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100 Days in the Fleet
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Program Administration Overview

1. A Religious Program Specialist (RP) coordinates with S-1/Admin to obtain a list of new joins and determine the first tour personnel who need training.  

2. The Action Officer (AO) provides the Needs Trained list to unit Executive Officer and Sergeant Major and assigns quotas by unit.

3. RPs manage registration to ensure proper class size (12-30) and update the AO weekly on quotas remaining.

4. RPs manage logistics of each class.

5. Chaplains execute the class including a hot wash to improve the next cycle. 

Class Execution
1. D – 90:
a. RP identifies Marines/Sailors due for training by contacting S-1 for a list of first tour Marines/Sailors that have checked into the command within 80-120 days.
b. RP sorts Marines/Sailors by squadron and needs trained date.

2. D-30:
a. AO schedules classes for the following quarter NLT 30 days prior to the start of the quarter.
b. RP confirms availability of an adequate classroom.
c. AO sends “Needs Training” list (Marines who are due to attend the class within the next 90 days) to unit leadership.

3. D-14:
a.  AO verifies logistics: location, number of Chaplains training, RP communication, and materials needed.
b. AO confirms with the Chaplain(s) which chaplains are responsible to teach “100 Days.”
c. RP receives names of Marines/Sailors from squadrons for registered classes 
d. RP adds requested names to the class rosters and updates “Needs Training” tracker.
  
4. D-7: 
a. RP reconfirms location of training and secures 2-3 Corporals for the Corporal’s Panel.
b. RP ensures all necessary materials are identified for print (i.e. card stock, paper).

5. D-1:
a. RP alphabetizes and prints draft roster.
b. Assigned Chaplains confirm teaching plan.
c. RP creates the electronic certificates on Publisher.

6. D-0:
a. RP prints roster by 1200.
b. RP prints additional certificates if needed (based on number of participants), the handouts, feedback forms, and the roster.
c. RP secures the roster 30 minutes after the beginning of the class and creates any additional certificates needed. 

7. Day +1:
a. AO sends out emails of attendance, quotas, and future dates for classes to the squadron leaders.
b. The hard copy of the roster is scanned to SharePoint. RP designates the attendance or non-attendance of Marines in the digital roster on SharePoint.
c. RP updates the “Needs Training” based on course attendance.
d. AO verifies the class attendance with the Spread Sheet.
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