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Ref:	 (a) MCO 5000.14D (MCAP) 
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(c) MARADMIN 535/08 
(d) IPAC SOP 

1. Purpose. To establish and maintain standardized Marine 
Administration Response Cell (MARC) support procedures in 
accordance with the references. 

2. Background. MARC provides information and processes for all 
deployment entitlements and related transactions for Marines 
(active and reserve) that are deployed. The consolidation of 
administration and the resulting reduction in administrative 
personnel. assets has necessitated the development 01 a "reach
back" concept to support deployed personnel. The l~th Marine 
Expeditionary Unit (MEU) will be provided priority gervice while 
in a deployed status through the MARC. 

3. Applicability. This policy applies to all 15thMEU 
personnel, to include all attachments and detachments, and all 
military ship riders supporting the 15th MEU. 

4. Information 

a. Reach Back Communication. It is incumbent on the MSEs 
to establish methods of communication for MARC support with MCB 
Camp Pendleton Installation Personnel Administration Center 
(IPAC)	 Deployment Section. 

(1) Telephone communication is necessary for conducting 
daily administration business of deployed entitlemertts. It is 
imperative that the l5th MEU 8-1 submits a complete listing of 
telephone numbers POTs line for various ships/units ,assigned for 
the deployment to the MARC SNCOIC. 
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If telephone numbers change while deployed or in-port, these 
temporary telephone numbers will be immediately rel~yed to the 
MARC SNCOIC as soon as practicable. 

(2) Use of the Non-Classified Internet Protocol Router 
Network (NIPRNET) (US DoD) email, with or without scanned files 
attached, is the primary method of communication. [t should be 
noted, however, that security is lessened when this, method is 
used. Special care will be taken in reviewing the content of 
email messages to protect secure information. Cleat, effective, 
and reliable communication plays a key role in the success of 
utilizing "reach-back" administration. With "reach,back" 
administrative support, it is imperative that multiple forms of 
communication are employed to ensure uninterrupted service to 
the deployed units. Each event has a different level of 
immediacy. Thus, the preferred methods of communication listed 
for some scenarios in this SOP are predicated on av~ilability. 

Also, protecting electronic communications that contain Personal 
Identifiable Information (PII) is very important. Therefore, 
all electronic communications containing PII are to be password 
protected, digitally signed and encrypted with the password sent 
in a separate email. 

5. MARC Responsibilities. The MARC will assume reporting 
responsibility for personnel participating in deployments, which 
includes reach-back unit diary reporting, pay and entitlements 
review/correction, pre/post deployment readiness audits, and 
other general reportable administration items. All 15th MEU 
personnel, attachments and detachments will utilize their MSE 
S-l's on all administrative matters. The MARC will serve as a 
conduit to the deployed section IPAC in conus. MARC 
responsibilities are not intended to serve in place of MSE S-l's. 
This includes, but is not limited to MSE personnel tracking, 
processing of fitness reports, command correspondenQe, 
processing Defense Travel System (DTS) authorization's and 
vouchers, Government Charge Card over-watch, creating Personnel 
Causality Reports (PCR) , creating Serious Incident Reports 
(SIRs), etc. The MARC will not stand ship quotas, but will 
stand duty quotas that do not interfere with the level of MARC 
support necessary for the MEU. MSEs will ONLY utilize MARC for 
processing of entitlements and other general reportable 
administration indicated in this policy. These entitlements and 
general administrative responsibilities include, but are not 
limited to: 

a. Reporting Standard Deployed Entitlements. The MARC, when 
provided the necessary documentation and the format ,established 
in reference (a), will submit and track the below erttitlements. 
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Note: This list is not inclusive as operations/exercises may 
result in other reportable entitlements. 

(1) Family Separation Allowance-T (FSA-T) . Effective date 
will	 be the T-date of departure from the Permanent Duty Station. 
(note: members must be deployed for 30 days or more to rate FSA-T) . 
$250.00 per month. This entitlement is prorated. 

(2) Career Sea Pay. Effective date will be the first day 
the ship departs from home port. This will continue through the 
date of return. Amount of this entitlement depends on the number of 
days at sea. An individual debarking ship for more then 30 days 
while receiving Career Sea Pay! will have the entitlement stop on 
the 31st day. Depending on the location of debarkation l Hardship 
Duty Pay - Location (HDP-L) may then take into effect. (This 
entitlement is prorated.) 

(3) Hardship Duty Pay - Location. Location depends on 
countrYi effective date will be the date of arrival in country (note: 
members must be debarked for 30 days or more to rate HDP-L) $100.00 
per month. (This entitlement is pro-rated.) 

(4) Hostile Fire Pay. Effective date will be the date of 
arrival in Central Command (CENTCOM) (Note: This is a monthly 
entitlement! member rates entitlement upon arrival in CENTCOM) . 
This entitlement will cease upon departure from CENTCOM. (This 
entitlement is not pro-rated.) 

(5) Deployed Per Diem. Effective date will be the date 
after arrival in country (KuwaitI IraqI and Afghanistan areas only) 
$3.50 per day. (This entitlement is prorated.) 

(6) Combat Zone Tax Exclusion. Effective date will be the 
date of arrival in CENTCOM (note: This is a monthly entitlement l 

member becomes entitled upon arrival in CENTCOM. Entitlements will 
cease upon departure from CENTCOM). (This entitlement is not pro
rated.) 

(7) Discount Meal Rate (DMR). The DMR deduction will stop 
effective the date of debarking ship. The deduction will be 
reinstated effective the date of embarking to ship. This applies 
for enlisted personnel on community rations (COMRATS). (This 
deduction is pro-rated.) 

(8) Flight Deck Hazardous Duty Incentive Pay (FDHDIP). 
Starts on the first day of flight deck duty and member must be 
embarked at time of receipt. (This entitlement is prorated.) 
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(9) Awards. The Sea Service Deployment R~bbon (SSDR) will 
be issued after a member has been deployed for 90 days. 

b. Conduit to Navy Personnel Administration Center (NPAC). The 
15th MEU S-l's will account and ensure all Navy per~onnel are joined 
prior to departure. A roster of all Navy personnel will be 
submitted to MARC three working days prior to departure. MARC will 
submit a naval letter to start all entitlements and: report all 
awards received. 

6. MSE S-l Responsiblities. 15th MEU attachments and 
detachments will route all necessary documentation through their 
MSE S-l sections for proper submission to the MARC for reporting. 
The MARC will not have cognizance for MSE S-l responsibilities 
that include, but are not limited to: 

a. Split Pay. MSE S-ls will collect completed split pay 
forms in accordance with reference (d). The forms will be 
consolidated with a by name roster attached and reviewed for 
accuracy. 

b. Meritorious Promotions. MSE'S will submit all 
Meritorious Promotion warrants to MARC for processing. 
Promotion Pro's and Con's (LCpl-Cpl) will need to be submitted 
via Marine Online (MOL). If MSE S-ls are having technical 
difficulties with submissions through MOL, Pro/Con marks may be 
submitted via hard copy. The document will be endorsed by the 
chain of command and signed by the MSE Commander in order to be 
submitted to the MARC for processing. 

c. Promotion Non-Recommendation (Non-Recs). MSE S-ls will 
ensure promotion "Non-Recs" are submitted via MOL three days 
prior to the 15th of every month. If MSE S-ls are having 
problems with connectivity, please provide a roster endorsed by 
the chain of command and signed by the MSE Commander with only 
the Marines that are not recommended for promotion with the 
required page 11 attached to the MARC. If Non-Recs are received 
on or after the 12th of the month, reach-back IPAC will be 
unable to report the Non-Recs, and IPAC will have to utilize a 
nwill not promote" entry if the Marine is selected for promotion. 

d. will Not Promote. MSE S-ls will ensure "will not 
promote" entries are submitted via MOL by the 7th of each month. 
If having problems with connectivity, please provide a roster 
signed by the MSE Commander with only the member that will not 
be promoted along with the required page 11 to MARC three (3) 
business days prior for processing. 
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e. proficiency and Conduct Markings (Pro/Con). MSE S-ls 
will ensure "Pro/Con marks" are submitted via MOL. If MSE S-ls 
are having connectivity issues, a roster endorsed by the chain 
of command and signed by the MSE Commander approving the marks 
will be submitted to the MARC within three (3) business days of 
the rated occasion for further processing and/or tracking. An 
occasion will end on the day prior to the promotion or reduction. 
(Example- If the Marine is promoted on the first of the month, 
the period will end on the last day of the previous month (30th 
or 31st.) If the Marine is reduced, on the 17th of the month, 
the ending period for the Pros/Cons is the 16th of that month) . 

f. Page 11 Submissions. MSE S-ls will ensure all Page 11s 
are reviewed for accuracy and proper formatting before 
submission to the MARC for proper filing into the Service Record 
Book (SRB) or Officer Qualification Record (OQR). Originals 
will be kept on file with the MARC for filing upon return to 
IPAC. MSE S-ls will ensure to retain an original copy for their 
records. 

g. Non-Judicial Punishment (NJP). Once the member has 
received NJP, MSE S-ls will review the package for accuracy and 
ensure the MARC receives the NJP package within three business 
days of the NJP, and two (2) business days after an appeal to 
allow timely reporting. If the service member was reduced in 
rank, MSE S-ls will ensure reduction pro/con marks are submitted 
via MOL. In the event MOL is having connectivity issues, a 
signed letter from the MSE Commander will be submitted to MARC 
within three (3) business days of the reduction for further 
processing and/or tracking. 

h. Court Martial (CM). MSE S-ls will promptly review CM 
package's for accuracy and ensure the MARC receives the CM 
packages within three (3) business days to allow timely 
reporting. If the service member was reduced in rank, MSE S-ls 
ensure reduction pro/con marks are submitted via MOL. If MSE S
1s are having connectivity issues, a signed letter from the MSE 
Commander approving the marks will be submitted to the MARC 
within three (3) business days for further processing and/or 
tracking 

i. Letters Of Appreciation (LOA), Meritorious Masts (MM), 
or Certificates of Commendation (CertComm). MSE S-ls will 
ensure all personal awards, Navy and Marine Corps Achievement 
Medals or higher, are submitted through the Improved Awards 
Processing System (lAPS) website. 
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If a Marine is awarded a Letter of Appreciation, Meritorious Mast, 
or Certificate of Commendation, MSE S-ls will ensur$ a copy is 
submitted to the MARC for proper processing and repprting. 

j. Marriage/Divorce. MSE S-ls will review, 
marriage/divorce packages for accuracy before submission to the 
MARC for processing. Marriage/divorce packages are submitted 
with all proper source documentation to include marriage license, 
copy of photo identification card, and/or divorce decree. 

k. Add/Delete Dependent(s). MSE S-ls will ensure that 
Marines belonging to their respective units have the proper 
documentation before an add/delete dependent(s) is submitted to 
the MARC for processing. Ensure the member providep a copy of 
the dependent birth certificates and dependent information when 
requesting addition of dependent(s) to record. Provide proper 
documentation, i.e. divorced decree/death certificate etc., when 
requesting deletion of dependent(s) from record. 

1. Injured Or Ill. Members that are hospitalized as a 
result of an injury or illness occurring in a combat zone are 
eligible to receive pay and allowance continuation pay. MSE S
Is will ensure that a copy of the Personnel Casualty Report (PCR) 
is given to the MARC for processing. The MARC will coordinate 
with the reach-back IPAC pay section to ensure Marines receive 
the appropriate entitlements while hospitalized or MEDEVAC'D 
from the combat zone. 

m. TAD out of the AOR. If a member is going TAD out of 
the AOR, under thirty days (30), MSE S-ls will submit a 1351-2 
(Travel Claim) with in three (3) business days upon completion 
of the TAD period. If the period exceeds thirty days (30), MSE 
S-ls will provide a copy of the service member orders to the 
MARC with in three (3) days prior to departure for processing, 
tracking, and proper reporting of entitlements. 

n. Emergency Leave/TAD Procedures. When the MEU 
Commander authorizes emergency leave in accordance with MCO P 
1050.3H, MSEs will ensure emergency leave is submitted and 
processed in MOL. Travel dates are not chargeable leave days. 
MSE S-ls will also ensure the MARC receives a copy of the 
Marines/Sailors emergency leave papers and orders, to include 
how long the member is expected to be on leave and if the Marine 
is expected to return to the MEU. 

7. Priority Items. Priority items handled by the MARC are 
entitlement submission and tracking, pay discrepancies, 
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i: 

individual location changes, and Record of Emergenc~ Data 
changes that cannot be inputted via MOL. These ite~s must be 
communicated to the MARC by the MSE S-ls in the mosh expeditious 

1!manner. 

8. Questions regarding this policy will be directe~ to the MARC 
•	 ,I!

Staff Noncommissioned Offlcer or the 15th MEU AdJut~nt. 
j: 

L 
1 

Distribution: A 

-J: 
l' 
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