Inspectors General Checklist

OFFICER AND ENLISTED PROMOTION PROCESS 1400	
This checklist applies to all Commanders and OICs that prepare and sustain promotion authority for all officers and enlisted Marines to include regular and reserve component.	
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Subsection 1 – OFFICER
0101	Are the command's administrative personnel familiar with procedures for delaying an officer's promotion?	Reference: MCO P1400.31C W/CH1, par 5004
	
Result	Comments 
0102	Are requests for Special Promotion Authority in compliance with the promotion manual? 	Reference: MCO P1400.32D W/CH2, par 1200.3
Result	Comments 
Subsection 2 – ENLISTED SNCO
0201	Are the command’s administrative personnel familiar with procedures for undelivered staff non-commissioned officer’s promotion?	Reference: MCO P1400.32D W/CH2, par 5200
	
Result	Comments 
0202	Is the command in compliance with submission timelines regarding undelivered SNCO promotions?	Reference: MCO P1400.32D W/CH2, par 5200.
	
Result	Comments 
0203	Is the command aware of endorsement requirements for undelivered packages requiring detailed justification from the Marines chain of command up to the first Commanding General?	Reference: MCO P1400.32D W/CH2, par 5200.4-5	
Result	Comments 
0204	Is the command aware of procedures for Marines who transfer while in a delayed status? 	Reference: MCO P1400.32D W/CH2, par 5200.8	
Result	Comments 
Subsection 3 – Enlisted NCO and below
0301	Is the Marine Corps Recruit Depots/Marine Corps Formal Schools reporting meritorious promotions and preparing promotion warrants for Marines who are formally assigned.	Reference: MCO P1400.32D W/CH2, par 4200 and par 4201.1-4, par 5103, FIG 5-1 - 5-11, PRIUM, par 70701	
Result	Comments 
0302	Is the command aware that time in grade and time in service for composite score purposes are computed to the end of the promotion quarter for corporal and sergeant promotions? 	Reference: MCO P1400.32D W/CH2, par 2201.1-4 and 2202, 	
Result	Comments 
0303	Does the command ensure training data is entered and corrective actions are taken to correct missing or zeroed out composite scores w/in the current promotion quarter?  	Reference: MCO P1400.32D W/CH2, par 2501, 2603 and 2604; PRIUM, par 70606 and 70608	
Result	Comments 
0304	Upon corrective action of a zero’d composite score, does the command report remedial selection for the current promotion month? 	Reference: MCO P1400.32D W/CH2, par 2603 and 2604; PRIUM, par 70608.1b	
Result	Comments 
0305	Does the command ensure when a Marine is promoted to Corporal and Sergeant they are assigned promotion conduct and duty proficiency marks? 	Reference: MCO P1070.12K W/CH1, TABLE 4-3 and par 4005.3a	
Result	Comments 
0306	Does the command ensure the appropriate authority is approving Pro/Con Marks? 	Reference: MCO P1400.32D W/CH2, par 1200.3 	
Result	Comments 
0307	Does the command ensure the effective date of reduction and date of rank are the same for Marines who are punitively reduced? 	Reference: MCO P1400.32D W/CH2, par 7001.3
	
Result	Comments 
0308		Is the command assigning reduction conduct and duty proficiency marks, when a Marine is punitively reduced? 	Reference: MCO P1070.12K W/CH1, TABLE 4-3	
Result	Comments 
0309	Is the command conducting quarterly NCO Panels for Marines who meet the TIG/TIS requirements and subsequently issuing page 11 Non-Rec’s for Marines as appropriate? 	Reference: MCO P1400.32D W/CH2, par 2500.4, MCO P1070.12K W/CH1, par 70600
Result	Comments 
Subsection 4 – PROMOTION REPORTING PROCEDURES
0401	Is the command aware that TTC 287-002 (REQ RECOMPUTE OF COMP SCORE) can only be run for the current promotion quarter? Reference: MCO P1400.32D W/CH2, par 2603; PRIUM, par 70608.1a	
Result	Comments 
0402	Are procedures in place to ensure late training data is being entered via Unit Diary/MCTIMS, and the TTC 287 002 (REQ RECOMPUTE COMP SCORE) is being entered in MCTFS? 	Reference: MCO P1400.32D W/CH2, par 2603; PRIUM, par 70608.1a	
Result	Comments 
0403	Is the command aware that TTC 287-003 (REQ REMEDIAL SELECTION) can only be reported on unit diary for the current month? 	Reference: MCO P1400.32D W/CH2, par 2600, 2603; PRIUM, par 70608.1b	
Result	Comments 
0404	Is the command submitting full detailed remedial promotion requests to the CMC MMPR-2 when a Marine meets the required cutting score for any month prior to the current month?	Reference: MCO P1400.32D W/CH2, par 2600, 2603; PRIUM, par 70608	
Result	Comments 
0405	Is the unit reporting TTC 191 00 (NOT REC PROM) on or before the 15th of each month/quarter for Marines not being recommended for promotion, and is the required service record page 11 entry completed? 	Reference: MCO P1400.32D W/CH2, par 2500.4; PRIUM, par 70607; MCO P1070.12K W/CH1, par 4006.3F	
Result	Comments 

0406	Is the unit reporting the appropriate promotion restriction entries via unit diary, and are the required service record page 11 entries being completed for all reportable occasions (including occasions when MCTFS automatically places the member in a promotion restriction status, i.e. weight control, NJP, etc.)? 	Reference: MCO P1400.32D W/CH2, par 1204; PRIUM, par 70702; MCO P1070.12K W/CH1, par 4006.3E	
Result	Comments 
0407	Is the command appropriately reporting restriction for DUI’s?	Reference: MCO P1400.32D W/CH2, par 1204; PRIUM, par 70702; MCO P1070.12K W/CH1, par 4006.3E 
	
Result	Comments 
0408	Is the unit reporting TTC 193 000 (WILL NOT PROMOTE) on Marines selected whom the Commanding Officer chooses not to promote prior to the automatic promotion process each month and is the required service record page 11 completed? 	Reference: MCO P1400.32D W/CH2, par 2500.5; MCO P1070.12K W/CH1, par 4006.3F	
Result	Comments 

0409	What procedures has the command implemented in order to remove an erroneous promotion in a timely manner? 	Reference: MCO P1400.32D W/CH2, par 2101 and 2102, PRIUM, par 20202	
Result	Comments 

0410	Is the unit using the Commanding Officer's approval date as the effective date for administrative reductions?	Reference: MCO P1400.32D W/CH2, par 6001.2 and 6004; PRIUM, par 70507	
Result	Comments 
Subsection 5 – SNCO/NCO & BELOW 

0501	Is the command ensuring all Marines complete the required PME for their grade and ensure PME is reported in a timely manner? 	Reference:  MCO P1400.32D W/CH2	
Result	Comments 

0502	Does the command ensure promotion warrants are properly prepared? Reference: MCO P1400.32D W/CH2, par 5103, FIG 5-1 - 5-11 	
Result	Comments 

0503	Does the unit have written internal control procedures in place to ensure all promotion policies are being complied with and enforced correctly? Reference: MCO P1400.32D W/CH2	
Result	Comments 



This checklist outlines the general elements needed for the day-to-day administration and operations of this function area. Additionally, this checklist provides guidelines for internal evaluations and standardized criteria for the conduct of inspections. Commands must also fully comply with all applicable references.
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