Inspectors General Checklist

	SEPARATION, RETIREMENT, & LIMITED DUTY 1900.16   


	This checklist applies to ALL commands.  For inspection purposes, Marine Corps activities effecting separations (IPAC/Administration RUC) are accountable for compliance with MCO 1900.16 w/Change 2.  Written internal control procedures, i.e., local directives, desktop procedures, checklists, etc., can attribute to a successful functional area and provide continuity.


	Functional Area Sponsor: 
Separation & Retirement Branch (MMSR)
	Name of Command

	Subject Matter Expert: Major Clarissa N. Blair
	Date

	(DSN) 278-9304 (COML) 703-784-9304
	Inspector

	[bookmark: _GoBack]Revised: 26 May 2020
	Final Assessment
Discrepancies:       Findings:      

	Overall Comments:  Place Here            

	Subsection 1 - SEPARATION & RETIREMENT PROCESSING

	0101
	Are separations and retirement effected in accordance with the current MARCORSEPMAN and applicable MARADMINS or Naval Messages? 
Reference: MCTFSPRIUM Chapter 10; MCO 1900.16 w/ch 2

	Result	Comments 
	0102
	Are copies of separation documents maintained in (a) command files and as required forwarded to CMC (MMRP) for inclusion in the Marine’s OMPF for all cases of discharge, release from active duty, or retirement? To include: 
                   -Appendix J, MCO 1900.16 w/ch 2, Naval Letter, or NAVMC          
                   10274 (AA form)
                   -NAVMC 118(11) Page 11 entries (6105 counseling)
                   -DD Form 2656 (Retired Pay Data Form)
                   -DD Form 2958  and DD Form 2648 series including eForm 
                   (Pre-separation and Transition Counseling Checklists)
                   -DD Form 214
                   -Separation or Retirement orders
Reference: MCO 1900.16 w/ch 2 par 1101, par 1203, & Appendix B; SECNAV M-5210.1, pg III-1-40; MCO 1070.5; MCO 1700.31, pgs 3-2 thru 3-4, #8-11; MCO 5210.11F, pgs 1-55; MARADMIN 680/11; PAA 08-15

	Result	Comments 
	0103
	In cases of administrative separation, are copies of separation documents resident within the Command Legal Action (CLA) application, or maintained in command files and forwarded to CMC (MMRP) for inclusion in the Marine’s OMPF?  (CMC (MMRP) will file separation documents in the Marine’s OMPF if they are resident in CLA. Otherwise, commands need to forward files to CMC (MMRP) for inclusion in the OMPF.)
To include: -NAVMC 118(11) Page 11 entries (MCO 1900.16 w/ch 2, par 
                    6105)
                   -Notification of AdSep (MCO 1900.16 w/ch 2, fig 6-2, fig 6-3)
                   -Acknowledgement of Notification (MCO 1900.16 w/ch 2, fig 
                    6-2A, fig 6-3A)
                   -Appendix D, Information on BCNR/NDRB (MCO 1900.16
                    w/ch 2)
                   -AdSep Board Report with record of hearing (MCO 1900.16 
                    w/ch 2, fig L-9)
                   -Statement of Matters for Consideration
                   -CO recommendation to separation authority (MCO 1900.16 
                    w/ch 2, par 6305, fig L-2, fig L-10)
                   -Legal review, if required (MCO 1900.16 w/ch 2, par 6308.1c)
                   -Separation Authority Final Action Letter (MCO 1900.16 w/ch 
                    2, par 6309)
                   -Sworn Affidavit of Service by Mail, if required (MCO 1900.16 
                    w/ch 2, fig L-1)
                   -Other relevant documentation depending on the basis for 
                    separation and as directed by the separation authority or 
                    SJA:  
                   -Minority Report from the AdSep Board
                   -All documents pertaining to NJP (UPB, page 11, etc.)
                   -Punitive letters of reprimand and related documents 
                   -Evidence of civilian conviction and pretrial agreements Reference: SECNAV M-5210.1 pg III-1-40; MCO 1900.16 w/ch 2; MCO 5210.11F pgs 1-55; MCTFS PRIUM Chapter 10;

	Result	Comments 
	0104
	In cases of administrative separation with a basis of “condition not a disability,” does the separation letter state that the condition was certified by an appropriately credentialed medical provider as not ratable by the Physical Evaluation Board (PEB)? 
Reference: MCO 1900.16 w/ch 2, par 6203.2a

	Result	Comments 
	0105
	In cases of administrative separation with a basis of “condition not a disability,” is there compliance with the procedures and documentation required per the reference?  Reference: MCO 1900.16 w/ch 2, par 6106.2 and 6203.2. 

	Result	Comments 
	0106
	Are Marines processed for administrative separation following the first substantiated incident of sexual harassment and wrongful distribution or broadcasting of an intimate image?
Reference: MCO 1900.16 w/ch 2, par 4103.2c, and par 6210.8c; 

	Result	Comments 
	0107
	Are Marines processed for administrative separation once determined to have committed an offense of child abuse or domestic, intimate partner, and immediate family member abuse?
Reference: MCO 1900.16 w/ch 2, par 1002.23, and par 1004.4f; 

	Result	Comments 
	0108
	Does the commander authorized to grant leave ensure that Marines executing terminal leave do not exceed leave accrual past their end of current contract (ECC), thereby resulting in a negative leave balance upon separation and incurring indebtedness? 
Reference: MCO 1900.16 w/ch 2, par 1010.2a, and par 1010.2e; MCO 1050.3J pgs 2-20 (24)

	Result	Comments 
	0109
	Is a 90-day supply of the CMC Separation Package (display sticker, letter of appreciation, certificate of appreciation) maintained for         presentation at an appropriate ceremony and properly controlled to prevent unauthorized use or display? If on back order, commands print screen from MCPDS stating back order.
Reference: MCO 1900.16 w/ch 2, par 1101.2c(3); MARADMIN 329/11

	Result	Comments 
	0110
	Are Honorable Discharge Certificates (DD Form 256) prepared, signed by an officer, and delivered by the command to Marines who are honorably discharged or reenlisted after completion of service obligation or through involuntary administrative separation proceedings? If career planners are issuing these forms, the same rules apply as stated in the reference.
Reference: MCO 1900.16 w/ch 2, par 1101.2b

	Result	Comments 
	


Subsection 2 – SURVIVOR BENEFIT PLAN 


	0201
	Does the commander ensure that all retirement eligible Marines complete SBP training via MarineNet prior to retirement and verify that the SBP counseling code "SP" has posted in MCTFS?
Reference: MCO 1741.11D, pgs 2, 4a-b 

	Result	Comments 
	0202
	Does the commander ensure that spouses who are not geographically collocated at their sponsor’s permanent duty station are provided proper SBP counseling if their sponsor does not elect SBP coverage based on full gross pay?
Reference: MCO 1900.16 w/ch 2 par 1406; MCO P1070.12K, par 4006.3v; MCO 1741.11D pg 2, 4a(1) & 4b(1)

	Result	Comments 
	0203
	Is the spouse's concurrence (signature) on the DD Form 2656 properly 
notarized on or after the date of the sponsor’s election, but before the 
Marine’s retirement or transfer to the FMCR if their sponsor does not elect SBP coverage based on full gross pay? The notary may be a commissioned officer with notary authority. 
Reference: MCO 1900.16 w/ch 2 par 1406; MCO P1070.12K, par 4006.3v; MCO 1741.11D pgs 1-3; MARADMIN 242/08 


	Result	Comments 
	0204
	Is the DD Form 2656 and correspondence mailed to spouses via certified 
mail with receipt if their sponsor does not elect SBP coverage based on 
full gross pay, and is that receipt attached to a NAVMC 118(11) and submitted to CMC (MMRP) for inclusion in the sponsor’s OMPF? Reference: MCO P1070.12K, par 4006.3v; MCO 1070.5; MCO 1741.11D pg 2, 4b(1) 


	Result	Comments 
	0205
	Is the completed DD Form 2656 submitted to DFAS at least 30 days prior to a Marine's retirement, transfer to the FMCR, or transfer to TDRL or PDRL?
	 Defense Finance Accounting Service
          	 U.S. Military Retired Pay
         	 8899 E 56th Street
          	 Indianapolis, IN 46249-1200
          	 Fax to DFAS RAPIDS (1-800-469-6559)

Reference: MCO 1900.16 w/ch 2 par 1406.1, Appendix E, E007; MCO 1741.11D; MARADMIN 172/17

	Result	Comments 
	Subsection 3 - DD FORM 214 SERIES CERTIFICATE OF RELEASE OR DISCHARGE FROM ACTIVE DUTY


	0301
	Is an agent in the military grade of E-7 or above and civilian grade of GS-7 or above appointed in writing and granted appropriate access in DTMS to certify the DD Form 214 series?
Reference: MCO 1900.16 w/ch 2, par 1203.2a

	Result	Comments 
	0302
	Is the DD Form 214 series being prepared correctly?
Reference: MCO 1900.16 w/ch 2, par 1202 and App B

	Result	Comments 
	0303
	Does Block 16 of DD Form 214 contain the Marine’s correct leave balance, and does it ensure that the maximum number of leave days allowed is not exceeded? 
Reference: MCO 1900.16 w/ch 2, App B, 16; MCO 1050.3J 2-19, 24

	Result	Comments 
	0304
	Are signed, original DD Form 214 copies 1 and 4 physically delivered to the Marine when they permanently depart the separation site either on the effective date of separation or the commence date of authorized PTAD, PDMRA, or terminal leave? 
Reference: MCO 1900.16 w/ch 2, par 1202.6a

	Result	Comments 
	Subsection 4-        
	LIMITED DUTY


	0401
	Is a Unit Limited Duty Coordinator, SNCO or above, appointed in writing.
Reference: MCO 1900.16 w/ch 2, par 8110.1b. 

	Result	Comments 
	0402
	Does the Unit Limited Duty Coordinator ensure that Marine-On-Line (MOL) reports, MCTFS and Sailor and Marine Readiness Tracker (SMART) uniformly reflect the status of medically non-deployable, light duty, Temporary Limited Duty (TLD), Permanent Limited Duty (PLD) Marines and those who are processing through the Disability Evaluation System (DES)?
Reference: MCO 1900.16 w/ch 2, par 8110.1b (1-7). 

	Result	Comments 
	0403
	Has the unit established internal control procedures for Marines in a non-deployable status over 12 consecutive months to identify, track and initiate administrative or disability separation or submit retention waivers to HQMC (MMSR-2)?  Does the unit use the M&RA Command Profile, OSD Non-Deployable function to manage this population?
Reference: MCO 1900.16 w/ch 2, para 1601.3 and 1602.1(a-c).


	Result
	Comments 
	0404
	Are disabled Marines found unfit to continue naval service by the Navy Physical E Evaluation Board (PEB) separated or retired as directed by the CMC (MMSR-4)?
Reference: MCO 1900.16 w/ch 2, par 8402.2(a-g)


	Result
	Comments 
	0405
	Are Marines in a Temporary Limited Duty (TLD) status expiring within 60 days scheduled for a reevaluation prior to expiration of the TLD period?
Reference: MCO 1900.16 w/ch 2, par 8104.4, par 8110.1.b.(7)(e)

	Result	Comments 
	0406
	Are all officer Temporary Limited Duty (TLD) cases submitted to the CMC (MMSR-4) for processing?
Reference: MCO 1900.16 w/ch 2, par 8104.3a(3), par 8105.6

	Result	Comments 
	0407
	Are all recommendations for periods of Temporary Limited Duty (TLD) exceeding 12 months over the span of a career submitted to the CMC (MMSR-4) for approval?
Reference: MCO 1900.16 w/ch 2, par 8003.24a, par 8104.3a(2)

	Result	Comments 
	0408
	Are Marines with an EAS expiring while on Temporary Limited Duty (TLD) or while going through the Disability Evaluation System (DES) afforded the opportunity to voluntarily extend beyond their current contract until the TLD period or DES process is complete? 
Reference: MCO 1900.16 w/ch 2, par 8111.1

	Result	Comments 
	0409
	Are Marines only placed in an involuntary, Convenience of the Government, medical hold status in cases of mental incompetence, physical incapacity, serious contagious disease, or if the Marine poses a hazard to self or others?
Reference: MCO 1900.16 w/ch 2, par 8003.16

	Result	Comments 
	0410
	Are Marines in a light duty status being referred to a Medical Treatment Facility (MTF) for re-evaluation before exceeding 90 days?
Reference: MCO 1900.16 w/ch 2, par 8103.1-5

	Result	Comments 
	0411
	Do Marines receive approval from the CMC (MMSR-4) before being released “home awaiting orders” while being processed through the Disability Evaluation System?
Reference: MCO 1900.16 w/ch 2, par 8304.1-2; CMC (MMSR) memo 1910 of 23 Apr 18 to CG TECOM

	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. 

Page 7 of 7
