DECEASED 
PERSONNEL •••••••-•••••••••••••••••••••••• 

DISTRIBUTION: 
definition ••••••••••••••••••••••••••••• .. ••••••••••••• 
disbandment or reduction in strength ••••••• 
replacement systeTilS •••••••••••••••••••••••••••• 
system ••••••••••••••••••••••••••••••••••••••••••••••• 
terms: 

actual strength. ••••••••••••••••••••••••••••••••• 
authorized strength••••••••••••••••··•··-···• 
manning level .................................. . 
table of organization •••••·••••·••••••••••••••• 

EMERGENCY DATA: 
record of 

E 

enlisted .......................................... . 
officer •••••••••••••••••••••••••••••••••••••••••••·• 

sources of, when records are not readily 

16287 
16288 

16280,6 
7004.7 

16285 
16288 

16284 
5018 

5019 

12152 

12201 

4002.1 
4002,3 

4100 
4002,2 

4001,2 
4001.1 
4001.4 
4001.3 

15118 
15160 

available....................................... 12160.4 
to be recorded for notification purposes 

upon transfer................................. 12160.3 
EMERGENCY LEAVE.............................. 9151,3 

definition............................................ 9107 
humanitarian transfer, special instruc~ 

lion for.................................... 9203, 4150 
involving travel outside the continental 

United States ................................ . 
transportation authorized ...................... . 

EMPLOYMENT: 
civilian.••••·······-·····-•••••••••·••••·-··-····· 
off-duty ·•••••·•••••••••••••••••••••••·••••••••••·•••• 
postal and assistant postal clerks, Marine 

Corps, limitations of ...................... . 
preference benefits for, case of Marine 

widows ·•••••••••••••••••••••••••••••••••••••••• 
ENDORSEMENTS: 

instructions for officers returning to 

905T 
9251 

9350 
9350 

10109 

12329 

CONUS from overseas duty.............. 5017 
travel orders................................... 5008, 5010 

ENLISTED DISCHARGE CERTIFICATES 
(DD FORM 256-MC THROUGH DD 
FOO.M 260 MC) ••••••••••••••• .. ••••••••••••• 15074 

custody ............................................... 15074,1 
delivery•••••••••••••••••••••••••••••••••••••••••••••• 15074.4 
preparation.......................... 15074.2, 15074.3 

ENLISTED PERSONNEL: 
awaiting or undergoing trial, retention of •• 7005 



ENLISTED PERSONNEL--continued 
basic allowance for subsistence.............. 14051 classification................................... 3100-3106 
commuted rations •••••••••••••••••••••••• 14056-14058 

grades••••••••••!'•••••••••·••••••••••••-·•••••••••••• 
notification of next of kin of individual UA 

for 10 days ................................... . 
notification of parents. spouses, or guard

ians of enlisted persons to be tried on 
serious charges or to be discharged 
prior to expiration of enlistment ...... . 

precedence .......................................... . 
recall ••••••••••••••••••••••••••••••••••••••••••••••••• 

1103 

7050.5 

7006 
1104 

2250 

shore patrol allowances......................... 14100 
treasurer for NCO and enlisted clubs, ap-

pointment of.................................. 4006 
ENLISTED SCREENING BOARDS....... 6057. 6251.2 
ENLISTMENT: 

agreement to extend for serving proba-
tion ............................................. . 

authority to effect •••••••••• u•••••••········--···· 
enlistments and reenlistments in 

USMCR•••••••••••••••••••••••••••••·••••••••••• 
initial or recruit enlistments in USMCR •• 
recruit enlistments in USMC ••••••••••••••• 

cancellation, voiding or validating ••.•••••••• 
contract and record (NA VMC 118(2)- PD 
definitions of terms •••••••••••••••••••••••••••..• 
detailed instructions for effecting ••.••••••••. 
effective date of. defined •.•••••••••••••••••••••• 
extension of ........................................ . 
extensions of enlistment and retentions. 

15085 
2151.1 

2151.4 
2151.3 
2151.2 
13324 
15105 

2150 
2151.5 
2150.3 
15069 

involuntary.................................... 2207.3 
entry in SRB .................................. 15115,3aa 

extensions of enlistment, voluntary: 
cancellation of agreement for.............. 2206.5 
effective date.................................... 2206.4 
for service beyond 20/30 years............ 2206,3 
length.............................................. 2206.2 
num':ler •••••.•••.•• •••••••••••••••••••••••••••••••• 2206,3 

for general service............................... 2151.6 
fraudulent. entry in SRB •••••••••••••••••••••• 15115.3o 
grade UJXln .......................................... 2151.7 
health records, preparation of................ 2152.2 
initial, defined..................................... 2150.2 
physical examinations ........................... . 2154 
pl~ce of ............................................. 2151.8 
recOrds.............................................. 2152 
recruit defmed..................................... 2150.1 
reenlistment (See REENLISTMENT.)....... 2200 
specialists in USMCR............................ 1153 
voiding............................................... 13324 

ENLISTMENT CONTRACT AND RECORD 
(NAVMC 118(2)-PD) ... , ... _,............. 15105 

disposition ................ _...................... 15105.2 
instructions for completing.................... 15105.1 
purpose •••••••••••••••••••••••••••••••••••••••••••••• 15105.1 
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ENTERTAIN Ell:;: 
assignment of ..................................... . 

ESCAPED PRISC.i;ERS: 
procedures in cases of ......................... . 

returned to custody ........................... . 
ESCORT: 

delivery of personal effects of deceased 
personnel by ................................ .. 

instructions ........................................ . 
orders ............................................... . 
request for person (military or civilian to 

z.ct as .......................................... . 

EXCESS LEAVE: 

4005 

7052 
7052.2 

12210.1 
12207 
12208 

12206 

definition............................................ 9104 
EXCHANGE, THEATER AND COMMJ55ARY 

PRIVILEGES: 
for dependents of deceased Marines......... 12288 

EXTENSION OF ENLISTMENT (NAVMC 
321a- PO)...................................... 15069 

canceled; 
action required ................................. 15069.lf 
disposition ....................................... 15069.lf 
entry in SRB: 

page 3 .......................................... 15069.1e 
page 11 ••.•.•••••••••.•••••..•••.••••••••••••••• 15069.1e 

effective date ....................................... l5069.la 
physical examination ............................. 15069.1d 
sworn to ............................................. 15069.lb 
use.................................................... 15069 

EXTENSIONS OF LEAVE: 
authority to grant or cancel.................... 9150 

F 

F ACSIMJLE STAMP: 
signatures........................................... 5006 
travel orders....................................... 5006 

FINGERPRINTS: 
identification....................................... 15064.8 

FISCAL OFFICERS: 
assignment of officers as....................... 4064 

FITNESS REPORTS................................. 15068 
forwarding of ••••••••••••••••••••••••••••••••••••••• 15068.11 
instructions for completing 

enlisted........................................... 15068.8 
general............................................ 15068.5 
officer............................................. 15068.7 
officer's and NCO'S of the :Me Reserve. 

not on extended active duty ............... 15068.10 
personnel participating in competition-

in-arms training program,............... 15068.9 
I113.tter of records ................................. l5068.1c 
occasions for reports............................ 15068.2 
purpose.............................................. 15068.1 
referral to individual reported on ............ 15068.1 

Ch. 11 



FITNESS REPORTS- -Continued 
reporting seniors •••••••••••••••••••••.•••.•.••••• 15068.3 
review by hi~her authority •.....•....•......... 15068,6 
types of reports ................................... 15068.2 

FLAG: 
meiTIDrial............................................. 12277 

FLEET MARINE CORPS RESERVE: 
application for transfer to •...•.•.........•..... 
assignment of class ............................. . 
eligibility for transfer to •.....••••...•.•.•••..• 
release from active duty and transfer to ... 

FLIGHT OFFICERS, NAVAL ••••••••••••••••••••• 

FLIGHT QUALIFICATION RECORD (NAVMC 

13405 
4010 

13404 
13406 

4022 

118(8AV)-PD)................................ 15113 
preparation ...•.•...•...•.•...•.•.••.••.. 15113,3 1 15113.6 
purpose.............................................. 15113.1 
when prepare9 ..................................... 15113.2 

FLIGHT TRAINING: 
assignment of officers to .•.....•.••.••••••..•.• 

FLOWERS: 
for funerals ........................................ . 

FOREIGN AWARDS •••••••••••••••••••••••••••••••••• 
French Fourragere ....•.......•........•......... 

FOREIGN NATIONALS IN A CASUALTY 
STATUS •••••••••••••••••••••••••••••••••••••••• 

FORMAL REPORT OF DESERTERS OR AB-
SENTEES (NAVMC 10044-PD) •••••••••• 

disposition ......................................... . 
preparation .•.•.......•...•••.........•.•......•.... 
purpose .•.....................•........••......•.••.. 

FORMER OFFICERS OF THE ARMED 
SERVICES: 

appointment to commissioned grade in 

4058 

12204 
8054 

8054.2 

12158 

15!Y71 
15071.3 
15071.2 
15071.1 

USMCR......................................... 2103 
FRAUDl)LENT ENLISTMENT: 

entry in SRB .................................. -. .... 15115.3o 
FUNERALS: 

arrangements for, in national cemeteries. 
flowers ...........•.....•....•.•..........•..••.•..... 
military honors .... -............................... . 
uniforms and accouterments for burial 

purposes ...•.••.....•.........•.......•......•• 

G 

GENEVA CONVENTIONS IDENTIFICATION 
CARD (DD FORM 528) ••••••••••••••••••••• 

disposition ......................................... . 
issuance: 

12205.4 
12204 
12209 

12203 

15065 
15065.5 

active duty personnel .........•...•.....•.•... 
protected personnel .......................... . 

preparation .............. _,,, ...................... . 
wrpose .............................................. . 

15065.3 
15065.2 
15065.4 
15065.1 

GOCIJ CONDUCT MEDAL PERIOO: 
entry in SRB ........................................ 15116.3 

GOVERNMENT LIFE INSURANCE (USGLI) •• ll000.2, 
12303 
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assignability ........................................ 12303.5 
beneficiaries, change of......................... 12301 
claims, procedure for filing................... 12302 
correspondence concerning .................... 12303.6 
eligibility ............................................ 11100.2 
entry in SRB. ••••••••••••••••••••••••••••••••••••••• 15115.3g 
jurisdiction by VA................................ 12303.1 
~ptions of payments .............................. 12303.2 
other electives ..................................... 12303.3 
responsibility ...................................... 11100.3 
sources of information on insurance ........ 11100,4 
taxation and claims ............................... 12303.4 

GRADUATION LEAVE: 
definition ........................................... . 9106 

GRAVES: 
'leadstone or marker and memorial plot... 12276 

GRA YES REGISTRATION: 
care of the remains of deceased personnel 

GROUP BURIALS ····························••·""' notification of next of kin of circum-

12200 
12211 

stances •.•• !{....................... 12211.1. 12211.2 
personnel of ot er services involved ........ 12211.2 
reports required ...................... 12211.1, 12211.2 
resulting from disaster of major accident. 12211.3 

GROUP TRAVEL..................................... 5151 

H 

HEADQUARTERS SELECTION AND REVIEW 
BOARDS ••••••••••••••••••••••••••••••••• 6057, 6251.1 

HEADSTONE OR MARKER AND MEMORIAL 
PLOT ........................................ . 

application ......................................... . 
HOME OF RECORD AND LOCAL ADDRESS. 

local address, active duty personnel ........ 
place from which ordered to active duty, 

12276 
12276.5 

15054 
15054.2 

entry in SRB.............................. 15ii5.3cc 
present address, nonactive duty personnel. 15054.3 
regular personnel ................................. 15054.la 
reserve personnel ................................ 15054.1b 
special_provisions upon reenlistment..... l5054,lc 

HOSPITAL AND MEDICAL CARE............... 12287 
dependents, in case of death of sponsor: 

care in civilian facilities .................. .. 
daily charge for hospitalization ........... . 
eligibility for .................................. .. 
medical services authorized .............. .. 

HOSPITALIZED PERSONNEL: 
entries on unit diary (Regular Establish-

ment) .......................................... . 
report of release of ............................. . 
transfer of ......................................... . 
while on leave, notification required ....... . 

HOSTESS HOUSE: 
assignment Qf personnel to duty ............ .. 

HOUSEHOLD EFFECTS: 

12287.5 
12287.4 
12287.1 
12287.2 

16087 
4020 
4020 
9055 

4006 

shipment incases of deceased Marines. 11203, 12283 
HUMANITARIAN TRANSFER..................... 4150 

while on emergency leave, instructions for 
requesting .................................... . 9203 



IDENTIFICATION CARDS......................... 15064 
alterations and unauthorized use ............ 15064.11 
issuance............................................. 15064.5 
postal clerk ••••••••••••••••••••••••••••••••••••••••• 10100.2 
recovery of old ID card......................... 15064.7 
Red Cross personnel ............................. lll50.2k 
responsibility for •••••••••••••••••••••••••.••••••• 15064.6 

active duty personnel ......................... l5064,6a 
reserve personnel •••••••••••••••••••••••••••.• l5064.6c 
retired personnel .............................. l5064.6b 

uniformed services identification and priv-
ilege card ............................... 11051, 12286 

application for. upon death of sponsor... 12286.2 
reissue of, upon death of sponsor .••••••.• 12286.1 

IDENTIFICATION TAGS........................... 15066 
issuance ............................................. 15066.lc 
preparation......................................... 15066.2 
purpose.............................................. 15066.1 
wearing .............................................. 15066.1d 

ILL FROM INC!IRABLE DISEASE •••••••••••••• 12053.li 
I~fl\.1UNIZATION...................................... 5015 
INACTIVE DUTY: 

assignment and transfer of personnel on... 4009 
INCAPACITATED •••••••••••••••••••••• 12053.!h, l2054.2j 
INCAPACITATED PERSONNEL: 

message report ................................... . 
notification of next of kin ..................... .. 

INDEBTEDNESS: 

12155 
12153 

complaints of....................................... 7200 
entry in OOR ....................................... 15157.2g 
entry in SRB ........................................ 15115,3z 
retention in service to liquidate.............. 13304 

INDIVIDUAL RECORD CARD: 
Regular Establishment: 

audit upon receipt by joining command •• 
definition ....................................... .. 
filing ............................................. .. 
format ........................................... .. 
forwarding upon transfer ................... .. 
instructions for reporting changes ...... .. 
preparation ..................................... . 
preparation instructions for completing 

items .......................................... . 
processing changes .......................... .. 
purpose. .......................................... . 
use-maintenance-forwarding .............. . 
wl1en prepared ................................. . 

Reserve Establishment: 

16030.7 
16025 

16030.2 
16027 

16030.6 
16082 
16029 

16082 
16030.2 

16026 

16030 
16028 

definition......................................... 16225 
filing............................................... 16230.2 
format............................................. 16227 
forwarding upon transfer .................... 16230,6 
instructions for reporting changes .. 16281, 16282 
preparation...................................... 16229 
preparation instructions for completing 

items ..................................... 16281, 16282 
processing changes ............................ 16230.2 
purpose........................................... 16226 
skeleton........................................... 16228.2 
use-maintenance-forwarding of............ 16230 
when prepared .................................. 16228 
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INDUCTION: 
record ............................................... 151il5.3 

IN HANDS ClVlL AUTHORITIES: 
entry in SRB ......................... u ............. 15115.3a 

INJURIES OR ILLNESS FROM OTHER 
CAUSES ••••••••••••••••••••••••••• ; •••••••••••• 12054.2g 

INJURIES OR ILLNESS SELF-INFLICTED ••• 12054.2! 
INJURY: 

entries on unit diary: 
Regular Establishment ..................... .. 
Reserve Establishment ...................... . 

INSIGNIA: 
aviation and parachutist: 

aircrew .......................................... . 
naval aviation observer .................... .. 
naval aviation pilots ......................... .. 
parachutist ...................................... . 

civilian dress: 
Gold Star Lapel Button ..................... .. 
Honorable Discharge Button and Pin ... .. 
Retired Lapell3utton ........................ .. 

INSPECTION: 
monthly inspection and audit of postal 

funds .......................................... .. 
mailrooms ......................................... . 
Marine Corps post offices .................... oo 

INSTRUCTIONS: 
for officers returning to CONUS from 

overseas duty ............................... . 
Uniform Code of Military Justice, in ....... . 

INSURANCE: 
liaison with commercial insurance com-

16087 
16286 

4019 
4115.4 
4114,6 
4012.5 

8103 
8100 
8101 

10054.6 
10155 
10054 

5017 
7001 

panies in case of deceased Marines ... 12325 
National Service Life Insurance ...... 11100.1, 12304 

entry in SRB ..................................... l5115.3g 
Servicemen's Group Life Insurance (SGLI) 11100,5, 

15092 
United States Government Life Insurance •• 11100,2, 

12303 
entry in SRB ..................................... l5115.3g 

INTERNED: 
entry on unit diary (Regular Establishment}. 16091 

INVESTIGATIONS 
and courts of inquiry. regulations regard-

ing ............................................. .. 
for personnel security clearance ........... .. 
in case of missing, death or injury ........ .. 
involving worn, lost, damaged or stolen 

property ...................................... . 
IllOtor vehicle accidents ........................ . 
offenses ............................................. . 
women personnel suspected of offenses ... . 

K 

7100 
15164 

12160.2 

7103 
7102 
710L 

7101.3 

KILLED IN ACTION ••••••••••••••••••••••••••••••••• 12052.la 

LEAVE: 
accrued: 

L 

definition......................................... 9102 
settlement upon separation ............ 13308. 15119 
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LEAVE--O>ntinued 
address: 

while en route to new duty station ••• 5010.2, 5016 
while in delay status.......................... 9151.7 

advance.............................................. 9151,2 
definition......................................... 9103 

as delay upon transfer........................... 9151.7 
attached personnel. report of.................. 9153 
authority to grant or cancel.................... 9150 
authorization forms.............................. 9204.1 
awaiting appellate review....................... 9151.6 
awaiting disability retirement................. 9058 
awaiting separation............................... 9151,9 
certificate ori leave authorization............ 9202 
circuitous travel.................................. 5004 
compensation for upon separation or re-

tirement....................................... 13006 
computation......................................... 9051 
day of departure................................... 9053 
day of return....................................... 9054 
definition of types........................... 9100-9108 
delay en route: 

method of accounting for .................... . 
on permanent change of station orders .. 

emergency ......................................... . 
definition ........................................ . 
humanitarian transfer, special instruc-

5100 
5102 

9151.3 
9107 

tions for................................... 4150, 9302 
iiJVolving travel outside the continental 

United States ................................. 9057 
transportation authorized.................... 9251 

entitlement.......................................... 9050 
entries on unit diary............................. 16090 
excess, definition of.............................. 9104 
excused as unavoidable.......................... 9059 
general limitations............................... 9151.1 
graduation, definition of......................... 9106 
guides and limitations for granting.......... 9151 
in conjunction with TAD ................... 5102. 9151,8 
instructions to be givenpersollllel request-

ing leave ................................. 9202, 9204.2 
interrupted by: 

hospitalization ................................. .. 
temporary additional duty and temporary 

duty ............................................ . 
limitation. .......................................... . 
permissive orders for emergency leave 

from overseas to CONUS ............. ~ .. . 
rations ............................................. .. 
record: 

enlisted .......................................... . 
officer ........................................... .. 

recording instructions .......................... . 
reenlistment ...................................... .. 

definition ........................................ . 
reporting instructions .......................... . 
regulations: 

instructions to be included in local orders 
publication of in local orders ............. .. 

responsibility ••••••••••••••.••.•••••••••••.•.••••.• 
for return from ................................ . 

settlements ........................................ . 
guides for making ............................. . 
involving travel ................................ . 

sick .................................................. . 
definition ........................................ . 
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9055 

9056 
9052 

5153 
14059 

15119 
15159 
16090 

9151.4 
9108 

15119 

9201 
9200 
9153 
9202 
9300 
9301 
9302 

9151.5 
9105 

time lost, computation of ....................... . 
transportation authorized ...................... . 
travel time in conjunction with ••••••.•••••.••• 
unused, settlement for ......................... .. 

guides for makiPg ............................. .. 
involving travel ................................ . 

utilization ........................................... . 
visits outside the United States ............. .. 
visits to the United States .................... .. 

15111 
9251 
9250 
9300 
9301 
9302 
9001 

LEAVE RECORD (NA VMC 118(16)-PD) ••••••. 

9151.11 
9151.10 

15119, 
15159 

closing .............•...•..................•.......... 15119.9 
computation ......................................... 15119.2 
disposition .......................................... 15119.12 
entries: 

credit and debit ...................... 15119.4-15119.7 
under columns of.................... 15119.8 

home awaiting results of Physical Eval-
uation Board Proceedings ................ 15119.10 

loss or destruction ............................... 15119,13 
opening............................................... 15119.3 
purpose •..•••••.•••.••••••••••••••••••••.•......••••• 15119.1 
transfer audit and certification ............... 15119.11 

LlAISON FOR DEPENDENTS WITH LOCAL 
WELFARE AGENCIES..................... 12333 

LlAISON WITH COMMERClAL INSURANCE 
C(.t,;!PANIES.................................. 12325 

LIBERTY: 
authority to grant or cancel .................. .. 
definition of ........................................ . 
guides and limitations for granting ........ .. 
liberty requests/out of bounds pass, form 

9150 
9101 
9152 

to be used for ........•.....•••... ... ......... 9206 
overnight............................................ 9152,2 
passes................................................ . 9205 

issuance................................ 9205.1. 9205.2 
out of bounds. possession of................ 9206 
preparation....................................... 9205.4 
special............................................ 9207 

regulations: 
instructions tobeincludedinlocalorders 
publication in local orders ................ .. 

travel limits ....................................... . 
weekend .............................................. . 
48-hour ••••.••••••••••••••••••••••••••••••••••••••••• 
72-hour ............................................. . 
96-hour ............................................ .. 

9201 
9200 

9152.7 
9152.3 
9152.4 
9152.5 
9152.6 

LIMITED ASSIGNMENT OF OFFICERS ..... .. 4059 
13156 revocation of ....................................... . 

LIMITED DUTY OFFICER: 
appointment to· commissioned grade ..... 2057.2058 

LOCAL ADDRESS.................................... 15054 

M 

MAll. (See also POSTAL AFFAIRS.)........... 10002 
official............................................... 10005 

preparation............................... 100051 10006 
privilege................................... 10005, 10006 

personal. handling of............................. 10007 
privileges for prisoners........................ 10009 

MAll.BAGS............................................. 10153.4 
MAll. HANDLING ORDER......................... 10003 
MAll. ORDERLIES................................... 10151 

duties................................................. 10153 
collection and delivery of ordinary mail. 10153.1 
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MAIL ORDERLIES--Continued 
duties- -continued 

delivery of registered, certified and in-
sured mail.................................... 10153.2 

use of mailbags................................. 10153,4 
responsibilities.................................... 10152 

MAIL ORDERLY SERVICE ••••••••• ._,,,,,,,,,,,,, 10150 
MAILROOMS .. ._ .... .__ .. ._._._ .. ._._._._._._._ 10154, 10155 
MARINE AVIATION CADETS: 

appointment to commissioned grade of 
former cadets ....................... uooooooo 2053 

MARINE AVIATION CADET PROGRAM: 
appointment to commissioned ~rade in 

USMCR._,._.,,._, .... ._ .. ._._ ......... ._ ...... . 
eligibility for enrollment in ................... . 

MARINE CORPS PERSONNEL MANUAL 

2112 
2112 

INTRffiUCTION .............. ._._._._._._ 0001-0008 
MARK OF DESERTION: 

entry in SRB upon declaration of de-
sertion ............................... 7050.8, 15116.2 

removal of.................................. 7053, 15116.2 
MEDICAL: 

examination on extension of enlist-
ment ............... ._ ........ ._ ................. 15069.1d 

Waiver of PhysicalDisqualification(stand
ard form as. Report ofMedicalExam
ination) and (standard form 89, Report 
of Medical History)......................... 15063 

MEDICAL CARE:, 
dependents, in case of death of sponsor.... 12287 

MEMBER OF ANOTHER SERVICE AND/OR 
A FOREIGN NATIONAL IN A 
CASUALTY STATUS ...................... . 

foreign nationals in UaS. ···••••••••••••••••••••• 
U.S. Army, Air Force, or Coast Guard ••••• 
U.S, Navy ........................................... . 

MEMORIAL FLAG .................................. . 
MEMORIAL SERVICES: 

12158 
12158.3 
12158.2 
12158.1 

12277 

military honors at................................. 12209 
MERITORIOUS MAST............................... 8052 

entry in SRB ........................................ 15114,1! 
MERITORIOUS NCO PROGRAM: 

appoinnnent to commissioned grade in 
USldCR. requirement for ................. . 

MERITORIOUS PROMOTION ................... .. 

MESSAGE: 
report of critical, serious.or incapacitated 

personnel: 
located outside CONUS ••••••••••••••••••••••· 
located within CONUS whose next of kin 

are outside CONUS ........................ . 
reports of death or missing ................... .. 
reports of multiple deaths, remains not 

individually identifiable ••••••••••••••••••• 
MESSMEN, ASSIGNMENT OF .................. .. 

MILITARY HONORS: 
at funerals and/or memorial serv-

Ices ••••...••• , .................................. . 
MILl T ARY OCCUPATIONAL SPECIALTY 

(MOS): 
conversion of MClSs •••••••••••••••••••••••••••••• 

2113 
6256 

12155 

12155 
12154 

12211 
4116 

12209 

3006 
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enlistea personnel: 
additional MClSs: 

assigning ..................................... . 
changing ...................................... . 
voiding ......................................... . 

authority •••••••••••••••••••••••••••••••••••••••••• 
primary MOSs: 

assigning •••••••••••••••••••••••••••••••••••••• 
changing ...................................... . 
voiding ........................................ . 

manual, description of ••••••••••••••••••••••••••• 
officers: 

additional M()Ss: 
assigning, changing, voiding ••••••••••••• 
authority ..................................... .. 

primary M()Ss: 
assigning •••••••••••••••••••••••••••••••••••••• 
changing ...................................... . 
initial assignment ••••••••••••••••••••••••••• 
voiding •••••••••••••••••••••••••oo•••••••••••••• 

special instruction for assigning MOSs •• 
MILITARY PERSONNEL FILES HQMC ........ 

enlisted •••••••••••••••••••••••••••••••••••••••.•••••• 
officer .............................................. .. 

MISASSIGNMENTS OF ENLISTED PERSON-

3104 
3105 
3106 
3100 

3101 
3102 
3103 

3001.1 

3054 
3050 

305i 
3052 

3051.2 
3053 

3051.3 
15000 
15002 
15001 

NEL............................................. 4109 
MISSING ................................................ 12054.2d 

entry on unitdiary(Regular Establishment). 16091 
MISSING IN ACTION ................................ 12052.1c 

entry on unit diary (Regular Establishment). 16091 
MISSING PERSONNEL: 

administrative instructions for personnel 
in missing starus (not UA)................ 12160 

allotments, continuance of...................... 12280 
dependents of ).1arines in active service. 12160.lb 
investigations required.......................... 12160.2 

MONEY ORDERS: 

daily audit of ···--··--•••••••••-·•-•••••••• 
MONEY ORDER SERVICE ........... -·-·-···-
MONTHLY INSPECTION AND AUDIT OF 

10054,5 
10011 

POSTAL FUNDS,.,.......................... 10054,6 
MONTHLY PERSONNEL ROSTER: 

auditing and correcting.......................... 16127 
certification •••••••••••••••••••···•••••••••••••••••• 16128 
content and format................................ 16120 
disposition........................................... 16129 
purpose .............................................. 16125.1 

MOTOR VEHICLE: 
accident investigations.......................... 7102 
operator's permit, entry in SRB •••••••••••••• 15115.3h 

MOVEMENT OF TROOPS: 
baggage identification markings incident to 

movement •••••••••••••••••••••••••••••••••••.. 5256 
by commercial carrier.......................... 5253 
by government air ................................ 5254 
by government vehicle........................... 5255 
conduct of personnel traveling by public 

conveyance, instructions for............. 5301 
disposition of effects preparatory to move-

ment............................................ 5257 
movement orders................................. 5155 
personnel to be detailed in charge........... 5250 
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MOVEMENT OF TROOPS- -continued 
preparation for movement overseas by ves-

sel .............................................. . 
receipt of personal effects and baggage re

turned to U.S. from a theater of op-
erations ....................................... . 

responsibilities of officers issuing orders 
involving travel. ••••••••••••••••••••••••••••• 

MOVEMENT ORDERS ............................. . 
countersigning .................................... . 

N 
NAME: 

changing of on official records •••••••••••••••• 
use on official records •••••••••••••••••••••••••• 

NATIONAL CEMETERY: 

5252 

5257 

5300 
5155 
5007 

15050.3 
15050 

burial in ............................................. 12205 
list of................................................. 12205.6 

NATIONAL SERVICE LIFE INSURANCE 

(NSLI) ••••••·················•·•·••••••••••••••• 
assignability ....................................... . 
beneficiaries ••••••••••••••••••••••••••••••••••••••• 

change of ........................................ . 
designated ....................................... . 

claiins. procedure for filing ••••••••••••••••••• 
conversion of term insurance to permanent 

12304 
12304.3 
11100.1 

12301 
12304.2 

12302 

plan ............................................. 11100.1 
correspondence concerning..................... 12304.5 
eligibility ............................................ 11100.1 
entry in SRB. ••••••••••••••••••••••••••••••••••••••• 15115.3g 
five-year level premium insurance •••••••••• 11100.1 
jurisdiction by VA................................ 12304.1 
options of payments ................... 11100.1, 12304.4 
policies surrendered for cash................. 11100.1 
premiuiTlS, waiver of ............................. 11100.1 
reinstatement...................................... 11100.1 
responsibility for................................. 11100.3 

NAVAL AVIATION CADETS: 
appoinnnent to commissioned grade of 

former cadets................................ 2053 
NAVAL AVIATION PILOTS ••••••••••••••••••• 4017.4114 
NAVAL AVIATORS.................................. 4017 
NAVAL EXAMINING BOARD (MARlNE 

CORPS) •••••••••••••••••••••••••••·····•••••••• 6056 
NAVAL FLIGHT OFFICERS ••••••••••••••·•······ 4022 
NAVAL HOME........................................ 11350.8 
NAVAL PENSION: 

application for..................................... 11350.6 
NAVAL RESERVE OFFICER TRAINING 

CORPS: 
contract ............................................. . 

appointment to commissioned grade in 
the USMCR •••••••••••••••••••••••••••••••••••• 

regular •••••••••••••••••············••••·••·•·•••••••• 
appoinnnent upon graduation ............... . 
selection of personnel ....................... . 

NAVY ENLISTED SCIENTIFIC EDUCATION 

210f 

2105 
2051 

2051.1 
2051.1 

PROGRAM ••••••••••·•·••••••••••••••••• ... ••· 2056 
appointment of graduates to commissioned 

grade........................................... 2056.1 
eligibility requirements......................... 2056.2 

NAVY RELIEF SOCIETY ••••••·•·•·•••••• 11150.3, 12331 
applicants for assistance, policy concern-

tng ............................................... 11150.3c 
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dependents ....................................... 11150.3i 
dependents of dec eased naval person-

nel ••••••••••••••••••••••••••••••••••••• 11150.3j, 12331 
naval personnel ................................. 11150.3h 
patients in naval hospitals ................... 11150.31 
relatives .......................................... 11150.3k 

assistance for dependents of deceased and 
missing persoiUlel.......................... 12331 

financial assistance: 
eligibility for •••••••••••••••••••••••••••••••••••• 11150.3g 
policy concerning .............................. 11150.3d 
type rendered ••••••••••••••••••••••••••••••••••• 11150.3[ 

liaison .............................................. 11150.3m 
medical care. policy regarding ••••••••••••••• 11150.3e 
Illission .............................................. 11150.3a 
organization ........................................ 11150.3b 

NEXT OF KIN ........................................ 12055 .lc 
condolence calls and condolence letters.... 12156 
notification of casualties....................... 12153 

of circumstances necessitating group 
burial........................................... 12211 

outside CONUs.................................. 12153.2 
within CONUS................................... 12153.1 

NONBATTLE CASUALTY......................... 12054 
abbreviation of terms............................ 12054.2 
authorized use of abbreviations ••••••••••••••• 12050.1b 
authorized use of teriTlS ......................... 12050.1a 

NONJUDICIAL PUNISHMENT: 
entry on unit diary; 

Regular Establishment ••••••••••••••••.•••••• 
Reserve Establishment •••••••••••••••••••••. 

NONPUNITIVE REDUCTIONS •••••••••••••••••••• 
NOTICE OF ABSENTEE WANTED BY THE 

16089 
16288 
6300 

ARMED FORCES (DD FORM 553) •• 7050.7, 15070 
instructions for: 

disposition ...................................... . 
preparation ..................................... . 

purpose ............................................. . 
NOTICE OF OBLIGATED SERVICE (NAVMC 

10228) •••••••••••••••••••••••••••••••••••••••••• 
purpose ............................................. . 
when prepared .................................... . 

NOTICE OF RETURN ABSENTEE/DE
SERTER (NAVMC 10263) ••••••••••••••••• 

when prepared ••••••••••••••••••••••••••••••••••••• 

NOTIFICATION: 
casualties requiring reports or notifica-

15070.2 
15070.2 
15070.1 

15073 
15073.1 
15073.1 

15070 
15070.2 

tions............................................ 12150 
action required................................. 12150.1 

of casualty to next of kin apd other inter-
ested persons •••••••••••••••••••••••••••••••• 

outside CONUS •••••••••••••••••••••••••••••••••• 
within CONUS ................................. .. 

of next of kin of casualty status, respon-

12153 
12153.2 
12153.1 

sibility for.................................... 12001 
of next of kin of circumstances necessitat-

ing group burial ••••••••••••••••••••••••••••• 
of next of kin of individual UA for 10 days 
to parents, spouses, or guardians of en

listed personnel to be tried on serious 
charge or who are to be discharged 

12211 
7050.5 

prior to expiration of enlisnnent ••••••• 7006 
entry in SRB. •••••••••••••••••••••••••••••••••••• 15115.3v 



NOTIFICATION OF HOME ADDRESS AT THE 
TIME OF LA TEST ENTRY INTO AC
TIVE SERVICE (DD FORM 53). •••• _.._. 

disposition ••••••••••••••••.••••••••••••••••••••••••• 
preparation: 

15062 
15062.6 

by whom .......................................... 15062A 
for whom......................................... 15062.2 

purpose.............................................. 15062.1 

0 
OFFENSES: 

investigations of .................................. . 7101 
OFFENSES AND PUNISHMENT (NAV\'IC 118 

(12)-P{))....................................... 15116 
entries............................................... 15116.2 

desertion ......................................... 15116.2a 
IJlark of ·····-··•····-······--··•••••••••••15116.2a 
removal of llUlrk of ......................... 15116.2a 

good conduct medal period •••••••••••••••••• 15116.3 
commencement······-······- 15116.3a. 15116.3b 
upon award of ............................... 15116.3e 
upon termination of ••••••••••• 15116.3c, 15116.3<1 

nonjudicial punislunent ....................... 15116.2a 
unauthorized absence ........................... 15116.2a 

purpose ••••·•·••••••••••••••••••••••••••·•••••·•••••• 
OFFICER CANDIDATE COORSE: 

ellgjbility for assignment to ···········-······ 
graduates appointed to commissioned grade 

in USM:R ...................... _ •••••••••••• 
OFFICER QUALIFICATION RECORD: 
~t~ative Remarks(NAVMC 118(11)-

. ffi) ............................................. . 
Appointment Acceptance and Record 

(NAVMC 763-PD) ••••••••••••••••••••••••••• 
.asseiilbly ...................... _ .................... . 
certificate of clearance for handling clas

sified matter and request for invest!
galion for personnel security clear-
ance ............................................ .. 

Chronological Record of Duty Assignments 
(NAVldC 123(2)-FI>) ........................ . 

Combat HistQry-Expeditions-Awards Rec-
ord (NAV!dC 118(9rro) ................. . 

cover .............. _ ••••. -. ........................... . 
custody and maintenance ...................... .. 
Dependent Travel Record (NA VMC 118 

(21 }-SD )eueeeeeeeheee••••••••••••••••••••••••• 
detailed instructions for completing. ....... . 
disposition when officer evacuated from 

15116.1 

2109 

2108 

15157 

15163 
15150.3 

15164 

15155 

15162 
15153 

15150.3 

15165 
15152 

combat zone .................. _............ 15151.2 
entries, procedures for recording ····-··-·15150.3a 
forwarding .......................................... 15150.3b 
leave record •••••• ~ ................................ . 
lost or missing ................................... . 
Mllitary and Civilian OCcupational Special

tiesandEducation(NAVMC 118(8)-PD) 
Miscellaneous Ioformation(NAVMC 123(1)-

ID) ............................................. . 
pilot flight qualification record ••••••••••••••• 
purpose ............................................. . 
record of emergency data ..................... . 
temporary, when required •••••••••••••••••••••• 

OFFICER QUALIFICATIONS AND REQUIRE
MENTS FOR NAVAL AVIATION OB
SERVER/TECHNICAL OBSERVER •••• 

15159 
15151 

15161 

15164 
15156 

15150.1 
15160 

15151.1 

4068 
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OFFICERS: 
agent ••••••••••••••••••••• •••••••••• , 
appointment (See APPOINTMENTS.) 
casualty assistance calls officer ••••••••••••• 
certification under Articles 26 and 27 

4066 

12253 

UCMJ....................................... 4067 7007 
classification (See CLASSIFICATION OF ' 

MILITARY PERSONNEl-) 

deputy disbursing ···········•···········•••••••••• 
discharge (See DISCHARGE.) 
fitness reports (See FITNESS REPORTS ) 

4065 

ad • 
gr .. es................................................ 1101 
rrnlitary occupational specialty ··•••••••••• 3050, 3054 
personnel files OOMC ............................... 15001 
photographs •••••••••·•·•••·••••••••••••••••••·•••••• 15053 
postal .•. h•••••••••••··~·--••••••••n••u••••••••-••• 10002 
Precedence ··········~········••••••••••• .. ·•••••••• 1102 
procurement (See PROCUREMENT.) 
promonon (See PROMOTION.) 
punislunent, report of •.•••••••••••••••••••••••••• 
qualification records (SeeOFFICERQUAL

IFICATION RECORD.) 
recall ...•.•......•.•.•.•.•..••.•••..•• u ............. . 

recruiting ••••••••••••••••••••••••••••••••··········· 
reserve (See RESERVE.) 
retirement (See RETIREMENT.) 
returning to CONUS from overseas duty, 

instructions for ••.••••••••••••••••.•••••••••• 
separation (See SEPARATION.) 
shore patrol allowances (See SHORE PA-

TROL ALLOWANCES.) 
treasurer for messes, clubs, etc ••••••.••.••• 
trial of .............................................. . 
UA for 7 days, report of ....................... . 

OFFICERS ADMINISTRATIVE EXAMINA
TION 

7151 

2250 
2150.4 

5017 

4006 
7150 

7050.10 

entry in CX)R •.•..•• ~············•••••· .. •• .. ······• 15157 .. 21 
OFFICERS MESS TREASURER ·····••••••••••••• 4006 
OFFICIAL CORRESPOODENCE •••··-····-·-· 1153 
OFFIC:IAL MAlL .............................. _.... 10005 

P~~arati.on ................................... 10005, 10006 
privilege ....................................... 10005, lOCOS 

OPERATIONS: 
participation in special, entry in SRB. •••••• 15115.31 

ORDERS: 
absentee ............................................ . 
active duty in Reselve program-·····-···· 
active duty for training ........................ .. 
assignment to duty involving: 

demolition of explosives and disposal of 
special weapons ............................ . 

flying ............................................. . 
parachute juiilping •••••••••••••••••••••••-·••• 

escorts of deceased personnel, authority to 
issue ........................................... . 

extended active duty ............................. . 
group travel ....................................... . 
1110vement ••••••••••••••••••••••••••••••••••••••••••• 
FC:S ••••••••••••••••••····-··•••••·•-·••••••••••••••• 
perlllissive. ....................................... ~. 
repeated travel ••••••• -. •••••.•••••••••••••••••••••• 
retirement •••••••••••••••••••·•••••••••••••••••••••• 
special .............................................. . 

5158 
5156.4 
5156.5 

4014 
4015.4 
4012.2 

12208 
5156.2 

5151 
5155 
5150 

5152.4 
5164 

13005 
5200 
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ORDERS- -continued 

temwrary active duty ······-· .. •· ............. .. 
teiDPOr ary flight .................................. . 
to proceed home awaiting results physical 

evaluation board ............................ . 
OUT OF BOUNDS PASS: 

liberty requests out of bounds pass ........ . 
OVERNIGHT LIBERTY ••••••••••••••••••••••••••••• 

p 

PARACHUTE JUMPING: 
assignment to ..................................... . 

PASSES: 
liberty ............................................... . 
out of bounds ...................................... . 
special for liberty in foreign countries .... . 

PASSPORTS .......................................... . 
PATERNITY OF ILLEGITIMATE CHIWREN 
PATTERN ASSIGNMENT FOR OFFICERS •••• 
PAY: 

entry base date entry on unit diary (Regu-
lar Establishment) •••••••••••••••••••••••••• 

incentive upon suspension from flying ...... 
information of attached personnel, entries 

on unit diary (Regular Establishment) 
retired, regular officers ....................... . 
sample formats to support entries on unit 

diary: 
Regular Establishment •••••••••···-•••••••·• 
Reserve Establishtnent ...................... . 

PAY ACCOUNTS: 

5156.3 
4018.3 

5159 

9206 
9152.2 

4012 

9205 
9206 
9207 
5015 
7202 
4052 

161Hi 
4016.4 

16112 
13008 

16111 
16326 

retired officers.................................... 13009 
PAY AND ALLOWANCES: 

allowances (See basic allowance for sub-
sistence.) 

· conunuted rations ........................ 14056, 14058 
arrears of pay of deceased personnel....... 12281 
clainls for. unpaid................................ 11202 
missing personnel. entitleinent to............ 12280 
pay: 

election of pension or ••••••••••••••••••••••••• 14100.2 
reservists receiving a pension who do 

not elect to receive •••••••••••••• 14151.3, 14152.4 
reservists receiving a pension who elect 

to receive .......................... 14151.2, 14151.3 
shore patrol allowances ........... 5157. 14100-14101 

PAY RECORD ORDERS: 
use of................................................. 16102 

PENSIONS: 
administered by Veterans' Administration 11102 

application •••• , .................................. 11102.6 
deadline for application ...................... 11102.4 

election of or pay •• ,.............................. 14150.2 
election restrictions ••••••••••••••••••••••••••••• 14175.1 
111el11ber receiving ..................... 14176.2, 14200.2 
naval oension, application for ••••••••• , ....... 11350.6 
qualifications ............................ 11102.1, 11102.5 

deductions ........................................ 11102.3 
exceptions........................................ 11102.2 
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reservists not receiving ............ 14151.1, 14152.1. 
14152.2, 14176.1, 14200.1 

reservists receiving a pension who do not 
elect to receive pay ............. 14151.3, 14152.4 

reservists receiving a pension who elect tO 
receive pay ........................ 14151.2, 14152.3 

PER DIEM: 
authorization in connection with TEMADD 5152.4 

PERMANENT CHANGE OF STATION OR-
DERS .......................................... . 

approval for dependents ........................ . 
content .............................................. . 
dependents transportation to Hawaii ........ . 
format ............................................... . 
group travel ....................................... . 

PERMISSIVE ORO ERS: 
emergency leave to CONUS from overseas 
explained •••••••••••••••••••••••••••••••••••••••••••• 

PERSONAL AFFAIRS: 
annuities for survivors •••••••••••••••••••••••••• 
basic allowance for quarters •••••••••••••••••• 
civil readjustment program •••••••••••••••••••• 
claims for unpaid pay and allowances ••••••• 

5150 
5150.3 
5150.2 
5150.4 
5150.1 

5151 

5153 
5152.4 

11204 
11050 
11350 
11202 

death and disability of reservists............ 11250 
death gratuity...................................... 11200 
dependency and indemnity compensation... 11201 
dependents' assistance................... 11050, 11051 
National Service Life Insurance.............. 11100.1 
officer, organizational: 

assignment ••••••••••••••••••••••••••••••••••••••• 
designation ..................................... .. 
functions .......................................... .. 
liaison with outside agencies .............. . 

pensions for widows and children of de-
ceased veterans ••••••••••••••••••••••••••••• 

personal effects and baggage ................. . 
personal property claims ...................... . 
program ........................................... .. 

purpose .......................................... . 
responsibility .................................. . 

Retired Serviceman's Family Protection 
Plan •••..••••••••••••••••••••••..•••••••••••••••••• 

Social Security benefits ........................ . 
sources of information •••••••••••••••••••••••••• 

civilian organizations •••••••••••••••••••••• 
transportation of dependents and shipment 

of household effects. cases Of deceased 

11000.3 
11000.3 
11000.3 
11000.5 

11102 
11301 
11300 
11000 

11000.1 
11000.3 

11204 
·11101 

11000.4 
11000.5 

Marines........................................ 1120'".J 
Uniformed Services Identification and Priv

ilege Card: 
for dependents.................................. 11051 
for Red Cross personnel .................. 11050.2k 

United States Government Life Insurance 
(USGLI) •···•·••·••••••••••••••••••••••••••••••• 

welfare organizations •••••••••••••••••••••••••••• 
American National Red Cross •••••••••••••• 
Navy Relief Society ........................... . 

welfare reports ................................... . 
PlffiSONAL EFFECTS ............................. . 

deceased personnel: 
forwarding. at government expense •••••••• 

11100.2 
11150 

11150.2 
11150.3 

11151 
12282 

12282. 



PERSONAL EFFECTS- -continued 
deceased personnel- -continued 

motor vehicles: 
inside CONUS •••••••••••••••••••••••••••••••• 12282A 
outside CONUS............................... 12282.3 

delivery of.......................................... 12210.1 
delivery of personal effects by escort •••••• 12210.1 
disposition of personal effects of Navy per-

sonnel .......................................... 12210.2 
shipment of personal effects of deceased 

personnel...................................... 12210.1 
disposition of effects preparatory to move-

ment of troops or individuals............ 5257 
disposition of in case of absentees and de-

serters •••••••••••••••••••••••••••••••• 7050.3. 7050.4 
identification: markings incident ·to move-

ment of troops or individuals............ 5256 
inventory of in case of absentees and de-

serters......................................... 705.0.2 
recei.ptofpersonal effects and baggage re~ 

tUrned to the u.S. from a theater of 
operations..................................... 5258 

PERSONAL EFFECTS AND BAGGAGE........ 11301 
centers ............................................... l1301.1c 
deceased personnel. disposition of........... 12282 
definitions •••••••••••••••••••••••••••••••••••••••••• 11301.2 

government property .......................... l1301.2c 
heirs ••••••••••••••••••••••••••••••••••••••••••••••• ll301.2d 
next of kin ........................................ 11301.2d 
personal baggage ••••.•••••••••••••••••••••••••• 11301.2a 
personal effects •••••••••••••••••.•••••••••••••• 11301.2b 
proper recipient •••••••••••••••••••••••••••••••• ll301.2d 
theater of operations ................. ~········l1301.2e 

delivery upon discharge......................... 13323 
disposition of 

bloodstained clothing •.•••••••••••••••••••••••• l1301.3e 
effects and baggage of deceased and miss-

ing personne1 ••.•••••••••••••••••••••••••••••• 11301.4d 
effects and baggage of incapacitated and 

hospitalized personnel..................... 11301.5 
government property ••••.••••••• 11301.3b, 11301.3f 
lost,abandoned or unclaimed effects and 

baggage •••••••••••••••••••••••••••••••••••••••• 11301.4a. 
11301.4c 

money •.••••••••••••••••••.••••.••••••••••••••••••• 11301.3c 
obscene matter ••••••••••••••••••••••••••••••••• 11301.3e 
perishable items •••••n••n••••••••••••••••••••l1301.3d 
property in quarters .......................... 11301.3f 
treasury checks ................................ 11301.3g 
undisposable effects of deceased and 

missing personnel........... ll301.4b, 11301.4d 
in theater of operations outside U.s •••••••• 11301.4d 
inventory: 

boards ••••••••••••••••••••••••••••••••••••••••••••• 11301.3 
distribution of forrns .......................... 11301.3h 
effects of hospitalized and incapacitated 

personnel...................................... 11301.5 
forms •••••••••••••••••••••••••••.•••••••••••••••••• l1301.3a 
property in quarters .......................... 11301.3f 

next of kin not readily located ••••••••••••••••• l1301.4d 
records .............................................. 11301.4e 
rec~very of, from commercial carriers ••• 11301.6 
responsibility ••••••••••.••••••••••••••••••••••••• ~.· 1130l.la 
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shipment ot: 
household effects ••••••••••••••••••••••••••••••• ll301.1e 
personal baggage upon tr~fer .:-•• :·~ •• ~-.-1130l.ld 
privately_~owned motor vehiclec:;: ........... 11301.1£ 

PERSONAL MAIL: 
handling of.......................................... 10007 

PERsONNEL ACCOUNTING: 
machine prepared reports...................... 1640C 

codes used (See COOES USED IN MA
CHINE PREPARED REPDRTS.) 

general instructions •••••••••••••••• 16400.1, 16400.2 
Regular Establishment: 

Individual Record Card(NAVML.1U447a~ 
FD) •••••••••••••••••••••••••••••••••••••••• 16025. 16082 

monthly personnel roster.................... 16125 
piy record-orders---:-useor ••••••••••••••••••• f6i 02 
unit diary......................................... 16050 

PERSONNEL ACCOUNTING(RESERVE. ES
TABLISHMENT): 

auditing personnel roster and gain and loss 
statements •••••••••.•••••••••••••••••••••••••• 

basic principles ••••••••••••••••••••••••••••••••••• 
Individual Record Card (NAVMC 976-FD). 
Individual Record Card (NA VMC 976~ PO 

and 976a-FD) ................................ . 
Individual Record Card (NA VMC 10421-PD) 
Individual Record Card(NAVMC 10421-FD 

and 10421a-PD) ............................ .. 
objective~o00000oOo000000R0000000000000000000000oOo000 
operation ••••••••••••••••••••••••••••················ 
organizational structure ••••.••••••••••.•••••••• 
unit diary ••••••••••••••••••.••••••••••••••••••••••••• 
uses ••••••••••••••••••••••••••••.•••.••••••••••••••••• 

PERSONNEL FILES. HQMC ..................... . 
enlisted •••••••••••••••••••••••••••••••••••••••••••••• 
officer ................................................ . 

PERSONNEL PROCEDURES CHECKOFF 

16300 
16201 
16281 

16225 
16282 

16225 
1620C 
16202 
16204 
16250 
16203 
15000 
15002 
15001 

LIST............................................ 17001 
appointment •.•••••••••••••••••••••••••••••••••••••• 17001.2 
classification....................................... 17001.3 
death •••••••••••.•••••••••••••••••••••••••••• d........ 17001.4 
desertion ............................................ 17001.5 
discharge............................................ 17001.6 
dismissal ••••••••••••• ,; •••••••••••••••••••••••••••••• 17001.7 
enlis nnent........................................... 17001.8 

extension of •••••••••••••••••••••••••••••••••••••• 17001.9 
preenlistment requirement •••••••••••••••••• 17001.8a 

induction ••••••••••••••••••••• -•••••••••••••••••••.•••• 17001.1 0 
joining •••••••••••••••••••••••••••••••••••••••••••••••• 17001.11 
leave •••••••••••••••••••••••••••••••••••••••••••••••••• 17001.12 
promotion ••••••••••••••••••••••••••••••••••••••••••• 17001.13 
reclassification •••••••••••••••••••••••••••••••••••• 17001.14 
reduction ••••••••••••••••••.••••••••••••••••••.•••••• 17001.15 
reenlistment ........................................ l7001.16 
release from active duty •••••••••••••••••••••••• l7001.17 
resignation •••••••••••••••••••••••••••••••••••••••••• 17001.18 
retirement •••••.••••••••••••.••••••••••••••••••••••• 17001.19 
reverts to enlisted status from commis-

sioned or warrant grade ••••••.••••••••••• 17001.20 
transfer •••••••••••••••••••••••••••••••••••••••••••••• 17001.21 
transfer to the Fleet Marine Corps Re-

serve •••.••••••••••••••••••••••••••••••••••••••• 17001.22 
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PERSONNEL PROCEDURES CHECKOFF 
LIST--continued 

unauthorized absence: 
~bsence less than 60 days, apprehended, 

surrenders, or delivered to Marine 
Corps authority .............................. 1 7001.27 

deserter surrenders or apprehended 
after excess 60 days ....................... 17001,28 

in excess of 24 hours ••••••••••••n••·········l7001.23 
in excess of 30 days or declaration of 

desertion ...................................... 17 001.24 
surrender at organization assigned prior 

to absence •.••••.••••..•••••••••••••••••••••••• 17001.26 
surrender to assigned organization ....... 17001.25 

PERSONNEL RECORD FOR~~. CURRENT 
LIST •••••••••••••••••••••••••••••••• ........... . 

Service School Transcript (letter form) or 
Application for the Evaluation of Edu-
cational Experiences during &1ilitary 
Service (DD Form 295) .......... u.~···--· 

PERSONNEL RECOHDS: 
Additional Information as to Promotion 

Status on Transfer (NAVMC 118(5 )-

17004 

15090 

PD).............................................. 15110 
Administrative Remarks (NAVMC 118(11)-

PD ) •••••••••••••••••••••••••••••••••••••••• 15115. 15157 
agreement tO extend enlistment tor purpose 

of serving probation........................ 15085 
Appointment Acceptance and Record 

(NA VMC 763- PD) ........................... 15163 
Armed Forces of the United States Report 

of Transfer or Discharge (DD Form 

214) ••••••••••••••••••••••••••••••••••••••••••••• 15072 
Armed Forces Security Questionnaire (DD 

Form 98) ...................................... 15061 
Certificate of Appointment (DD Form 216-

MC)............................................. 15067 
certificate of clearance for handling clas

sified matter and request for investi
gation for personnel security clear-

ance ..................... *"···················•·· 
Certificate of Good Conduct .................. .. 
Chronological Record of Duty Assignments 

15164 
15091 

(NAVMC 123(2)-PD)........................ 15155 
Combat History-Expeditions-Awards Rec-

ord (NAVMC 118(9)-PD) .•••••••••• 15162,15114 
Consent, Declaration of Parent or Legal 

Guardian (DD Form 373).................. 15058 
Court-Martial Progress Report(NAVPERS 

3047)............................................ 15083 
Dependent Travel Record(NAVMC 118(21)-

SD) ....................................... 15165. 15122 
Enlisted Discharge Certificates (DD Form 

256 through DD Form 260MC)........... 15074 

Enlistment Contract and Record (NAVtv:lC 
118(2) PD.) .................................. 15105 

Ch. 11 22 

ExtensiOn ot Enlistment (NAVMC 32la-
PD) ............................................. . 

fitness reports .................................... . 
Flight Qualification Record (NA VMC 118 

15069 
15068 

(8Av)-PD) ·········••••••••••••••••••••••• .... • 15113 
Formal Reoort of Deserters or Absentees 

(NA VMC 10044-PD) •••••••••••••.••••••.••• 15071 
Geneva Conventions Identification Card 

(DD Form 528)............................... 15065 
Headquarters u.S. Marine Corps military 

personnel files••·••••••••••••••••••••••••n•• 15900 
enlisted........................................... 15002 
officer............................................. 15001 

home of record and local address............ 15054 
identification cards............................... 15064 
identification tags................................. 15066 
Leave Record (NAVMC 118 (16)-PDl. 15119, 15159 
Military and Civilian Occupation::tlSpecial-

ties and Education (NAVMC 118 (8)~ 
PD) .••••••••••••••••••.••••••••••••••••••• 15112, 15161 

Miscellaneous Information (NAVMC 123 
(l)·PD) ........................................ . 

name .••••••••••••.•••.•••••••••••••••••••••••••••••• oo 

Notice of Absentee Wanted by the Armed 
Forces (DD Form 553) ................... . 

Notice of Obligated Service (NAVMC 

10220) ••••••••••••••••••••••••·••••••••••••••••• 
Notice of Return Absentee/Deserter 

(NAVMC 10263) ............................. . 
Notification of Home Address at Time of 

Latest Entry Into Active Service (DO 
Form 53) •••••••••••••••••••••••••••••••••••••• 

Offenses and Punishment (NA VMC 118 

(12)- PD) ·······················•·•··••••••••••• 
officer qualification record .................... . 
photographs .......................................... . 
Pilot Flight Qualification Record (NAVMC 

15154 
15050 

15070 

15073 

15070 

15062 

15116 
15150 
15053 

118 (8Av)-PD (Rev, 9-55)................. 15156 
Police Record Check (DD form 369)......... 15052 
Promotion and Reduction (NA VMC 118 

(5)-PD) •••••••••••••••••• ,...................... 15108 
Record of Conviction by Court-martial 

(page 13) and Supplementary Record 
of Conviction by Court-martial 

(page 13a) ····················••••••••••••••••• 15117 
Record of Emergency Data (NAVMC Form 

10526-PD)............................. 15160, 1511f 
Record of Examination .for promotion 

(NAVMC 118 (5)-PD)....................... 15109 
Record of Induction (DD Form 47) ••••••••••• 15105.3 
Record of Military Starus of Registrant 

(DD Form 44) •••••••••••••••••••••••••••••••• 
Record of Service (NAVMC 118 (3)-PD) •••• 
Requests for Restoration(NAVPERS 3048); 

Waiver of Restoration (NAVPERS 

15080 
15106 

3049)............................................ 15084 

Reserve Officer /Staff NCO Qualification 
Summary (NAVMC 10476-DR)........... 15087 



PERSONNEL RECORDS--Continued 
ReServe Retirement Credit Report (NA V MC 

7U~·DR) and (NAVMC 798a-DR) ....... . 
Sea and Air Travel (NAVMC 118 (17)-PD). 
Security Termination Statement (OPNAV 

Form 5511-14) ••••••••••••••••••••••••••••••• 
service number ................................... . 
service record book ............................. . 
Social Security Account Numbers ........... . 
Standby Reserve Control (DD Form ts89} 

and Standby Reserve Notice and 
Report(SSS Form 91) ••••••••••••• 

Statement of Understanding Upon Enlist
ment in USMCR and Assignment to the 
6 Months Training Program as a Com
ponent Class Reserve Starus Code "K .. 
Reservist (NAVMC 10480-PD) •••••••••• 

Statement of · Understanding of Military 
Obligation (NAVMC 10479-PD) •••••••••• 

Time Lost; Allotments; Weapons Firing 
Record (NAVMC 118 (6)-PD) •••••••••••• 

unit punislunent book ............................ . 
Waiver of PhysicalDisqualification(Stand

ard Form 88.ReportofMedicalExaq~.
ination) and Standard Form 89, Report 
of loAedical History) ........................ . 

PERSONNEL REQUEST: 
enlisted personnel: 

hu!1lanitarian transters •••••••••••••••••••••. 
married enlisted women ••••.••.•.••••••••••• 
preference of duty station anct duty ••••••• 
transfer at own expense while hospital-

ized ............................................. . 
PERSON TO DESIGNATE DISPOSITION OF 

THE REMAINS ••••••••••••••••••••••••••••••• 
controversial cases ............................. . 
legal problems ••••••••••••••••••••••••••••••••••••• 
right to direct .................................... .. 

PHOTOSTATS: 
acceptance by VA as documentary proof ••• 

PHYSICAL DISABILITY: 
retirement .......................................... . 
separation .......................................... . 

PHYSICAL DISABILITY PROCEEDINGS: 
separation, volwnary, prior to completion 

of, final action on ••••••••••••••••••••••••••• 
PHYSICAL EVALUATION BOAIID PRO

CEEDINGS: 
disposition of Marine Corps personnel 

awaiting final action •••••••••••••••••••••••• 
PHYSICAL EXAMINATIONS: 

for enlistment. reenlistment and ex-

for separation or retirement, of officers •• 
waiver ............................................... . 

of physical disqualification (Standard 
Form 88, Report of Medical Exam
ination} and (Standard Form 89, Re-

15076 
15120 

15082 
15051 
15100 
15081 

15079 

15078 

15077 

15111 
15086 

15063 

4150 
4153 
4151 

4152 

12152 
12152.3 
12152.4 
12152.2 

12300.2 

13450 
13450 

13451 

13452 

2154 
13004 

2154.2 

port of Medical History).................. 15063 
PHYSICAL STATUS OR CONDITION. TERMS 

FOR DESCRIBING ••••••••••···•·······---·· 12053 
abbreviations of terms .......................... 12053.1 
authorized use of terms........... 12050.1a, 12053.1 

PII:OT FLIGHT QUALIFICATION RECORD.. 15156 

23 

PLACE OF TRANSFER: 
reenlistment........................................ 2210 

PLATOON LEADERS CLASS (GROUND AND 
AVIATION).................................... 2110 

POLICE RECORD CHECK (DD Form 369).... 15052 

POSTAL AFFAIRS: 
administration of facilities ••••••••••••••••••••• 
assistant postal clerks, Marine Corps. 

designation of ............................... . 
change of address cards •••••••••••••••••••••••• 
daily money order audit ........................ . 
designation of Marine Corps postal clerks 

and assistant Marine Corps postal 
clerks in charge ............................ . 

detail to duty and relief from duty of 
assistant Marine Corps postal clerks. 

discontinuance of Marine Corps post office 
or unit ................. oa ...................... . 

employment limitations of postal clerks, 
assistant postal clerks, Marine Corps 

inspection of mailroorns ....................... . 
losses. claims and complaints ............... . 
mail directory service •••••••••••••••••••••••••• 
mail handling order ............................. . 
mail orderlies .................................... . 

duties ............................................. . 
collection and delivery of ordinary 

mail. ••••••••••••••••••••••••••••••••••••••••• 
delivery of registered, certified and 

insured mail .............................. . 
responsibilities ............................. . 
service ••••••.•••••••••••••••••••••••••••••••••• 
use of mailbags •••••••••••••••••••• n.nnoooo 

mail privileges for prisoners ................ . 
mailrooms ......................................... . 
Marine Corps post ottices ..................... . 

establishment .................................. . 
inspection and audits ......................... . 

monthly inspection and audit of postal 

10002 

10103 
10008 

10054.0 

10102 

10106 

10053 

10109 
10155 
10004 
10010 
10003 
10151 
10153 

10153.1 

10153.2 
10152 
10150 

10153.4 
10009 
10154 
10050 

10051.1 
10054 

funds............................................ 10054.6 

official mall ••••••••••••••••••••••••••••••••• 10005, 10006 
personal mail, handling of...................... 10007 
policies, liaison and regulations ••••••••••• u. 10001 
postal clerks and assistant postal clerks, 

Marine Corps ............................... . 
classification ................................... . 
identification cards, issue ••••••••••••••••••• 
qualifications •••••••••••••••••••••••••••••••••••• 

quarterly statistical report •••••••••••••••••••• 
responsibility •••••••••••••••••••••••••••••••••••••• 
revocation of designation aspostalclerkor 

10100 
10100.3 
10100.2 

10101 
10055 
10000 

assistant postal clerk, Marine Corps. 10105 
security of post offices or units •••••••••••••• 10051.3 
service record book entries relative to 

designation or revocation of, postal 
and assistant postal clerks............... 10107 

sources of information ·············••••••••••••• 10001.4 
temporary absence of postal clerk, Marine 

Corps........................................... 10108 
temporary suspension of operation by Ma-

rine Corps post offices.................... 10052 
unit of a Marine Corps post office. estab-

lishment of.................................... 10051.2 

Ch. 10 



POSTAL CLERKS, IDENTIFICATION CARDS. 
(See also POSTAL AFFAIRS.). •••••••••• 

pa;TAL CLERKS, MARINE CORPS. (See 
also POSTAL AFFAIRS.) ••••••••••••••••• 

POSTAL FACILITIES. (See POST OFFICES 
AND POSTAL AFFAIRS.) 

POSTAL FUNDS. (See POST OFFICES AND 
POSTAL AFFAIRS.) •••••••••••••••••••••••• 

POSTAL OFFICER: 

assignment to duty as.u••···············••n•••· 
responsibilities ................................... . 

POSTilUMOUS PROMOTIONS ····•••••••••••••••• 
POST OFFICES: 

audit ............................ - ..................... . 
daily lllOney order audit ••••••••••••••••••••••••• 
discontinuance of Marine Corps post office 

or unit •••••••••••••••••• - ..................... . 
establishment of •• uonooo•••···--·-·•u••n••··-
in foreign countries, operation of n••········ 
inspection of ........................................ . 
Marine Corps ..................................... . 
monthly inspection and audit of postal 

funds ........................................... . 
quarterly statistical report of postal 

business ••••••••••••••• - ....... - ............. . 
security ....................................... - •••••• 
temporary suspension of operation u•••••·•· 
unit of a Marine Corps post office ........... . 

PREFERENCE OF DUIT STATION AND 
DUTY ............................................ . 

PRISONERS: 

10100 

10100 

10002 
10002 

6256.4 

10054 
10054.5 

10053 
10051.1 

10056 
10054 
10050 

10054.6 

10055 
10051.3 

10052 
10051 

4151 

mail privileges for............................... 10009 
of war •••••••••••••••••••••••••-··-···•···---···12053.1a 

PRIVILEGES: 
for dependents of deceased Marines; com-

missary. exchange. theater •••••••••••••• 12288 
PROCEED TIME: 

cancellation of orders during ................. . 
commuted rations •• - .................... - ••••• 
entitlement to ....................................... . 
rnetlxxl of accounting. ........................... . 

PROCUREMENT--MILITARY PERSONNEL 
appointment to corrunission grade: 

enlisted and former enli§ted •••••••• - •••••• 
for limited duty •••••••••.•••••••• - ••••••••••••• 
former Marine Corps officers ••••••••••••• 
former Naval Aviation and Marine Avia-

tion cadets ................................... . 
for temporary limited duty ••••• -···-·-··· 
former officers of the armed services in 

USMCR. •••••••••••••••••••••••••••••••••••••••• 
graduates of: 

aviation officer candidate program ... . 
basic class ................................... . 

civilian college ····-·················-····· 
Naval Academy ··············••••••••••·•·••• 
Navy Enlisted SCientific Education 

Program •••••••••••••••••••••••••••••••••••• 
NROTC (regular) •••••••••••••••••••• - •••••• 
officer caDdidate course in USMCR •••• 
W OTC in USMCR ........................... . 

in USMCR from meritorious OCO pro-
gram •••••••••••••••••••••••••••••••••••••••••••• 

members of Marine Aviation Cadet Pro-
gram in USMC ··•••••••••••·····•••••u ...... 
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5013 
14057 
5101 
5100 

2102 
2057 
2055 

2053 
2058 

2103 

2109 
2052 
2054 

2050.1 

2056 
2051 
2108 
2111 

2113 

2112 

24 

members of PLC program in USMCR. ••• 
of specialist officer USMCR •••••••••••••••• 
Second Lieutenant (temporary) ............ . 
warrant officer and chief warrant officer 

(permanent and temporary) 1n USMCR •• 
career advisory program ••••••••••••••••••••••• 
definitions of recruiting terms •••••••••••••••• 
enlistment: 

and reenlistment in USMCR. •••••••••••••••• 
extension and retentions of. involuntary 

for duration of war or naUonal emer-

gency ···································••••• 
for enlisted personnel on ship at sea •• 
for enlisted personnel undergoing 

medical treatlnent ••·•••••••••a•a•••••••• 
for enlisted personnel undergoing or 

awaiting trial ....... a.aun ..... a ••••••••• a 
extension of. voluntary ................. u .. .. 

cancellation of agreement •••••••••••••••• 
effective date ................................ . 
length ••••••••••••••••••••••••••••••••••••••••••• 
number ••••••••••••••••••••••••••••••••••••••••• 

for general service ........................... . 
grade upon .•••••••••••••••••••••••••••••••••••••• 
inductees discharged for enlistment in 

USMC ••••••••••••••••••••••••••••••••••••••••••• 
instructions for effecting ................... . 
physical examination for .................... . 

waivers of .................................... . 
place of .......................................... . 
records .......................................... . 
recruit in USMC ............................... . 
recruit or initial in USMCRa •••.•.•••••••••• 
specialist in USMCR ••••••••.••••••••••••••••• 
terms defined •.•••••••••••••••••••••••.••••••••• 

health .~ecords ••••••••••.•••••••••••••••••••••••••• 
1110bi1ization ....................................... . 
Naval Academy. selection of enlisted 

Marines to attend ••••••••••••••••••••••••••• 
Naval Reserve Officers Training Corps 

(regular) ••.•••••••••••••••••••••••••••••••••••• 
permanent appointment to warrant offi-

cer ········•·••a·•······························· 
procurement of women regular officers •••• 
reenlisnnents ••••••••••••••••••••••••••••••••••···· 

authority to effect in ......................... . 
USMC .......................................... . 
USMCR.P••···································· 

broken ....................... a ••••••••••••••••••••• 

character of prior service for ............ . 
continuous •••••••••••••••••••••••••••••••••••••••• 
for general service ........................... . 
grade upon •••••••••••.•.••••••••••••••••••••••••• 
:i.rrnnediate ••.••• a ••••••••••••••••••••••••••••••••• 

marital and dependency status for 
USMC ••••••••••••••••••••••••••••••••••••••••••• 

periods ot ....................................... . 
USMC ••••••••••••••••••••••••••••••••••••••••••• 
USMCR ..................................... a .. . 

physical examination for ••••••••••••••••••••• 
waivers of .................................... . 

security restrictions on. .................... . 
standards and qualifications for ••••••••••• 
types of .......................................... . 

2110 
2104 
2106 

2107 
2201 
2150 

2151.4 

2207.3 
2207.3 

2207.3 

2207.3 
2206 

2206.5 
2206.4 
2206.2 
2206.3 
2151.6 
2151.7 

2205.5 
2151.5 

2154 
2154.2 
2151.8 

2152 
2150.1 
2151.3 

2153 
2150 

2152.2 
2211 

2050.2 

2051 

2059 
2061 
2200 
2201 

2201.1 
2201.2 
2200.2 
2205.3 
2200.2 

2202 
2203 

2202.2 

2205.2 
2204 

2204,1 
2204.2 

2154 
2154.2 
2205.4 

2205 
2202.2 



PROCUREMENT--MILITARY PERSONNEL-
Continued 

requirements for appointment to com-
missioned grade in USMCR ............. . 

sources of procurement of reserve offi-
cers ••••••••••••• , ••••••••••••••••••••••••••••••• 

tempor-ary- appointment to warrant offi-
cer ............................................. . 

2100 

2101 

2060 

PROGRESS REPORTS·····················--·--···· 12153.3 

PROMOTION: 
enlisted: 

authority ......................................... . 
boards ............................................ . 

Headquarters Noncommissioned Offi-
cer. Selection and Review ............. . 

local ~creening ............................. . 
certificate of appointment ••••••••••••••••••• 
COlllPOSite scores ............................. . 
effecting of ••••••••••••••••••••••••••••••••••••••• 
eligibility and qualifications •••••••••••••••• 
preprornotion exantinations •••••••u•••••••• 
Promotion and Reduction (NAVMC 

118(5)-PD) •••••••••••••••••••••••••••••••••••• 
record and exaiili.nation •••••••••••••••••••••• 
special Provisions for ...................... .. 

officer: 

authority: 
regular commissioned ••••••••••••••••••••• 

male ••••••••••••••••••••••••••••••••••••••••• 
women ...................................... . 

regular warrant ............................ . 
reserve: 

commissioned ••••••••••••••••.•••••••••••• 
warrant ··•••••••••••••••••••••••········--·· 

Boards: 
Naval Examining Board (Marine 

Corps) ••••••••••••••••••••••••••••••••.•••••• 
Retention (continuation) Boards ••••••••• 
selection ...................................... . 

male commissioned officers on 

active duty ··-·········••••••••• .. •••••• 
regular commissioned officers 

(women) •••••••••••• ; ••••••••••••••••••••• 
regular warrant officers ••••••••••••••• 

reserve: 
comrnissioned •.••••••••••••••••••••••••••• 
warrant ••••••••••••••••••••••••••••••••••••• 

definition of terms ............................ . 
effecting of: 

commissioned officers: 
regular (llUlle) .............. ·-··-•••• .. • 
regular (women) ..................... - .. . 

reserve •••••••••·-····-···-······-··· 
warrant officers: 

regular ..................................... . 
reserve .................................... . 

eligibility requirements: 
male officers on active duty ••••••••••••• 
regular: 

warrant officers ........................ .. 
women ...................................... . 

reserve ....................................... . 

6250 
6251 

6251.1 
6251.2 
15067 

6254 
6255 
6252 
6253 

15108 
15109 
6256 

6000 
6002 
6003 
6004 

6005 
6006 

6056 
6055 
6050 

6051 

6052 
6053 

6054 
6202.2 

6001 

6150 
6151 
6153 

6152 
6154 

6100 

6102 
6101 
6103 

report of officers not eligible for 
consideration for promotion ••••••• 

Secretary of the Navy Instructions 
governing ..................................... . 
commissioned officers on active duty. 
regular warrant officers •••••••••.••.••••• 
reserve: 

commissioned ••••••••••••••••••••••••••••• 
warrant ••••••••••••••••••••••••••••••••••••• 

speciiu. provisions ......................... . 
Reserve Officer/Staff NCO Q.lalification 

Summary (NAVMC 10476-DR) ••••••••••• 
PROMJTION AND REDUCTION: 

6104 

6200 
6201 

6201.2 

6202.1 
6202.2 

6155 

15087 

defmitions........................................... 6001 
active list of Marine Corps................. 6000.1 
active status..................................... 6000.2 
running mate.................................... 6000.3 
unrestricted officer........................... 6000.4 
warrant officer................................. 6000.5 

entries on NAVM::: 118 (S)~PD •••••••••••••••• 15108.2 
of enlisted personnel........................ 6007, 6250 

PROPERTY: 
Government: 

disposition of in case of absentees and 
deserters...................................... 7050.2 

inventory of in case of absentees and 
deserters...................................... 7050.2 

investigations involving worn, lost, 
damaged or stolen property •••••••••••••• 

personal: 
clailns ............................................ . 

authority, starutory ........................ . 
forms .......................................... . 
sources of information and regula~ 

7103 

11300 
11300.1 
11300.2 

tions •••••••••••••••••.••••••••••••••••••••••• 11300.2 
submitted by Army, Navy, Air Force 

personnel.................................. 11300.4 
types property not allow.ible............. 11300.3 

personal_effects and ,baggage........... 11301, 12282 
PUBLIC INF-DRMA TION: 

release of pertaining to casualties........... 12160.6 
PULHES: 

service record book entry ••••••••••••••••••••• 15104.3 
PUNISHMENT: 

book. maintenance of ••••••••••••••••••••••••••••• 
officers• punislunent. report of ••••••••••••••• 
officers, trial of ••••••••••••••••••••••••••••••••••• 
unit punislunent book ••••••••••••••••••••••••••••• 

7002 
7151 
7150 

15086 
PUNITIVE: 

discharge, entry in SRB ••••••••••••••••••••••••• 15115.3p 
reduction •••••••••••••••••••••••••••••••••••••••••••• 6301 

Q 

•Q•• ALLOTMENTS (See BASIC ALLOII
ANCE FOR QUARTERS (BAQ).) 

QUARTERLY STATISTICAL REPORT: 
of postal business................................. 10055 

R 

RATIONS: 
commuted........................................... 14056 

for enlisted members subsisted in other than a general mess........................ 14058 
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RATIONS- -Continued 
commuted--Continued 

proceed time ................................... . 
leave ................................................. . 

RECALL •••••••••••••••••••••••••••••••••••••••••••••••• 
RECORD OF CONVICTION BY COURT-

MARTIAL (PAGE 13): 

14057 
14059 
2250 

correction........................................... 15117 
preparation ......................................... 15117.4 
purpose .............................................. 15117.1 
when prepared..................................... 15117.2 

RECORD OF EMERGENCY DATA (NAVMC 
FORM 10526-PD)................... 15118. 15160 

disposition.......................................... 15118,4 
preparation......................................... 15118.3 
purpose .............................................. 15118.1 
when prepared ..................................... 15118.2 

RECORD OF EXAMINATION FOR PROMO-
TION (NAYMC 118(5)-PD)................ 15109 

entries required ........................ 15109,2, 15109,5 
purpose.............................................. 15109.1 

RECORD OF INDUCTION (DD FORM 47) ••••• 15105.3 
disposition ............................ 15105.3b. 15105.3c 
instructions for completing ....... 15105.3, 15105.3a 
purpose.............................................. 15105.3 

RECORD OF MILITARY STATUS OF REGI-
STRANT (DD FORM 44)................... 15080 

notification.......................................... 15080.1 
preparation......................................... 15080.2 
submission.......................................... 15080.1 

RECORD OF SERVICE (NAYMC 118 (3)-PD) 15106 
conduct and proficiency marks................ 15106.2 

assignment and authentication of .......... 15106.2b 
guides for assigning:' -

conduct marks............................... 15106.5 
proficiency marks.......................... 15106,6 

entries: 
general instructions .......................... . 
special instructions .......................... . 

purpose ............................................ .. 
when prepared ................................... .. 

RECORDS; 
control of ........................................... . 
officer qualification record ................... . 
service record book .......................... - •• 

RECOUPMENT OF REENLISTMENT BONUS 
RECR.UITING OFFICER.. .......................... . 
REDUCTION: 

enlisted personnel ............................... . 
effective date .................................. .. 
incompetence .................................. .. 
nonpunitive ..................................... . 
punitive ......................................... .. 

Promotion and Reduction (NA YMC 118 (5 )-
PD) ............... _ .......................... .. 

REWCTION ORDER. ••••••••••••••••••••••••••••••• 
REEMPLOYMENT RIGHTS OF MEMBERS 

OF THE ARMED FORCES ••••••••••••••• 
REENUSTMENT: 

authority to effect ............................... .. 
beyond 20/30 years active service. ......... . 
boiDlS, entry in SRB ............................ . 
broken ............................................... . 
character of prior service .................... . 
continuous ......................................... .. 

15106.3 
15106.4 
15106.2 
15106.1 

1005 
15150 
15100 
14001 

2150.4 

6007 
6303 
6302 
6300 
6301 

15\08 
6304 

11350.9 

2201 
2205.6 

15105.1 
2200.2 
2205.1 
2200.2 

for general service ...................... ~ ...... .. 2202 
grade upon.......................................... 2203 
home of record, entry on early reenlist-

ment ........................................ 15115.3cc 
immediate........................................... 2200,2 
inductees discharged for enlistment in 

USMC........................................... 2205.5 
marital and dependency status.................. 2205.2 
NAP (enlisted personnel) desiring to con-

tinue in flight starus ....................... . 
periods of ......................................... .. 
physical examination ............................ . 

waivers of ...................................... .. 
place of transfer ................................. . 
records ............................................. . 
security restrictions .......................... .. 
standards and qualifications for ............. . 
warning to individuals not eligible .......... . 

REENLISTMENT BONUS: 
recoupment ....................................... .. 

REENLISTMENT LEAVE ........................ .. 
definition ........................................... . 

RELEASE FROM ACTIVE DUTY FOR CON
VENIENCE OF GOVERNMENT ••••••••• 

women ............................................... . 
RELEASE FROM ACTIVE DUTY FOR OWN 

CONVENIENCE •••••••••••••••••••••••••••••• 
RELEASE FROM ACTIVE DUTY FOR REA

SON OF DEPENDENCY OR HARDSHIP 

REMAINS: 
burial in national cetneteries ................. . 
care of .............................................. . 
disposition of ..................................... . 
escorts: 

instructions for ................................ . 
orders for ...................................... .. 
request for person (military or civilian) 

to act as ...................................... . 
group burials, remains not identi-

fiable ••• , ...................................... . 
inspection~ ......... ~ ........ ~ •• ~ ................... . 
person to designate disposition ............. .. 

controversal cases .......................... .. 
legal problenJS ................................. . 
right to direct ................................ .. 

return of properly prepared remains ...... . 
transportation of. to national cemetery .... . 

REPEATED TRAVEL ORDERS •••••••••••••••••• 
REPLACEMENT SYSTEMS FOR ENLISTED 

PERSONNEL •••••••••••••••••••••••••••••••·• 

REPORTS: 
casualties requiring reports or notifica-

4114.2 
2204 
2154 

2154.2 
2210 
2209 

2205.4 
2205 

13320 

14001 
9151.4 

9108 

13261 
13261.3 

13262 

13263 

12205 
12200 
12201 

12207 
12208 

12206 

12211 
12202 
12152 

12152.3 
12152.4 
12152.2 

12202 
12205.5 

5154 

4100 

tion, action required ....................... 12150 
casualty.............................................. 12001 
casualty assistance calls ....................... 12255.6 
casualty reporting by other than combat part o • 

connnitted organizations .................. chap. 12 
casualty reports by combat committed or-

ganizations.................................... 12100 
critical condition. message report........... 12155 
death •••••••••••••••••••••••••••••••••••••••••••• 12001. 12154 

deserters......................................... 12157.4 
disaster resulting in many casllalties •••. 12154.7 
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REPORTS- -continued 
death~ -continued 

former Marines ................................ 12157.3 
inactive Marines .................... 12157.1. 12157.2 

Marine reservists............................. 12159 
persons deemed to have been on active 

duty ················••••••••••••••••••••••••••••• 
disability of reservists ......................... . 
disaster caused casualties ................... .. 
failure of enlisted persoiUiel to meet phy ~ 

sical requirements for NAP ••••••••••••• 
fitness reports ..................................... . 
foreign national in a casualty starus ••••••••• 
incapacitated personnel, message report of 
machine prepared ................................ . 
member of another service in casualty 

staws ........................................... . 
missing personnel •••••••••••••••••••••••••••••••• 
multiple death cases, remains not individ~ 

ually identifiable •••••••••••••••••••••••••••• 
of advance notice of arrivals ................. . 
of composite scores of enlisted personnel. 
of conscientious objectors •••••••••••••••••••••• 
of enlisted personnel assigned to duty in

volving flying as crew and/or noncrew 
111embers •••••••••••••••••••••••••••••••••••••• 

of enlisted personnel unsuitable in the per~ 
sonnel procureiilent service ............ . 

of Field Flight Performance Board •••••••••• 
of hospitalized personnel ...................... . 
of missing and/or unaccounted-for depend

ems of Marines in active service. __ • 
of officer and enlisted personnel assigned 

duty involving parachute jumping ••••••• 
of officer and enlisted personnel assigned 

to duties involving SCUBA equipment • 
of officers incapacitated who are on a 

promOtion list .............................. . 
of Reserve officers not eligible for con-

12157.3 
11250 

12154.7 

4114.5 
15068 
12158 
12155 
16400 

12158 
12154 

12211 
4004.1 
6254.3 
4117.2 

4015.4 

4103.2 
4017.5 

4020 

12154.8 

4012 

4011 

6201.1b 

sideration for promotion................. 6104 
of reservists ••••••.•••••••••••••••••••••••••• 11250, 12154 
of 2nd Lt's incapacitated who are eligible 

fOr promotion................................ 6201.1b 
progress of personnel in casualty starus... 12153.3 
quarterly statistical report of postal busi-

ness ................. •••••••••••••••••••••••••••• 
remains not individually identifiable, rrrul-

tiple death cases ........................... . 
serious condition, message report of ••••••• 
suspension from ftying ......................... . 
termination of assignment to duty involvinR 

flying (naval aviation observers/tech-
nical observers) ............................ . 

REPORTS OF DEATH OF INACTIVE MA
RINES, PERSONS DEEMED TO HAVE 
BEEN ON ACTIVE DUTY, FORMER 
MARINES AND DECLARED DE-
SERTERS ..................................... . 

inactive Marines receiving retainer or re-
tired pay ...................................... . 

inactive Marine reservists not receiving 
retainer or retired pay •••••••••••••••••••• 

Marine reservists .............................. .. 
persons who may be deemed to be in a pay 

10055 

12211 
12155 

4016.1 

4018.2 

12157 

12157.1 

12157.2 
12159 
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and /or duty status for the purpose of 
entitlement to survivor benefits •••••••• 

persons who have been officially declared 
deserters •••••••••••••••••••••••••••••••••••••• 

REQUEST FOR INVESTIGATION FOR PER
SONNEL SECURITY CLEARANCE 
(OPNAV 5520-1) ••• ••••••••••••-•••••••••••• 

disposition of copies ............................ . 
purpose •••••••••••••••••••••••••••••••••••••••••••••• 
removal from official records ............... . 

REQUESTS: 

12157.3 

12157A 

15164 
15164.4 
15164.4 
15164.5 

special. entry in SRB •••••••••••••••••••••••••••• 15115.3d 
REQUISITION FOR ENLISTED PERSONNEL 4101 
REQUESTS FOR RESTORAT10N (NAVPERS 

3048) WAIVER OF RESTORATION 
(NAVPERS 3049) •••••••••••••••••••••••••••• 

purpose ··········--··············-·•················ submission ......................................... . 
RESERVE: 

appoinnnent to corrunissioned grade (See 
APPOINTMENT.) 

assignment and transfer of personnel on 

15084 
15084.1 
15084.2 

inactive duty.................................. 4009 
assignment of officers as officers in charge 

of Marine Corps-managed reserve 
training centers............................. 4069 

assignment to extended active duty. entry 
on unit diary (Regular Establish-
ment •.•••••••••••••••••••••••••••••••••••••••••• 16077.10 

assignment to and transfer between re
serve categories, entries in: 

officer qualification record ................. 15157 .2e 
service record bJok ••••••••••••••••••••••••••• l5115.3q 

associate duty and repeated training duty 
without pay, entries on unit diary (Re-

serve Establislunent) ··-··········-······ 16289 
certificates required when on active 

duty ·····-·······················•········ 14151. 14152 certificates required when on inactive duty 
training and active duty for training... 14152 

certification of officers under Articles 26 
and 27, UCMJ •••••••••••••••••• _ ........... . 

death and disability of reservists •••••••••••• 
discharge (See DISCHARGE.) 

4067 
11250 

effective date of new election.................. 14150.3 
election of pension nt" oav ••••••-··· 14150.2, 14175.1 
expiration of obligated service, entry in 

SRB ··-·······••••••••••••••••••••••••-····-·~5115.3m 
fleet and vohmteer: 

members receiving a pens:ion.-14176.2.14200 .. 2 
not receiving a pension ••••••••••••••• 14152, 14200.1 

general considerations of reserve person-
nel excluding personnel on extended 
active duty in time of war or national 
emergency···············-······--···-·· 14150 

limited assignment of officers, mandatory 
a.nnual participation......................... 4059 

entries: 
officer qualification record •••• -. ....... 15157 .2f 
service record bJok •••••••••••••••••••••••• l5115.3t 

modification of certificates ••••••••• 14150.4, 14175.2 
organized reservists: 

not receiving pensions........................ 14152.1 
pension election restriction.................. 14175.1 
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RESERVE--continued 
promotion (See PROMOTION.) 
Record of Military Status of Registrant (DO 

Form44) .................................... .. 
release from active duty (See SEPARA

TION,) 
Reserve Officer /Staff NCO Qualification 

Summary (NAVMC 10476-DR) ......... .. 
retirement (See RETIREMENT.) 
retirement credit report•••••••••••••••••••••••• 
transfer to another service ................... . 
Understanding of Enlistment in USMCR, 

Status Code 'K' ........ _ .................. . 
understanding of military obligation ....... .. 

RESERVE OFFICER/STAFF NCO QUALIFI
CATION SUMMARY (NAVMC 10476-
DR) ............................................. . 

mailing ................................ ~ ••••••••••••••• 
reauirement ••••••••••••••••••••••••••••••••n•••••• 

RESERVE RETIREMENT CREDIT REPCRT 
(NAVMC 798-DR) and (NAVMC 798a-
DR) •••--•nooeoueeoooeoooo••U•nuoeooo••• 

distribution of ••••••••••••••••••••••••••••••••••••. 
preparation of: 

responsibility .................................. . 
substantiating records and reports re-

quired ......................................... . 
when prepared ................................. . 

purpose ............................................. . 
RESERVE TRAINING CENTERS: 

assignment of officers as officers in charge 

of ••••••••••·•••••••••••••••••••••••·••••••••••••• 
RESERVISTS: 

amenability to UCMJ ••••••••••••••••••••••••••••• 
amenability elements in assignment or-

15080 

15087 

1S076 
13153 

15078 
15077 

15087 
15087,2 
15087,1 

15076 
15076,6 

15076.2 

15076.7 
15076.5 
15076.1 

4069 

7004 

ders............................................. 7004.6 
discretion of order writing authority to 

make subject to code ...................... . 
jurisdiction and continuation ••••••••••••••• 
inactive duty training categories ......... . 
training categories wherein members are 

subject to the code .......................... . 
death and disability of •••••••••·•···-···· .. ··--· 
discharged while on inactive duty, entry in 

7004.5 
7004.2 
7004.3 

7004.4 
11250 

SRB ................ _.-......................... 15115,3j 
RESIGNATION: 

Chief Warrant and Warrant Officers........ 13101 
entries on unit diary: 

Regular Establishment ...................... . 
Reserve Establishment ...................... . 

regular officers, male .......................... . 
reserve offJCers .................................. . 
women officers .................................... . 

RESTRICTIVE ASSIGNMENTS OF ENLISTED 
PERSONNEL ................................ . 

RETENTION (CONTINUATION) BOARDS ... .. 
RETENTIONINSERVlCE TOLIQUIDATEIN· 

DEBTEDNESS .............................. .. 
RETENTIONS, INVOLUNTARY (See EXTEN

SION OF ENLISTMENT,) 
RETIRED AND FLEET MARINE CORPS RE

SERVE PERSONNEL: 

16081.4 
16280.4 

13050 
13151 
13075 

4107 
6055 

13304 

certificates required when on active duty.. 14200 
members not receiving a pension............ 14200.1 

Cb. 10 

members receiving a pension................. 14200.2 
modification of certificates..................... 14201 

RETIRED LAPEL BUTTON....................... 8101 

RETIRED LIST: 
of regular enlisted personnel •••••••••••••••••• 

RETIRED PAY: 
computation of for reserve personnel. ...... 

RETIRED PERSONNEL: 
address or ••••••• - ••••••••••••••••••••••••••••••••• 

RETIRED RESERVE ............................... . 
status in ............................................. . 

RETIRED SERVICEMAN'S FAMILY PRO-
TECTION PLAN ............................. . 

annuities: 
modification of election .................... . 
multiple options •.••••••••.••••••.••••••••••••• 
payment ......................................... . 
revocation of election ....................... . 
types ............................................ .. 

declinations ....................................... . 
deductions: 

13403 

13163 

150S5 
13160 
13168 

11204 

11204.7 
11204.5 

11204.17 
11204.7 
11204.4 
11204.8 

effective date ................................... 11204.13 
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termination ..................................... 11204.16 
dependents: 

designation ...................................... 11204.10 
eligible beneficiaries ........................ 11204.2 
evidence regarding age and dependency .. 11204.11 

effect on income tax withholding ............. 11204.18 
election deadlines................................ 11204.3 
election forms. submission................... 11204.6 
explanation......................................... 11204.1 
purpose............................................. 11204.1 
reduced retired pay ........... .................. 11204.1 
refund of reduction .............................. 11204.15 
responsibility of commanders................ 11204.9 

RETIREMENT: 
address. current, of personnel retired for 

disability...................................... 13453 

civil readjustment program._................. 11350 
entries on unit diary: 

Regular Establishment ........... ,_........ 16081,3 
Reserve Establishment. ••••• -............... 16280,3 

leave accrued, settlement upon ......... 9300, 13308, 
15119 

NSLI and insurance under Insurance Act of 
1951 ........................................ 11100, 13318 

physical disability, for ........................... 13450 
leave awaiting ........ _........................ 9058 

physical examinations, treatment and pro-
ceedings for ................................. . 

regular enlisted personnel: 
after 30 years active service. ............. . 
of members of the Fleet Marine Corps 

Reserve .......... ~ ............................ . 
procedure fo~ effecting voluntary re

tirernent after 30 years active duty ••• 
retired list on. ••••• c-........................... . 

regular officers: 
address, current ••··-·•••••••••••••··-··-·· 

13305 

13400 

13402 

13401 
13403 

13010 



RETIREMENT- -Continued 
regular officers~·Continued 

Chief Warrant and Warrant Officers: 
deferment for disability upon involun_-

tary retirement .......................... . 
involuntary •••••••·····-••••••••••-·•••••••• 

for age•••••••-·••••••••••••••-•••••••••••• 
termination of appointment .............. . 
upon termination of temporary appoint-

ment in a higher grade ............... .. 
voluntary ..................................... . 

effective date ................. ••••••••••••••••••• 
involuntary: 

Brigadier generals ........................ . 
Colonels •••••••••••••••••••••••••••••••••••·••· 
Colonels and lieutenant colonels not 

selected for oontinuation. ............. . 
Colonels and lieutenant colonels not 

selected for continuation under pub-
lic law 86-155 ............................ . 

Lieutenant colonels ........................ . 
Major generals ............................. . 
Majors. unrestricted •••••••••••••••••• ~>•••• 
male commissioned officers for 

_ age oooooa.ooooOoooooOOOooOOooOOUUOooooOOo 

officers desi~ted limited duty ........ 
orders ••••••••••••••••••••••••••••••••••••••••••••• 
pay accounts .................................... . 
pay retired••••••••••••••••••••••••••••••••••••••• 
physical examinations ....................... . 

Report of Transfer or Discharge (DD 

13107 
13104 
13105 
13102 

13106 
13103 
13003 

13057 
13058 

13062 

13062.1 
13059 
13056 
13060 

13063 
13061 
13005 
13009 
13008 
13004 

Form 214)............................... 13314, 15072 
reserve enustea personnel: 

address, cur rent of retired •••••••••••••• ••• 

for physical disability ·-················-··• 
procedures ••••••••••••••••••••••••••••••••••••••• 
retired pay 1 computatiOn of ............... .. 
retired reserve, status in .................. . 
status of former members ................. . 
time not creditable toward years of sat-

isfactory service ........................... . 
total commissioned service for purpose 

of •••••••••••••••••••-••••••••••••••••·•-••••••• 
voluntary •••••••••••••••••••••••••••-•••••••••••• 
without pay ••••••••·•-•••••••••••••••••••••••··· 
with pay based on active service ......... . 
with pay based on 20 years satisfactory 

federal service at age 60 ................. . 
reserve officers: 

address, current of retired ................ . 
after twice failing of selection for pro-

ITIOtion (male officers) .................... . 
exceptions to mandatory .................... . 
for physical disability ....................... . 
for unsatisfactory participation ........... . 
procedures ...................................... . 
retired pay, computation of ................ . 
retired reserve. status in. ................ .. 
status of former members. •••••••••••••••••• 
time not creditable toward years of sat-

isfactory service ........................... . 
upon revocation of limited assignment 

status .......................................... . 
without pay ...................................... . 

13170 
13166 
13167 
13163 
13168 
13169 

13164 

13055 
13054 
13165 

13161.2 

13162 

13170 

13155 
13159 
13166 
13158 
13167 
13163 
13168 
13169 

13164 

13156 
13165 

with pay based on active service.......... 13161 
w'ith pay based on 20 years satisfactory 

federal service at age 60 ................. 13162 
reserve officers (women): 

for age and service............................ 13157 
settlements for unused leave ••••••••••• ,.. 9.'300, 9302 

retired grade.................................... 13007 
retired reserve ................................... . 
service not creditable for .................. . 
voluntary, definition ......................... ~ •••• 
women officers: 

involuntary ••••••••••••••••••••••••••••••••••••••• 
voluntary ••••••••••••-•••••••••••••••••••••••-·• 

REmAINING ASSIGNMENTS OF ENLISTED 

PERSONNEL ••••••••••••••••••••••••••••••··• 
REVOCATION OF COMMISSIONS OF REGU-

LAR OFFICERS ••••••••••••••••uu•••••••·• 

s 

SCHOLARSHIPS 
educational opportunities and scholarships 

for children of deceased Marines •••••• 
SCUBA EQUIPMENT: 

assignment of officers and enlisted per~ 
sonnel to••••••••••••••••••••••••••••••••••••••• 

13160 
13002 

13001.1 

13078 
13077 

4108 

13053 

12330 

4011 

SEA AND AIR mAVEL(NAVMC118(17)-PD) 15120 
entries ..................................... 15120.2-15120.4 
purpose ••••••••••••••••••••••••~·••••••••~·-••••••••• 15120.1 

SEA AND FOREIGN SERVICE: 
assignment: 

enlisted personnel ............................. . 
officers ••••••••••••·••••••••••••••·······-·••••• 
warrant officers ................................ . 

SECURITY: 
classification test materials ................. .. 

SECURITY CLEARANCE: 
for duty in Hawaii ••••••••••••••••••••••••••••••••• 

SECURITY TERMINATION STATEMENT 
(OPNAV FORM 5511-14) •••••••••••••••••• 

execution -•••••••••••••••··-•••••••••••••••••••••• 
purpose ••••·••••••••••••••••••••••••••••••••••••••••• 

SELECTION BOARDS: 

4110 
4053 
4062 

3158 

5150.4a 

15082 
15082.2 
15082.1 

for promotion of officers ••••••••••··-······- 6050 
SELECTIVE SERVICE: 

registration J;Iumber, entry in SRB •••••••• ! _15115.3y 
SEPARATION. (See also DISCHARGE AND 

RETIREMENT.) 

29 

aliens. ~eparation ................................ . 
civil readjustment program ................... . 
disposition of Marine Corps personnel 

awaitingfinalactionofa physical eval
uation board proceedings •••••••••••••·-

effective time of .................................. . 
enlisted personnel: 

government property disposition of ••••••• 
interview ••••••••••••••••••••••••••••••••·•••••••• 

13326 
11350 

13452 
13301 

13306 
13310 

leave accrued, settlement upon ...... 9300, 13308, 
13306, 15119 

leave while awaiting........................... 9151.9 

cr~ 10 



SEPARATION- -Cootinued 
enlisted :Personnel--Continued 

NSLI and insurance under Insurance Act 
of 1951 ................. _ ............ _ Iltoo. 13318 

release from active duty·for convenience 
of the goverrunent ·-·•••••••••••• .. ••••••• 

release from active duty for reason of 
dependency or hardship .................. . 

voiding enlistment -·····•••••••••••••••••••••· 
in a foreign country .............................. . 
notification of naturalized personnel being 

separated other than under hooorable 
conditions .................................... . 

officer: 
chief warrant and warrant officer: 

appointment, temporary, termination 
of in higher grades ..................... . 

appointment. termination of ............. . 
deferment for disability .upon involun-

tary separation ........................... . 
involuntary ................................... . 

regular: 
dis charge certificates and related 

documents, preparation of ••••••••••••• 
not requiring discharge certificateS ••• 
officers commissioned under Title 10 

U .S.C. Section 6909 (NROTC) sepa-

13261 

13263 
13324 

13300,4 

13325 

13106 
13102 

13107 
13104 

13205 
13202 

ration and retention of.................. 13051 
resignations __ 13050

1 
13101 

revocation of commissions ... _........ 13053 
tOtal commi;:;Sionea serVIce for pur~ 

pose. of eligibility for................... 13055 
reserve: 

after twice failing of selection for 
promotion ................................. .. 

exceptions to II18Ildatory ................. . 
for age and service ........................ . 
for unsatisfactory participation ........ . 
not requiring discharge certificates ... 
status of former me:nbers •••••••••••••·• 
upon revocation of limited assign-

ment status •••·-·-•••••••••-••••••••••• 
women: 

discharges and terminations, involun-

tary ··-··········---.................... . 
for age and service_ .... -······-····· 
resignations _ ................ - .......... . 

Report of Transfer or Discharge (DD 

13155 
13159 
13154 
13158 
13202 
13169 

13156 

13076 
13157 
13075 

Form 214).............................. 13314, 15072 
request for, despite physical disability. 

entry in SRB ................ - .... _ •• , .. 15115,.3u 
retention in service to liquidate indebted-

ness ............................................ . 
travel upon. ........................................ . 
uniform, wearing of after discharge. ....... . 
voluntary, prior to completion of final 

action on physical disability proceed-

lllgS ••"••••••••••-••••••••••-•••••••••••••••• 
SERIOUS CONDITION: 

message report of ............................... . 
notification of next of kin ...................... . 

SERVICE: 

13304 
13303 
13317 

13451 

12155 
12153 

beyond 20/30 years............................... 2205.6 

Ch.11 

entry in SRB: 
expiration of obligation. .................... 15115.3m 
limited........................................... 15115.3e 

numbers ••••••••••••••••••••••••••••••••·•••••••••••• 
Record of (NAVMC 118 (3)-PD) ••••••••••••••• 

SERVICEMEN"S AND VETERAN'S SUR-

15051 
15106 

VNOR BENEFITS ACT ...... -............ 12305 

30 

ISee DEPENDENCY AND INDEMNITY 
CUMPENSA TION.) 

SERVICEMEN'S GROUP LIFE INSURANCE 
(SGLI) -....... ., • .,_,_.,,,.,_.,_,., .......... -... 11100,5 

Forms ....................... ._....................... 15092 
SERVICE RECORD BOOK: 

entries: 
Additional Information as to Promotion 

Status on Transfer (NAVMC 111'(5)-PD).............................................. 15110 
administrative audit completed .......... 15115,3ee 
articles of UCMJ explained .. -............ 151!5,3ff 
assignment to and transfer between re-

serve categories.......................... 15115.3q 
citizenship-noncitizen...................... 15115.3k 
Code of Conduct.............................. 15115,3n 
Combat History-Expeditions-Awards 

Record (NAVMC 118(9)-PD) .,,15114,4, 15114.E 
confidential clearance.................... 15115.3bt 
Deoendents Travel Record (NAVMC 118 

(21)-SD) ....................................... . 15122 
Enlistment Contract and Rerord 

{NA VMC 118(2)-PD) ....................... 15105 
extension of enlistment....................... 15069 
expiration of obligated servi-::e.. •••• , ••••• lfill5.;jm 
"light Qualification Record (NAVMC 118 

(8Av)-PD) -.................... -... 15113,3,15113_6 
1rauctU1ent enlisonent ....................... 15115.3o 
general instructions for •••• ~............... 15100.2c 
government life insurance.-m••··········· 15115.3g, 
guaranteed aviation training •••••••••••••• 15115,.3s 
indebtedness................................... 1§.!15.3z 
informal boards............................... 15115 .• 3c 
involuntary extension or retention.... l5115,3aa 
Leave Record (NAVMC 118(16)-PD.,..... 15119 
limited service............................... 15115.3e 
mandatory annual participation. failure 

to satisfactorily com,plete.............. 15115,.3t 
meritorious mast ·-········-··· .. ••••••••• 15114.lf 
motor vehicle operator's ·permit........ 15l15,.3h 
National Set vice Life Insurance ......... 15115.3g 
oot eligible for duty in combat area.... l5115.3f 
notification to parents. spouses, or 

guardians of enlisted persons· to be 
tried on serious charges or who are 
to be discharged prior to the expira-
tion of their enlistment. ................... _l5115.3v 

Offenses and- Punishment (NA VMC 118 
(12)-PD) ............... _ ..................... -- 15116 

Organized Marine Corps Reserve 
Medal ........... --....................... _ .... 151!5,3dd, 

15157.2h 
participation in special operations •• .u. 151V)-3i 
place from which ordered to active 

duty.......................................... 15115.3cc 
promotion and reduction ••••••• ~........... 15108.2 
punitive dis~harge ............................ 15115.3p 



SERVICE RECORD BOOK--Continued 
~ntries--Continued 

qualification as aircraft crewmember. 15115.3r 
Record of Conviction by Courts :Martial 

(page 13) and supplementary record 
of conviction by courts-martial (page 
13a) ........................................... .. 15117 

Record of Emergency Data (NAVMC 
Form 10526-PD) ............................ 15118 

Record of Examination for Promotion 
(NA VMC 118(5)-PD) -·-•••••• 15109.2-15109.5 

Record of" lnducnon (DD .Form 47) _ 15105.:1a, 
15105.3c 

record of issue of organizational cloth-
ing.. stewards clothing, trunk lock-
ers·----···-·-··············-- 15115.31 

Record of Service (NA VMC 118 (3)-PD)-····---·---··- 15106.3, 15106.4 
reenlistment bonus-·-······--·-·- 15105.1 
request for restoration or waiver of 

restoration..·----··-······- 15115.3x 
request for separation despite physical 

disability··-···-··-··-···--··- 15115.3u 
reservists discharged while on active 

duty·····-··---···--······-···-···- 15115.3j 
Sea and Air Travel (NAVMC 118 (17)-

PD) ............. -............................. 15120 
Selective ~rVI\..'t: registration number. 15115.3y 
selovice school faihlre .................... u 15115.3b 
special requests.............................. 15115.3d 
statement of noneligibility tor VA bene-

fits ••••·-···--·-·••••••••••• .. •••••••••••• 15115.::1w 
Time Lost, Allonnents, Weapons Firing 

Record (NAVMC 118 (6)-PD) ·••-••-••• lfilll 
SERVICE SCHOOL TRAN,GKLPT (LETf]>R 

FORM) oR APPLICATION FOR 1HE 
EVALUATION OF EDUCATIONAL 
EXPERIENCES DURING MILlT ARY 
SERVICE (DD FORM 295) •••••••••••••••• 15090 

SERVICE SCHOOLS: 
completed. entry on unit diary ................ 16093 
failure of. entry in SRB ....................... 15115.3b 

SERVICING 1HE RECORDS••••••••••••••••••••••• 17000 
personnel procedures checkoff list.......... 17001 

SETTLEMENTS FOR LEAVE •••••••••••••••• 9300, 9302 
SHIPMENT OF HOUSEHOLD GOODS OF 

DECEASED PERSONNEL................. 12283 
application for shipment andjor author-

ized temporary storage of household 
goods .......................................... . 

shipment at government expense ••••••••••••• 
storage .............................................. . 

SHORE PATROL ALLOWANCES •••••••••"••••• 
accounting data .................................... . 
advance of funds and settlement of claims 

for ••••••••••••••••••••••••••••••••••••••••••••••• 
aiilOUnts payable .................................. . 
hire of automobiles ••••••••••••••••••••••••••••••• 
receipts ........................... ~ •••••••••••••••••• 

12283.3 
12283.1 
12283.2 

14100 
14104 

14105 
14101 
14102 
14103 

SICK LEAVE ................ "•••••••••••••••••••••••• 
definition ............................................ . 

SIGNATURES: 
facsilllile stamp ....... - •• - ...................... . 
travel orders ...................................... . 

SOCJAL SECURITY ACCOUNT NTTMBERS •••• 
forms: 

9151.5 
9105 

5006 
5006 

15081 

forwarding···-········--···········-······· 15081.2e 
preparation •••••••••••••••••••••••••••••••••••• 15081.2d 

typeS ••••• --················-·····--····-·· 15081.2 procedures for establishing and record-
Ing.................................... 15081.4, 15081.5g 

purpose •• .., ..................... _................... 15081.1 
SOCJAL SECURITY ADMINlSTRA TION: 

benefits for survivors of deceased per-
sonnel ........... - ........... - ............ . 

application ........................................ . 
credit for military service. ••••••••••••••••• 
eligibility•••••••••••••····--·········-···-··-· 
legal assistance required ................... . 
proofs required for····-··-•••••••••••••••••• 
quarters of coverage. ••• _ ................. . 

Social Security benefits ·-···-···•••••••••••· 
SOCJAL SECURITY BENEFITS. (See also 

SOCIAL SECURITY ADMINISTRA-

12306 
12306.5 
12306.2 
12306.1 
12300.1 
12306.4 
12306.1 

11101 

TION.) .......................... -............ 11101 
application for payments ........................ 11101.6 
card, Social Security··-·•••••••••••••••••••••••• 11101.7 
coverage ............................................. 11101.1 
number. Social Security ......................... 11101.7 
quarters of coverage............................. 11101.4 
sources of information .......................... ~1i01.10 
tax payments by pay roll deductions ••••••••• 11101.5 
wage credits •••••••••••••••••••••••••••••• 4 ••••••••• 11101.2 

SPECIAL ORDERS••••••••••••••••••••••••••••••••••• 5200 
contents............................................... 5200.2 
preparation......................................... 5200.3 

administrative change portion.............. 5200.4 
use •••••••••••••••••••••••••••••···•••••••••••••••••·•• 5200.1 

SpECIALIST OFrlCERS: 
appointment to commissioned grade in 

USMCR.•••••••••••••••••••••••••••••••••••••••• 

SPECIAL WEAPONS: 
disposal of •••••••••••u••••••••••••••••••••••••••••• 

STAFF SPECIALIZATION ••••••••••••••••••••••••• 
STANDBY RESERVE CONTROL (DD FORM 

889) AND STANDBY RESERVE 
NOTICE AND REPORT (SSS 

FORM 91) .. ••••••••••••••••••••••••••••••••••• 
action by ctnnmanders and/or directors ••• 
preparation •••••••••••••••••••••••••••············· 
purpose ............................................ . 
selective service notifications ••••••••••••'••• 

STATE INCOME TAX: 
deceased Marines. in case of ................ .. 

STATEMENT OFUNDERSTANDINGOFMIL
ITARY OBLIGATION (NAVMC 10479-
PD) ............................................. . 

preparation ...................................... .. 

2104 

4014 

4051 

15079 
15079.6 
15079.2 
15079.1 
15079.4 

12327 

15077 
15077.2 
15077.1 
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STATEMENT OF UNDERSTANDING UPON 
ENLISTMENT IN USMCR AND AS
SIGNMENT TO TilE "SIX-MONTH 
TRAINING PROGRAM" AS A COM
PONENT CLASS REst:RVE STATUS 
CODE "K" RESERVIST (NAVMC 

10480-DR) ·-·-·••••••••••••••••-•••••••••• 
SUBSISTENCE: 

authorization consideration of basic allow-
ance ••••••••••••••••••••••••••••••••••••••••••••• 

~~!c allowance ................................... . 
SUCCESSIVE ASSIGNMENTSOF---rN: 

LISTED PERSONNEL •••••••••••••••••••••• 
SUPPLEMENTAL BASIC ALLOWANCE FOR 

SUBSISTENCE ·········•·•••••••••••••• ... •• 
SUPPLEMENTARY RECORD OF CONVIC· 

TION BY COURT-MARTIAL (PAGE 

13A)•••••·••••••••••••••••••••••••••••••••••••••• 
preparation ....................................... . 
purpose ............................................ . 

SUPPORT OF DEPENDENTS: 
complaints ......................................... . 

SURVIVOR BENEFITS: 
casualties: 

arrears of pay ................................. . 
death gratuity .................................. . 
dependency and indemnitv comoensation. 
forwarding of personal eftects of de-

ceased personnel ........................... . 
shipment of household goods of deceased 

per!'lonnel ..................................... . 
transportation of dependents of deceased 

personnel ...... ~-·-·······--•••••• ........... .. 
personal affairs: 

annuities for survivors ...................... . 
claims for unnaid pay and allowances ... . 

death gratuity ................................. .. 
dependency and indemnitv compensation. 
Retired Serviceman's Family Protec-

tion Plan .................................... .. 
shipment of household effects of de-

ceased lvlarines ............................. . 
transportation of dependents of deceased 

lvlarines .. ,,._,, ............................... .. 

T 
TAGS: 

identification TAXES: ...................................... . 

Federal Income Tax, in case of deceased 
tv1arines ....................................... . 

State Income Tax, in case of deceased 
Marif!,.e5u-~_ ................ _. ................ .. 

TECH!'IICAL OBsERVER: . -· -------

__pali~~!ions for officers .......... ~ .......... . 
TEMPORARY ADDITIONAL DUTY: 

leave in conjunction with ...... , ................ . 

Ch. 10 

15078 

14051 
14050 

4113 

14054 

15117 
15117.3 
15117.1 

7201 

12281 
12278 
12305 

12282 

12283 

12284 

11204 
1120?. 

11200 
11201 

11204 

11203 

11203 

1506€ 

12326 

l2327 

4068 

9151.8 
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TEMPORARY ADDITIONAL DUTY AND 
TEMPORARY DUTY WHILE ON 
LEAVE ••••••••••••••••••••••••••••••••••••••••• 

TD!PORARY ADDITIONAL DUTY ORDERS. 
assignment of priority for travel by gov-

ernment aircraft .......................... .. 
directed ............................................ .. 
endorsements ..................................... . 
entitlements affected by travel terms ..... .. 
group travel ....................................... . 
guide for selection of mode of travel ....... . 
leave in conjunction with ....................... . 
modes of transportation ........................ . 
modification ....................................... . 
per diem, authorization ....................... .. 
permissive ........................................ .. 
repeated travel orders ......................... . 
terms used in, discussion of ................ .. 
travel on ............................................ . 
travel time for aircraft travel ............... . 
types •••••••••••••••••••••••••••••••••••••••••••••••••• 
use of a combination of modes of travel ... . 
use of commercial transportation .......... .. 
use of government aircraft .................... . 
use of privately-owned vehicle when ad-

vantageous to the government ......... .. 
THEATER, COMMISSARY AND EXCHANGE 

PRIVILEGES: 
for dependents of deceased Marines ......... 

TIME LOST•••••••••••••••••••••••••••••••••••••••••••• 
TIME LOST: ALLOTMENTS: WEAPONS 

FIRING RECORD(NAVMC118(6)-PD). 
allottnents, entries ............................. . 
purpose ............................................ . 
time lost: 

absences: 
prior to 24 July 1956 ..................... . 
on or after 24 July 1956 ................ . 
whiffi_ar_e time_lpst ............... "~"' 

computations: --
~Or makeup purposes~ .................. .. 
for pay purposes ........................ .. 

entries ......................................... . 
explanation of ............................. . 

weapons firing record; iniscellaneous: 

9056 
51.'52 

5055.1 
5152.4 
5010.3 
5055.7 
5152.2 
5055.5 

5102 
5055 
5011 

5152.4 
5152.4 

5154 
5055 
5054 

5055.3 
5152.4 
5055.4 
5055.2 
5055.1 

5055.6 

12288 
15111 

15111 
15111.4 
15111.1 

15111.3b 
15111.3b 
15111.3b 

15111.3c 
15111.3c 
15111.3d 
15111.3a 

IT13rksmanship .................................. 15111,5 
entries ........................... ,15111.5a-15111,5c 

TOUR OF DUTY FOR ENLISTED PERSON· 
NEL............................................. 4111 

fOUR OF DUTY FOR OFflCERS ••••• "........ 4054 
TOUR OF DUTY FOR WARRANT OFF!-

CERS ........................................... 4063 
TRAINING, 

avi.etio":_guaranteed, entry in SRB .......... 15115.3s 
TRANSFER: 

at own expense ..................... ~~.............. 4152 
enlisted personnel: 

assigned to Reserve and Recruitment 
Districts....................................... 4103 



TRANSFER- -Continued 

request for ••••••-••••••••••••••••••••••••••••••• 
to and from organizations afloat ••••••••••• 
to Fleet Marine Corps Reserve and re-

lease from active duty •••••••••••••·••••••• 
application for -·· ......................... . 
eligibility for ••••••••••••••••••••••••••••••••• 
entries on unit diary •••••••••"•••••••••••• 

to retired list after 30 years active 

duty············································· to sea or foreign duty ••••••••••••••••••••••••• 
to Veterans" Administration facilities ••• 

entries on unit diary: 
Regular Establishment ••••••••••••••••••••••• 
Reserve establishment ••••••••••••••••••····· 

general restrictions on ......................... . 
hospitalized personnel ••••••••••••••••••••••••••• 
officers. request for ............................ . 
of security force personnel, Pacific Ocean 

Area ........................................... . 
reserve officers to another Reserve ···-··• 

TRANSPORTATION: 
authorized for; 

circuitous travel ••••••••••••••••••••••••••• _ •• 
leave-••••••••••••••••••••••••••••••••••••••••••••• 

modes ••••••••••••••••••••······•••••••••••••••••••••• 
of dependents of deceased personnel •••••••• 

household effects ••••••••••••••••••••••••••••••• 

TRAVEL: 

absentee orders ····-·•••••••••••••••••••••••••••• 
autlx>rization to perform at no expense 

to the government,, ••••••••••• - ........... . 
baggage identification markings incident 

to movement •••••••••••••••••••••••••••••••••• 
between ports -·······-·•••••••··-•••••••••••••• 
circuitous routes •••••••••••••••••••••••••••••••••• 
computation of travel time ••••••••••••••••••••• 
conduct of personnel traveling by poblic 

conveyance, instructions for ............ . 
disposition of effects preparatory to move

ment of troops or individuals •••••••••••• 
group ................................................ . 
instructions for officers rerurning to 
. CONUS from overseas duty •••••••••••••· 

limits for liberty ................................. . 
method of accounting for proceed time and 

delay en route .............................. .. 
lllOdes ............................................... . 
movement orders ·····-··-···•••••••••••••••• 
on TEMADD orders •••••••••••••••••••••••••••••• 
ori temporary additional duty orders •••••••• 
orders to proceed home awaiting results 

physical evaluation board. •••••••••••••••• 
outside the continental u.s. in connection 

with emergency leave. ••••••••••••••••••••• 
passports and immunization .................. . 
proceed time, entitlement to .................. . 
regulatory instructions •••••••••••••••••••••••••• 
reimbursement for ••••••••••••••••••••••••••••••• 
reirnbursenient not authorized •••••••••••••••• 
responsibilities of officers issuing orders 

involving ...................................... . 
sea and air, entries in SRB ................... . 

4112 
41{}2 

13406 
13405 
13404 

16081.3 

13400 
4111-4 

4118 

16081-1 
16280.1 

4007 
4020 
4057 

4021 
13153 

5004 
9251 
5055 

12284 
11203 

5158 

5003.7 

5256 
5051 
5004 
5050 

5301 

5257 
5151 

5017 
9152-7 

5100 
5055 
5155 

5152_3 
5054 

5159 

9057 
5015 
5101 
5000 
5050 
5002 

5300 
15120 
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second PCS in same fiscal year. instruc-
tions for requesting •••••••••••••••••••••••• 

temporary additional duty. entry on unit 
diary (regular establishment) ••••••••••• 

time: 
in conjunction with leave .............. ~•••••• 
in execution of orders ••••••••••••••••••••· .. • 
upon separation ................................. . 
when orders are modified .................... . 
when orders are received on leave ....... . 

TRAVEL OF TROOPS: 
by commercial carrier •••• ,.. •••••••••••••••••••• 
by goverrunent air •••••••••••••••••••••••••••·•••• 
by government vehicle ......................... .. 
by vessel •••••••••••••••••••••••••••••••••••••••••••• 
disposition of effects preparatory to move-

ment ........................................... . 
personnel to be detailed in charge of •••••••• 
preparation for movement to overseas by 

vessel ......................................... . 
receipt of personal effects and baggage re

turned to U.S. from a theater of oper-
ations .......................................... . 

TRAVEL ORDERS: 

5019 

16092 

9250 
5050 

13303 
5052 
5053 

5253 
5254 
5255 
5251 

5257 
5250 

5252 

5258 

abbreviations................................ 5014, 5003.5 
absentee •••••••••••·••••••••••••••••••••••••••••••••• 5158 
address while en route................... 5010.2, 5016 
approval by CMC or competent authority.. 5003 .. 6 
authorized forms.................................. 5003 

message orders ••••••••••·•••••••• .. ••••••••••• 
telephonic orders ••••••·••••••••••••••••••••••• 
verbal orders ••••••••••••••••••••••••••••••••••• 
written orders •••••••••••••••••••••••••••••••·-

cancellation or revocation •••••••••••••••••••••• 
cancellation during proceed or travel time 
circuitous travel •••••••••••••••••••••••••••••••••• 
competent travel ................................. . 
confirmation of messages •••••••••••••••••••••• 
countersigning of •••••••••••••••••••••••••••••••••• 
date of detachment •••••••••••••••••••••••••••••••• 
definition •••••••••••••••••••••••••••••••••••••••••••· 

5003.5 
5003.3 
5003.2 
5003_1 

5012 
5013 
5004 
5001 

5003_4 
5007 
5009 
5001 

dislocation allowance............................. 5018 
endOrsement on............................... 5008. 5010 
endorsements on message or speedletter 

orders ......... ,.. ••••••••••••••••••••••••••••••• 
forms illustrated •••••••••••••••••••••••••••••••••• 
general infqrmation •••••oo.aao-•••••• ... ••••••••••, 
group travel ....................................... . 
leave authorization included in. .............. . 
method of accounting for proceed time and 

delay en route ............................... . 
modification of .................................... . 
I!lOVeJilent orders ................................ . 
orders to proceed home awaiting results 

physical evaluation board ................. . 
original orders ·-··••••••••••••••••••••••••••••••• 
originated by other than competent author-

ity .............................................. . 
permanent change of station .................. . 
proceed time, entitlement to •••••••••••• - ••••• 

purpose ••••••••••-·••••••••••••••••••••-••••••••••• 
references in orders ••••••••••••••••••••••••••••• 
repeated •••••••••••••••••••••••••••••·••••••••••••••• 
reporting date, determination of •••••••••••••• 

5003_4 
5020 
5000 
5151 
9204 

5100 
5011 
5155 

5159 
5008 

5003.6 
5150 
5101 
5002 
5005 
5154 
5100 

Ch.5 



THAVEL ORDERS--Continued 

signatures••••••••••••·••••••••••••••·••••••-·•·•··· 
special orders .................................... . 
travel time when orders are modified •••••• 
travel time when orders are received on 

leave ........................................... . 
TRAVEL TIME: 

between ports •••••••••••••••••••••••••••••••·•••••• 
by government or commercial aircraft ••••• 
by privately-owned vehicle ••••••••••••••••••••• 
cancellation of orders during. ••••••••••••••••• 
in conjunction with leave. ••••••••••••••••••••••• 
in execution of orders ••••••••••••••••••••••••••• 
method of accounting for proceed time and 

delay en route. .............................. . 
via mixed modes .................................. . 
when orders are modified •••••••••••••••••••••• 
when orders are received on leave ···-···•· 

TREASURER FOR MESSES, CLUBS AND 
HOSTESS HOUSES ......................... . 

TRIAL: 
of officers, report of .................. - ......... . 

u 

UNIFORM CODE OF MILITARY JUSTICE 
(UCMJ): 

amenability of reservists to UGMJ •••••••••• 
amenability elements in assignment or-

ders ............................................ . 
discretion of order-writing authority to 

make reservists subject to the code ••• 
explanation of Articles to reservists ••••• 
inactive duty training categories ......... . 
jurisdiction and continuation •••••••••••••••• 
training categories wherein members are 

subject to the code··--··•••••••••••••••••• 
certification of officers under Articles 26 

and 2'7 ........... _ .............................. . 
instructions ........................................ . 
investigation(s): 

involving worn, lost, damaged or stolen 
property ................. _ •••••• _ ••••••••••• 

Jl10tor vehicle accidents ........................ . 
offenses ••••••••.•••••••••••••••••••••••••••••••••• 
of women personnel suspected of offenses 

investigations and courts of inquiry. regu-
lations governing. ••••••••••••••••••••••••••• 

officers: 

punishment report ••••••••••••••••••••••••••••• 
trial of •••••••••••••••··-·•••••••••••••••••••••••• 

UNIFORMs AND ACCOUTERMENTS FOR 
BURIAL PtJRPC>SES ....................... . 

UNIFORMS AND CLOTif!NG: 
disposition of: 

5006 
5200 
5052 

5053 

5051 
5050,3 
5050.2 

5013 
9250 
5050 

5100 
5050,4 

5052 
5053 

4006 

7150 

7004 

7004,6 

7004,5 
7004.7 
7004.3 
7004,2 

7004.4 

7007 
7001 

7103 
7102 
7101 

7101.3 

7100 

7151 
7150 

12203 

in case of absentees and deserters 7050,3, 7050,4 
upon discharge.................................. 1330'7 

inventory of in case of absentees and de-
serters......................................... '7050.2 

UNIFORMED SERVICES IDENTIFICATION 
AND PRIVILEGE CARD ••••••••••••••••••• 

application and verification of ••••••••••••••••• 
delivery instructions ••••••••••••••••••••••••••••• 

Ch. 6 

11051 
11051,2 
11051.4 

disposition of.................................... 11051. '1 
eligible persons ••••·•••••••••••••••••••••••••••••• 11051.2 
issuance ••••••••••••••••••••••••••••••••••••••••••••• 11051.3 
loss or theft........................................ 11051,.6 
preparation •••••••••••••••••••••••••••••••••••• .. ••• 11051.4 
privileges •••••••••••••••••••••••••••••••••••••·••••• 11051.5 
refusal to sponsor dependents ••••••••••••••••• 11051,.8 
responsibility of sponsors...................... 11051.4 
security and accountability ••••••••••••••••••••• 11051.9 
special instructions for issuing officer ..... 11051.3 
upon death of sponsor: 

application ••••••••••••••••••••••••••••••••••••••• 12286.2 
reissue............................................. 12286.1 

UNIT DIARY: 
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Regular Establishment: 
accounting status-strength category •••••• 16079 

chargeable ••••••••••••••••••••••••••••••••••••160'79.2a 
definition •••••••••••••••••••••••••••••••••• .. •• 160'79,.1 
not chargeable •••••••••••••••••••••••••••••••160'79.2b 
sample entries ••••••••••••••••••••••••••••••• 

attached rosters, referencing of on. •••••• 
attaching entries ••••••·•••••••••••••••••••••••• 
captions ••••••••••••••••••••••••••••••••••••••••••• 
continuity ••••••••••••••••••••••••••••••••••••••••• 
copies to disbursing officer •••••••••••••••• 

commander 9 S authorization ··•••·••••••• 

16079.9 
!6103 
16078,_ 
16105 
16104 

16100,1 
16100.2 

correction entries •••••••••••••·••••••••••••••• 16106 
definition and purpose ••••••••••••• 16050,.1-16050.3 
distribution after preparation •••••••••••••• 16050,.4 

16081 I drop entries ••••••••••••••••••••••••••••••••••••• 
upon acceptance of appointmenti ter

mination of appointment; gain and 
loss entries for ••••••••••••••••••••••••••• 

upon death ••••••••••••••••••••••••••••••••••••• 
upon desertion ••••••••••••••••••••••••••••••• 
upon discharge .............................. . 
upon release from active duty .......... .. 
upon resignation ............................. . 
upon retirement ••••••••••••••••••••••••••••• 
upon retirement and transfer to Fleet 

Reserve ................................. - •• 
upon transfer ••••••••••••••••••••••••••••••••• 

entries·: 
awaiting retirement •••••••••••••••••••••••• 
basic allowance for subsistence. per

mission to mess separately granted 
basic allowance for subsistence, ra-

tions in kind not available ••••••••••••• 
casualty. injury, or hosPitalization •••• 
confinement ••••••••••• - ...................... . 
courts-martial ............................. .. 
foreign language qualification ......... .. 
individuals location. county/state/ 

country ..................................... . 
in hands civil authorities ................ . 
leave ........................................... . 
missing-missing in action-captured-

interned .................................... . 
nonjudicial Pllnislunent ................... . 
pay information on attached personnel •. 
restriction on use to substantiate pay 

record entries ........................... . 
sample formats to support pay record 

entries ••••••••••••••••••••••••-•••••••••••• 

16081.8 
16081.6 
16081.7 
16081.2 
16081,5 
!6081.4 
16081,3 

16081,3 
!6081.1 

16086 

16109 

16108 
16087 
16088 
!6089 
!6095 

!6094 

16085 
16090 

16091 
16089 
!6112 

16101,1 

16111 

/ 
i 



UNIT DIARY --Continued 
Regular Establi.shment--Cont.t..lned 

entries- -Continued 
service schools completed ............... 16093 
temporary additional duty................ 16092 
unauthorized absence...................... 16084 

format ........................ ~ •.••..•.•••.•••••.•• 16051.1 
gains............................................... 16076 
joining entries.................................. 16077 

assignment to extended active duty •••• 16077 .10 
facts which must be shown for a........ 16077.3 
for·further assignment or transporta-

tion ........................................... l6077.11 
for record purposes only ................. 16077.7 
normally not made upon receipt of 

records ..................................... 16077.4 
to reestablish an individual in the unit 16077.8 
upon change of Status while en route: 

individual.: 
accounted for ••••••··••••••••••••••••••• 16077.5 
not accou~ted for ...................... 16077.6 

upon entry for immediate active duty. 16077.9 
upon return from desertion 16077.12, 16077.13 
when made.................................... 16077.2 

losses (drop) ••••••••••••••••••••••••••••••·••••• 16080 
occasions for preparation................... 16053 
pay entry base date............................ 16110 
preparation instructions...................... 16054.8 

authentication................................ 16054.8 

body············································· 16054.5 completing the strength balance sec-
tion........................................... 16054.7 

comPOsition of remarks................... 16054.6 
copies required............................... 16054.2 
correction to unit diaries and support-

ing docurnents ............................. l6054.13 
flag and/or staff allowance diaries •••• 16054.15 
heading......................................... 16054.4 
record of events entries .................. 16054.12 
sections of reporting unit on detached 

duty {subunits) ....... ., ........... - ••••• 16054.10 
special instructions tor units in com-

bat............................................ 16054.9 
submission of supporting documents •• 16054.11 
use of attached roSters to unit diaries •• 16054.14 

prepared by .......................... 16052.1. 16052.2 
during combat operations ••••• -.......... 16052.3 

reestablishment of information within 
the system •••••••••••••• u ................... . 16288 

reporting of items not shown on IRC 
(NAVMC 10447-PD)........................ 16083 

resubrnission.................................... 16107 
specific instruction for reporting data 16075 
where submitted................... 16053.5, 16053.6 

Reserve Establishment: 
attaching entries .............................. . 
defmition and purpose ....................... . 
drop entries ...................................... . 
entries 

nonjudicial punislunent. .................. . 
upon acceptance of appointment; ter

mination of appointment; gain and 
loss entries for .......................... . 

16278 
16250 
16280 

16288 

16280.7 
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upon assignment to active duty •••••••••• 
upon death ••••••••••••••••••••••••••••••••••••• 
upon desertion .............................. . 
uwn discharge ••••••••••••••••••••••••••••••• 
upon resignation. •••••••••••••••••••••••••••• 
upon transfer ................................ . 

entries: 
associate duty and repeated training 

duty without pay ......................... . 
casualty or injury ···••••••••••••·••••••••••• 
confinement .................................. . 
COHrts-martial .............................. . 
in hands civil authorities ................. . 
sample formats to support pay rec-

16280.8 
16280.5 
16280.6 
16280.2 
16280.4 
16280.1 

16289 
16286 
16287 
16288 
16285 

ord entries.................................. 16326 
unauthorized absence •••••••••••••••••••••• 16284 

format............................................. 16251 
gains............................................... 16276 
joining entries •••••••••••••••••••••••••••••••••• 16277 

making upon receipt of records ••••••••• 16277.4 
samples of...................................... 16277.6 
when made •••••••••••••••••••••••• 16277.2. 16277.3 losses (drop).................................... 16279 

occasions for preparation ••••••••••••••••••• 16253 
preparation instructions...................... 16254 

authentication ···":.--·••uoo•ouoo••··········· 16254.9 

body············································· 16254.6 completing strength balances section. 16254.8 
composition of remarks ••••••••••••••••••• 16254.7 
copies required ................... u......... 16254.2 

distribution ................................ 16254.4 
correction to unit diary and supporting 

documents •••••••••••••••••••••••••••••••••• l6254.12 
heading••••••••••••••••····-··················· 16254.5 
record of events entries .................. 16254.11 
submission of supporting documents .. 16254.10 
use of attached rosters tounitdiaries •• 16254.13 

prepared by...................................... 16252 
reporting of items not shown on rn.c 

(NA VMC 10421-PD) ••••••••••······-······ 
specific instructions for reporting data • 
where submined .•......•.. ~ ..................... ~ 

UNIT PUNISHMENT BOOK. ••••••••••••••••••••••• 

16283 
16275 

16253.4 
15086 

15086.2 
7002 

form •••••······~·········-···-·············~········ 
maintenance •••••••••••••••••••••••••••··-···~···
pr~ration ••••·•••••••••••••••••·•••••••••••••••••• 15086 • .3 
requirement •••••••••••••••••••••••n•••••••oo••--·· 15086.1 

UNPAID PAY AND ALLOWANCES: 
claims ••••••••••••••••••••••••••••••••••••••••••••• ~.~ 

UNUSED LEAVE: 

settlements ••••••••••••······•••···················· 
guides for making ............................. . 
involving travel ................................ . 

U.S. NAVAL ACADEMY 
appointment of graduates to commissioned 

grade .......................................... . 
enlisted Marines to attend, selection of •••• 

v 
VETERANS" ADMINISTRATION: 

benefits for survivors of deceased per
sonnel: 

beneficiaries. NSLI and USGLI ............ . 

1120Z 

931JO 
9301 
9302 

2050.1 
2050.2 

12301 

Ch.9 



VETERANS" ADMINISTRATION--Continued 
benefits for -survivors of deceased per-

sonnel- -Continued 
claims, procedure for fihng .................. 12302 
dependency and indemnity compensation. 12305 
legal assistance required................... 12300,1 
National Service Life Insurance........... 12304 
photostats as proof............................ 12300.2 
U.S. Government Life Insurance.......... 12303 

oompensation claims................ 11350.5, 11350,7 
dependency and indemnity compensa-

tion...................................... 11201, 12305 
facilities transfer of enlisted personnel to. 4118 
pensions, administered by...................... 11102 
statement of noneligibility for benefits ••• 15115,3w 

VISITS: 
outside the United States on leave........... 9151.11 
to the United States on leave.................. 9151.10 

Ch. 7 

w 

WAIVER OF PHYSl(:;ALDISQUALIFICATION 
(STANDARD FORM 88, REPORT OF 
MEDICAL EXAMINATION) AND 
(STANDARD FORM 89, REPORT OF 
MEDICAL HISTORY) ...................... . 

WAR ORPHANS EDUCATIONAL ASSISTANCE 
ACT OF 1956 ............................... . 

WEEKEND LIBERTY ••••••••••••••••·•••••••••••••• 
WELFARE ORGANIZATIONS .................... . 

American National Red Cross ............... . 
Navy Relief Society ............................. . 

WELFARE REPORTS (WEL REP): 
format .............................................. . 

WELL AND ON DUTY .......................... .. 
WILLS: 

15063 

12330.-1 
9152,3 
11150 

11150.2 
11150,3 

11151.2 
12053.1j 

oontechnical assistance for survivors of 
deceased Marines........................... 12328 

WOUNDED IN ACTION........................... 12052.lf 
WOUNDED IN ACTION--NOT EVACU-

ATED .......................................... 12052.1g 
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