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	Subsection 1 – GENERAL

	0101
	[bookmark: _GoBack]Based on a comparison of the command’s non-judicial punishment (NJP) and court martial files against the Fitness Report Inventory of applicable Marines, is the command submitting “Directed by the Commandant of the Marine Corps” (DC) or “Grade Change” (GC) reports when significant administrative, commendatory, or adverse action on the Marines that requires immediate reporting to the CMC? This includes when Marines have substantiated incidents of domestic violence, or child abuse.
Note: “FITREP Inventory” tool is located in MOL under Resources, APES, MMRP
Reference: MCO 1610.7A, chap 3, par 4b

	Result	Comments 
	0102
	Does a review of training documentation (training rosters, training material, LOIs, local PME unit diary entries, etc.) support the conduct of annual master brief sheet training (non-reporting officials, new reporting officials, mid-level reporting officials, and senior reporting officials)?
Note: Power Point presentations are available at https://www.manpower.usmc.mil/webcenter/portal/MMRP30
Reference: MCO 1610.7A, chap 8, par 4; and chap 9, par 5d(1)

	Result	Comments 
	0103
	Is the command maintaining quarterly copies of the Commander’s Timeliness Report (CTR) following reports that cover the previous 12 months: CTR, Missing Last Annual, and Date Gap Query?
Note: CTRs can be requested by submitting an email to the organizational email at smb.manpower.mmrp-31@usmc.mil along with the RUC and MCC of the command. Date gap and missing last annual queries are available in MOL under Resources, APES, MMRP
Reference: MCO 1610.7A, chap 9, paragraph 5f(1)-(4)

	Result	Comments 
	
	

	0104
	Is the command actively using the CTR to ensure that fitness reports are submitted to HQMC within 30 days of the end of the reporting period for normal reports and 60 days for adverse reports? 
Reference: MCO 1610.7A, chap 1, par 3c

	Result	Comments 
	
0105
	
Does a review of the Missing Last Annual Reports and Date Gap Queries reveal proactive efforts by the command to ensure record discrepancies are corrected?  For example, correcting date gap or overlaps, correcting occasion codes, correcting misspelled words, etc.
Reference: MCO 1610.7A, chapter 9, par 5a(1)

	Result	Comments 
	
	

	0106
	Is the command maintaining a record log that annotates the Fitness Report Inventory check for every E-5 through O-5 who has checked into the command within the preceding 12 months?
Note: A record log can consist of an excel spreadsheet, a logbook, or another format that shows a proactive effort in verifying FITREPs are processed/completed.
Reference: MCO 1610.7A, chap 9, par 5f(2)

	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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