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Subsection 1 –UNIT SPECIFC ITEMS (applies to all Colonel and Lieutenant Colonel-level commands, and General-level commands providing direct support to Marines)

0101	Within 60 days of assuming command, did the Commander publish an SOP outlining roles and responsibilities for those providing deployment support, readiness and resource support, volunteer management, and communication expectations, to include:
1) Explanation of all communication tools used in distributing UPFRP information, the frequency, and conditions of use
2) Explanation of restrictions for communication and restrictions within communication mediums, i.e. social media limitations
3) Guidance and limitations for communications from Family Readiness Command Team Advisor(s) (FRCTA)/Family Readiness Advisor(s) (FRA)
4) Crisis communication guidance addressing procedures for the different crisis includes the communication flow from CO to Authorized Contacts, approval process for disseminating information, expectations for Deployment Readiness Coordinator (DRC)/Uniformed Readiness Coordinator’s (URC) role in assisting families
5) Additional guidance provided in Appendix B  
		Reference:  MCO 1754.9B, par 4b(9)(b); chap 4, par 1b
	Result	Comments 

0102	Did the Commander appoint a Responsible Officer (RO) and Assistant RO (ARO) to approve the execution of the Unit and Family Readiness Funds?  
	Reference:  MCO 1754.9B, par 4b(9)(c)
	Result	Comments 

0103	Did the Family Readiness Command Team (FRCT), including the CO, XO, SgtMaj/Senior Enlisted, Deployment Readiness Coordinator and/or Uniformed Readiness Coordinator, Single Marine Program Representative, Chaplain, and FRCT Training within the respective timeline as required by policy?  
		Reference:  MCO 1754.9B, par 4b(9)(a); chap 7, par 2; chap 8, par 2a
	Result	Comments 

0104	Can the command demonstrate pre-deployment trainings were offered to Individual Augments (IAs) and their family members?				
Reference:  MCO 1754.9B, par 4b(9)(g)
	Result	Comments 

0105	Do the FRCT meetings, held quarterly at a minimum, include a review of the efforts in support of the four tenets of the UPFRP, Unit and Family Readiness Funds (U&FRF) budget, UPFRP Data Tool data, and UPFRP events as evidenced by meeting minutes or agendas?  
Reference:  MCO 1754.9B, chap 2, par 2 
	Result	Comments 

0106	Have the DRC(s)/URC(s) completed the DRC/URC training within the respective timeline?  Are the certificates maintained?   
Reference:  MCO 1754.9B, chap 2, par 2b(1)(a); chap 2, par 2b(4)(c) and (5)(a); chap 3, par 1a
	Result	Comments 

0107	Are UPFRP Turnover Documentation Audits validated and signed by the XO or SgtMaj/SEA within 14 days prior to the DRC/URC departure and within 14 days of new DRC/URC appointment and include a review of a completed turnover binder, U&FRF records, Authorized Contacts distribution lists, completed NAVMC 11654s and 11657s or verification of all Authorized Contact information within the Authorized Communication Tool (MOL Family Readiness Module), calendar of upcoming events/relevant meetings and action items associated with each, and inventory and location of UPFRP supplies and equipment (if applicable)?  
Reference:  MCO 1754.9B, chap 2, par 2a(3); chap 3, par 5c(2)(a)-(f)
	Result	Comments 

0108	Is a hard copy and an encrypted electronic copy of the turnover binder updated annually and does it include all required items per the MCO?  
(1) Logistical information such as access to the building, location of keys, location of UPFRP supply storage, list of security requirements, office and cell phone instructions. 
      		(2) Daily, weekly, monthly, quarterly and annual battle rhythm. 
         		(3) DRC training requirements. 
(4) SOP including information for:  check-ins; communication plan; welcome aboard package; funds management; records retention requirements; personal and family readiness professional military education; volunteer management. 
         		(5) Social media administrator information. 
(6) Sample letters to include appointment letters for RO, FRCTA, and FRA; and DRC/URC’s welcome letter to new Authorized Contacts. 
         		(7) UPFRP functional area inspection checklist. 
         		(8) SharePoint access instructions for both HQMC and the unit. 
(9) List of points of contact (POC) for unit, installation and community-based resources. 
(10) Roster of UPFRP volunteers, training certificates, Volunteer Agreement forms, Volunteer Applications, and appointment letters. 
         		(11) Location of the Authorized Contacts distribution list. 
(12) U&FRF account information to include debit card location, copy of yearly budget, RO/ARO appointment letter(s), location of U&FRF binder, and previous expenditure requests, reports and receipts. 
(13) Master copies of UPFRP NAVMCs and forms to include NAVMC 11654; NAVMC 11657, Volunteer Application for USMC Family Readiness Volunteers (NAVMC 11653); Volunteer Agreement (DD Form 2793), Expenditure Request/Reimbursement for Unit & Family Readiness (NAVMC 11652), recreation check-out form, entertainment contract requests, MCCS training/brief request, and unit routing sheet. 
         		(14) Calendar of UPFRP events. 
(15) Resources, directives, and guidance relevant to the maintenance of UPFRP (or URL links to). 
(16) Copies of signed command UPFRP turnover documentation audits from previous two audits. 
         		(17) FRCT notes or minutes for previous two years
Reference:  MCO 1754.9B, chap 3, par 4c(1-17) 
	Result	Comments 

0109	Does the unit utilize the UPFRP Data Tool to track UPFRP support and services provided, and submit data monthly to HQMC via the UPFRP, HQMC SharePoint site?   
		Reference:  MCO 1754.9B, chap 3, par 4b(2)
	Result	Comments 

0110	Does the command ensure Marines complete a NAVMC 11654 or update their Authorized Contact information in the MOL Family Readiness Module within 30 days of checking into the unit?  
Reference:  MCO 1754.9B, chap 4, par 3a
	Result	Comments 

0111	Has the command ensured the DRC/URC has access and administrative rights to the MOL Family Readiness Module for all units assigned?  
Reference:  MCO 1754.9B, chap 4, par 3c(1)
	Result	Comments 

0112	Is official and/or authorized UPFRP communication disseminated at least monthly?
Reference:  MCO 1754.9B, chap 4, par 1
	Result	Comments 

0113	How does the command ensure all communication tools utilized contain accurate and timely information while maintaining the protection of operational security?
Reference:  MCO 1754.9B, par 4a(2)(b)2; chap 4, par 1
	Result	Comments 

0114	Are the FRCTAs and FRAs appointed by the Commander and identified as an Authorized Contact by the Marine?
		Reference:  MCO 1754.9B, chap 2, par 2e(1-2) and par 3e(1-2)
	Result	Comments 

0115	Does the command maintain a copy of the following documentation for all appointed volunteers:  appointment letter from the current Commander, a Volunteer Agreement Form (DD Form 2793), and Volunteer Application (NAVMC 11653)?
Reference:  MCO 1754.9B, chap 6, par 2a(3), chap 6, par 2b(3)
	Result	Comments 

0116	Does the command maintain a copy of the following completed training records for appointed volunteers:  Family Readiness Assistant and/or Advisor training, Lifestyle, Insight, Networking, Knowledge, and Skills (L.I.N.K.S.), PII, and OPSEC training?
Reference:  MCO 1754.9B, chap 2, par 2e(3) and par 3e(3); chap 3, par 1c
	Result	Comments 

0117	If the command has appointed volunteers, can the command demonstrate the minimum occurrence of quarterly volunteer meetings for non-deployed units and monthly volunteer meetings for deployed units?
Reference:  MCO 1754.9B, chap 6, par 2b(7)(b)
	Result	Comments 

0118	Does the Commander participate in the yearly recognition of volunteers?
Reference:  MCO 1754.9B, chap 6, par 2b(9)
	Result	Comments 

0119	Can the RO demonstrate the receipt and execution of a U&FRF budget?
Reference:  MCO 1754.9B, chap 3, par 3b(1)
	Result	Comments 

[bookmark: _GoBack]0120	Does the command maintain reconciliation documentation for UPFRP fund expenditures including budgets, expenditures, and allocations?  Documentation should be provided to the appropriate MCCS AO as required.
Reference:  MCO 1754.9B, chap 3, par 3b(7)
	Result	Comments 

Subsection 2 – OPERATIONAL FORCES (applies to all MEF and MARSOC Colonel-level commands)

0201	Has the Regimental/Group Commander assigned a civilian DRC to each subordinate command?  
		Reference:  MCO 1754.9B, par 4b(8)(a)		
	Result	Comments 

Subsection 3 – OPERATIONAL FORCES (applies to all MEF, MARFORCOM, MARSOC, HMX-1, and MCESG Colonel and Lieutenant Colonel-level commands)

0301	Has at least one command-level representative, in addition to the Commander, been identified in writing to approve the DRC timesheet?  
Reference:  MCO 1754.9B, chap 3, par 2c(1)
	Result	Comments 

0302	Is the DRC the communication link between the Commander, the Marines, and family members as evidenced by disseminated official communications?  
Reference:  MCO 1754.9B, chap 2, par 2b(1)(h)
	Result	Comments 

0303	Did the DRC provide the new Commander a UPFRP status brief within 30 days of assuming command, to include communication efforts, deployment initiatives, volunteer status, UPFRP readiness trainings, and upcoming unit UPFRP events?  
	Reference:  MCO 1754.9B, chap 2, par 2b(1)(c)
	Result	Comments 

0304	Does the DRC leverage personal and family readiness programs offered by the supporting MCCS?			
Reference:  MCO 1754.9B, chap 2, par 2b(1)(g)
	Result	Comments 

0305	Does the DRC coordinate pre, mid, and post-deployment briefs and trainings with MCFTB?			
Reference:  MCO 1754.9B, chap 5, par 1a(1)(c) and (2)(a)
	Result	Comments 

0306	Does the DRC provide Authorized Contacts with unclassified deployment/redeployment communication twice monthly while Marines are in a deployment status?			
Reference:  MCO 1754.9B, chap 5, par 1b(1)
	Result	Comments 

0307	When the unit has appointed volunteers during a deployment cycle, can the DRC demonstrate monthly deployment-related communication/activity engagement with the appointed volunteers?			
Reference:  MCO 1754.9B, chap 5, par 1b(2)
	Result	Comments 

	Subsection 4 - RECRUITING SPECIFIC (applies to Marine Corps Recruiting Commands)
0401	At the Marine Corps Recruiting Districts (MCD), has at least one command-level representative, in addition to the Commander, been identified in writing to approve the DRC timesheet?  				
Reference:  MCO 1754.9B, chap 3, par 2c(1)
	Result	Comments 

0402	Does the Recruiting Station (RS) Commander/Prior Service Recruiters Detachment Officer in Charge oversee and maintain a UPFRP to include:	
(1) Identifying in writing an active duty Marine in the rank of E5 or higher to serve as the URC for geographically separated units or detachments. 
         		(2) Ensure all RSs coordinate UPFRP training through the MCD DRC. 
         	(3) Use the Joint Family Resource Center for Joint Family Support Assistance Program (JFSAP)? 
Reference:  MCO 1754.9B, chap 7, par 1b
	Result	Comments 

0403	Does the URC participate in the quarterly conference calls held with respective DRCs to discuss family readiness concerns, information and resources, and any applicable cross-command support as evidenced by minutes, agendas, or emails?	
Reference:  MCO 1754.9B, chap 7, par 3b(4)(h) 
	Result	Comments 

0404	Can the DRC demonstrate information and resource support, to include information on TRICARE, Exceptional Family Member Program, School Liaison Program, Military Family Life Counselor Program, and the Personal Financial Counselor to the MCD Marines and their families? 
Reference:  MCO 1754.9B, chap 7, par 3b(4)(f)(1)
	Result	Comments 

0405	Does the DRC provide oversight and assistance of Independent Duty Funds (IDF) reconciliation to the RSs, to include assisting the RS ROs with the requesting, budgeting, and executing of IDF?
Reference:  MCO 1754.9B, chap 7, par 3b(4)(m)
	Result	Comments 

0406	Can the DRC demonstrate assistance to Information and Referral specialists with sponsorship requests for Marines in remote locations?
Reference:  MCO 1754.9B, chap 7, par 3b(4)(e)
	Result	Comments 

0407	Does the DRC provide direct UPFRP support to assigned MCD Marines and their families as evidenced in communication and UPFRP trainings and events?
Reference:  MCO 1754.9B, chap 7, par 3b(4)(a)
	Result	Comments 

	Subsection 5 - RESERVE SPECIFIC (applies to all Marine Forces Reserve [MFR] Commands)
0501	Does the Reserve Unit Commander maintain a UPFRP which utilizes the I&I in the maintenance of the program?  
Reference:  MCO 1754.9B, chap 8, par 1b
	Result	Comments 

0502	Are Marines and family members at geographically separated units or detachments supported by the O-5 Commander’s UPFRP?			
Reference:  MCO 1754.9B, chap 8, par 1a
	Result	Comments 

0503	If the Commander has a DRC, has at least one command-level representative, in addition to the Commander, been identified in writing to approve the DRC timesheet?  			
Reference:  MCO 1754.9B, chap 3, par 2c(1)
	Result	Comments 

0504	Can the region’s DRC demonstrate monthly information and resource support to all Commanders and URCs within the MFR region, to include information on TRICARE, Exceptional Family Member Program, School Liaison Program, Psychological Health Outreach Program, and the JFSAP?  			
Reference:  MCO 1754.9B, chap 8, par 3i(1)(a)(1-3) 
	Result	Comments 

0505	Does the region’s DRC serve as the region’s Volunteer Coordinator, demonstrating collaboration with MFR’s Volunteer Coordinator as evidenced by submissions of the Volunteer Management Data Tool?  	
Reference:  MCO 1754.9B, chap 8, par 3i(1)(c) 
	Result	Comments 

0506	Did the region’s DRC propose a deployment communication plan to the deploying unit’s Commander within 6 months of deployment?  
Reference:  MCO 1754.9B, chap 8, par 3i(1)(d)2
	Result	Comments 

0507	Does the region’s DRC communicate directly with Marines and their Authorized Contacts at least twice per month throughout the entire deployment cycle, to include pre, mid, and post deployment periods?  	
Reference:  MCO 1754.9B, chap 8, par 3i(1)(d)3
	Result	Comments 

0508	Can the region’s DRC demonstrate the coordination of a quarterly conference calls with other MFR DRCs to discuss information and referral information, ongoing deployment support, any applicable cross-command UPFRP support, and any additional family readiness concerns?  		
Reference:  MCO 1754.9B, chap 8, par 3i(1)(i)
	Result	Comments 




This checklist outlines the general elements needed for the day-to-day administration and operations of this function area.  Additional, this checklist provides guidelines for internal evaluations and standardized criteria for the conduct of inspections.  Commands must also fully comply with all applicable references.
9


