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1.  Purpose.  The subject course provides instruction on the basic tasks of the Career Retention 
Specialist (MOS 8421). 
 
2.  Scope.  This course teaches the following; choosing the Marines who need a CRS interview 
and specifying the type of interview, researching the Marine’s performance history for eligibility 
and career options, meeting with the Marine and discussing career options, supporting the 
interview between Marine and CO, collecting endorsements for Marine’s retention request, 
creating and submitting retention requests, extensions, and contracts. 
 
3.  Applicability.  This course is intended for instructional purposes only.  This course is 
designed for Marine Corporals and above who are assigned formally or informally to perform 
duties of Career Retention Specialist (MOS 8421), with no experience and/or training for the job.  
The course is intended for Marines who perform this duty as a B billet and are not able to attend 
the formal school, or Marines who perform this duty as a primary billet and are delayed a year 
before they can attend the formal school.  The course teaches the essential tasks of Career 
Retention Specialists in their first year on the job. 
 
4.  Recommendations.  Comments and recommendations on the contents of the course are 
invited and will aid in subsequent course revisions.  Please complete the course evaluation 
questionnaire at the end of the final examination.  Return the questionnaire and the examination 
booklet to your proctor.   
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Study Guide 

  
Congratulations Congratulations on your enrollment in a distance education course from the 

Distance Learning and Technologies Department (DLTD) of the Marine 
Corps Institute (MCI).  Since 1920, the Marine Corps Institute has been 
helping tens of thousands of hard-charging Marines, like you, improve their 
technical job performance skills through distance learning.  By enrolling in 
this course, you have shown a desire to improve the skills you have and 
master new skills to enhance your job performance.  The distance learning 
course you have chosen, MCI 0084, Career Retention Specialist, provides 
instruction to Marine Corporals and above who are assigned formally or 
informally to perform duties of Career Retention Specialist (MOS 8421), with 
no experience and/or training for the job in their first year on the job.  This 
course teaches the following; choosing the Marines who need a CRS 
interview and specifying the type of interview, researching the Marine’s 
performance history for eligibility and career options, meeting with the 
Marine and discussing career options, supporting the interview between 
Marine and CO, collecting endorsements for Marine’s retention request, 
creating and submitting retention requests, extensions, and contracts.  

  
Your Personal 
Characteristics 

• YOU ARE PROPERLY MOTIVATED.  You have made a positive 
decision to get training on your own.  Self-motivation is perhaps the most 
important force in learning or achieving anything.  Doing whatever is 
necessary to learn is motivation.  You have it! 

 

• YOU SEEK TO IMPROVE YOURSELF.  You are enrolled to improve 
those skills you already possess, and to learn new skills.  When you 
improve yourself, you improve the Corps! 

 

• YOU HAVE THE INITIATIVE TO ACT.  By acting on your own, you 
have shown you are a self-starter, willing to reach out for opportunities to 
learn and grow. 

 

• YOU ACCEPT CHALLENGES.  You have self-confidence and believe 
in your ability to acquire knowledge and skills.  You have the self-
confidence to set goals and the ability to achieve them, enabling you to 
meet every challenge. 

 

• YOU ARE ABLE TO SET AND ACCOMPLISH PRACTICAL 
GOALS.  You are willing to commit time, effort, and the resources 
necessary to set and accomplish your goals.  These professional traits will 
help you successfully complete this distance learning course. 

 
Continued on next page 

MCI Course 0084 v 



Study Guide, Continued 

  
Beginning Your 
Course 

Before you actually begin this course of study, read the student information 
page.  If you find any course materials missing, notify your training officer or 
training NCO.  If you have all the required materials, you are ready to begin. 
 
To begin your course of study, familiarize yourself with the structure of the 
course text.  One way to do this is to read the table of contents.  Notice the 
table of contents covers specific areas of study and the order in which they are 
presented.  You will find the text divided into several study units.  Each study 
unit is comprised of two or more lessons, lesson exercises. 

  
Leafing 
Through the 
Text 

Leaf through the text and look at the course.  Read a few lesson exercise 
questions to get an idea of the type of material in the course.  If the course has 
additional study aids, such as a handbook or plotting board, familiarize 
yourself with them. 

  
The First Study 
Unit 

Turn to the first page of study unit 1.  On this page, you will find an 
introduction to the study unit and generally the first study unit lesson.  Study 
unit lessons contain learning objectives, lesson text, and exercises. 

  
Reading the 
Learning 
Objectives 

Learning objectives describe in concise terms what the successful learner, 
you, will be able to do as a result of mastering the content of the lesson text.  
Read the objectives for each lesson and then read the lesson text.  As you read 
the lesson text, make notes on the points you feel are important. 

  
Completing the 
Exercises 

To determine your mastery of the learning objectives and text, complete the 
exercises developed for you.  Exercises are located at the end of each lesson, 
and at the end of each study unit.  Without referring to the text, complete the 
exercise questions and then check your responses against those provided. 

 
Continued on next page 
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Study Guide, Continued 

  
Continuing to 
March 

Continue on to the next lesson, repeating the above process until you have 
completed all lessons in the study unit.  Follow the same procedures for each 
study unit in the course. 

  
Preparing for 
the Final Exam 

To prepare for your final exam, you must review what you learned in the 
course.  The following suggestions will help make the review interesting and 
challenging. 
 
• CHALLENGE YOURSELF.  Try to recall the entire learning sequence 

without referring to the text.  Can you do it?  Now look back at the text to 
see if you have left anything out.  This review should be interesting.  
Undoubtedly, you’ll find you were not able to recall everything.  But with 
a little effort, you’ll be able to recall a great deal of the information. 

 
• USE UNUSED MINUTES.  Use your spare moments to review.  Read 

your notes or a part of a study unit, rework exercise items, review again; 
you can do many of these things during the unused minutes of every day. 

 
• APPLY WHAT YOU HAVE LEARNED.  It is always best to use the 

skill or knowledge you’ve learned as soon as possible.  If it isn’t possible 
to actually use the skill or knowledge, at least try to imagine a situation in 
which you would apply this learning.  For example make up and solve 
your own problems.  Or, better still, make up and solve problems that use 
most of the elements of a study unit. 

 
• USE THE “SHAKEDOWN CRUISE” TECHNIQUE.  Ask another 

Marine to lend a hand by asking you questions about the course.  Choose 
a particular study unit and let your buddy “fire away.”  This technique can 
be interesting and challenging for both of you! 

 
• MAKE REVIEWS FUN AND BENEFICIAL.  Reviews are good habits 

that enhance learning.  They don’t have to be long and tedious.  In fact, 
some learners find short reviews conducted more often prove more 
beneficial. 

 
Continued on next page 

MCI Course 0084 vii  



Study Guide, Continued 

  
Tackling the 
Final Exam 

When you have completed your study of the course material and are confident 
with the results attained on your study unit exercises, take the sealed envelope 
marked “FINAL EXAM” to your unit training NCO or training officer.  
Your training NCO or officer will administer the final examination and return 
the examination and the answer sheet to MCI for grading.  Before taking your 
final examination, read the directions on the DP-37 answer sheet carefully. 

  
Completing 
Your Course 

The sooner you complete your course, the sooner you can better yourself by 
applying what you’ve learned!  HOWEVER--you do have 2 years from the 
date of enrollment to complete this course.   

  
Graduating! As a graduate of this distance education course and as a dedicated Marine, 

your job performance skills will improve, benefiting you, your unit, and the 
Marine Corps.  

  
Semper Fidelis! 
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MCI Course 0084 1-1 Study Unit 1 

STUDY UNIT 1 

IDENTIFY AND RESEARCH 

Overview 

  
Responsibilities A Career Retention Specialist (CRS) is responsible to the commander for 

administering the unit's enlisted career retention program and is the 
commander's advisor on enlisted retention matters.  The primary purpose of 
the program is to reenlist first term Marines to meet career force MOS 
requirements, and reenlist qualified career Marines to sustain appropriate 
career force experience levels. 

 

Scope This study unit covers the following:  
 

• How to identify a list of names for Initial, FTAP, and EAS Interviews 
from a personnel roster. 

 

• Contacting Marines to schedule an appointment. 
 

• How to research a Marine’s service history for a CRS interview. 

 

Career 
Planning 
Process 

The CRS follows a process while administering the career retention program. 
This career planning process begins with identifying Marines for retention 
interviews, and often ends with a completed contract.  This course takes you 
through these milestones.  The beginning of each study unit will indicate your 
location in the process. 

 

Process Description 
Identify Choose the Marines who need an interview and specify 

the type of interview. 
Contact Communicate with the Marine and arrange a scheduled 

interview. 
Interview/Screen Research the Marine’s performance history and 

eligibility for career options.  Meet with the Marine and 
discuss options. 

CO Interview Support the interview between Marine and CO. 
Recommend  Collect endorsements for Marine’s retention request. 
Contract Create and submit retention requests, extensions, and 

contracts. 

Continued on next page 
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Overview, Continued 

 
What Is 
Covered 

Looking at the Career Planning Process, this study unit takes the CRS through 
the first two milestones, Identify and Contact, and partially into the third 
milestone, Interview/Screen.  
 
This is where you are in the process: 
 
• Identifyßß 
• Contactßß 
• Interview/Screenßß 
• CO Interview 
• Recommend 
• Contract 

 
In This Study 
Unit 

This study unit contains the following lessons:  

 
Lesson See Page 

Identify and Contact Marines for Interviews 1-3 
Research Marine’s Service History 1-19 
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LESSON 1 

IDENTIFY AND CONTACT MARINES FOR INTERVIEWS 

Introduction 

 

Importance The creation of four rosters, Initial, STAP, FTAP, and EAS interviews, serve 
as a guide for identifying and screening Marines.  Make these rosters as 
accurate as possible so everyone is interviewed in a timely manner.  

 

Scope This lesson will cover the following subjects: 
 
• Obtaining a personnel roster 
• Identifying a list of names from the roster for various interviews 
• Contacting Marines for scheduling appointments 

 

Learning 
Objectives 

The learning objectives for this lesson are the following: 
 
• Recall the data that is needed from a personnel roster for compiling 

monthly interview rosters. 
 
• From a personnel roster, choose those Marines who need an interview and 

specify the type of interview they need. 
 
• Recall the guidance for scheduling interview appointments. 

 

In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 1-3 
Obtain a Personnel Roster 1-4 
Distinguish First Term Marines from Career Marines 1-5 
Initial Interview 1-7 
STAP Interview 1-9 
FTAP Interview 1-10 
EAS Interview 1-11 
How to Identify a List of Names for Initial, STAP, FTAP, and 
EAS Interviews 

1-12 

Contact Marines to Schedule an Appointment 1-13 
Lesson 1 Exercise 1-16 
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Obtain a Personnel Roster 

 
Introduction The personnel roster is the tool for deciding which Marines need which types 

of interviews.  This is one of the first actions in the process of interviewing 
and retaining Marines.  Ensure the roster contains all the information needed 
for deciding which interviews should be done next month. 

 
Needed 
Information 

To identify which Marines require an interview from the personnel roster, you 
need the Marine’s name, rank, social security number (SSN), military 
occupational specialty (MOS) and date of rank (DOR).  In addition, get the 
following basic information for each Marine:  
 
• Armed Forces Active Duty Base Date (AFADBD) 
• Present Unit Join Date (PUJD) 
• End of Active Service (EAS) date 
• Source of Entry code 
• Marine’s platoon or work section 

 
Where to Get 
Administrative 
Databases 

If the CRS does not have access to the personnel databases within their office, 
see the administrative chief, or S-1 clerk, to request personnel rosters with all 
pertinent information necessary. 
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Distinguish First Term Marines from Career Marines 

  
Introduction You need to screen the roster and separate the population between Career 

Marines and First Term Marines.  This topic shows how to quickly 
distinguish between the two on a personnel roster. 

   
How to Identify Locate the Source of Entry code on the Basic Individual Record (BIR) page, 

or on the personnel roster from the S-1 office administrative database.  If the 
code begins with an “A,” the Marine is classified as First Term.  If the code 
depicts a number (signifying the number of enlistment contracts the Marine’s 
been on), or a letter other than A, then the Marine is a Career Marine. 
 
Note:   Under the Prior Service Enlistment Program (PSEP) Marines may 

submit to come back into the Marine Corps.  These Marines will often 
appear as Career Marines on the Source of Entry codes.  If the CRS 
believes the Source of Entry code on the roster is incorrect in that 
particular Marine’s case, the record book will have to be reviewed to 
obtain a statement of service depicting when the Marine was on active 
duty and for how long. 

  
Illustration 1 The following is taken from a partial personnel roster.  Notice that the first 

letter of the Source Entry code begins with an “A,” which denotes a First 
Term Marine. 

 
NAME RANK SSN MOS DOR AFADBD Source 

Entry 
EAS WORK 

SMITH E3 200560283 0311 20040701 20020618 ADBA 20060617 763-1413 

Continued on next page 



 

MCI Course 0084 1-6 Study Unit 1, Lesson 1 

Distinguish First Term Marines from Career Marines, Continued 

 
Illustration 2 The following is copied from a BIR showing a Career Marine with a Source 

of Entry code beginning with a number and/or a letter. 

   
Challenge  Which of the following are First Term Marines, and which are Career 

Marines? 

 
Name Rank SSN MOS DOR AFDBD Source 

Entry 
EAS 

SMITH E4 200310285 0311 20040701 20020618 ADBA 20060509 
GREEN E4 602113811 1833 20030301 20000601 ADBA 20050234 
PEREZ E6 042665041 5831 20030201 19960402 2BCA 20040567 
CHANG E4 213995823 3531 20030801 20001113 ADBA 20041891 
MOUSAFFA E9 076780189 2891 20030101 19781002 6BCA 20061234 
BLACK E4 802786886 0311 20040201 20020402 ADBA 20060456 

 
Answers:  First Term Marines:  Smith, Green, Chang, Black 
 Career Marines:  Perez, Mousaffa 

  

Careerist on his 5th contract. 

Careerist on his 5th contract. 
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Initial Interview 

 
Introduction You need to conduct an initial interview of all First Term Marines who are 

within 6 months of present unit join date (PUJD) in accordance with MCO 
P1040.31_, chapter 6, paragraph 6002.  This topic explains how to create a 
list of those Marines from the personnel roster for next month’s interviews. 
 
The purpose of the interview includes the following: 
 
• Determine if a Marine meets all prerequisites for reenlistment/lateral 

move 
• Ensure corrective action is initiated if necessary 
• Ensure Marine is apprised of the benefits and incentives related to 

reenlistment 

 
How to Identify To find the Marines from the personnel roster for an initial interview, do the 

following: 
 

Step Action 
1 Screen and separate all First Term Marines from career Marines 

based on the Source of Entry code.  Identify those First Term. 
2 Identify those First Term Marines who have joined the unit within 

the past 6 months of PUJD. 
 
Example:  If today’s date is December 23, then CRS needs to 

include Marines with PUJD beginning 1 June. 
 
                                                                        2004/2005 
 
 
  May     June  July  Aug   Sept  Oct   Nov  Dec   Jan   Feb  March 
 
                  June is 6 months from December  
 

3 Label the list containing these Marines:  Initial Interview. 

Continued on next page 
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Initial Interview, Continued 

 
Challenge Assumption:  The present time is the last week of the month:  25 May 2004.  

You are developing a list for next month’s interviews, June 2004.  Plan the 
Initial Interview for the next month.  Using a personnel roster from S-1, 
determine which Marines need an Initial Interview. 

 
NAME RANK SSN MOS DOR AFADBD Source Entry EAS PUJD 

COOPER E4 200310285 0311 20040701 20020618 ADBA 20060617 20040325 

DAVIS E5 602113811 1833 20030301 20000601 2DBA 20050531 20031212 

GARCIA E6 042665041 5831 20030201 19960402 BBCA 20050715 20031001 

YONG E4 213995823 3531 20030801 20001113 ADBA 20041112 20030902 

PEREZ E4 802786886 0311 20040201 20020402 ADBA 20060601 20040226 

HARRIS E9 076780189 2891 20030101 19781002 6BCA 20061204 20000915 

ROGERS E4 162745405 0151 20031001 20010513 ADBA 20050512 20030905 

 
Answer – Marines needing an Initial Interview (within 6 months of PUJD) 

are Cooper and Perez. 
                                                               2003/2004 
 
 
 
             July     Aug   Sept  Oct   Nov  Dec  Jan   Feb   Mar  Apr   May 
 
                                                          6 months from today’s date, May 25 
 
 
                                                                              Perez   Cooper 
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STAP Interview 

 
Introduction You must conduct a Subsequent Term Alignment Plan (STAP) interview of 

all Career Marines who are between 10 to 12 months from current EAS in 
accordance with MCO P1040.31_, chapter 6, paragraph 6002.  The STAP 
interview includes determination of reenlistment eligibility, and review of 
current career options and benefits. This topic explains how to create a list of 
those Marines from the personnel roster for next month’s interviews. 

 
How to Identify Do the following to identify Marines from the personnel roster for STAP:  
 

Step Action 
1 Screen and separate all Marines based on the Source of Entry code.  

Identify those that are careerist. 
2 Identify those Career Marines who are between 10 to 12 months of 

EAS. 
 
Example: Today’s date: 25May04. An EAS of 20040815 does not 
fall in the time period, but EAS 20050403 does fall in the time 
period 10-12 months from May 25, 2004. 
 
                                                      2004/2005 
 
May/Jun/Jul/Aug/Sept/Oct/Nov/Dec/Jan/Feb/Mar/Apr/May   
 
Today’s date                                                     10 mos   12 mos 

3 Label the list containing these Marines as STAP Interview. 

 
Challenge  Assumption:  The date is 25May04.  While developing a list for next month’s 

interviews, June 2004, and using a personnel roster from S-1, determine the 
Marines that need a STAP Interview. 

 
NAME RANK SSN MOS DOR AFADBD Source Entry EAS PUJD 

DAVIS E4 602113811 1833 20030301 20000601 ADBA 20050531 20031212 

GARCIA E6 042665041 5831 20030201 19960402 BBCA 20050430 20031001 

YONG E4 213995823 3531 20030801 20001113 ADBA 20041112 20031202 

HARRIS E9 076780189 2891 20030101 19781002 6BCA 20061204 20040226 

PEREZ E4 802786886 0311 20040201 20020402 ADBA 20060601 20000915 

 
Answer: Marines needing STAP Interview (between 10-12 months of 

EAS) are:  Garcia (not Davis who is First Term). 

 

20050403 20040815 



 

MCI Course 0084 1-10 Study Unit 1, Lesson 1 

FTAP Interview 

  
Introduction In accordance with MCO P1040.31_, chapter 6, paragraph 6002, the CRS 

should conduct the First-Term Alignment Plan (FTAP) interview between 1 
April and 1 July, prior to the fiscal year in which the First Term Marine is 
eligible to reenlist and in which their EAS occurs.  The FTAP interview 
includes a discussion of career options and the benefits of a Marine Corps 
career. This topic explains how to identify these Marines from the personnel 
roster. 

  
Fiscal Year A fiscal year is the governmental accounting period of 12 months that runs 

from 1 October through 31 September. 

 

How to Identify To find the Marines from the personnel roster for FTAP interview, do the 
following: 

 

Step Action 
1 Choose from the personnel roster those First Term Marines with 

an EAS in the next fiscal year and who are eligible for 
reenlistment. 
 
 
Mar/Apr/May/Jun/Jul/Aug/Sep/Oct/Nov/Dec/Jan/Feb/Mar/Apr… 
 
        Interview period                  eligible, First Term Marines with 
                                                    EAS 1 Oct through 31 Sept 

2  Label this list as FTAP Interviews. 
3 Conduct these interviews only between 1 April and 1 July. 

  
Challenge Assumption:  The present time is the last week of the month:  25 May 2004.  

You are developing a list for next month’s interviews, June 2004.  You are 
planning your FTAP interviews.  Using your personnel roster from S-1, 
determine which Marines need an FTAP interview. 

 

NAME RANK SSN MOS DOR AFADBD Source Entry EAS PUJD 

COOPER E4 200310285 0311 20040701 20020618 ADBA 20051217 20040325 

DAVIS E4 602113811 1833 20030301 20000601 ADBA 20050531 20031212 

GARCIA E6 042665041 5831 20030201 19960402 BBCA 20050715 20031001 

YONG E4 213995823 3531 20030801 20001113 ADBA 20041112 20031202 
 

Answer: The Marines needing a FTAP interview are Davis and Yong. (Not 
Garcia because he is not First Term). 
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EAS Interview 

 
Introduction MCO P1040.31_, chapter 6, paragraph 6002, explains that the CRS needs to 

conduct Expiration of Active Service (EAS) interviews for Marines who are 
between 6 and 9 months from their EAS or prior to transfer for separation.  
The interview includes an explanation of benefits for joining the Selected 
Marine Corps Reserve and Transition Assistance Management Programs, and 
the Marine’s requirement to attend a pre-separation brief.  This topic explains 
how to create the list from the personnel roster.  After creating the list, you 
have a reference for contacting and scheduling Marines for interviews. 

  
How to Identify To find the Marines from the personnel roster for an EAS interview, do the 

following: 
 

Step  Action 
1 Choose from the personnel roster those Marines with an EAS 

within the 6 to 9 month window of time from the current date. 
 
 
 
Aug/Sep/Oct/Nov/Dec/Jan/Feb/Mar/Apr/May/Jun/Jul/Aug/Sep 
 
        Current date                                6 mos       9 mos  

2 Label this list EAS Interviews. 

  
Challenge  You are planning EAS interviews for the upcoming month.  Using your 

personnel roster from S-1, determine which Marines need an EAS interview 
next month.  (Today’s date is 25 October 2004.)   

 
NAME RANK SSN MOS DOR AFADBD Source Entry EAS WORK 

COOPER E4 200310285 0311 20040701 20020618 ADBA 20060617 763-1413 

DAVIS E4 602113811 1833 20030301 20000601 ADBA 20050531 763-7318 

GARCIA E6 042665041 5831 20030201 19960402 BBCA 20041115 763-3118 

YONG E4 213995823 3531 20030801 20001113 ADBA 20041112 763-4265 

HARRIS E9 076780189 2891 20030101 19781002 6BCA 20061204 763-7767 

PEREZ E4 802786886 0311 20040201 20020402 ADBA 20060601 763-3854 

ROGERS E4 162745405 0151 20031001 20000713 ADBA 20050512 763-9104 

 
Answer: The Marines requiring an EAS interview next month are Davis and 

Rogers.  Garcia and Yong are incorrect answers because they were 
interviewed in May, 2004 (6 months from their EAS). 

  

Example: 20050510 (within window) Non-example: 20041205  
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How to Identify a List of Names for Initial, STAP, FTAP, and 
EAS Interviews 

  
Introduction The previous topics showed you how to compute time periods and identify 

Marines for the four CRS interviews, and also about basic information needed 
from a personnel roster.  This next topic shows how all this information is 
used in sequence to generate four lists of names for interviews.  You will use 
these lists later to contact the Marines for the interviews.  

  
When to Create 
List 

You create these lists towards the end of every month for the beginning of the 
next month. 

  
Importance Use the lists as a reference for contacting the Marines for next month’s 

interviews.  Also, use the lists for starting research on each Marine in 
preparation for their interview. 

  
Procedure This table describes how the CRS identifies separate lists of names of 

Marines for initial, STAP, FTAP, and EAS interviews. 
 

Step Action 
1 Obtain a personnel roster from an administrative database. 
2 Identify all Marines on the list who need their initial interview for 

next month and create a separate list of them. 
3 Identify all Marines on the list who need their STAP interview for 

next month and create a separate list of them. 
4 Identify all Marines on the list who need an FTAP interview for 

next month and create a separate list of them. 
5 Identify all Marines on the list who need an EAS interview for next 

month and create a separate list of them. 

  



 

MCI Course 0084 1-13 Study Unit 1, Lesson 1 

Contact Marines to Schedule an Appointment 

 

Introduction With the four lists of required interviews, you should contact each Marine and 
schedule an appointment.  You need to schedule appointments every month.  
This topic provides guidance in choosing how to contact each Marine. 

 

When to 
Schedule 

Every month. 

 

Guidance The following is some guidance when scheduling appointments. 
 

• Ensure that you mutually agree to an appointed time and place. 
 

• Maximize person-to-person time with Marines to establish early rapport, 
elicit commitment, and efficiently set dates and times for meetings. 

  
Procedure The table below describes how to contact Marines to schedule an 

appointment. 
 

Step Action 
1 From the list of names you need to contact for an appointment, 

choose a Marine and identify the Marine’s platoon, section, or 
department. 

2 Mutually agree with the Marine to meet at an appointed time and 
location. When communicating, maximize person-to-person contact 
by meeting in person (best) or over the phone. 

3 Accurately note Marine’s name, location, the date of appointment, 
and time in your schedule book. 

4 Repeat steps 1-3 until you have scheduled an appointment with all 
names on the list. 

 

Challenge 1 You are the CRS for 2nd Bn, 7th Marines.  Today is 25 Jul 04 and you must 
arrange appointments for all Marines who require an interview.  You attempt 
to contact PFC Binotz who is a member of 1st Platoon, Golf Company.  He is 
currently at the rifle range until 8 Aug 04.  
 

What is the best way to contact him? 
 

a. Go find him at the range. 
b. Leave a phone message for him at Golf Company HQ. 
c. Send him an E-mail. 
d. Leave his platoon commander a phone message and E-mail. 

Continued on next page 
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Contact Marines to Schedule an Appointment, Continued 

  
Feedback to 
Challenge 1 

 

 
Quality of 

Answer 
Choices Reason 

Best a. Go find him at 
the range. 

This will help to develop a rapport 
and communicate directly with PFC 
Binotz.  One visit sets the 
appointment and gets a commitment. 

Poor b. Leave phone 
message for him 
at Golf 
Company HQ. 

Messages are easily lost.  There is 
no incentive for PFC Binotz to 
return your phone message. 

Poor c. Send him an E-
mail. 

Although the message goes directly 
to PFC Binotz and allows him time 
to review and answer at any time, he 
may, however, be distracted or 
forgetful in returning the message, 
and coordinating mutually 
convenient dates may be prolonged.  
Not all Marines have E-mail access 
or E-mail accounts. 

Good d. Leave his 
platoon 
commander a 
phone message 
and E-mail. 

Coordinating with the chain of 
command minimizes friction and 
schedule conflicts.  However, it 
could prolong your efforts to 
schedule a meeting. 

  
Challenge 2 You meet with PFC Binotz to schedule an appointment.  He enthusiastically 

commits himself to meet with you in your office sometime early next week in 
the morning. 
 
Have you scheduled an appointment? 
 
a. Yes.  Marine appears to be committed. 
b. No.  There is no mutually agreed time and date. 
c. Yes.  The appointment is set for the morning on Monday or Tuesday. 
d. No.  Despite his enthusiasm, he is evading a commitment. 

Continued on next page 
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Contact Marines to Schedule an Appointment, Continued 

  
Feedback to 
Challenge 2 

 

 
Quality of 

Answer 
Choices Reason 

Good a. Yes.  Marine 
appears to be 
committed. 

Although PFC Binotz most 
likely will report as he stated, 
other emerging priorities may 
cause him to break the 
appointment because he felt 
there was no specific date and 
time. 

Best b. No.  There is no 
mutually agreed 
time and date. 

 

Fair c. Yes.  The 
appointment is set 
for the morning on 
Monday or 
Tuesday. 

There is considerable latitude for 
deciding when to report, and for 
other priorities to take precedent.  
PFC Binotz may feel the time 
period is too open to expect a 
firm commitment. 

Fair d. No.  Despite his 
enthusiasm, he is 
evading a 
commitment. 

Although PFC Binotz did not 
agree to a specific time and date, 
there is not enough information 
to indicate he is evading a 
commitment.  There could be 
other reasons. 
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Lesson 1 Exercise 

  
Directions Answer the following items.  Check your answers against the correct answers 

at the end of this lesson.  If you have any questions, refer to the reference 
page listed for each item. 

  
Item 1 Where would you go to pull a personnel roster if the CRS does not have 

access to a personnel database? 
 
a. S-1 
b. S-3 
c. Internet 
d. Regimental HQ 

  
Item 2 Besides name, rank and SSN, what other basic information do you need on a 

personnel roster to identify Marines for CRS interviews? 
 
a. ASVAB Scores 
b. AFADBD 
c. Anniversary date 
d. Pro and Con Marks 

 
Item 3 Which of the following codes denotes a First Term Marine under “Source of 

Entry” codes? 
 
a. 1TDA 
b. 2BEA 
c. BAAA 
d. ABDA 

 
Item 4 Which of the following is guidance for scheduling interview appointments 

with a Marine? 
 
a. Ensure you mutually agree to an appointed time and place. 
b. Schedule through the S-1. 
c. Arrange through the Marine’s immediate supervisor. 
d. Coordinate with all members of the Marine’s chain of command. 

 Continued on next page 
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Lesson 1 Exercise, Continued 

   
Answers The table below provides the correct answers to the exercise items.  If you 

have any questions, refer to the reference page. 
 

Item Number Answer Reference Page 
1 a 1-4 
2 b 1-4 
3 d 1-5 
4 a 1-13 

  
Lesson 
Summary 

This lesson covered how to obtain a personnel roster, identify a list of names 
from the roster for Initial, STAP, FTAP, and EAS interviews, and contact 
Marines for scheduling appointments.  Some important learning points to 
remember include the following: 
 
• When creating a personnel roster to decide who needs an interview, 

include Present Unit Join Date (PUJD), End of Active Service (EAS) 
date, and Source of Entry code. 

 
• Read Source of Entry codes to distinguish First Term from Career 

Marines. Those that begin with an “A” denote First Term Marines. All 
other codes denote Career Marines. 

 
• Schedule initial interviews for all First Term Marines who are within 6 

months of present unit join date (PUJD).  
 
• Schedule (STAP) interviews of all Career Marines who are between 10 to 

12 months from current EAS. 
 
• Schedule (FTAP) interviews between 1 April and 1 July, prior to the 

fiscal year in which the first term Marine is eligible to reenlist and in 
which their EAS occurs. 

 
• Schedule (EAS) interviews for Marines who are between 6 and 9 months 

from their EAS. 
 
The next lesson instructs how to research a Marine’s service history and how 
to screen for reenlistment qualifiers and prerequisites. 
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LESSON 2 
 

RESEARCH MARINE’S SERVICE HISTORY 

Introduction 

 
Scope The last lesson explained how to develop different lists of Marines who 

require interviews.  This lesson explains the next step of researching the 
Marine’s background.  This lesson covers references that list reenlistment 
prerequisites, how and where to get Marines’ background data, and how to 
review the sources for data.  

 
Importance Research the Marine’s history before interviewing the Marine.  You will learn 

if the Marine is qualified for reenlistment and any special programs.  After 
completing this research, you will know more about the Marine you are 
interviewing and be better prepared to answer the Marine’s questions. 

  
Learning 
Objectives 

The learning objectives for this lesson are the following: 
 
• Recall sources of data for researching Marine’s service history. 
 
• Recall where to find a specific positive characteristic from either the Basic 

Training Record (BTR) or Basic Information Record (BIR). 
 
• Recall the definition of a discrepancy in a Marine’s service record book. 
 
• Recall the importance of researching a Marine’s service history. 
 
• Using MCO P1040.31_ and given entries from a Marine’s record book, 

decide if anything in the Marine’s record prevents the Marine from 
reenlisting. 

Continued on next page 
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Introduction, Continued 

 
In this Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 1-19 
Sources of Data 1-21 
Discrepancies 1-27 
Unit Punishment Book 1-29 
Reenlistment Prerequisites and Disqualifiers 1-31 
How to Use the Research 1-34 
Lesson 2 Exercise 1-35 
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Sources of Data 

 
Introduction After contacting the Marine and before the interview, research the Marine’s 

service history for any information that may influence the reenlistment 
decision.  If there are any factors preventing the Marine from reenlisting, 
identify them and discuss them with the Marine at the interview.  This topic 
describes sources that provide the service history data on a Marine. 

 
Importance You may uncover information on the Marine that sends you looking into 

chapter 4 of MCO P1040.31_, Enlisted Career Planning and Retention 
Manual, for information about reenlistment prerequisites, disqualifiers, and 
waivers.  

 
Where to Get 
Data 

Get data from the following sources: 
 
• The unit’s administration office holds the Marine’s Service Record Book 

(SRB).  The following are examples: 
 

• IPAC (Marine Corps Base) 
• GPAC (Group, MAG) 
• DPAC (Division) 

 
• The unit diary Marine Corps Total Force System (MCTFS) is directly 

linked to the Reenlistment Extension Lateral Move (RELM) database, 
which contains training and personal data in electronic format, including 
the BIR and BTR. 

 
• The 3270/MCTFS contains the Record of Service (ROS) electronic 

database. 
 
• Manpower Management Support Branch (MMSB) Web site contains 

Fitness report data. 

Continued on next page   
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Sources of Data, Continued 

 
What Data to 
Get 

Search for the following data: 
 
• In the Administrative remarks section in the Marine’s SRB, look for 

negative comments, for example, unauthorized absence, disrespect, and 
disorderly conduct.  Look for incidents involving controlled substances, 
permanent dependencies/hardships, or CMC imposed reenlistment 
restriction.  (An illustration will appear later in this lesson.) 

 
• Look for any NJPs on the NAVMC 10132 (Unit Punishment Book/UPB) 

pages. 
 
• Look for a Page 13 entry for courts-martial convictions.  
 
• On the Internet at www.mmsb.usmc.mil, get fitness report data.  Look for 

gaps in reporting periods. 
 
• Find the following using 3270/MCTFS: 
 

• BIR:  Pay Entry Base Date (PEBD), AFADBD, EAS, End of Current 
Contract (ECC), Source of Entry Code, Pay Grade. 

 
• BTR:  Pistol and rifle scores, physical fitness qualification, and 

compliance with military appearance/height/weight/body fat 
standards. 

 
• TEST screen with ASVAB test score data.   
 
• Education Page (TEDU) with formal schools data. 
 
•  In the ROS, get average Proficiency and Conduct marks. 

 
Include Positive 
Characteristics 

When gathering data, include positive characteristics that may influence the 
Marine’s decision to reenlist.  Examples include the following: 
 
• Pistol and rifle scores 
• Date of rank 
• Physical Fitness Test 
• ASVAB line scores 
• Formal schools 

Continued on next page     
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Sources of Data, Continued 

 
BIR  
Illustration 

The following is an example of enlistment information from a Marine’s BIR. 

 

 

  
BTR 
Illustration 

The following is an example of PFT/weight control/military appearance 
information from a Marine’s BTR. 

 

 

 Continued on next page 
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Sources of Data, Continued 

 
ROS 
Illustration 

The following is an example of average proficiency and conduct marks 
information from a Marine’s ROS. 

 

 

 
TEST Page 
Illustration 

The following is an example of ASVAB test score information from a 
Marine’s TEST Page. 

 

 

Continued on next page 
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Sources of Data, Continued 

 
MMSB Website 
Illustration 

The following is an example of Fitness Report information from 
www.MMSB.usmc.mil. 

 

 

Continued on next page   
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Sources of Data, Continued 

 

Challenge 1 You must research LCpl Torres’ training and personal data for a scheduled 
interview with him tomorrow.  Of the following, where would his Service 
Record Book most likely be located? 
 
a. IPAC 
b. S-1, Regiment 
c. S-1, Battalion 
d. G-1, Marine Division 
 
Answer:  a.  IPAC, a consolidated personnel administrative unit, holds 

Service Record Books for all personnel assigned to his company. 

 

Challenge 2 What database contains training and personal data (including BIR and BTR)? 
 
a. Unit diary (MCTFS) 
b. TFRS 
c. MMSB 
 

Answer:  a.  Unit diary (MCTFS).  (The others contain fitness report data.) 

 

Challenge 3 Where would you go to find Record of Service?  
 

a. BIR 
b. 3270/MCTFS 
c. MMSB 
d. TFRS 
 
Answer:  b.  3270/MCTFS.  (This is the only location from the alternatives 

that contain the Record of Service.) 

 

Challenge 4 A Marine’s source entry code is found in the 
 
a. BIR. 
b. BTR. 
c. Page 11. 
d. SGLI. 
 
Answer:  a.  BIR 
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Discrepancies 

 
Introduction While reviewing a Marine’s record book, you may discover a discrepancy 

that is not supported with other information.  This should be researched 
before the interview. 

 
Explanation A discrepancy is a derogatory comment on the administrative remarks section 

in the Service Record Book that is not supported with anything in the Unit 
Punishment Book (NAVMC 10132 page).  

 
Importance The derogatory comment could have been for an UCMJ violation.  Non-

Judicial Punishments (NJPs) affect a Marine’s ability to reenlist and prevent 
entry into some programs.  

 
Location of 
Derogatory 
Comment 

Instead of NJP, the command could have decided to document the violation 
with only a page 11 entry (administrative remarks) in the Service Record 
Book. 

Continued on next page   
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Discrepancies, Continued 

 
Derogatory 
Comment 
Example 

Some examples of UCMJ violations that the command may choose to list as 
derogatory comments instead of an NJP include the following: 
 
• Disorderly conduct 
• Unauthorized absence 
• Disrespect 
 
The following is an example of a page 11 entry. 

 

  
What to Do The CRS must check to see if there is an NJP related to the administrative 

remark.  The following table explains what to do.  
 

If there is a related NJP, then…  If there is no evidence of a related 
NJP, then… 

Review chapter 4 of MCO 
P1040.31_, Enlisted Career 
Planning and Retention Manual, 
for information about how the NJP 
affects reenlistment prerequisites, 
disqualifiers, and waivers. 

Ask the Marine at the interview about 
the discrepancy and what happened. 
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Unit Punishment Book 

 
Introduction While continuing to review the Marine’s service history in preparation for the 

interview, review the Unit Punishment Book (UPB), also known as NAVMC 
10132 page.  If a Marine received any NJPs and/or court-martials, they are 
located on the UPB. 

 
Importance NJPs and court-martials affect a Marine’s ability to reenlist and prevent entry 

into some programs. 

 
Where to 
Locate and 
Access 

The UPB is located in a database known as “3270,” and is accessible through 
the Internet.  The point of contact for accessing the UPB is the administrative 
chief for the Marine’s unit. 

 
What to Do Look for any NJPs and court-martials for the Marine that may be listed on 

this page.  If you find any, look into Chapter 4 of MCO P1040.31_, Enlisted 
Career Planning and Retention Manual, for information about how the 
NJP/court-martial affects reenlistment prerequisites, disqualifiers, and 
waivers. 

 
Example An example follows on the next page. 

Continued on next page   
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Unit Punishment Book, Continued 
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Reenlistment Prerequisites and Disqualifiers 

 
Introduction Reenlistment prerequisites and disqualifiers give the criteria for measuring a 

Marine’s ability to reenlist.  After reviewing a Marine’s service history, you 
will compare the Marine’s background with the reenlistment prerequisites and 
disqualifiers.  

 
Importance There will be factors in each Marine’s record that affect the Marine’s decision 

to reenlist.  By researching the Marine’s background for these factors, and 
reading the reenlistment prerequisites, you can prepare in advance for the 
Marine’s questions during the interview.  Using the reference saves time in 
identifying and summarizing a Marine’s reenlistment options.  Preparation 
will make you feel more comfortable and add to your credibility during the 
interview. 

 
Location of 
Reference 

Chapter 4 of MCO P1040.31_, Enlisted Career Planning and Retention 
Manual, provides information for reenlistment prerequisites, disqualifiers, and 
waivers.  This information is also provided as Appendix A in this MCI.  The 
most current orders are downloadable from the official Marine Corps Web 
site www.usmc.mil, under Publications. 

 
Chapter 4,  
MCO 
P1040.31_ 

Chapter 4 is entitled Reenlistment and Extension of Enlistment.  The chapter 
includes the following paragraphs: 
 
• Reenlistment Prerequisites 
 

• Basic Reenlistment Prerequisites 
• First Term Marines 
• Career Marines 
 

• Waiver of Reenlistment Prerequisites 

Continued on next page 



 

 MCI Course 0084 1-32 Study Unit 1, Lesson 2 

Reenlistment Prerequisites and Disqualifiers, Continued  

 
Examples in 
Research  

Become familiar with using MCO P1040.31_.  After reviewing a Marine’s 
Service Record Book, you will use the reference to answer questions about 
the Marine’s reenlistment eligibility. 
 
Some common questions and answers include the following: 
 
Question: The Marine enlisted without a high school degree.  Can he or 

she reenlist without one?  
Answer No.   He or she must acquire a high school degree or an 

alternate credential before reenlistment (paragraph 4103, First 
Term Marines). 

 

Question: Are there minimum conduct and proficiency mark averages 
that a Marine must achieve before reenlistment?  

Answer: Yes.  Minimum scores are 4.0/4.0 (paragraph 4103, Basic 
Reenlistment Prerequisites). 

 

Question: Can the Marine request a waiver for Pro/Con marks less than 
4.0/4.0?  

Answer: No (paragraph 4105, Waiver of Reenlistment Prerequisites). 

 
Challenges  Use either your own copy of chapter 4, MCO P1040.31_, or the reference 

information provided in Appendix A of the MCI 0084 Handbook, to practice 
using the reference to answer the following questions.  Compare your answers 
with feedback on the next page. 
 

1. Can a Marine reenlist if she has any non-judicial punishments? If so, 
how many? 

 

 Answer: _______________________ (paragraph? ____________) 
 

2. Can a Marine request a waiver for reenlistment if found guilty of 
DUI/DWI? 

 

 Answer: _______________________ (paragraph? ____________) 
 

3. Can an HIV positive Marine reenlist? 
 

 Answer: _______________________ (paragraph? ____________) 
 

4. A Marine was convicted in a Japanese court, and fined the equivalent 
of $600.  Can the Marine reenlist? 

 

 Answer: _______________________ (paragraph? ____________) 

Continued on next page 



 

 MCI Course 0084 1-33 Study Unit 1, Lesson 2 

Reenlistment Prerequisites and Disqualifiers, Continued 

 
Feedback to 
Challenges  

Check your answers with the correct answers. 
 

1. Can a Marine reenlist if she has any non-judicial punishments? If so, 
how many? 

 
Answer:  Yes, but no more than 2 NJPs (paragraph: 4103, Basic 
 Reenlistment Prerequisites). 
 
2. Can a Marine request a waiver for reenlistment if found guilty of 

DUI/DWI? 
 
Answer: Yes (paragraph 4105, Waiver of Reenlistment Prerequisites). 
 
3. Can an HIV positive Marine reenlist?   
 
Answer:  Yes (excluded from requirement to be worldwide deployable)  

(paragraph: 4103, Basic Reenlistment Prerequisites). 
 
4. A Marine was convicted in a Japanese court, and fined the equivalent 

of  $600.  Can the Marine reenlist? 
 

Answer: No (but can request a waiver) (paragraph 4103, Basic  
  Reenlistment Prerequisites). 
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How To Use The Research 

 
Introduction The previous topics showed how to research individual data sources for a 

Marine’s service history.  This next topic shows how all this information from 
the previous topics is used in a sequence to prepare for the Marine’s 
interview. 

 
When to Do It Between the time of scheduling the Marine for an interview and interviewing 

the Marine, research the Marine’s service history. 

 
Importance Researching the Marine’s service history accomplishes the following: 

 
• Prepares you in advance for the Marine’s questions during the interview 
• Saves time in identifying and summarizing a Marine’s reenlistment 

options 
• Makes the Marine and CRS feel more comfortable during the interview 
• Adds to your credibility during the interview 

 
Procedure The following lists the procedures for researching a Marine’s service history. 
 

Step Action 
1 Retrieve Marine’s Service Record Book. 
2 Pull data from an administrative database about the Marine’s basic 

individual record (BIR), and basic training record (BTR). 
3 Gather Marine’s training and personal data from MCTFS/RELM 

database. 
4 Look for positive characteristics in Marine’s Service Record Book. 
5 Look for discrepancies, NJPs, and court-martials. 
6 Compare Marine’s background with reenlistment prerequisites and 

disqualifiers. 
7 Print data and keep as a reference when interviewing Marine. 
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Lesson 2 Exercise 

 
Directions Answer the following items.  Check your answers against the correct answers 

at the end of this lesson.  If you have any questions, refer to the reference 
page listed for each item. 

 
Item 1 Which of the following is a source of data for researching Marine’s service 

history? 
 
a. 3270/MCTFS 
b. CPAC/SR71 
c. DLTD/MCIAIS 
d. RELQ/1700V 

 
Item 2 Where would you go to find if a Marine received NJP? 

 
a. Page 3 of SRB 
b. UPB 
c. Internet 
d. Page 13 

 
Item 3 On what 3270 page would you find a Marine’s current PFT score? 

 
a. BIR 
b. TEST 
c. TEDU 
d. BTR 

 
Item 4 Which of the following is a definition of a discrepancy in a Marine’s service 

record book? 
 
a. Derogatory comment not supported by a NAVMC 10132 page 
b. A comment at variance with other stated facts 
c. Disparaging entry that is documented on SRB page 11 entry 
d. Statement supported with UPB (NAVMC 10132 page) 

Continued on next page 
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Lesson 2 Exercise, Continued 

 
Item 5 Why is it important to research a Marine’s service history? 

 
a. Prepares you in advance for Marine’s questions during the interview 
b. Allows you to interrogate Marine more effectively 
c. Enhances CRS authority during the interview 
d. Helps you hold Marine accountable for his interview comments 

 
Item 6 Select from below the disqualifying factor for reenlistment.  You may use the 

reference information provided as Appendix A in this MCI from chapter 4, 
MCO P1040.31_ 
 
a. A Marine with 2 NJPs 
b. Break in active duty service 
c. Proficiency marks of 3.9 
d. GT of 80 

Continued on next page 
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Lesson 2 Exercise, Continued 

 
Answers The table below provides the correct answers to the exercise items.  If you 

have any questions, refer to the reference page listed for each item. 
 

Item Number Answer Reference Page 
1 a 1-21 
2 b 1-22 and 1-29 
3 d 1-22 
4 a 1-27 
5 a 1-34 
6 c A-2 

 
Lesson 
Summary 

The previous lesson explained how to identify and contact Marines for 
interviews.  This lesson explained how to research the background of Marines 
you scheduled for career retention interviews.  The lesson covered references 
that list reenlistment prerequisites, included how and where to get Marines’ 
background data, and also covered how to review the sources for data.  This 
lesson instructed how to determine who is reenlistment eligible and who is 
disqualified from the prerequisites for reenlistment.  After completing this 
research, you should know more about the Marine you will interview, and 
should be more prepared to answer the Marine’s questions at the interview. 

 
What’s Next Researching the Marine’s service history is necessary preparation for the next 

step, the interview with the Marine.  The next instructional segment teaches 
how to interview. 
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STUDY UNIT 2 

INTERVIEW 

Overview 

  
Scope The last study unit provided guidance in identifying Marines who need 

interviews in your command, performing research and scheduling Marines for 
interviews.  This study unit takes the next step in the process: conducting 
different types of interviews.  Later study units explain what to do after the 
interview.  The interview is the most important tool for helping Marines make 
career decisions.  No matter the type of interview the Marine needs, he/she 
will benefit if the CRS plans and prepares for the interview.  

  
Career 
Planning 
Process 

Looking at the Career Planning Process, this study unit takes the CRS through 
the Interview/Screen milestone.  
 
This is where you are in the process 
 
• Identify 
• Contact 
• Interview/Screenßß 
• CO Interview 
• Recommend  
• Contract 

  
In This Study 
Unit 

This study unit contains the following lessons: 
 

 
Lesson See Page 

Common Elements of Interviews 2-3 
Initial Interview 2-9 
STAP, FTAP, EAS and Unscheduled Interviews 2-27 
Career Planning Contact Record 2-47 
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LESSON 1 

COMMON ELEMENTS OF INTERVIEWS 

Introduction 

 
Scope This lesson teaches students the elements that are common to all interviews. 

Later lessons will explain additional elements and procedures that are unique 
to specific interview types.  For every interview, the CRS uses the 
information gathered in research (explained in study unit 1) to conduct a 
thorough interview.  Also common to all interviews, the CRS establishes a 
rapport and an atmosphere that helps the Marine talk about needs and desires.  

 
Importance The common elements of a well-conducted interview afford each Marine the 

opportunity to gather information and make a sound decision about their 
career. 

 
Learning 
Objectives 

The learning objectives for this lesson are the following: 
 
• Recall the guidelines and characteristics for establishing rapport at a CRS 

interview. 
 
• Recall the procedures that are common to all good interviews. 

 
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 2-3 
Establish Rapport 2-4 
Common Procedures In An Interview 2-5 
Lesson 1 Exercise 2-6 
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Establish Rapport 

 
Introduction The most important aspect of the interview is to establish rapport.  Knowing 

the Marine and his/her background provides information that helps establish a 
working relationship that will foster understanding and communication.  This 
topic explains how to establish rapport.  

 
Guidelines  Some guidelines for establishing rapport include the following: 

 
• Use the CRS office for interviews.  It is probably the best location because 

it provides a controlled environment that is conducive to mentoring and 
confidentiality.  The CRS can create a warm and personal atmosphere. 

 
• Get up from behind your desk to greet the Marine. 
 
• Establish rapport through communication.  
 
• Talk to the Marine’s level of understanding.  Discuss options using terms 

and language so that the Marine understands how they relate to the 
Marine’s situation.  

 
• Allow the Marine to control the discussion topics.  
 
• Develop awareness for the Marine’s needs and desires.  
 
• Put the Marine at ease. 
 
• Make the Marine comfortable in discussing his or her options. 
 
• Anticipate and have information ready to meet the Marine’s needs. 
 
• Schedule a follow-up interview. 
 
• Ensure the Marine leaves interview on a positive note. 

  
Interview 
Characteristics 

You build rapport if the interview includes these characteristics: 
 
• Comfortable environment 
• Positive discussion 
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Common Procedures In An Interview 

  
Introduction The previous topic gave guidelines and a description of how rapport is 

established in the interview.  This next topic shows how guidelines for 
building rapport are included in common procedures for conducting any 
interview.  For specific types of interviews, there are additional procedural 
steps, and these are explained in the following lessons.  

   
Procedures  This table gives a general description of common procedures in conducting 

a CRS interview. 
 
Step Action 

1 At scheduled interview, get up from behind the desk to greet the 
Marine. 

2 Establish rapport with the Marine through dialogue to make feel 
comfortable. 

3 Explain the purpose of the interview. 
4 Explain to the Marine there are possible discussion topics, but the 

Marine can lead discussion where he or she wants to go. 
5 At the end, invite them to come back at any time if there are 

additional questions.  

6 Leave the Marine with a positive impression.  

7 Follow-up by correcting any discrepancies found in records, if 
needed.  
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Lesson 1 Exercise  

 
Directions Answer the following items.  Check your answers against the correct answers 

at the end of this lesson.  If you have any questions, refer to the reference 
page listed for each item. 

 
Item 1 Where is the best location to conduct the interview? 

 
a. Marine’s work section 
b. Chow hall 
c. CRS office 
d. Sergeant Major’s office 

 
Item 2 Which of the following procedures is common to all good interviews? 

 
a. Brief Marine on the Lateral Move Program. 
b. Explain the FTAP submission schedule. 
c. Invite Marine to come back at any time. 
d. Explain the need to review service history. 

Continued on next page 
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Lesson 1 Exercise, Continued 

 
Answers The table below provides the correct answers to the exercise items.  If you 

have any questions, refer to the reference page listed for each item. 
 

Item Number Answer Reference Page 
1 c 2-4 
2 c 2-5 

 
Lesson 
Summary 

This lesson included the following key points:  
 
• Guidelines in establishing rapport include getting up from behind desk to 

greet Marine and talking to the Marine’s level of understanding. 
 
• Procedures common to all interviews include explaining the interview 

purpose and allowing Marine to lead discussion. 

 
What’s Next This lesson taught elements and procedures that are common to all interviews. 

The next lesson explains the Initial Interview.  There are additional elements 
and procedures unique to the Initial Interview.  
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LESSON 2 

INITIAL INTERVIEW 

Introduction 

 
Scope This lesson covers the procedures for an initial interview with a first term 

Marine.  In previous lessons you learned the different types of interviews and 
the common elements/procedures for any interview.  This lesson builds on the 
previous lessons by including those programs and assignment options you 
must explain in your initial interview.  This lesson summarizes where to go 
for information and what to do.  Following lessons explain other types of 
interviews, their content, and specialized procedures. 

 
Purpose The purpose of the initial interview is to familiarize the Marine with Marine 

Corps career and benefits.  The CRS explains the benefits and incentives 
related to reenlistment/lateral move, and determines if the Marine meets the 
qualifications. 

 
Learning 
Objectives 

The learning objectives for this lesson are the following: 
 
• Recall the purpose for a given CRS interview. 
 
• Recall the description of the Selective Reenlistment Bonus Program. 
 
• Recall the information that the CRS must explain to a Marine about the 

Selective Reenlistment Bonus Program at the initial interview. 
 
• Recall the documents required to process requests for a SRBP payment. 
 
• Calculate any bonus multiples a Marine could receive for the Selective 

Reenlistment Bonus Program (SRBP). 
 
• Recall the description of the Lateral Move Program. 
 
• Analyze excerpts from MCO 1220.5_ or MCO 1200.7_ for answers to 

Marines’ questions about the Lateral Move Program. 
 
• Recall the description of the Special Duty Assignment Program. 

Continued on next page 



 

MCI Course 0084 2-10 Study Unit 2, Lesson 2 

Introduction, Continued 

 
Learning 
Objectives, 
continued 

• Analyze excerpts from MCO 1326.6_, MCO 1300.2_, or MCO 1306.2 
for answers to Marines’ questions about Special Duty Assignments. 

 
• Recall the guidelines to give Marines about duty station preferences in 

their initial CRS interview. 
 
• Recall the definition of “boatspace.”  
 
• Recall the significance of “boatspace” to reenlistment. 
 
• Calculate the boatspace availability for a specific MOS from a FY-2005 

Boat Space Report excerpt. 
 
• Recall the time period for conducting First Term Alignment Plan (FTAP) 

interviews. 

 
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 2-9 
Selective Reenlistment Bonus Program 2-11 
Lateral Move Program 2-13 
Special Duty Assignments 2-15 
Duty Station Preferences 2-17 
FTAP 2-18 
Procedures For An Initial Interview 2-20 
Lesson 2 Exercise 2-21 
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Selective Reenlistment Bonus Program 

 
Introduction The Selective Reenlistment Bonus Program (SRBP) is an incentive program 

to supplement reenlistments and lateral moves throughout the armed forces.  
This topic explains what the CRS should present to the Marine about SRBP 
during the initial interview.  The rest of this lesson explains what the CRS 
should present to the Marine about other topics during the initial interview.  

 
Description The SRBP awards monetary compensation to reenlisting Marines based on 

MOS and years of service.  The reenlistment must be at least four years.   

 
References This program is explained in MARADMIN 7220 series and in MCO 

7220.24_ SRBP.  Downloadable at the following URL: www.usmc.mil under 
Publications. 

 
What to 
Explain to 
Marine 

During this part of the initial interview, be prepared to explain the following. 
 
• The “zones” and multiple(s) (if any) in which the Marine may qualify by 

MOS and years of service if they reenlist in their MOS or make a lateral 
move. 

 

• Obligation of 48 months additional service in order to be authorized SRB 
payment. 

 

• Not all MOSs have pay incentives for reenlistment. 
 

• After calculating the bonus multiple, disbursing section calculates how 
much the Marine actually receives after deductions for taxes. 

 

• You might have to pay back the award if you leave before the end of 4 
years because of bad conduct discharge (example: positive test for drugs). 

 
Required 
Documents 

The following documents are required to process requests: 
 

• “SRBP PRE_COMP” screen 
• SRB Program Eligibility Checklist 
• SRBP Statement of Understanding 
• SRBP Worksheet 
• Lump Sum Leave/Statement of Service “Payment Authorization” 
• DD Form 4 

Continued on next page  
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Selective Reenlistment Bonus Program, Continued 

 

Example for 
Calculating 
Zone and 
Bonus 
Multiples 

The following example explains how to calculate bonus multiples for a 
Marine by using MARADMIN 368/03 from Appendix B in the MCI 0084 
Handbook. 
 

SSgt Ion Jones 238-77-9999/0241 is eligible for reenlistment.  Here is the 
information for determining how long he has been on active duty: 
 

Entered active duty on 19950601. 
End of current contract is 20040330. 
Marine has no break in service. 

 

If he agrees to reenlist effective 20040310 for a period of 48 months, 
calculate what SRBP zone and bonus multiple(s) he qualifies for. 
 

1. Calculate the total time of active service: 
2004 (year) 03 (month) 10 (day) (end of current contract) 
1995 (year) 06 (month) 01 (day) (entered active duty) 
08 (years) 09 (months) 09 (days) (total time of active service) 
 

Note:   Use the date 20040310 instead of 20040330 for end of current 
contract.  The 20040310 date will be the effective last date of 
current contract. 

 

2. Using the excerpt of MARADMIN 368/03 from Appendix B in the MCI 
0084 Handbook, determine the zone (A, B, or C) the Marine qualifies 
based on 8 years, 9 months and 9 days of service. 

 

Paragraph 2C of the MARADMIN shows the Marine qualifies for zone “B” 
because his service time fits between 6 and 10 years of service. 
 
“C. ZONE A APPLIES TO THOSE MARINES WITH 17 MONTHS TO 6 YEARS OF 
ACTIVE MARINE CORPS SERVICE. ZONE B APPLIES TO THOSE MARINES 
WITH 6 TO 10 YEARS OF ACTIVE SERVICE. ZONE C APPLIES TO THOSE 
MARINES WITH 10 TO 14 YEARS OF ACTIVE SERVICE.” 

 

3. Using the excerpt of MARADMIN 368/03 from Appendix B in the NCIU 
0084 Handbook, determine the multiple(s) the Marine may qualify based 
on his MOS of 0241 and zone “B.” 

 

Paragraph 2J of the MARADMIN shows the Marine qualifies for a bonus 
multiple of 1 under zone “B.” 
 

MARADMIN 368/03 (partial list) 
PMOS A ZONE B ZONE C ZONE 
0211 4 3 3 
0231 5 1 1 

àà 0241 3 àà 1  1  
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Lateral Move Program 

 
Introduction The Lateral Move Program provides opportunities for reenlistment and 

staffing into MOSs with shortages.  After discussing the SRB Program and 
any possible bonus multiples, the next possible discussion point for the initial 
interview is the Lateral Move Program.  This topic explains what the CRS 
should present to the Marine about the Lateral Move Program.  Lesson topics 
after this one explain other program incentives for reenlistment.  

 
Description This program fills shortages in Marine Corps MOSs by reenlisting Marines 

from their original MOS to another career track. 

 
References MCO 1220.5_, Enlisted Lateral Move Program and MCO 1200.7_, MOS 

Manual explain the program.  Download them at the following URL: 
www.usmc.mil under Publications.  See also Appendix C in the MCI 0084 
Handbook, for excerpts. 

 
Typically 
Asked 
Questions 

Become familiar with the references.  Here are some typical questions and 
answers you may be asked.  See if you can find them in Appendix C in the 
MCI 0084 Handbook excerpts. 

 
Question 
 

Answer 

What happens if a Marine fails the training 
requirements for a lateral move MOS? 

Marine is reclassified 
and assigned based on 
needs of the service. 
 

How many months of obligated service do I incur 
for attending a formal school lasting 12 weeks in 
duration? 
 

24 months 
 
 

What minimum GT score do I need to make a 
lateral move to MOS 7257, Air Traffic Controller? 

105 
 
 

What security clearance is required for a lateral 
move to MOS 2844? 

Secret 

Continued on next page 
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Lateral Move Program, Continued 

 
Guidelines Here are some guidelines for discussing the Lateral Move Program. 

 
• Do not initiate discussion of lateral move.  Wait for Marine to indicate a 

desire to change to another MOS. 
 
• Bring up discussion when it appears the Marine cannot reenlist in Marine’s 

current MOS. 
 
• Explain that force structure determines if the Marine is able to move into 

another MOS. 

  
What to 
Explain to 
Marine 

During this part of the initial interview, be prepared to explain the following. 
 
• Lateral moves normally occur no later than first-term reenlistment point. 
 
• Depending on staffing goals of the year and qualifications, career Marines 

may be authorized lateral moves beyond the first year. 
 
• Some MOSs fill fast, and the Marine must decide early or lose the opening. 
 
• Marines’ failing training requirements will not automatically revert to 

original MOS. 
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Special Duty Assignments 

 
Introduction The Special Duty Assignment Program offers special assignments apart from 

the Marine’s MOS career field.  This topic explains what the CRS should 
present to the Marine about Special Duty Assignments during the initial 
interview.  The rest of this lesson explains what the CRS should present to the 
Marine about other topics during the initial interview.  

 
Description Special Duty Assignments (SDA) are demanding duties, or have an unusual 

degree of responsibility.  They require extraordinary effort for satisfactory 
performance.  A successful tour in a SDA demonstrates the Marine is highly 
qualified and often leads to promotion.  SDA includes Marine Security 
Guard, Marine Corps Security Forces, Recruiting Duty, Drill Instructor, and 
Marine Combat Instructor Duty. 

 
References Access the references MCO P1326.6_, MCO 1300.2_, and MCO 1306.2 at 

http://www.usmc.mil under Publications, or https://1nweb1.manpower.usmc. 
mil/manpower/mi/mra  ofct.nsf/mmea/References.  An excerpt from MCO 
P1326.6_ is included in Appendix D in the MCI 0084 Handbook. 

 
Typically 
Asked 
Questions 

Become familiar with the references. Here are some typical questions that you 
may be asked.  See if you can find them in Appendix D excerpts. 

 
Question 
 

Answer 

How many months prior to tour completion should I apply 
for Recruiter school? 
 

6 to 8 months 

A Corporal asks, “How many points are added to my 
composite score if I complete Marine Security Guard 
school?” 
 

100 

How many months of remaining obligated service do I need 
in order to apply for drill instructor duty? 
 

24 

What commander is responsible at lowest level of authority 
for initial screening of a Marine applying for SDA? 

Battalion CO 

Continued on next page 
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Special Duty Assignments, Continued  

 
What to 
Explain to 
Marine 

During this part of the initial interview, be prepared to explain the following. 
 
• Marines must be eligible and qualified before submitting request. 
 
• Marines must maintain qualification because there is a recertification 30-45 

days before detaching from unit. 
 
• Marines must specify duty station preference with type of duty. 
 
• Marines serving overseas should apply 6 to 8 months before end of tour.  
 
• Special Duty Assignments are not always guaranteed.  MMEA has final 

authority.  Final assignment depends on professional development of 
Marine and needs of Marine Corps. 

 
SDA Incentives  During this part of the initial interview, explain to the Marine that the SDA 

may include the following incentives. 
 
• Meritorious promotions  
• Proficiency pay 
• Retaining SRB eligibility 
• Ribbons 
• Choice of duty stations after SDA 
• Additional clothing allowances 
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Duty Station Preferences 

 
Introduction Duty station preferences are used as incentives for reenlistment. This topic 

explains what the CRS should present to the Marine about duty station 
preferences during the initial interview.  The rest of this lesson explains what 
the CRS should present to the Marine about other topics during the initial 
interview.  

 
Description A request for a duty station preference may specify FMF or non-FMF, 

geographic location, overseas, coast or specific duty station where a billet 
vacancy exists. 

 
Reference The program is explained in MCO 1300.8_, Marine Corps Personnel 

Assignment Manual.  Access the reference at www.usmc.mil under 
Publications, or https://1nweb1.manpower.usmc.mil/manpower./mi/mra  
ofct.nsf/mmea/References.  An excerpt from MCO 1300.8_, is included in 
Appendix E in the MCI 0084 Handbook. 

 
Typically 
Asked 
Questions 

Become familiar with the references.  Here are some typical questions that 
you may be asked.  They are more fully explained in Appendix E in the MCI 
0084 Handbook excerpts. 

 
Question 
 

Answer 

A Marine who wants to reenlist and remain at 
a duty station asks, “When does the 
guaranteed time period for retention begin?” 
 

Whichever comes later: 
completion of three years on 
station or first day of 
reenlistment. 
 

If I reenlist and want to stay on station, how 
long can I be guaranteed not transferring? 

12 months 

  
What to 
Explain to 
Marine 

During this part of the initial interview, be prepared to explain the following. 
 
• Duty station choices must be realistic and coincide with a billet vacancy 

matching the Marine’s grade and MOS. 
 
• Assignment request should be consistent with Marine’s career 

development. 
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FTAP 

 
Introduction The First Term Alignment Plan (FTAP) is a program to provide the most 

qualified force by grade and MOS to support staffing of all authorized total 
force billets.  At this point of the interview, the CRS should explain to the 
Marine the concept of “boatspace” and availability, the need to reenlist early, 
and the time period for FTAP interviews.  The rest of this lesson explains 
how to conduct the initial interview. 

 
Reference The program is explained in current Enlisted Retention Guidelines 

(MARADMIN), MCO P1040.31_, and the current fiscal year boatspace 
report.  An example of FY-2005 boatspace report is included in Appendix F 
in the MCI 0084 Handbook.  Become familiar with the references so that you 
can answer questions. 

 
Boatspace Explain the following to the Marine at the initial interview.  A “boatspace” is 

the name given to an opportunity for a first-term Marine to reenlist.  The 
number of first term Marines is greater than the opportunities (or 
“boatspaces”) for reenlistment.  Every first-term Marine must compete for a 
reenlistment “boatspace.” 

  
What to tell the 
Marine about 
Boatspace 
Significance 

A Marine can submit for reenlistment at any time per the current Enlisted 
Retention Guidelines (MARADMIN) and up to the day of the Marine’s EAS.  
However, there are only a finite number of boatspaces authorized for each 
MOS. Boatspace availability and other benefits/incentives decline throughout 
the year.  If the Marine DOES NOT take early advantage of the scheduling to 
reenlist, the Marine may be forced to transition or make use of the Lateral 
Move Program (reference: paragraph 2000, MCO P1040.31_).  

 
Boatspace 
Report 

The fiscal year boatspace report is a timely update for the current number of 
boatspaces available to each MOS.  You can use the report to show the 
Marine how many boatspaces remain in a Marine’s MOS.  An example of a 
boatspace report is in Appendix F in the MCI 0084 Handbook. 

 Continued on next page 
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FTAP, Continued 

  
How to Use a 
Boatspace 
Report  

Suppose at the initial interview a Marine wants to know how many 
boatspaces are currently available for his MOS 0161.  From our example in 
Appendix F in the MCI 0084 Handbook of the FY-2005 Boatspace Report, 
you can see there is only one available boatspace remaining. 
 
1. Look down the first column until you find the right MOS (“0161”). 
 
2. Look across the row until you reach the column titled “Remain BS,” 

which stands for “Remaining boatspaces.”  The number appearing is the 
currently available boatspaces (“1”). 

 

SAMPLE 
FY 2005 Boatspace Report (partial list) 

MOS FTAP 
Pend 

FTAP  
Apprv 

FTAP 
Exec 

Remain 
BS 

FTAP 
Quota 

0121 11 0 113 0 113 
0151 11 1 196 0 197 
0161 0 0 20 1 21  

 
Time Period for 
FTAP 
Interview 

Explain that the Marine must have an FTAP interview with the CRS and the 
commanding officer sometime between 1 April and 1 July, prior to the fiscal 
year in which the Marine is eligible to reenlist and in which the Marine’s EAS 
occurs.  
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Procedures For An Initial Interview 

  
Introduction The previous topics explain in some detail what to say to a Marine at an 

initial interview about the benefits and incentives of Marine Corps programs 
for career retention.  This next topic shows how all the information is used in 
sequence to complete the interview.  
 
This table gives a general description of how the CRS conducts the initial 
interview. 
 

Step Action 
1 Outline the possible discussion topics, but allow the Marine to 

lead the discussion. 
2 Brief Marine on benefits they may receive if they reenlist under 

the Selective Reenlistment Bonus Program. 
3 Brief Marine on Lateral Move Program (if appropriate). 
4 Brief Marine on Special Duty Assignments. 
5 Brief Marine on Duty Station Preferences. 
6 Overview the FTAP process to the Marine by explaining the 

significance of a boatspace. 
7 Explain when the FTAP interview will take place. 
8 Based on the Marine’s desires, provide guidance on how the 

FTAP process may be used to help fulfill their needs.  
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Lesson 2 Exercise  

  
Directions Answer the following items.  Check your answers against the correct answers 

at the end of this lesson.  If you have any questions, refer to the reference 
page listed for each item. 

  
Item 1 The purpose of an initial interview is to  

 
a. familiarize Marine with Marine Corps career and benefits. 
b. review performance record for completeness and competitiveness. 
c. ask Marine if they intend to stay in. 
d. apprise Marine of benefits of joining Selected Marine Corps Reserve. 

 
Item 2 Which statement describes the Selective Reenlistment Bonus Program? 

 
a. A financial bonus to a Marine based on number of years that he reenlists 
b. For selected Marines, an opportunity to earn a college degree and 

commission 
c. Financial incentive for reenlistment to any MOS 
d. Reenlistment incentive program that awards monetary compensation 

 
Item 3 Which of the following is information about the Selective Reenlistment 

Bonus Program that the CRS must explain to a Marine at the initial 
interview? 

 
a. There are no deductions for taxes from the bonus payments. 
b. All MOSs have pay incentives for reenlistment. 
c. Reenlistees are obligated a minimum of 72 months additional service to 

receive SRB payment. 
d. After CRS calculates bonus multiple, disbursing section calculates how 

much Marine gets after tax deductions. 

 
Item 4 Which of these documents is required for processing a request for a SRB 

payment? 
 
a. SRB Worksheet  
b. Screening/Interview Checklist 
c. AA, NAVMC 10274 (REV. 3-93) 
d. Notice of Eligibility, DD FORM 2384-1 

 Continued on next page 
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Lesson 2 Exercise, Continued 

 
Item 5 Using the following information and an excerpt of MARADMIN 368/03 from 

Appendix B in the MCI 0084 Handbook, calculate what SRBP zone and 
bonus multiple the Marine falls in, and choose the correct alternative. 
 
SSgt Ion Jones 238-77-9999/0241 has reenlistment authority and wants to 
reenlist effective 20040310 for a period of 48 months.   
 

Entered active duty on 19950601 for 48 months 
Reenlisted on 19990401 for 48 months 
End of current contract is 20040330 
 

a. Zone A category and bonus multiple of 2 
b. Zone B category and bonus multiple of 1 
c. Zone C category and bonus multiple of 3  
d. Zone A category and bonus multiple of 1 

 
Item 6 The Lateral Move Program is a program that 

 
a. advises career Marines of current options and benefits. 
b. fills MOS shortages by reenlisting Marines from their original MOS to 

another career track. 
c. offers duty assignments requiring extraordinary effort for satisfactory 

performance. 
d. grants assignment to Marine’s preferred duty station where a billet 

vacancy exists. 

 
Item 7 Using Appendix C in the MCI 0084 Handbook, analyze excerpts from MCO 

1220.5_ or MCO 1200.7_ to choose the correct answer to the following 
Marine’s question:  “What happens if I fail the training requirements to a 
lateral MOS?” 
 
a. She returns to her PMOS “boatspace” because it is held until she fully 

qualifies for lateral MOS. 
b. Training is expensive.  She failed, so she leaves the service. 
c. Because of needs of the service, she leaves the service. 
d. She is reclassified and assigned based on needs of the service. 

Continued on next page 
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Lesson 2 Exercise, Continued 

 
Item 8 What is a description of the Special Duty Assignment Program? 

 
a. A reserves program so transitioning Marines can stay affiliated with 

Marine Corps  
b. An assignment to Marine’s preferred duty station where a billet vacancy 

exists 
c. A program that fills MOS shortages by reenlisting Marines from their 

original MOS to another career track 
d. A collection of special assignments requiring extraordinary effort and 

offered apart from the Marine’s MOS career field 

 
Item 9 Using Appendix D in the 0084 Handbook analyze excerpts from MCO 

1326.6_, MCO 1300.2_, or MCO 1306.2 to choose the answer to the 
following Marine’s question about Special Duty assignments:  “How many 
months prior to tour completion should I apply for Recruiter school?” 
 
a. 4 to 6 
b. 6 to 8 
c. 8 to 10 
d. 10 to 12 

  
Item 10 What is a guideline to give a Marine who wants a duty station preference at a 

CRS interview? 
 
a. Special duty assignment must accompany a duty station preference. 
b. Monitors make every attempt to assign Marines to a requested duty 

station. 
c. Requests are limited to FMF duty stations. 
d. Request should be consistent with an individual’s career development. 

  
Item 11 What is a boatspace? 

 
a. First-term reenlistment opportunity 
b. Maximum allowable number of positions for an MOS 
c. Number of billets available to an MOS per year 
d. Current number of billets per MOS 

 Continued on next page 
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Lesson 2 Exercise, Continued 

  
Item 12 Using excerpts from Appendix F in the 0084 Handbook of the FY-2005 

Boatspace Report, what is the total remaining boatspaces available for MOS 
0311? 
 
a. 7 
b. 27 
c. 46 
d. 180 

 
Item 13 The time period for conducting FTAP interviews occurs between which set of 

months? 
 
a. 1 January and 1 May 
b. 1 April and 1 July 
c. 1 October and 1 December 
d. 1 April and 1 June 

 Continued on next page 



 

MCI Course 0084 2-25 Study Unit 2, Lesson 2 Exercise 

Lesson 2 Exercise, Continued 

 
Answers The table below provides the correct answers to the exercise items.  If you 

have any questions, refer to the reference page listed for each item. 
 

Item Number Answer Reference Page 
1 a 2-9 
2 d 2-11 
3 d 2-11 
4 a  2-11 
5 b 2-12 
6 b 2-13 
7 d 2-13 
8 d 2-15 
9 b 2-15 
10 d 2-17 
11 a 2-18 
12 d 2-19 
13 b 2-19 

 
Lesson 
Summary 

This lesson included guidelines, reenlistment programs and assignment 
options that you must explain in an initial interview with a first term Marine.  
Some key points to remember: 
 
• Not all MOSs have pay incentives for reenlistment. 
• Marine must be eligible and qualified before submitting SDA request. 
• Duty station preference assignment request should be consistent with 

Marine’s career development. 
• Boatspace availability declines throughout the year. 
 
Some key points to follow during interview: 
 
• Allow the Marine to lead the discussion. 
• Explain when the FTAP interview will go. 

 
What’s Next The initial interview is the first in a series of interviews for the “contact-to-

contract” process of initiating communication and holding steadfast until 
Marine either reenlists or exits the Marine Corps. The next interview for the 
first time Marine is the FTAP. 
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LESSON 3 

STAP, FTAP, EAS, AND UNSCHEDULED INTERVIEWS 

Introduction 

 
Scope Your initial interview was a general introduction to the Marine about career 

options.  You will schedule the Marine for follow-up interviews and guide the 
Marine into deciding career options.  Some of the required interviews are 
STAP, FTAP, and EAS.  There are also voluntary unscheduled interviews.  
This lesson explains what you tell the Marine in these interviews.  In lesson 4, 
you will learn what information from your interviews needs to be included in 
a contact record. 

 
Learning 
Objectives  

The learning objectives for this lesson are the following: 
 
• Recall the purpose for a given CRS interview. 
 
• Recall a description of the Information Gathering Phase for CRS 

interviews. 
 
• Analyze an excerpt of MCO 1001.39_ to answer a Marine’s question 

about the benefits of joining the Selected Marine Corps Reserve program. 
 
• Recall a description of the Transition Assistance Program. 
 
• Recall a description of the “Proper Mindset” guideline in assigning RE 

codes. 
 
• Choose the recommended reenlistment code appropriate to a given 

Marine’s situation.  

Continued on next page 
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Introduction, Continued 

 
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 2-27 
Information Gathering Phase 2-29 
Propose Action Steps Based on Agreement with Marine 2-33 
Procedures For a STAP Interview 2-34 
Procedures For a FTAP Interview 2-35 
EAS Programs and Services 2-36 
Reenlistment Eligibility Codes 2-38 
Procedures For An EAS Interview 2-40 
Unscheduled Interview 2-43 
Lesson 3 Exercise 2-44 
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Information Gathering Phase 

 
Introduction The Information Gathering Phase is the first part of the STAP, FTAP, EAS, 

and unscheduled interviews.  This portion of the interview allows the Marine 
to talk about his or her wants, needs, and options.  While the Marine was 
fairly passive in the Initial interview as he or she received career information 
from the CRS, the Marine has had some time to think since then, and the 
Marine should be active and expressive in the subsequent interviews.  
 
The Information Gathering phase leads a Marine to making a decision to stay 
in the Marine Corps, or transition out.  

  
What to 
Explain at the 
Start 

At the start of the interview, the CRS reviews any notes from previous 
meeting(s), and does the following: 
 
• Recalls highlights of their discussion from the previous interview 
• Reminds the Marine of upcoming events 
• Explains the need to review service history 

 
Open-ended 
Questions 

After reviewing past interview highlights and reminding the Marine of 
upcoming events, ask open-ended questions.  These are questions designed to 
get the Marine talking about wants, needs, and things important to the 
Marine.  Avoid setting up the Marine to answer with only “yes” or “no” 
responses.  However, if a yes/no answer is given, follow up with an open-
ended question that asks for elaboration like “Why is that?”  Ask questions of 
the Marine to determine how well they have planned and thought out their 
decisions.  Make the Marine think.  Some examples of open-ended questions 
include the following. 
 
• Why is that important to you? 
• What are your needs, wants, and desires? 
• What do you expect from the Marine Corps? 
• What influenced you to join the Marine Corps? 
• What are your short-term/long-term goals? 

Continued on next page 
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Information Gathering Phase, Continued 

  
Leading 
Questions 

If the open-ended question fails to prompt the Marine, use leading questions 
to help a reluctant Marine verbalize their thoughts and ideas.  Marines are 
often unwilling to open up or relax.  They sometimes feel pressured into 
talking about the issues they face.  Sometimes they think their talk may bring 
negative repercussions.  The goal of a leading question is to show the Marine 
that it is okay to say what are their real concerns, and that the CRS wants to 
address them.  A general example is the following. 
 
“Cpl Marine, we all have needs, wants, and desires, right?  We want the best 
for our families, and ourselves, right?  Explain your needs to me so that I may 
understand what it is you are looking for.” 

  
Obstacles  Once the Marine starts talking, you may find obstacles preventing the Marine 

from positively considering a career in the Marine Corps.  These may include 
the following: 
 
• Indifference 
• Inflated expectations about civilian job market  
• Skepticism  

 
Indifference Once the Marine begins to talk, he/she may indicate signs of indifference. 

Indifference occurs when a Marine has a moral or ethical difference of 
opinion about a subject without knowing certain aspects of the Marine Corps 
way of life. 

 
Expectations 
About a 
Civilian Job 

A Marine may not have the full facts from friends and relatives about his or 
her ability to get a good civilian job with comparable benefits.  The Marine 
may develop inflated expectations.  Peer pressure often wears down a Marine 
with negative viewpoints, and causes the Marine to think and make a wrong 
career decision if the CRS leaves the Marine unattended.  

  
Skepticism Marines experience skepticism when they fail to realize the opportunities 

available to them.  Skepticism results from a lack of information. 

Continued on next page 
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Information Gathering Phase, Continued 

  
Guidelines for 
Overcoming 
Obstacles 

A general guideline for overcoming obstacles to prevent the Marine from 
positively considering a career in the Marine Corps is to provide information. 
Specifically, you can use proof sources to overcome indifference and 
skepticism.  Use a reality check for inflated civilian job expectations. 

  
Proof Sources  The CRS can anticipate skepticism, misunderstanding and indifference by 

preparing a collection of proof sources such as orders, references, newspaper 
articles and testimonials.  When a Marine expresses skepticism, you can 
quickly respond with information from a proof source.  Use any information 
that helps the Marine make a better-informed decision to join the career force 
or the civilian sector. 

 
Reality Check Reality check is a term used by Career Retention Specialists to describe any 

statement or action from the CRS that causes the Marine to realize that the 
Marine’s decision will affect the Marine’s life.  The reality check forces the 
Marine to face a life-altering decision and take the appropriate action leading 
to success.  

 
Occupational 
Reality Check  

If a Marine has developed an overly positive expectation about the civilian 
job market, be prepared with research material to show the Marine the 
difference in benefits between civilian and military.  Tailor the information to 
their specific situation.  You might show documentation of extreme 
competition in the civilian workforce.  Sometimes the benefits are not 
measured in paychecks or tangible items.  Ask the Marine how much he or 
she values the camaraderie and fellowship.  
 
Talk about former Marines who submit reenlistment packages for the Prior 
Service Enlistment Program (PSEP).  Each year approximately 200 Marines 
attempt to rejoin the Marine Corps through this program. 

 Continued on next page 
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Information Gathering Phase, Continued 

  
Procedures This table lists procedures during the Information Gathering Phase of the 

interview. 
 

Step Action 
1 Ask open-ended questions to get the Marine talking about needs 

and wants. 
2 Can the Marine verbalize needs? 

 
• If yes, show how the Marine Corps can support those needs. 
• If no, ask leading questions to uncover the Marine’s needs. 

3 Does the Marine show indifference? 
 
• If yes, then respond with a reality check to the Marine’s 

expressed desires and needs. 
• If no, then skip to next step. 

4 After the Marine discloses plans for the future, ask questions of the 
Marine to determine how well he/she has planned and thought out 
his or her decisions.  Make the Marine think. 

5 Does the Marine show skepticism and/or misunderstanding? 
 
• If yes, respond with information from proof sources such as 

orders, references, newspaper articles and testimonials. 
 
• If no, accept possibility that Marine has no problems 

communicating. 
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Propose Action Steps Based on Agreement with Marine 

 
Introduction After the Information Gathering phase, and towards the end of the interview, 

the Marine will make a decision about whether to remain in the Marine Corps 
or transition to the civilian sector.  Based on the Marine’s decision and 
agreement with CRS, the CRS will propose action steps to facilitate the 
decision. 

 
Career Option One of the decisions that a Marine can make is to choose the Career Option. 

Although Career Option programs and references are fully explained in an 
earlier lesson, they are listed here again and include any of the following. 

 
Career Option References 
Special duty assignments. MCO 1326.6_, MCO 1300.20_, MCO 1306.2_ 
Preference for a duty 
station 

MCO 1300.8_ 

Lateral move to another 
MOS 

MCO 1220.5_, MCO 1200.7_ 

Officer program MCO 1040.43_, MCO 1560.15_ 
Education program No special reference 

 
Possible 
Decisions 

The following is a list of possible decisions a Marine can make, and the CRS 
actions for each. 

 
If Marine decides… Then CRS will… 
Transition out of Marine 
Corps 

1. Explain that the Marine will meet again 
with the CRS for EAS interview between 9-
6 months from Marine’s EAS. 

 
2. Invite the Marine to come back at any time 

with additional comments/questions. 
Retention 
 

1. Start the recommendation process. 
 
2. Propose action steps based on requirements 
in the related reference. 
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Procedures for a STAP Interview 

  
Introduction The previous topics explained procedures and guidelines common to all 

interviews after the Initial.  This topic includes more details specific to the 
Subsequent Term Alignment Plan (STAP) interview.  The following 
procedures table incorporates many of the previous topics and includes some 
procedures specific to STAP.  The rest of this lesson explains each of the 
other interviews including FTAP, EAS and unscheduled.  

   
Purpose The purpose of the Subsequent Term Alignment Plan (STAP) interview is to 

advise the career Marine of current options and benefits such as SRBP, 
special duty assignments, and to determine reenlistment eligibility. 
 
The STAP interview is conducted 12-10 months from current EAS.  This 
table shows the sequence of steps and topics in completing the STAP 
interview. 

 
Step Action 

1 At the start of the STAP interview, explain the possible discussion 
topics, but allow the Marine to lead the discussion where he or she 
wants to go. 

2 Briefly explain to the Marine the need to review his or her service 
history to ensure it is complete and competitive. 

3 In the Information Gathering Phase, ask open-ended questions to get 
the Marine to start talking about wants, needs, and things important to 
the Marine. 

4 At the end of the meeting, review items agreed upon in the interview. 
5 Propose action steps based on the agreement with the Marine. 
6 Check for the Marine’s approval.  If the Marine agrees, then the 

interview is ended.  If the Marine does not approve, then go back to 
the Information Gathering phase. 

7 Leave the Marine with a positive impression.  Invite the Marine to 
come back with any additional questions. 

8 Correct any discrepancies found in records, if needed. 

 



 

MCI Course 0084 2-35 Study Unit 2, Lesson 3 

Procedures for a FTAP Interview 

  
Introduction Previous topics explained procedures and guidelines common to all 

interviews after the Initial.  This topic includes more details specific to the 
First-Term Alignment Plan (FTAP).  Recall from the Initial interview that the 
CRS introduces FTAP and explains the benefits and incentives of a Marine 
Corps career.  After the Initial interview, the Marine has several months to 
think about career options before reporting to the scheduled FTAP interview. 
The following procedures table explains what to do in an FTAP interview. 
The rest of this lesson explains the EAS and unscheduled interviews. 

  
Purpose The purpose of the required FTAP interview is to ensure that the Marine is 

aware of reenlistment incentives available to first term Marines, and to 
determine if the Marine is qualified and/or recommended for reenlistment.  
This table explains what to do in an FTAP interview. 

   
Step Action 

1 At the start of the FTAP interview, explain to the Marine there are 
possible discussion topics, but the Marine can lead the discussion 
where he or she wants to go. 

2 Recall the discussion of the benefits and incentives from the Initial 
interview. 

3 Recall the last meeting’s discussion (Initial interview) and the desires 
the Marine expressed. 

4 Remind the Marine of FTAP timeline. 
5 Briefly explain to the Marine the need to review his or her service 

history to ensure it is complete and competitive. 
6 In the Information Gathering Phase, ask open-ended questions to get 

the Marine to start talking about wants, needs, and things important to 
the Marine. 

7 At the end of the meeting, review items agreed upon in the interview. 
8 Propose action steps based on the agreement with the Marine. 
9 Check for the Marine’s approval.  If Marine agrees, then interview is 

ended.  If Marine doesn’t approve, then go back to the Information 
Gathering phase. 

10 Leave Marine with positive impression.  Invite the Marine to come 
back with any additional questions. 

11 Correct any discrepancies found in the records, if needed. 
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EAS Programs and Services 

  
Introduction The previous topics described the FTAP and STAP interviews.  The purpose 

of those interviews is to help the Marine decide to continue with a Marine 
Corps career or transition out.  If a Marine decides to transition out of the 
Marine Corps, then the Marine must attend an Expiration of Active Service 
(EAS) interview. This topic briefly describes the programs and services that 
the CRS explains during the EAS interview. 

   
Purpose The purpose of this required interview is to apprise the Marine of the benefits 

of joining the Selected Marine Corps Reserve (SMCR) and Transition 
Management Assistance Programs (TAMP).  The interview allows them the 
opportunity to take transition benefits. At this interview, the CRS determines 
a Reenlistment Eligibility (RE) Code summarizing the Marine’s character of 
service to recommend to the Commanding Officer. 

 
What to Say 
about SMCR 
Program 

At this interview, the CRS describes the SMCR program and benefits. 
Explain that the transitioning Marine can stay affiliated with the Marine 
Corps through a reserves program and the transitional recruiter can provide 
further guidance. Reference: MCO 1001.39_: Counseling Of Enlisted 
Personnel Being Separated From Active Duty In The Regular Marine Corps 
Concerning Participation In The Marine Corps Reserve. Electronic version at 
http://www.usmc.mil under Publications, or 
https://lnweb1.manpower.usmc.mil/manpower/mi/mra_ofct.nsf/mmea/Refere
nces.  An excerpt is included in Appendix G in the MCI 0084 Handbook. 

 
Benefits The following is a list of benefits you can explain to the transitioning Marine 

when joining the SMCR program. 
 
• Participation as Individual Mobilization augmentees 
• MOS training, educational opportunities, and special projects 
• Pay, promotions, and incentive programs 
• Life insurance (SGLI) 
• Travel possibilities and space available air transportation 
• Exchange and commissary privileges 
• Reserve retirement 
• Medical benefits, when applicable 
• Mobilization Training Units 
• Active duty with the Active Reserve (AR) program 

Continued on next page 
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EAS Programs and Services, Continued 

 
UTC Direct the Marine to the Unit Transition Coordinator (UTC), who will 

schedule the Marine for a pre-separation brief for the Transition Assistance 
Program (TAP) and Transition Assistance Management Program (TAMP).  If 
CRS is also the UTC, then the CRS schedules the brief. 

  
Pre-separation 
Brief 

Explain to the Marine that the pre-separation brief describes their veteran’s 
benefits (GI Bill, VA loans, VA medical benefits).  This brief is scheduled 9 
to 12 months before EAS. 

 
TAP Explain to the Marine that the Transition Assistance Program (TAP) is 

designed to provide Marines and their families services that ease the 
transition to a civilian community.  TAP consists of pre-separation 
counseling, employment assistance, relocation assistance from overseas and a 
set of benefits for those involuntarily separated who qualify.  

 
TAMP Explain to the Marine that the Transition Assistance Management Program 

(TAMP) teaches Marines how to write resumes and introduces them to the 
civilian job market.  

 
Liaison with 
Transition 
Assistance 

The Marine Corps Community Services (MCCS) on base installations has a 
personal services center that usually includes a Transition Assistance office or 
section.  The CRS normally contacts the Transition Assistance office via 
MCCS for any Marine requiring TAP/TAMP.  A CRS on recruiting or 
Inspector & Instructor (I&I) duty needs to contact the group or division 
MCCS office or the equivalent to find out where their Marines can attend the 
course.  In some cases, Marines on recruiting duty may have to travel to 
attend transition classes. 
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Reenlistment Eligibility Codes 

  
Introduction Towards the middle of the EAS interview, CRS will make a recommendation 

for an RE code. After learning the Marine is still determined to exit the 
Marine Corps, the CRS decides the most appropriate Reenlistment Eligibility 
(RE) code and informs the Marine.  This topic explains what the CRS should 
say to the Marine about RE codes. 

 
Definition RE Codes are listed in chapter 6, MCO 1040.31_.  Review them also in 

Appendix H in the MCI 0084 Handbook.  Explain to the Marine that RE 
Codes are used by recruiters throughout the military services to re-access 
Marines to active duty. The codes are used to outline the Marine’s previous 
character of service prior to discharge.   

 
Importance Explain to the Marine that the RE Code helps determine a Marine’s eligibility 

for return to active duty. 

 
“Proper 
Mindset” 
Guideline 

When deciding the correct RE code for a Marine, the CRS must first establish 
the “proper mindset.” This mindset means to withhold judgment until you 
review the records.  In the beginning, assume all Marines have RE-1A.  
Adopt the mindset that all Marines are eligible for reenlistment unless there is 
a definite and substantive reason. 

 
Illustration The following is an excerpt of the RE codes from Chapter 6, MCO 1040.31_. 

 
ENLISTED CAREER PLANNING AND RETENTION MANUAL 6007 

 
Code When Assigned Remarks 
RE-1A   Recommended and eligible No restriction to 

reenlistment. Meets all 
prerequisites, includes those  
Marines discharged at EAS 
while pregnant who would 
otherwise be eligible. 

RE-1B Recommended, eligible 
and requested retention, 
but denied retention by 
CMC.  May only be 
assigned by CMC. 

For corporals/sergeants with 
satisfactory performance 
records.  Released at EAS 
due to Enlisted Career Force 
Controls (ECFC) program. 

Continued on next page 
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Reenlistment Eligibility Codes, Continued 

  
Illustration, 
continued 

ENLISTED CAREER PLANNING AND RETENTION MANUAL 6007 

 
Code When Assigned Remarks 
RE-3P Failure to meet 

physical/medical 
standards (includes 
pseudofolliculitis and 
weight standards) 

Recommended by CO upon 
removal of disqualifying 
factor.  Service Record Book 
(SRB) entry required stating 
reason for assignment.  
Individual Marine must sign 
the SRB entry.  CMC 
authority required for 
reenlistment. 

RE-4 Not recommended for 
reenlistment. 

SRB entry required stating 
reason for assignment. 
Individual must sign the SRB 
entry.  This code may be 
assigned in lieu of any RE-3 
code (except RE-3B and RE-
3F) if the Marine’s 
performance warrants and 
the reason can be 
documented. 

 
Deciding RE 
Code 

These are the steps in deciding an appropriate RE code. 

 
Step Action 

1 Establish the proper mindset for deciding the recommended 
reenlistment eligibility code. 

2 Refer to the reenlistment codes in chapter 6, MCO P1040.31_ (also 
Appendix H in the MCI 0084 Handbook). 

3 Look at center column.  Decide what corresponding RE code is 
most applicable to the Marine’s situation. 

4 Go to the third column to learn who assigns the code.  If it is not 
specifically assigned, then the command can assign.  Follow the 
directions in column three of the reference where applicable. 

5 If none of the RE codes apply, then seek guidance through CRS 
chain of command, or recommend RE-1A. 

Continued on next page 
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Reenlistment Eligibility Codes, Continued 

  
Typical 
Situations 

Become familiar with the RE codes, and practice making recommendations.  
Here are some typical situations that you might decide in the future.  Refer to 
chapter 6, MCO P1040.31_.  Review them also in Appendix H in the MCI 
0084 Handbook. 
 

• If a Marine is recommended for retention, has nothing derogatory on 
contract, and intends to separate at EAS (Marine is not at ECFC/service 
limits), what RE code should be recommended?  Answer:  RE-1A.  Marine 
meets all prerequisites. 

 
• Marine has been assigned twice to the Body Composition Program (BCP) 

in the past and currently exceeds Marine Corps height/weight/body fat 
standards.  What code should be recommended? Answer:  RE-3P.  The 
Marine has failed to meet Marine Corps physical and/or medical standards. 

 
• A first term Marine has refused orders and now wants to submit a request 

for reenlistment.  Generally what code should be assigned?  Answer:  RE-
1A.  Usually an RE-3O code is assigned to Marines who have refused to 
extend or reenlist for orders, but first term Marines may not be assigned the 
RE-3O code, and only CMC (HQMC) may assign an RE-3O to any 
Marine. 

 
• A first term Marine has been with the command for over a year and the 

commanding officer does not recommend the Marine for reenlistment.  
What code should be recommended?  Answer:  RE-4.  Assigned to Marines 
who are not recommended for reenlistment. 
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Procedures For An EAS Interview 

 
Introduction The previous topics explained in detail what to do during the EAS interview. 

The following procedures table incorporates the previous topics in a general 
overview of the entire interview.  This table shows the sequence of steps in 
completing the EAS interview.  The remainder of this lesson explains the 
unscheduled interview. 
 
The following table shows the sequence of steps and topics covered when 
completing an EAS interview. 

 
Step Action 

1 Review previous interviews to see if there are any changes since the 
last session.  

2 Ask the Marine if their plan is still the same. 
 
If … Then… 
Marine intends to stay in begin Information 

Gathering Phase and reach 
a decision about career.  
(This EAS procedures table 
becomes irrelevant.) 

Marine intends to transition continue with next step.  

3 Go through the information gathering phase to see if there are any 
changes to the Marine’s needs and wants.  This ensures that the 
Marine is aware of their options upon transition. 

4 Explain the benefits of Reserve programs. 
5 Explain services available through the Transition Assistance 

Program (TAP) and the Transition Assistance Management Program 
(TAMP). 

6 Explain that the Marine must attend pre-separation brief between 9 
and 12 months prior to EAS. 

7 Explain that at the end of the interview the CRS will recommend a 
reenlistment code to the commanding officer for consideration. 

8 Briefly explain the RE code to the Marine that you are 
recommending to the commanding officer.  If needed, show them 
the RE codes listed in MCO P1040.31 so they have a full 
understanding of the RE code, if assigned. 

9 Explain that the commanding officer will make the determination on 
the code assigned, unless otherwise directed by higher headquarters. 

Continued on next page 
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Procedures For An EAS Interview, Continued 

  
Introduction, 
continued 

 

 
Step Action 
10 Explain that the Marine will report to the commanding officer for 

another interview where the commanding officer will assign the RE 
code and answer any questions from the Marine about career 
options. 

11 If the Marine is transferring to the Fleet Marine Corps Reserve 
(FMCR), or will be administratively separated, then end the EAS 
interview. 

12 Review the items agreed in the interview. 
13 Propose action steps based on the agreement. 
14 Check for the Marine’s approval. 

 
If … Then… 
Marine agrees interview is complete. 
Marine does not approve continue to gather 

information using open-
ended questions to reach an 
agreement.  

15 Invite the Marine to come back at any time for additional questions, 
and leave the Marine with a positive impression of the interview and 
the Marine Corps. 

16 Correct any discrepancies found in the Marine’s records prior to 
transition, if needed. 
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Unscheduled Interview 

  
Introduction The unscheduled, or voluntary interview can occur at any time.  A Marine 

drops in to discuss his or her career, or just to look at possible options.  

  
Purpose  The purpose of the unscheduled, or voluntary interview is to let the Marine 

identify what he or she wants to talk about.  These interviews are requested at 
any time by the Marine to seek specific information about retention incentives 
and career options.  

 
Guidelines There are no specific procedures for conducting an unscheduled interview. 

However, the CRS should treat this interview the same as they would any 
other interview by gathering information that will lead to an understanding of 
the Marine’s wants, needs, and desires.  The Marine should leave the 
interview with a feeling of satisfaction that their questions were answered.  
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Lesson 3 Exercise  

  
Directions Answer the following items.  Check your answers against the correct answers 

at the end of this lesson.  If you have any questions, refer to the reference 
page listed for each item. 

  
Item 1 Through 
Item 4 

Matching:  For items 1 through 4, match the purpose in column 1 to the 
appropriate interview type in column 2.  Place your responses in the spaces 
provided. 

 
Column 1 
 
Purpose 

Column 2 
 
Interview Type 

 
___1.  Let the Marine identify what 

he or she wants to talk about. 
___2. Explain reenlistment 

incentives available to first 
term Marines. 

___3. Apprise Marine of benefits of 
joining Marine Corps 
Reserve. 

___4. Advise career Marine of 
current options. 

 
a. STAP 
b. FTAP 
c. EAS 
d. Unscheduled 

 
Item 5 A description of the Information Gathering Phase for CRS interviews is 

which of the following? 
 
a. Learn from the Marine the RE code that is most applicable for 

determining the Marine’s eligibility for return to active duty. 
b. Summarize and record information about the Marine in the contact record 

after Marine leaves interview. 
c. Allow the Marine to talk about his or her wants, needs, and options at 

beginning of interview. 
d. Advise the Marine of current options and benefits such as SRBP, special 

duty assignments and reenlistment eligibility. 

Continued on next page 
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Lesson 3 Exercise, Continued 

 
Item 6 Use the excerpt in Appendix G of the MCI 0084 Handbook containing the 

SMCR benefits from MCO 1001.39_ to answer the following question.  
Which of the following is a benefit of joining the Selected Marine Corps 
Reserve program? 
 

a. Tuition assistance program 
b. Retirement benefits begin after 20 years service 
c. Dependents’ use of medical facilities 
d. Exchange and commissary privileges 

   
Item 7 A description of the Transition Assistance Program is which of the following?  

 
a. Assistance in transitioning laterally to another MOS 
b. A package including medical benefits, life insurance (SGLI), exchange 

and commissary privileges  
c. Pre-separation counseling, employment assistance, and relocation 

assistance  
d. An interview explaining SMCR program and benefits 

 
Item 8 Which of the following is a description of the “Proper Mindset” guideline in 

assigning RE codes? 
 
a. Assume the Marine cannot reenlist (RE code 4F) unless there is a definite 

and substantive reason justifying reenlistment. 
b. Withhold judgment until reviewing the records.  
c. Challenge Marine with “Reality Checks” so Marine can decide 

objectively about reenlisting. 
d. Allow commanding officer alone to decide RE code without prejudicial 

guidance or feedback from CRS. 

 
Item 9 Use the excerpt in Appendix H (RE codes) of the MCI0084 Handbook to 

answer the following question.  If a Marine is recommended for retention, has 
nothing derogatory on contract, and intends to separate at EAS (Marine is not 
at ECFC/service limits), what RE code should be recommended? 
 

a. RE-1A 
b. RE-1B 
c. RE-1C  
d. RE-3P 

Continued on next page 
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Lesson 3 Exercise, Continued 

  
Answers The table below provides the correct answers to the exercise items.  If you 

have any questions, refer to the reference page listed for each item. 
 

Item Number Answer Reference Page 
1 d 2-43 
2 b 2-35 
3 c 2-36 
4 a 2-34 
5 c 2-29 
6 d G-1 
7 c 2-37 
8 b 2-38 
9 a H-1 

 
Lesson 
Summary 

This lesson gave guidelines for what you must explain to Marines at STAP, 
FTAP, EAS and voluntary unscheduled interviews.  Remember the following: 
 
• In the Information Gathering Phase, ask open-ended questions to get the 

Marine to talk about wants, needs, and things important to the Marine. 
• At STAP interview, advise the career Marine of current options/benefits. 
• At FTAP interview, ensure that the Marine is aware of reenlistment 

incentives available to First Term Marines. 
• At EAS interview, apprise Marine of benefits of joining SMCR and 

attending TAP/TAMP. 
• Assume in the beginning that all Marines have RE-1A. 
• Explain that CO will make the determination on the RE code assigned. 
• At the unscheduled interview, let the Marine guide the conversation. 

 
What’s Next The previous lesson explained the initial interview.  This lesson concludes 

what to say and do in the series of follow-up interviews for the CRS’ 
“contact-to-contract” process.  In the next lesson, you will learn what 
information from your interviews needs to be included in a written contact 
record.  
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LESSON 4 

CAREER PLANNING CONTACT RECORD 

Introduction 

 
Scope The previous lessons explained how the CRS identifies Marines for 

interviews, prepares for interviews through research, and conducts those 
interviews.  After each of these actions, the CRS summarizes and records the 
information in a contact record.  This lesson explains the basic information 
about the Marine and the summaries of Initial, FTAP, and EAS interviews. 
This lesson includes guidelines for managing the contact records.  After you 
interview the Marine and have recorded the information in a contact record, 
the next step is the commanding officer’s interview.  After this lesson, you 
will learn how to support the commanding officer’s interview with the 
information from the contact record.  

 
Purpose Use the contact record to document and track the Marine’s wants, needs, and 

desires, as well as the command’s recommendations.  Use the contact record 
to create a chronological written record and summary of the “contact to 
contract” process. 

 
Learning 
Objective  

The learning objectives for this lesson are the following: 
 

• Recall the element(s) of a properly executed career planning contact record. 
 

• Recall the most common error found with contact records. 
 

• Recall the data elements required for completing interview summaries. 
 

• Recall the reason(s) for closing a contact record file. 

 
In This Lesson This lesson contains the following topics. 
 

Topic See Page 
Introduction 2-47 
Elements 2-48 
Guidelines for Completion 2-49 
Filing 2-53 
Procedures for Completion 2-54 
Lesson 4 Exercise 2-55 
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Elements 

 
Introduction Previous lessons explained how to identify, research and interview Marines. 

As the CRS completes each action the CRS will record information in the 
contact record for future reference, tracking and decision-making.  This topic 
lists the critical elements of information that should be included.  The rest of 
this lesson explains in detail the information to be included in each of the 
interview summaries, and also how to file the record.  

 
Reference The career planning contact record is explained in MCO P1040.31_, Chap 6, 

paragraph 6005.  An example of the contact record is included in Appendix I 
of the MCI 0084 Handbook. 

 
Components A properly executed Career Planning Contact Record provides a 

chronological record containing the following: 
 
• Marine's basic qualification for reenlistment 
• Commanding Officer's reenlistment recommendation 
• Career Retention Specialist's evaluation of the Marine 
• Marine's specific reason(s) for not reenlisting 
• Assigned reenlistment eligibility code (RE-code) if the Marine separates 
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Guidelines for Completion 

  
Introduction The previous topic listed the critical elements of information that should be 

included in a record.  This topic provides more specific guidance on what to 
include in the interview summaries.  Subsequent topics explain how to file 
contact records and procedures for filling them out. 

  
Most Common 
Error 

For retention program inspections, the error found most often with the contact 
record is either the Marine, CRS, or both failed to sign and date the contact 
sheet.  Remember to sign and date each interview. 

  
General 
Statement 

You can use general statements in the summaries:  “Marine has been 
counseled on and understands ________” (the FTAP program, STAP, EAS 
policy, etc.). 

  
Initial 
Interview 
Summary 

At a minimum, the CRS should explain and summarize the following: 
 
• Marine’s ability to meet all prerequisites for reenlistment/lateral move 
• Any necessary corrective action the CRS initiated (example, retaking any 

tests) 
• Marine heard all benefits and incentives related to reenlistment  
• Marine became familiar with FTAP process 

  
FTAP 
Interview 
Summary 

At a minimum, the CRS should explain and summarize the following: 
 
• Marine understands the incentives and benefits of a Marine Corps career 
• Marine understands the need for a complete and competitive performance 

record 
• Marine initiated or postponed initiating a Reenlistment-Extension-Lateral 

Move request (RELM)  
• Marine’s reason(s) for not submitting for reenlistment (if applicable) 

Continued on next page 
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Guidelines for Completion, Continued 

  
Reasons for 
Late or No 
FTAP 
Interview 

Document in the space provided on the contact record any reasons why the 
required FTAP interview was late or not completed.  An entry provides 
documentation for review during an inspection.  
 
Examples: 
 
“Marine did not show up for scheduled interview.” 
“Marine is in hospital and not expected to be released until _____.” 
“Marine is in brig/jail/confinement.” 
“Marine is currently deployed/TAD/FAP.” 

  
EAS Interview 
Summary 

For the Marine who decides to exit the Marine Corps, the CRS should explain 
and summarize the following: 
 
• Marine understands requirement to attend a pre-separation brief 
• CRS advised the Marine of TAMP/TAP  
• CRS advised the Marine of AR/SMCR/IRR 
• CRS recommends a RE code and provides a reason 
 
CRS should also record the following: 
 
• CRS entered the Marine’s name into the M4L database and the Marine 

completed an exit retention survey (if applicable) 
 
• If applicable, give reason(s) why the Marine decided not to submit for 

retention 

Continued on next page 
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Guidelines for Completion, Continued  

  
Challenge You have completed an initial interview with PFC Binotz on August 4, 2003.  

Some of your hand-written notes are listed below. 
 

 
 
Which of the handwritten notes will you copy into Part II – Initial Interview 
of the Contact Record?  Fill in the following blank Part II. 
 

 

Continued on next page 
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Guidelines for Completion, Continued 

  
Feedback to 
Challenge 

Solution:  All comments not listed are extraneous. 
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Filing 

  
Introduction The previous topic explained some guidelines for completing the record.  This 

topic explains how to file it when you are not using it. 

  
Active versus 
Closed Files 

An active file is a contact record that is held until completion, that is, until the 
Marine reenlists, transitions into civilian life, or makes another career 
decision for which the file was opened.  Once the Marine reenlists or transfers 
to another command, the file is closed.  

 
Recommended 
Guidelines 

The following are recommended guidelines for filing. 
 
• Create a contact record for every enlisted Marine in your assigned unit 

when the Marine checks into the unit. 
 
• File alphabetically by month. 
 
• Keep both open and closed files in the CRS office. 
 
• When the Marine transfers to another unit, give the Marine the original 

contact record so the Marine will deliver it to the gaining unit’s CRS. 
 
• Maintain closed files for 2 years. 

 
Note:   Active files may be kept open longer than 2 years. 
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Procedures For Completion 

  
Introduction The previous topics listed some of the more detailed guidelines for 

completing the Contact Record.  The following procedures table incorporates 
the previous topics in a generalized overview of the process. 
 
This table gives a general description of procedures and topics in completing 
the Career Planning Contact Record.  

 
Step Action 

1 Complete Part I prior to the Initial interview. 

2 During interview, take notes on a worksheet or scratch pad. 
Summarize and transfer appropriate information to the contact record. 

3 Complete Part II of the contact record during Initial Interview, 
capturing the areas discussed. 

4 If this is an FTAP Interview, complete Part IIIa of the contact record 
during the interview. 

5 If this is an EAS Interview, complete Part IVa during the interview.   
6 After completing the EAS interview, write a recommended 

reenlistment eligibility code in Part IVa. 
7 Complete Part IVb during commanding officer’s interview.   
8 If unscheduled (voluntary) interview, complete Part V. 
9 After interview, get Marine and/or commanding officer to sign correct 

signature blocks. 
10 File contact record alphabetically (by month) in active or closed 

sections of the Career Retention Specialist’s office. 
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Lesson 4 Exercise  

  
Directions Answer the following items.  Check your answers against the correct answers 

at the end of this lesson.  If you have any questions, refer to the reference 
page listed for each item. 

  
Item 1 A properly executed Career Planning Contact Record contains which of the 

following? 
 
a. Marine’s basic qualification for reenlistment 
b. Current personnel and billet vacancy information 
c. Valid Monitored Command Code (MCC) 
d. Immediate supervisor’s evaluation of Marine 

  
Item 2 What is the most common error found with contact records? 

 
a. The Marine, the CRS, or both failed to sign and date the contact record. 
b. CRS failed to complete the Initial Interview Summary. 
c. No contact record was created. 
d. No FTAP interview was documented. 

 
Item 3 Which of the following should be included in the initial interview summary? 

 
a. Marine is apprised of reenlistment incentives 
b. Marine’s GT composite score 
c. General requirements for Career Option programs 
d. Reenlistment recommendation of immediate supervisor 

  
Item 4 Choose the reason(s) for closing a contact record file. 

 
a. Marine has not asked for an interview in two years. 
b. You only close the file when directed by HQMC. 
c. After 2 years, MCO P1040.31_ directs you to automatically close the file. 
d. The Marine reenlists or transfers to another command. 

Continued on next page 
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Lesson 4 Exercise, Continued 

 
Answers The table below provides the correct answers to the exercise items.  If you 

have any questions, refer to the reference page listed for each item. 
 

Item Number Answer Reference Page 
1 a 2-48 
2 a 2-49 
3 a 2-49 
4 d 2-53 

  
Lesson 
Summary 

This lesson explained the basic information to include on a contact record 
about the Marine and the summaries of initial, FTAP, and EAS interviews. 
Contact record should include the following: 
 
• Signatures and dates for each interview (omission is most common error) 
• Initial Interview Summary:  Marine's basic qualification for reenlistment 
• FTAP Interview Summary:  Marine understands the need for a complete 

and competitive performance record  
• EAS Interview Summary:  

• Commanding Officer's reenlistment recommendation 
• Career Retention Specialist's evaluation of the Marine 
• Marine's specific reason(s) for not reenlisting 

 
What’s Next The previous lesson explained what to say and do in the series of follow-up 

interviews for the CRS’ “contact-to-contract” process.  In this lesson, you 
learned what interview information needs to be included in a written contact 
record.  The next step is the commanding officer’s interview.  In the next 
study unit, you will learn how to support the commanding officer’s interview 
with the information from the contact record. 
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STUDY UNIT 3 

COMMANDING OFFICER’S INTERVIEW 

Overview 

 
Scope The first study unit provided guidance in identifying Marines who need 

assistance in performing research when scheduling interviews.  The last study 
unit explained how to conduct different types of interviews and what 
information is needed to record on contact sheets.  You are now ready to learn 
how to support the commanding officer (CO) with information learned from 
your interviews.  Future study units will explain what to do after the CO’s 
interview.  This study unit covers 
 
• Activities supporting the CO’s interview. 
• Preparing route sheets and collecting endorsements. 

  
Career 
Planning 
Process 

Looking at the Career Planning Process, this study unit takes the Career 
Retention Specialist (CRS) through the next milestone of the CO’s Interview.  
 
This is where you are in the process. 
 
• Identify 
• Contact 
• Interview/Screen 
• CO Interviewßß 
• Recommendßß 
• Contract 

 
In This Study 
Unit 

This study unit contains the following lessons: 
 

 
Lesson See Page 

Preparing the Commanding Officer 3-3 
Collecting Endorsements on a Route Sheet 3-17 
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LESSON 1 

PREPARING THE COMMANDING OFFICER 

Introduction 

 
Scope After completing the FTAP or EAS interviews with the Career Retention 

Specialist, the Marine is ready to interview the CO.  This is the Marine’s 
opportunity to discuss career options with the CO.  The interview includes a 
review and discussion of the Marine’s current performance and potential.    
Towards the end of the discussion with the FTAP or EAS Marine, the CO 
will finalize his or her recommendation for reenlistment of the Marine.  The 
Marine needs a reenlistment recommendation from the CO if he or she wants 
to continue a career in the Corps.  In the case of an EAS interview, the CO 
must interview the Marine before he or she transitions.  This lesson explains 
how the CRS schedules the Marine and prepares the CO for interview. 

 
Learning 
Objective 

The learning objectives for this lesson are the following: 
 
• Recall the preferred method for scheduling an interview with CO. 
 

• Recall the materials a CRS brings to prepare the CO for FTAP and EAS 
interviews. 

 

• Choose the most applicable reenlistment recommendation for the CO’s 
interview, given a Marine’s background, conduct and eligibility status. 

 

• Recall the appropriate remarks for the contact record summary that must 
be included from the CO’s EAS interview. 

 
In this Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 3-3 
Scheduling the Marine 3-4 
Materials Needed  3-5 
Preparing for the Interview 3-6 
Commanding Officers Recommendation  3-8 
Completing the Contact Record for EAS 3-11 
Procedures for Completing the Interview 3-13 
Lesson 1 Exercise 3-15 
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Scheduling the Marine 

 
Introduction Previous lessons explained how to complete a CRS interview and the contact 

record.  The next step in the “contact to contract” process is for the Marine to 
interview the CO.  This topic explains the procedures for scheduling the 
interview for the Marine with the CO.  The rest of the lesson explains how the 
CRS prepares and supports the CO for the Marine’s interview. 

 
Preferred 
Method 

There are many ways of communicating with the CO in order to arrange an 
interview appointment for the Marine.  Face to face contact with the CO is 
always the preferred method.  The CRS is supposed to work directly for the 
CO, and needs to establish a rapport.  Developing rapport with the CO is 
crucial because the CRS is a special staff officer responsible for all retention 
issues.  Experienced CRSs recommend against going through the scheduler, 
who may try to dissuade the CRS from seeing the CO for any number of 
reasons. 

 
Procedures The following is a short list of procedures for scheduling an interview 

appointment for the Marine with the CO. 
 

Step Action 
1 Can you, the CRS, meet face-to-face with the CO to make an 

interview appointment for the Marine? 
 

If yes, then… If no, then… 
Make direct liaison with the 
CO.  This is the preferred 
method for scheduling an 
interview. 

Make liaison with the 
designated individual to 
schedule the CO’s 
appointments. 

  
2 Inform the Marine of the time and location to meet with the CO. 
3 Annotate in your schedule book the time and location of the 

meeting. 
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Materials Needed 

 
Introduction The previous topic explained how to schedule the Marine for the CO’s 

interview.  The above topic lists materials to prepare the CO before meeting 
with the Marine.  The rest of the topics in this lesson explain what the CRS 
does in and after the meeting. 

 
Interview 
documents 

The references below list minimum documents a CRS should bring to the 
CO’s interview to properly prepare him or her before meeting the Marine.  
These materials are needed for any type of request. 

 
• Record of Service (ROS) or Pro/Con marks for PFCs through Cpls and 

Sgt with less than 2 years time in grade 
 
• Service Record Book (SRB) 
 
• Basic Individual Record (BIR) and Basic Training Record (BTR) (if it is 

not in the Marine’s SRB) 
 
• Contact record 
 
• Fitness Report Inventory page (for Sgts) taken from the Manpower 

Management Support Branch (MMSB) Web site 
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Preparing for the Interview 

 
Introduction The previous topic listed materials to bring to the CO’s interview.  This topic 

lists some guidelines in preparing the CO for the interview.  

 
Guidelines The following is a list of guidelines for the CRS to use in preparing the 

commanding officer. 
 
• Provide background information on the Marine and their record of 

performance. 
 
• Prepare to expound upon certain information as the commanding officer 

requests. 
 
• Briefly reference certain incidents (e.g. Marine received NJP on 20010314 

for violation of article 92). 
 
• Follow appropriate customs and courtesies when addressing the 

commanding officer. 
 
• Exercise flexibility when the commanding officer wants to adjust the 

situation by establishing a more or less formal atmosphere. 
 
• Prepare to thoroughly explain the nature of the Marine’s reason to see the 

commanding officer. 
 
• Familiarize yourself with orders and directives which apply to the 

Marine’s intent, and offer the commanding officer suggestions based on 
Marine Corps policy. 

 
• Explain the affect of how and why if something is in the Marine’s record 

would influence the commanding officer’s recommendation. 
 
• Provide direction on what the commanding officer’s options are for 

recommendation (e.g. “Sir, this Marine should not be recommend, but we 
are still required to submit the Marine’s request for retention, based on 
MCO P1040.31_, Chapter 4, paragraph 4101.”) 

Continued on next page 
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Preparing for the Interview, Continued 

 
Challenge 1 See if you can apply the previous guidelines to the following challenge.  

There are many possible right answers, but only one is provided. 
 
A Marine Sergeant wants to request a lateral move to an MOS that is over 
100% filled.  He communicated to you, the CRS, that if not approved for the 
lateral move, he intends to separate from the Marine Corps.  What 
information do you provide the CO in preparation for his interview? 
 
______________________________________________________________ 

______________________________________________________________ 

 
Challenge 1 
Feedback  

Provide the appropriate documents and ensure the CO knows that the MOS 
the Marine is requesting is not entertaining requests for SGT lateral moves at 
this time.  Encourage the CO to speak with the Marine about other lateral 
move MOS options.  Give the CO recommended MOSs, and reinforce the 
idea that the CO’s encouragement on behalf of the Marine could make the 
difference in a retention decision for the Marine. 

  
Challenge 2 See if you can apply the previous guidelines to the following challenge.  

There are many possible right answers, but only one is provided. 
 
A Marine wants to extend her contract overseas beyond the 6-year overseas 
extension limits.  The CRS recommends approval, believing it is in the best 
interest of the Marine Corps, the command, and the Marine’s family and 
career.  What steps should the CRS recommend the CO to take in order to 
best support the request? 
 
______________________________________________________________ 

______________________________________________________________ 

  
Challenge 2 
Feedback  

Recommend the CO favorably endorse the Marine’s overseas extension 
request and forward it to the Commanding General for approval. 
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Commanding Officer’s Recommendation 

 
Introduction The previous topic listed preparation guidelines for the CO’s interview.  

During the FTAP/EAS interview, the CO will make a recommendation for 
reenlistment, and this topic lists some CRS guidelines in preparing the CO for 
this decision.  After the CO decides a recommendation, the interview is 
summarized on the contact record.  The topic after this one explains the 
important remarks that must be included for the EAS CO’s interview 
summary on the contact record. 

  
Importance The CO’s recommendation opens the dialogue between the command and 

HQMC (MMEA-6) to make a decision about the retention of the Marine. 

 
Options and 
Criteria 

The options and criteria for recommending reenlistment are explained in 
P1040.31_, paragraph 4102.  They include the following: 

 
Option Criteria 

Recommended with enthusiasm Top 25% of Marines in that grade 
known to CO. 

Recommended with confidence Top 50% of Marines in that grade 
known to CO. 

Recommended w/reservation CO’s discretion.  Marine meets basic 
retention requirements however the CO 
has reservations concerning Marine’s 
career potential. 

Not recommended CO’s discretion.  CO must indicate the 
reason for not recommending to ensure 
assignment of appropriate reenlistment 
eligibility code. 

 
Guideline A Marine who recently joined the command and is a strong performer without 

any derogatory material on his or her contract should be recommended with 
enthusiasm. 

Continued on next page 
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Commanding Officer’s Recommendation, Continued 

  
Challenge 1 Cpl Jones takes the initiative in most tasks, and needs little guidance.  Cpl 

Jones is without any Non-Judicial Punishments (NJPs) on record.  The 
Marine’s chain of command speaks well of this Marine.  What appears to be 
the best option for reenlistment recommendation? 

 
a. Recommended with enthusiasm 
b. Recommended with confidence 
c. Recommended with reservation 
d. Not recommended 

 
Challenge 2 Cpl Ballentine has two NJPs on contract, but meets basic eligibility 

requirements.  The CRS has learned from chain of command that the Marine 
has not shown recovery from incidents.  What appears to be the best option 
for reenlistment recommendation? 
 
a. Recommended with enthusiasm. 
b. Recommended with confidence. 
c. Recommended with reservation. 
d. Not recommended. 

 
Challenge 3 Cpl Yankowitz joined the command two months ago after an overseas tour. 

He has no derogatory material on contract, and chain of command says the 
Marine is doing okay.  What appears to be the best option for reenlistment 
recommendation? 
 
a. Recommended with enthusiasm. 
b. Recommended with confidence. 
c. Recommended with reservation. 
d. Not recommended 

Continued on next page 
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Commanding Officer’s Recommendation, Continued 

 
Feedback to 
Challenges 

Below are the answers to the challenge questions. 

 
Challenge Number Answer Reference Page 

1 a 3-8 
2 c 3-8 
3 a 3-8 

 



 

MCI Course 0084 3-11 Study Unit 3, Lesson 1 

Completing the Contact Record for EAS 

 
Introduction The previous topic listed preparation guidelines for the CO’s interview 

including the reenlistment recommendation.  If the CO completes an EAS 
interview, then specific administrative remarks are recorded and blocks are 
checked on the Career Planning Contact Record.  This topic lists the 
appropriate remarks that the CRS must ensure are present.  

 
Remarks for 
EAS Interview 

The following are specific remarks that should be on Part IV of the Career 
Planning Contact Record after the CO completes an EAS interview.   

 
• Marine’s signature and date 
• Commanding officer’s signature and date 
• Reenlistment code assignment and type of discharge 
• Comment that CRS explained or scheduled Marine to attend transitional 

benefits/preparation (TAMP/TAP) brief 
• Comment that the Marine was briefed on SMCR benefits 
• Comment that the Marine was briefed on the Marine For Life benefits 
• Block completed indicating whether the Marine is recommended for 

reenlistment 

 
Challenge The CO hands you the Contact Record after completing an EAS interview 

with PFC Davis.  Is anything missing in part IV? 
 

 

Continued on next page 
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Completing Contact Record for EAS, Continued 

 
Feedback to 
Challenge 

There is no “Date of Interview.”  There is no comment that the Marine has 
been briefed on the Marine For Life benefits. 
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Procedures for Completing the Interview 

  
Introduction The previous topics described in detail how to schedule a Marine for an 

interview, and how to prepare the CO for his interview.  This topic shows 
how these previous topics fit into a sequence for completing the CO’s 
interview. 

   
Procedures  This table gives a general description of common procedures for completing 

the CO’s interview. 

 
Step Action 

1 When you go to brief the CO on the Marine’s intent, bring the 
contact record, Service Record Book, and whatever else the CO may 
want. 

2 Brief the CO on the Marine’s intent and the information gathered 
from the interview before the CO meets with the Marine. 

3 Is this an EAS Interview? 
 

If yes, then… If no, then… 
Remind CO they are assigning 
a RE code to the Marine.  You 
may need to bring a copy of the 
reenlistment eligibility codes if 
you anticipate the CO may 
want them. 

Skip to next step. 

  
4 Brief the CO on your recommendation and reasons.  

5 Suggest to the CO how they can best support the Marine’s intent. 

6 If the CO isn’t familiar with the interview process, provide guidance 
on making appropriate recommendations, per MCO P1040.31_. 

7 Be available to provide assistance to the CO throughout the 
interview. 

8 Receive contact sheet after completion of the CO interview. 

Continued on next page 
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Procedures for Completing the Interview, Continued 

 
Procedures, 
continued 

 

 
Step Action 
10 Is this a transition decision and EAS interview? 

 
If yes, then… If no, then… 

Ensure appropriate remarks are 
annotated on the contact record, 
including a general statement 
that the Marine wishes to 
transition to civilian status. 

Skip to next step. 

Maintain contact record for a 
period of 24 months in the 
closed alphabetical file. 

Skip to next step. 

Forward a copy of the contact 
record to unit diary section so 
eligibility codes can be entered 
into the Marine’s electronic 
record.  
 
Note:  Check to ensure correct 

eligibility code is entered 
into the Marine’s 
electronic record (page 
11 entry). 

Skip to next step. 

Refer Marine to the Unit 
Transition Coordinator. 

Skip to next step. 

  
11 Is this a transition decision and FTAP interview? 

 
If yes, then… If no, then… 

Refile the contact record. This is a retention or career 
option decision.  Refile the 
contact record. 

  
12 Continue onto the route sheet endorsement (next step and lesson in the 

“contact-to-contract” process). 
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Lesson 1 Exercise  

  
Directions Answer the following items.  Check your answers against the correct answers 

at the end of this lesson.  If you have any questions, refer to the reference 
page listed for each item. 

  
Item 1 Which of the following is the preferred method for scheduling an interview with 

the CO? 
 
a. Through the administrative section chief 
b. E-mail or telephone 
c. Face-to-face contact 
d. Through a designated scheduler for the CO 

 
Item 2 What materials must a CRS bring to prepare the CO for the EAS or FTAP 

Interview? 
 
a. Copies of BIR/BTR 
b. Proof/verification of the reason for requesting an extension of contract 
c. List of available billet vacancies 
d. Character references 

  
Item 3 Given a Marine with a core values violation, whose CO does not believe the 

Marine is worthy of continued service, what appears to be the best option for 
reenlistment recommendation? 
 
a. Recommended with enthusiasm 
b. Recommended with confidence 
c. Recommended with reservation 
d. Not recommended 

   
Item 4 Which of the following must be included on the contact record summary for a 

Marine who completed the CO’s EAS interview and intends to transition? 
 
a. Date of terminal leave 
b. Completed exit retention survey 
c. SNM has been briefed on transitional benefits 
d. XO’s signature 

Continued on next page 
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Lesson 1 Exercise, Continued 

  
Answers The table below provides the correct answers to the exercise items.  If you 

have any questions, refer to the reference page listed for each item. 
 

Item Number Answer Reference Page 
1 c 3-4 
2 a 3-5 
3 d 3-8 
4 c 3-11 

 
Lesson 
Summary 

This lesson included information about how to schedule the Marine and 
prepare the CO for the CO’s interview.  Some key points to remember: 
 
• Face to face contact with the CO is always the preferred method for 

scheduling interviews. 
 
• The materials below will prepare the CO for his/her interview. 
 

�  Copies of BIR/BTR (if they are not in the Marine’s SRB) 
�  For Cpls and below, and Sgts with less than 2 years TIG, the ROS 

(Record of Service) or Pro/Con marks 
�  Marine’s SRB 
�  Contact record for the Marine 
�  Route sheet with medical/dental qualifications 
 

• If something is in the Marine's record that would affect the Marine’s 
intended career decision, explain to the CO how and why that would 
affect it. 

 
• Try to provide direction on what the CO's options are for reenlistment 

recommendation. 

 
What’s Next Upon completion of the CO’s interview, the Career Planning Process cycle is 

over for Marines transitioning within the Marine Corps.  For those who 
decide to continue with Marine Corps careers, the CRS must execute and 
manage the administrative paperwork.  The next lesson explains how to 
gather endorsements needed for a Marine’s application to a retention 
program. 
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LESSON 2 

COLLECTING ENDORSEMENTS ON A ROUTE SHEET 

Introduction 

 
Scope After completing the commanding officer’s interview and the Marine reaches 

a decision about a future with the Marine Corps, the next step is to collect 
supporting endorsements from the chain of command for the decision.  This 
lesson includes a list of who to include on the route sheet and reference 
materials the chain of command needs for their endorsements.  After 
collecting endorsements on the route sheet, the next step is to prepare 
materials for requesting retention/career option, the subject of the lesson after 
this one. 

 
Importance The Marine needs endorsements from the chain of command if he or she 

wants to continue a career in the Corps.  

 
Learning 
Objective 

The learning objectives for this lesson are the following: 
 
• Recall the typical offices/individuals listed on a route sheet for 

endorsements and recommendations to support a retention decision. 
 
• Recall the materials that are typically included with a route sheet for 

endorsements and recommendations to support retention decisions. 
 
• Recall the most commonly missed documents that should be attached to 

route sheets for chain of command endorsements. 

 
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 3-17 
Preparation 3-18 
Attachments 3-21 
Course of Action 3-22 
Lesson 2 Exercise 3-23 
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Preparation 

 
Introduction After the CO and Marine reach a decision to continue the Marine’s career in 

the Marine Corps, the Marine must collect endorsements to support the career 
decision.  This topic explains who should be included on the route sheet for 
endorsements.  The next topic explains what materials are included with the 
route sheet for the addressees to review.  

 
Importance Unless the proper individuals or offices are included on the route sheet, the 

Marine’s ability to continue his or her career could be delayed.  

 
Example There is no established format for a route sheet.  If your command has a 

preferred, locally generated form, use the local format.  However, the Career 
Planning Force has developed a route sheet that is their preferred format.  The 
example is located in Appendix J in the MCI 0084 Handbook. 

 
CRS 
Responsibilities  

The CRS initially prepares the route sheet and attaches all needed documents 
to it, but the CRS gives the route sheet and documents to the Marine.  The 
Marine who is requesting retention is responsible for ensuring the route sheet 
is completed with signatures and recommendations to include all of his or her 
chain of command up to company level.  The Marine returns the route sheet 
to the CRS.  The CRS is responsible for obtaining signatures and 
recommendations from the Sergeant Major, Executive Officer and 
Commanding Officer.  

 
Timeline  The CRS assigns the Marine a timeline (such as 2 days), to hand-carry the 

package for all the appropriate signatures.  The timeline for the Marine is 
dependent on the command and the nature of the request.  If the Marine needs 
a specific type of evaluation from medical, or has to travel to different areas 
to obtain signatures, the timeline may be longer. 

Continued on next page 
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Preparation, Continued 

   
Typical Listings Local standard operating procedures apply, but typical offices/individuals 

listed on the route sheet include the following: 
 
• Medical 
• Dental 
• Training office 
• SACO 
• Legal office 
• SNCOIC 
• OIC 
• Company first sergeant 
• Company commander 

 
CRS Review Upon receiving the completed route sheet, CRS should ensure all listed 

individuals/offices prepared comments or at least made a recommendation 
regarding request. 

 
TAD 
Guidelines  

When a Marine is TAD for a long time at a temporary command, the route 
sheet for requesting retention goes through the permanent chain of command.  
Often the CRS in the temporary command will contact the CRS from the 
parent command and use whatever means necessary to get the Initial/ 
FTAP/EAS interview information processed (i.e., fax, E-mail, U.S. Postal, 
etc). 

 
In the case where the parent command is being aggressive, the CRS does the 
reverse.  The CRS calls the temporary command and requests an update to the 
Marine's situation.  Typically, if the temporary command does anything for 
the Marine, they would advise the parent command (i.e., interviews or 
screenings) anyway. 

 
The CRS of the temporary command performs interviews and relays the 
information back to the permanent command CRS who documents the 
information on his or her contact record(s). 

Continued on next page  
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Preparation, Continued 

 
Common 
Mistake 

One of the most common mistakes for this task is to prepare the wrong chain 
of command in the route for endorsements.  This happens when a Marine is 
assigned long-term Temporary Additional Duty (TAD) orders to a command 
outside of their “Parent” command, example:  the Fleet Assistance Program 
(FAP).  Since Marines are there for extended periods of time, Marines tend to 
think that they should run a route sheet through the command that they are 
serving with.  In reality, the route sheet should have gone back to the “Parent” 
command (the one in which the Marine is permanently assigned). 

 

 



 

MCI Course 0084 3-21 Study Unit 3, Lesson 2  

Attachments 

 
Introduction The previous topic explained whom to include on the route sheet so that the 

right chain of command is included.  The chain of command needs reference 
documents to assist them in making an appropriate recommendation.  This 
topic describes the typical documents the chain of command uses in making 
their recommendation.  The next topic completes this lesson by explaining in 
a general overview the procedures for collecting endorsements on the route 
sheet. 

 
Supported 
Documentation 

Follow local standard operating procedures in identifying and attaching 
needed references to the route sheet.  The Marine who is requesting retention 
typically needs the following documents attached to a route sheet: 

 
• MOS requirements for requested MOS 
 
• BIR/BTR copies  
 
• ROS or Pro/Con marks for CPLs and below or SGTs with less than 2 

years TIG 
 
• Copy of Fitness Report Inventory (list of fitness reports in system) from 

the Personnel Management Support Branch (MMSB) Web site (for SGTs 
and above) 

 
• Copies of pg 11/12s and any UPB entries on contract 

 
Commonly 
Missed 
Documents 

Depending on the nature of the request, the following are often needed 
documents that are frequently missed: 
 
• CG’s waiver (for any waiverable prerequisite not met) 
• Letter of recommendation from occupational field (for lateral move) 
• Special security officer screening (for anything requiring special 

clearance) 
• Screening documents (for any lateral move) 
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Course of Action 

  
Introduction The previous topics described who is responsible for ensuring route sheet 

completion, who to list on the route sheet, and what documents to include 
with it.  This topic shows how these previous topics fit into a sequence for 
collecting endorsements on a route sheet. 

   
Procedures  This table gives a general description of common procedures for collecting 

endorsements on a route sheet. 

 
Step Action 

1 Prepare a route sheet. 
2 Attach copies of documents to route sheet that you think may assist 

the chain of command in their decision. 
3 Inform recipients that route sheet goes through chain of command 

despite any disapproval. 
4 Submit route sheet through chain of command. 
5 Receive completed route sheet with endorsements. 
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Lesson 2 Exercise  

  
Directions Answer the following items.  Check your answers against the correct answers 

at the end of this lesson.  If you have any questions, refer to the reference 
page listed for each item. 

 
Item 1 Which of the following are typical individuals (or offices), which must sign 

off a Marine’s route sheet for a CO’s interview? 
 
a. S-4 
b. Unit administrative chief/clerk 
c. Unit supply chief 
d. Company first sergeant 

 
Item 2 Which of the following materials are included with a route sheet for 

endorsements and recommendations of a Marine requesting a lateral move to 
a different MOS? 
 
a. Report of Physical Examination 
b. Screening/Interview Guide – Lateral Move 
c. MOS requirements for requested MOS  
d. RELM Request (NAVMC 10842) 

 
Item 3 What is one of the most commonly missed documents that should be attached 

to route sheets for chain of command endorsements? 
 
a. Letter of recommendation from occupational field (for lateral move)  
b. DD Form 4 
c. SRB Program Eligibility Checklist 
d. Report of physical examination 

Continued on next page 
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Lesson 2 Exercise, Continued 

  
Answers The table below provides the correct answers to the exercise items.  If you 

have any questions, refer to the reference page listed for each item. 
 

Item Number Answer Reference Page 
1 d 3-19 
2 c 3-21 
3 a 3-21 

 
Lesson 
Summary 

This lesson included information about whom to include on the route sheet 
and what reference materials the chain of command needs for their 
endorsements.  Some key points to remember: 
 
• Include all the Marine’s chain of command on the route sheet 
• Include with the route sheet the following (if applicable): 

�  BIR/BTR copies 
�  ROS or Pro/Con marks 
�  Copy of Fitness Report Inventory 
�  Copies of pg 11/12s and any UPB entries 

• Most common error in routing is using the TAD chain of command 

 
What’s Next The Marine decided upon a future with the Marine Corps, and collects 

supporting endorsements from the chain of command for the decision.  After 
the route sheet and endorsements are completed, the next step is to prepare 
materials for requesting retention/career option, the subject of the next lesson. 
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STUDY UNIT 4 

COMPLETE CONTRACTUAL AGREEMENT 

Overview 

 
Scope This study unit covers preparing and submitting requests for career option 

programs, retention, and waivers.  Also, the unit explains how to complete 
contracts and extensions. 

  
Career 
Planning 
Process 

Looking at the Enlisted Career Planning Process, this study unit takes the 
CRS through the last milestone, Contract.  
 
This is where you are in the process: 
 
• Identify 
• Contact 
• Interview/Screen 
• CO Interview 
• Recommend 
• Contractßß 

 
In This Study 
Unit 

This study unit contains the following lessons: 
 

 
Topic See Page 

Prepare and Submit RELM Requests 4-3 
Enlisted Extension and Reenlistment (DD Form 4) 4-23 
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LESSON 1 

PREPARE AND SUBMIT RELM REQUESTS 

Introduction 

 
Lesson 
Overview 

The previous study unit explained how to schedule a Marine and prepare the 
CO for his or her interview.  If the CO recommends the Marine’s request after 
the interview, the CRS must prepare and submit the request.  This lesson 
explains the steps for the preparation and submission of the 
reenlistment/extension and waiver requests to include a list of required 
supporting documents.  This lesson also lists any necessary supporting 
documents in order to submit the request.  The next lesson will explain how 
to complete an extension of enlistment and reenlistment contract after HQMC 
approves the request. 

 
Learning 
Objective 

The learning objectives for this lesson are the following: 
 

• Recall the descriptions for each type of retention request: reenlistment, 
extension, lateral move, special duty assignment (SDA). 

 

• Recall the data needed for submitting retention requests. 
 

• Recall the sources of data for RELM request. 
 

• Prepare a retention request. 
 

• Recall the required supporting documents needed when preparing a 
waiver request. 

 

• Recall the meaning of “no later than date.” 

 
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 4-3 
Retention Request 4-4 
Prepare Request 4-7 
Retention Waiver Request 4-15 
Response from HQMC 4-16 
Procedures for Processing RELM Requests 4-17 
Lesson 1 Exercise 4-19 
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Retention Request 

 
Introduction A Marine’s retention request may include any of the following: 

 
• Reenlistment 
• Extension 
• Lateral Move (RELM) 
• Special Duty Assignment (SDA) 
 
This topic explains the different purposes and lengths of service associated 
with the types of retention requests, and additional documents or data 
required for submitting the retention request.  The next topic explains the 
format, means and sources of data for submitting retention requests. 

 
Reenlistment A reenlistment is the execution of a new contract in increments of 24, 36, or 

48 months.  MCO P1040.31_, chapter 4, states that a Marine can reenlist up 
to 72 months in certain cases, like the Marine Enlisted Commissioning 
Education Program (MECEP) and the National Security Agency (NSA) 
program.  The Marine may ask for a duty station preference, and may receive 
a bonus if the MOS qualifies. 

 
Extension An extension is a continuation of an enlistment contract in monthly 

increments not to exceed more than 23 months for each extension.  Marines 
can not exceed a total of 48 months of extensions for each enlistment 
contract. 

 
Purpose of 
Extension 

Extensions are intended to provide sufficient obligated active service to allow 
a Marine to serve a tour of specific length. 

Continued on next page 
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Retention Request, continued 

 
Extension 
Examples 

Reasons to request extensions to reenlistment contracts include but are not 
limited to: 
 

• Participate in unit deployment 
• Pregnancy 
• To process reenlistment, lateral move request, and request for waivers 
• Facilitate duty station assignments 
• Facilitate school assignments 
• Assignment to a school 
• Qualify for reenlistment 
• Retrain in another MOS 
• Transitional purposes 

  
Who Grants 
Extensions 

The local commander and/or HQMC can grant extensions.  

 
Lateral Move A lateral move is a career option decision.  There must be additional data 

and/or documents included with the request.  In addition to the regular data 
submitted for any reenlistment, the lateral move request must include the 
following: 
 

• Three occupational field/MOS choices in order of preference 
• Indication from the Marine there is a desire for a lateral move  
• Eligibility 
• Any additional documents required per the MOS manual for the specific 

lateral move 

 
Major 
Command 
Choice 

For first term Marines reenlisting and submitting for duty station preference, 
one of the duty station choices must be for a major command (i.e. Wing, 
FSSG, Division). 

 
Special Duty 
Assignment 

If the request is a Special Duty Assignment (SDA), there is additional data 
and/or documents required with the regular request. The request will include 
the following: 
 
• Type of SDA requested 
• Checklists required per MCO 1326.6_, SDA Manual for the specific duty 

assignment 

Continued on next page 
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Retention Request, Continued 

 
Challenge Sgt Marine wants to deploy with his unit to Iraq, but he needs another 12 

months obligated service beyond his current EAS.  Provided his Commanding 
Officer recommends his request, which retention instrument best meets his 
need? 
 
a. Reenlistment 
b. Extension 
c. Lateral Move 
d. Special Duty Assignment 

 
Feedback to 
Challenge  

Extension (answer b) is the best choice by elimination because a minimum 
reenlistment is 24 months.  A lateral move will take the Marine out of his/her 
MOS and usually requires a school assignment, and a Special Duty 
Assignment will take the Marine from deployment. 
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Prepare Request 

 
Introduction The last topic described the types of retention requests and some specific 

required data/documents.  This topic lists information required for all types of 
Reenlistment, Extension, and Lateral Move (RELM) requests.  This topic 
explains the format, means and sources of data for submitting retention 
requests.  A Marine may not fully qualify for a retention request, but can 
submit waiver justification in addition to the request.  The next topic explains 
any waiver documentation included with the request. 

  
Reference and 
Means for 
Submitting 
Request 

The primary method for submitting a retention request is electronic.  The 
Total Force Retention System (TFRS) is the current most preferred method.  
If the TFRS is unavailable, use the Defense Message System (DMS) in the 
form of a Naval Message.  The reference for preparing a retention request is 
MCO P1040.31_, and it also provides step-by-step instructions for submitting 
RELM requests through TFRS.  MCO P1040.31_, chapter 7, explains how to 
draft the request with a Naval Message.  Additionally, Appendix K, RELM 
request, contained in the MCI 0084 Handbook, provides a Naval Message 
format for the request.  Use Appendix K and these amplifying remarks to 
complete lesson challenges and test questions regarding RELM requests.  

 
Data for a 
Simple 
Retention 
Request 

The CRS provides the following information for simple retention requests: 
 
• Marine’s last name, first name and middle initial 
• SSN/MOS(s) 
• Grade/Date of Rank (DOR) 
• EAS/Armed Forces Active Duty Base Date (AFADBD) 
• Organization/Monitored Command Code (MCC)/Reporting Unit Code 

(RUC) 
• Type of Request (Reenlistment, Extension, Lateral Move, Special Duty 

Assignment) 
• Reenlistment Category: (F for First Term, C for Career) 
• Reenlistment/Extension length requested in months 
• Physical Fitness Test (PFT) score (first/second/third class or fail) and 

date tested 
• Height in inches, weight in pounds, and body fat percentage if over max 

weight  
• In a Lateral Move request Marine must indicate desire for the move and 

list the three occupational field/MOS choices in order of preference  

Continued on next page 
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Prepare Request, continued 

  
Data for a 
Simple 
Retention 
Request, 
continued 

• List all court martial convictions that have occurred over the past five 
years or current contract, whichever is greater.  Include the number, 
type(s) and date(s). 

• Requests that contain non-judicial punishment awards.  List only those 
over the past five years or current contract, whichever is greater.  Include 
the number, article(s) violated, and date(s). 

• If there were civilian court convictions, list only those over the past five 
years or current contract, whichever is greater.  Include the number, 
type(s) and date(s). 

• Average proficiency and conduct marks are required for Sergeants with 
less than two years time in grade, and all Corporals and below. 

• CO’s recommendation/certification for reenlistment. 
• Include in the remarks section any related information for further 

explanation that may include the following: 
• Specific Special Duty Assignment 
• Career planner’s name, phone number, and e-mail address 
• Brief description of any court martial or non-judicial punishment and 

punishment imposed, if applicable 
• Body fat percentage, if over maximum weight 
• Statement of service if there was broken time or prior service in 

another service, if applicable 
• Lateral Move information, if applicable 
• Results of screening for Drill Instructor, Recruiting, Marine Corps 

Security Guard, Marine Barracks, or Independent duty, if applicable 
• Justification for extension reenlistment 

 
Sources of Data 
for RELM 
Request 

The CRS will extract data concerning the Marine for the RELM request from 
the Contact Record, the Marine’s SRB, and the Marine Corps Total Force 
System (MCTFS) database. 

Continued on next page 
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Prepare Request, Continued 

 
Challenge 1 Identify the discrepancies within the format of this partially completed RELM 

request in a Naval Message format?  Use Appendix K, RELM request, 
contained in the MCI 0084 Handbook, to analyze the partial message.  

 
FM CG SECOND FSSG 
TO CMC WASHINGTON DC//MMEA-6// 
INFO EIGHTH ENGRSPTBN//CARPLAN// 
BT 
UNCLAS //NO1040// 
SUBJ// 
1. THE FOLLOWING INFO IS PROVIDED: 

 
A. MARINE, JOE J. 
B. 123 45 6789/0121 
C. CPL/900101 
D. 20061219/20031220  
E. 2ND FSSG/151/12345 
F. F 
G. 36 MONTHS 
H. PFT: 300/1CL, DATE TESTED: 20040705 
I. HEIGHT: 71, WEIGHT: 165 

 
Answer: 

______________________________________________________________

______________________________________________________________

______________________________________________________________

______________________________________________________________ 

Continued on next page 
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Prepare Request, Continued 

 
Feedback to 
Challenge 1 

Corrections are listed below: 
 
The SUBJ line and line F should indicate the type of retention request 
(reenlistment, extension or SDA).  The data appearing in lines F through I 
should be moved down one line and renumbered G through J. 

 
Challenge 2 Based on the given information, what should logically appear in the 

remaining portion of this partially completed RELM request in Naval 
Message format?  You can use Appendix K, RELM Request, contained in the 
MCI 0084 Handbook, to analyze this partial message. 

 
M. CM: N/A 
N. NJP: 01,ART 86, 921215. 
O. CIV CONV: N/A. 
P. PRO/CON: N/A. 
Q. REC W/ENTHUS – WW DEPLOY, MTS HT/WT STDS, PASSED 

CUR PFT, FIT FOR RIGOROUS CMBT AT SEA OR ON FOREIGN 
SHORE LTCOL S. D. BUTLER 

R. C.P. GYSGT DOE DSN 123-4567, DOEJ@2MARDIV.USMC.MIL. 
 

Answer: 
______________________________________________________________

______________________________________________________________ 

 
Feedback to 
Challenge 2 

The RELM request in Naval Message format should include a brief 
description of the NJP (mentioned in line N), and punishment imposed in the 
remarks section (line R.), after the Career Retention Specialist’s name, 
telephone number and E-mail address.  
 
Example:  R.   C.P. GYSGT DOE DSN 123-4567, 
DOEJ@2MARDIV.USMC.MIL. NJP VIOL ART 86 UA 0730 1200 921210. 
AWD REDUCT TO LCPL AND 30 DAYS RESTR. REDUCT TO LCPL 
SUSPENDED FOR 6 MOS. 

Continued on next page 
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Prepare Request, continued 

 
Challenge 3 Situation:  The CO, LtCol Smedley Darlington Butler, recommends Cpl I.M. 

Marine for reenlistment, and you are the CRS who must help the Marine 
complete his RELM request.  Although TFRS is currently the preferred 
method for submitting the request, for this exercise please use the Naval 
Message format.  You may use Appendix K, RELM Request, contained in the 
MCI 0084 Handbook, as a reference, and the following information about Cpl 
Marine from a Contact Record, Marine’s SRB, and TFRS to complete the 
partial Naval Message that comes after the given information. 
 
This information was taken from a Contact Record and other references on 
Cpl Marine.  
 
Note:   You might not use all of the information in completing the Naval 

Message. 
 
• Name: Marine, Ira, M. 
• Date of Birth: May 24, 1980 
• SSN: 123456789 
• MOS: 0311 
• Home: 1234 Leonard Street, Small Town, Arizona 56789 
• Length of reenlistment is 48 months. 
• His first active duty enlistment began:  December 20, 2002. 
• Date that current enlistment expires:  December 19, 2006. 
• He was promoted to Corporal on December 1, 2004. 
• He is attached to the 2nd Bn, 6th Marine Regiment with Monitored 

Command code V26 and Reporting Unit Code 45678. 
• There is no time lost to be made good on current contract. 
• Location of signing for reenlistment: MCB Camp Lejeune, North Carolina  
• He weighs 165 pounds, and his height is 5 feet, 10 inches. 
• Career Planner: GySgt William John Smith of 2nd Bn, 6th Marine Regiment 

located at MCB Camp Lejeune, North Carolina. DSN telephone 123-4567. 
smithwj@2mardiv.usmc.mil 

Continued on next page 
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Prepare Request, continued 

 
Challenge 3, 
continued 

• Certifying officer will be Lieutenant Colonel Richard C. Baker of 2nd Bn, 
6th Marine Regiment located at Marine Corps Base Camp Lejeune, North 
Carolina. 

• On March 14, 2005, he scored 295 on the physical fitness test to qualify as 
first class. 

• Use MARADMIN 259/02 to brief Homosexual Conduct Policy. 
• Marine does not want payment of lump-sum leave. 
• Marine was awarded one non-judicial punishment on February 15, 2005 for 

violation of article 86 in that he had an unauthorized absence from 0730 
until 1200 on February 10, 2005.  He was awarded a reduction to Lance 
Corporal and 30 days restriction.  The reduction to Lance Corporal was 
suspended for six months.  

• Despite the non-judicial punishment, the Commanding Officer, Lieutenant 
Colonel Smedley Darlington Butler, recommends with enthusiasm the 
reenlistment of this Marine. 

Continued on next page 
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Prepare Request, Continued 

 
Challenge 3, 
continued 

Complete the following partially formatted Naval Message by using 
information from the scenario, contact record, and other references on Cpl 
Marine.  You may also reference Appendix K, RELM Request, contained in 
MCI 0084 Handbook. 

 
FM CG 6TH MARINES 
TO CMC WASHINGTON DC//MMEA-6// 
INFO CHAIN OF COMMAND//CARPLAN// 
BT 
UNCLAS //NO1040// 
SUBJ// 
 

a. THE FOLLOWING INFO IS PROVIDED: 
 
A.  

B.  

C.  

D.  

E.  

F.  

G.  

H.  

I.  

J.  

K.  

L.  

M.  

N.  

O.  

P. 

Q. 

R. 

Continued on next page 
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Prepare Request, continued 

 
Feedback to 
Challenge 3 

Below is a possible completed Naval Message using the information on Cpl 
Marine. 
 
FM CG 6TH MARINES  
TO CMC WASHINGTON DC//MMEA-6// 
INFO CHAIN OF COMMAND//CARPLAN// 
BT 
UNCLAS //NO1040// 
SUBJ//REENL 
1. THE FOLLOWING INFO IS PROVIDED: 

A. MARINE, IRA M 
B. 123-45-6789/0311 
C. CPL/ 20041201 
D. 20061219/20021220 
E. 2ND BN, 6TH MARINES/V26/45678  
F. REENL 
G. F 
H. 48 MONTHS 
I. PFT: 295/1CL, DATE TESTED: 20050314 
J. HEIGHT: 70, WEIGHT: 165 
K. LATERAL MOVE: N/A 
L. LATERAL MOVE DESIRED: NO 
M. CM: N/A 
N. NJP: 01, ART 86, 20050215 
O. CIV CONV: N/A 
P. PRO/CON: 4.4/4.4 (REQUIRED FOR CPL AND BELOW) 
Q. REC W/ENTHUS – WW DEPLOY, MTS HT/WT STDS, 

PASSED CUR PFT, FIT FOR RIGOROUS CMBT AT SEA OR ON 
FOREIGN SHORE LTCOL S. D. BUTLER 

R. C.P. GYSGT W. J. SMITH DSN 123-4567, 
SMITHWJ@2MARDIV.USMC.MIL. NJP VIOL ART 86 0730 1200 
20050210. AWD REDUCT TO LCPL AND 30 DAYS RESTR. REDUCT 
TO LCPL SUSPENDED FOR 6 MOS.  
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Retention Waiver Request 

 
Introduction The previous topic explained how to create simple RELM requests.  This 

topic explains what to do if the Marine does not meet the basic requirements.   
HQMC may waive certain reenlistment prerequisites.  This topic describes 
the supporting documents that must accompany the basic RELM request. 
Prerequisites that are waived are explained in chapter 4 of MCO P1040.31_. 

 
Process A request for waiver of reenlistment prerequisites begins with a Marine's 

desire to "Stay Marine."  The Marine's request will be forwarded through their 
chain of command for endorsements and recommendations.  The 
commanding general of Marine’s unit must endorse the Marine’s request for 
waiver before it goes to HQMC.  Follow these process steps: 

 
Step Action 

1 Record the Marine’s critical performance service history. 
2 Explain the reasons for waiver requirement and/or justification in 

the supporting documents/recommendations. 
3 Send the entire package to the commanding general for 

endorsement. 
4 After the general returns the endorsement, scan it into an electronic 

file and forward it with the TFRS RELM to HQMC, or it can be 
sent via fax. 

 
Supporting 
Documents 

Scan supporting documents into electronic files and send them electronically 
with the waiver and TFRS RELM.  Include (as applicable), the following: 

  
• SRB page 11/12’s, Unit Punishment Book entries, court martial 

convictions, and civilian convictions  (all on current contract) 
• Letters of Recommendation 
• Record of Service (ROS) for Cpls and below or Sgts with less than 2 

years time-in-grade 
• Any additional documentation the CO deems appropriate/important 

 
Civilian 
Conviction and 
Waiver 

For Marines with civilian convictions on current contract that require a 
request for waiver, include the court documentation with the waiver request. 
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Response from HQMC 

 
Introduction The previous topics explained how to submit extension and RELM requests 

to HQMC.  This topic explains how to process the HQMC response to the 
reenlistment/extension/lateral move request. 

 
Authority and 
“No Later 
Than Date” 

If HQMC approves the request, the response from HQMC will contain an 
authorizing statement (“the authority”) for the Marine to extend, reenlist, or 
move laterally to another MOS. The response usually includes a “No Later 
Than Date.”  This is the last date the Marine may execute the authority.  If the 
Marine delays exercising this authority until after this “No Later Than Date,” 
the Marine may have to submit another request. 

 
Common Error A common error that occurs is allowing the “No Later Than Date” to pass 

before executing the authority.  This usually happens when the CRS fails to 
actively monitor the RELM requests from HQMC.   

 
CRS Explains 
HQMC 
Response 

Once HQMC responds to the Marine’s request, the CRS will explain any 
actions the Marine must perform to fully realize the duty station, SRBP, 
career enhancement school, or lateral move that the Marine requested. 
 
If HQMC disapproves the request, then the CRS must explain the nature of 
the disapproval and options available to the Marine. 
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Procedures for Processing RELM Requests 

  
Introduction The previous topics described in detail how to fill out and submit RELM 

requests.  The last topic also explained what to do when HQMC grants 
authority to execute the RELM.  This topic shows how these previous topics 
fit into a sequence for processing RELM requests. 

 

Procedures for 
a Simple 
Retention 
Request 

This table gives a general description of common procedures to follow when 
a Marine decides for retention in the Marine Corps. 

 

Step Action 
1 Prepare the request in accordance with MCO P1040.31_, RELM 

Submission Handbook, local standard operating procedures, and 
related directives. 

2 Ensure nothing has changed with the Marine’s status. 
3 Submit the request in accordance with MCO P1040.31_, RELM 

Submission Handbook, and local standard operating procedures. 
4 Constantly monitor and take action on retention requests as 

needed. 

 

Procedures for 
Submitting a 
Waiver with 
the Retention 
Request 

This table gives a general description of procedures to follow when Marine 
requests a waiver with the retention request. 

 

Step Action 
1 Research through the chain of command the standard operating 

procedures for submitting the waiver request package to the 
Commanding General. 

2 Prepare the waiver request package in accordance with MCO 
P1040.31_, RELM Submission Handbook, and local standard 
operating procedures. 

3 Ensure nothing has changed with the Marine’s status. 
4 Submit the waiver request package in accordance with MCO 

P1040.31_, RELM Submission Handbook, and local standard 
operating procedures. 

5 Maintain communication with CRS chain of command after 
submitting waiver request to see if any additional task is needed. 

6 Constantly monitor and take action on retention requests as 
needed. 

Continued on next page 
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Procedures for Processing RELM Requests, Continued 

  
Procedures for 
Processing 
HQMC 
Response to 
RELM Request 

This table gives a general description of procedures to follow when HQMC 
responds to the RELM request. 

 
Step Action 

1 Receive final decision and/or authority from HQMC authorizing 
the reenlistment/extension/lateral move. 

2 Brief Commanding Officer on the response, and get his/her 
acknowledgement. 

3 Discuss HQMC response with Marine. 
4 Ensure Marine understands all aspects of the authority to include 

reason for approval/disapproval and “No Later Than Date.” 
5 Based on Marine’s reaction to HQMC response, choose one of the 

following: 
 

A If Marine accepts approved request, get Marine’s 
signature on the extension agreement or 
reenlistment contract, then process extension 
agreement or reenlistment contract and accept 
RELM authority before expiration of “No Later 
Than Date.” 

B If Marine declines authority, record Marine’s 
reason, then schedule Marine for EAS interview. 

C If Marine accepts HQMC disapproved request, then 
schedule Marine for EAS interview. 

D If HQMC disapproves request, and Marine wants to 
resubmit, then resubmit request with additional 
supporting documents in accordance with all related 
references. 

  
6 Inform Commanding Officer what Marine decided to do with 

HQMC response. 
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Lesson 1 Exercise 

  
Directions Answer the following items.  Check your answers against the correct answers 

at the end of this lesson.  If you have any questions, refer to the reference 
page listed for each item. 

  
Item 1 Which statement describes a request just for a special duty assignment? 

 
a. The execution of a new contract in increments of 24, 36, or 48 months.  
b. A continuation of an enlistment contract in monthly increments not to 

exceed more than 23 months for each request.  
c. A career option decision into one of three preferred occupational 

field/MOS choices. 
d. The request requires additional data and/or documents, including 

checklists for the specific duty assignment. 

 
Item 2 In preparing Cpl Marine’s retention request, what Marine Corps Order should 

the CRS reference? 
 

a. MCO P1040.31_ 
b. MCO P1070.12_ 
c. MCO P1080.4_  
d. MCO P1900.16_ 

 
Item 3 Choose the data element that must be included when submitting a retention 

request. 
 
a. Location of last enlistment 
b. Source of authority to execute retention request 
c. Marine’s height in inches, weight in pounds 
d. Highest level of education 

 
Item 4 Choose the source of data for a RELM request. 

 
a. NCPDS system  
b. MCAIMS database 
c. MCO P1041.31_ 
d. MCTFS database 

Continued on next page 
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Lesson 1 Exercise, Continued 

  
Item 5 What is required when submitting Cpl Marine’s waiver request? 

 
a. Administrative Action Form 
b. CG Endorsement 
c. NAVMC 10403 
d. NAVMC 10842 

 
Item 6 Choose the correct meaning for “no later than date.” 

 
a. The last date for submitting a RELM request that can be processed before 

Marine’s EAS 
b. Marine’s end of active service date 
c. The earliest opportunity for extending, reenlisting, or moving laterally 
d. The last date the Marine may execute authority to extend, reenlist, or 

move laterally  

Continued on next page 
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Lesson 1 Exercise, Continued 

 
Answers The table below provides the correct answers to the exercise items.  If you 

have any questions, refer to the reference page listed for each item. 
 

Item Number Answer Reference Page 
1 d 4-6 
2 a 4-7 
3 c 4-7 
4 d 4-8 
5 b 4-15 
6 d 4-16 

Continued on next page 
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Lesson 1 Exercise, Continued 

 
Lesson 
Summary 

This lesson included information about how to prepare and submit requests 
for retention and waivers.  Some key points to remember: 
 
• A reenlistment is the execution of a new contract in increments of 24, 36, 

or 48 months. 
• An extension is a continuation of an enlistment contract in monthly 

increments not to exceed more than 23 months for each extension and not 
to exceed a total of 48 months. 

• Primary means for submitting retention requests is electronic. 
• Simple Retention Request requires the following: 

• Marine’s last name, first name and middle initial 
• SSN/MOS(s) 
• Grade/Date of Rank (DOR) 
• EAS/Armed Forces Active Duty Base Date (AFADBD) 
• Organization/Monitored Command Code (MCC)/Reporting Unit 

Code (RUC) 
• Type of Request (R-E- or LM?) 
• Reenlistment/Extension length 
• PFT score 
• Height, weight, and body fat percentage if required 
• If Lateral Move request, indicate the three MOS choices 
• List any court martial convictions or NJPs 
• Commanding general of the activity must endorse the Marine’s 

waiver. 
• Explain in section 13, Remarks column, the reasons for waiver 

requirement and/or justification. 
• A common error that occurs is allowing the “No Later Than Date” to 

pass before executing the authority. 

 
What’s Next After preparing and submitting requests for retention and waivers, the CRS 

awaits a response from headquarters, and then asks Marine what he/she wants 
to do with the response. The next lesson explains how to prepare an extension 
agreement and a reenlistment contract if Marine decides to act on HQMC’s 
authority to extend or reenlist. 
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LESSON 2 

ENLISTED EXTENSION AND REENLISTMENT 

Introduction 

 
Lesson 
Overview 

The previous lesson explained how to prepare and submit requests for 
retention and waivers.  After headquarters approves the request and the 
Marine wants to follow through, the CRS prepares, submits and files a 
contract extension or a new contract.  This next lesson explains how to 
prepare, submit, and file the extension and new contract. 

 
Learning 
Objectives 

The learning objectives for this lesson are the following: 
 
• Recall information required in remarks block of NAVMC 321a. 
 
• Recall the date the extension should take place. 
 
• Prepare an extension to an enlistment contract. 
 
• Recall distribution of the extension of a contract. 
 
• Recall the required comments for section 8b, DD Form 4. 
 
• Prepare a contract DD Form 4. 
 
• Recall distribution of the contract DD Form 4. 
 
• Recall the additional documentation that may be included with DD   

Form 4. 
 
• Recall the information a CRS must ask a reenlisting Marine about the 

reenlistment ceremony. 

Continued on next page 
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Introduction, Continued 

 
In This Lesson This lesson contains the following topics: 
 

Topic See Page 
Introduction 4-23 
Prepare an Extension to an Enlistment Contract 4-25 
Prepare a DD Form 4 4-31 
Procedures for Processing Extensions and Enlistments 4-41 
Lesson 2 Exercise 4-42 
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Prepare an Extension to an Enlistment Contract 

  
Introduction The previous lesson explained how to submit requests for extensions and 

reenlistment.  After HQMC grants authority to extend reenlistment and the 
Marine still desires to stay in the Marine Corps, the CRS will then complete 
and submit the documents for extending the enlistment contract.  The form 
for completing an extension is the Agreement to Extend Enlistment (1133) 
NAVMC 321a.  This topic describes how to prepare and distribute a NAVMC 
321a.  The next topic explains how to prepare and submit a DD Form 4 if the 
Marine wants reenlistment and not an extension.  

 
Example and 
Instructions 

There is an example of NAVMC 321a and preparation instructions from 
paragraph 7004, MCO P1040.31_ located in Appendix L in the MCI 0084 
Handbook.  The rest of this topic provides amplifying remarks on the 
procedures from MCO P1040.31_ for completing the NAVMC 321a.  Use 
Appendix L and these amplifying remarks to complete lesson challenges and 
test questions. 

 
Required 
Information 

The information that must be included in the remarks block of NAVMC 321a 
includes the following: 

 
• Source of authority to execute extension (example: TFRS-667FN4) 
• Purpose of extension 
• Statement checked:  Do/Do not desire to sell back leave (if this is the 

Marine’s first extension of the enlistment contract) 

 
Timing For any type of contract extension, the date the extension should take effect is 

the day after the Marine’s EAS.  Example:  If EAS is 20080206, effective 
date for extension is 20080207. 

 
Authorized 
Signature  

Personnel authorized to sign the NAVMC 321a as an administering officer 
(item 17 on form) include CWO2 or higher. 

 
All 
Capitalization 

MCO P1040.31_ states in the detailed instructions “all typed text will be in 
capital letters.” 

 Continued on next page  
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Prepare an Extension to an Enlistment Contract, continued 

  
Challenge 1 What is incorrect with the format of this partially completed Agreement 

(1133) NAVMC 321A?  Use Appendix L, Agreement to Extend Enlistment, 
contained in the MCI 0084 Handbook, to analyze the form.  Write your 
answer in the blank space following the Agreement (1133) NAVMC 321A. 

 
 CURRENT ENLISTMENT

 
COMMENCED 20040207 
 
FOR  FOUR  YEARS  4  

YEARS   
 
 (WORD)  (FIG) 

6. CURRENT EXTENSION 
 
COMMENCED ____________ 
 
FOR ___ MONTHS ____ MONTHS 
 
 (WORD)  (FIG) 

7. CURRENT 
X ENLISTMENT _ EXTENSION 
 EXPIRES EXPIRES 

 
DATE 20080206 SECOND 
 

 (INDICATE FIRST,  SECOND) 

8.  TIME LOST TO BE 
MADE GOOD 

 ZERO  DAYS 

9. EFFECTIVE DATE 
 THIS EXTENSION 
 20080206  

10. TERM THIS EXTENSION 
 ONE MONTHS 1 MONTHS 
 

  (WORD)  (FIG)   

11. VOLUNTARY 
 EXTENSION OF 
 CURRENT 
 ENLISTMENT FIRST 
 

 (INDICATE FIRST, SECOND) 
 Specific reason for extending:  (Include CMC Auth/DTG or Par/REF) 

 AUTH: MCO P1040.31J PAR. 4200.2b.1 
 REASON: to have obligated service to execute PCSO to MCC 091 

 
Answer:  

______________________________________________________________

______________________________________________________________ 

  
Feedback to 
Challenge 1 

The needed corrections are the following: 
 
• Item 9, EFFECTIVE DATE OF THIS EXTENSION, needs to begin the 

day after the Marine’s EAS: 20080207.  
 
• The CRS needs to include a statement in item 12, “Specific reason,” that 

Marine does or does not desire payment of lump-sum leave since this is the 
first extension of enlistment. 

 
• In Item 12, need to change the statement, “REASON: to have obligated 

service to execute PCSO to MCC 091” to upper case (or all-capitals): 
“REASON: TO HAVE OBLIGATED SERVICE TO EXECUTE PCSO TO 
MCC 091. ” 

Continued on next page 
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Prepare an Extension to an Enlistment Contract, continued 

  
Challenge 2 Situation: Sgt I.M. Marine is given authority to extend for 16 months and 

you are the CRS who must complete his NAVMC 321a. Use Appendix L, 
Agreement to Extend Enlistment (1133) (NAVMC 321a), contained in the 
MCI 0084 Handbook, and the given information from a Contact Record 
to finish the partial NAVMC 321a that follows the given information. 
 
Information taken from Contact Record and other references on Sgt 
Marine (note that you might not use all of the information in completing 
the form): 
 
• Name: Marine, Ira, M. 
• Date of Birth: May 24, 1980 
• SSN: 123456789 
• Home: 1234 Leonard Street, Small Town, Arizona 56789 
• Length of extension is 16 months. 
• This current and third active duty enlistment began December 20, 2003.  
• Date that current enlistment expires: December 19, 2006. 
• This is the first voluntary extension. 
• There is no time lost to be made good on current contract. 
• Location of and date of signing for extension: Marine Corps Base 

Camp Lejeune, North Carolina on February 2, 2005. 
• Authorization for extension: TFRS-692S3B 
• Reason for extension is that Marine needs enough obligated service for 

PCSO to MCC 121. 
• The Career Retention Specialist: GySgt William John Smith of 2nd Bn, 

6th Marine Regiment located at Marine Corps Base Camp Lejeune, 
North Carolina 

• Certifying officer: Captain Richard C. Baker of 2nd Bn, 6th Marine 
Regiment located at Marine Corps Base Camp Lejeune, North Carolina 

• The medical officer, LT Andrew Brown, MC USNR 1234, signed the 
NAVMC 321a on February 2, 2005, stating that a physical exam is not 
required for this extension.  

• Use MARADMIN 259/02 to brief Homosexual Conduct Policy. 
• Marine does not want payment of lump-sum leave. 

Continued on next page 
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Prepare an Extension to an Enlistment Contract, continued 

 
Challenge, 
continued 

Fill out the following NAVMC 321a with information from previous 
paragraphs.  Use Appendix M in the MCI 0084 Handbook as a reference. 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Continued on next page 
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Prepare an Extension to an Enlistment Contract, continued 

. 
Feedback to 
Challenge 2 

Here is one possible completion of the Agreement to Extend Reenlistment 
(1133) (NAVMV 321a) with the given information. 

  

Continued on next page 
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Prepare an Extension to an Enlistment Contract, continued 

 
Additional 
Documents 

Depending on the circumstances of each Marine, the CRS may need to 
submit additional documents with the extension to HQMC.  Refer to 
MCO P1040.31_ for more specific details.  These may include the 
following: 
 
• Statement of Service 
• Lump-Sum Leave 

  
Distribution of 
Original 

The original signed extension contract is filed in the SRB on top of the 
enlistment contract (DD Form 4). 

 
Distribution of 
Copies 

One copy must be distributed to each of the following 
 
• Duplicate with signature forwarded to CMC (MMSB-20) for inclusion in 

the Marine’s Official Military Personnel File (OMPF) 
 
• Additional copy kept in the Interview/Reenlistment/Extension (IRE) folder 

(CRS’ folder on the Marine) 

  
Cancelled 
Extension 

An extension cannot be cancelled after the effective date. 

  



 

MCI Course 0084 4-31 Study Unit 4, Lesson 2 

Prepare a DD Form 4 

 
Introduction The previous topic described in detail how to complete an extension to an 

existing contract.  If the Marine requests reenlistment and/or lateral move to 
another MOS instead of an extension, and HQMC authorizes, then the CRS 
completes DD Form 4, a new reenlistment contract.  This topic describes how 
to prepare and distribute a DD Form 4.  The topic includes a list of associated 
forms, and what to explain to a Marine in arranging a reenlistment ceremony. 

  
Example and 
Instructions 

Appendix M, DD Form 4, in the MCI 0084 Handbook, contains an example 
of DD Form 4.  The appendix includes an IRAM (MCO P1070.12k) excerpt 
of procedures for completing DD Form 4.  The rest of this topic provides 
amplifying remarks on the procedures from the IRAM for completing the DD 
Form 4.  Use appendix M and these amplifying remarks to complete lesson 
challenges and test questions. 

 
Detailed 
Instructions for 
Item 1 – Name 

Enter full last name, first name, middle name(s) and any suffixes such as Jr., 
Sr., III, etc.  If Marine was given an initial or initials rather than first and/or 
middle name, enter such initial or initials.  If no middle name, make no entry 
for the middle name.  Do not use punctuation of any sort including 
apostrophes, periods, or hyphens. 

 
Examples for 
Writing Names 

The following are examples illustrating instructions for writing item 1, name: 
 
Freeland Jacqueline Doris 
Davis JT 
OBrien Anthony Jerome 
Brusek John Edward Jr. 

 
Diagonal Lines In preparing the DD Form 4 for reenlistment, the CRS should draw diagonal 

lines through sections that do not apply to reenlistment.  These other sections 
include Delayed Entry Program and enlistment in the National Guard.  The 
following items should have a diagonal line drawn through them:  Sections 
8a, 13a acceptance portion, 16, and 17. 

  
“X” Placed 
through 
“Enlistment” 

The contract offers a choice for enlistment or reenlistment.  When a Marine 
accepts reenlistment authority, the CRS will “X” out the entire word 
“Enlistment” wherever it occurs in DD Form 4. 

 Continued on next page 
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Prepare a DD Form 4, continued 

  
Required 
Comments 

The following comments should be written in section 8b, the remarks section 
of DD Form 4: 

 
• Source of authority to reenlist (example: TFRS: TRP-3X9RJ7) 
 
• Any incentive(s) for the Marine’s reenlistment. (Example: “REENLISTED 

FOR THE FOLLOWING INCENTIVE:…”).  Enter “NONE” if applicable. 
 
• The statement:  “Articles of the UCMJ have been briefed to me in 

accordance with Article 137 of the UCMJ” 
 
• The statement:  “I do/do not desire payment of lump sum leave” 
 
• A statement that the Marine has been briefed in accordance with current 

homosexual policy. (Example: “I HAVE BEEN BRIEFED AND 
UNDERSTAND MARADMIN 259/02 HOMOSEXUAL CONDUCT 
POLICY.”)  

 
• For immediate reenlistments where there is a lateral move, type the 

following: “I UNDERSTAND THAT THIS REENLISTMENT 
CONTRACT IS CONTINGENT UPON SUCCESSFUL COMPLETION 
OF THE TRAINING REQUIREMENT FOR MOS ___. SHOULD I FAIL 
TO COMPLETE THE TRAINING REQUIREMENT FOR MOS ___, I 
MAY BE SEPARATED FROM THE MARINE CORPS.” 

  
Common 
Errors 

The following are common errors in completing a DD Form 4: 
 
• Punctuation.  This should not be used in the contract. 
 
• Same dates for reenlistment and execution.  Effective date of reenlistment 

(page one of contract) should occur after the date of execution (page three 
of contract). 

Continued on next page 
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Prepare a DD Form 4, continued 

  
Challenge 3 What is incorrect with the format of this partially completed DD-Form 4?  

Use Appendix M, DD Form 4, contained in the MCI 0084 Handbook, to 
analyze the form.  Write your answer in the blank space following the DD 
Form 4. 

 
A. ENLISTEE/REENLISTEE IDENTIFICATION DATA 

1. NAME (Last, First, Middle) 
MARINE, IRA, M 

2. SOCIAL SECURITY NUMBER 
123 45 6789 

3. HOME OF RECORD (Street, City, State, Zip Code) 

123 GREEN ST 
SMALLVILLE, KANSAS 98765 

4. PLACE OF ENLISTMENT/REENLISTMENT (Mil, Installation, 
City, State) 

MARINE CORPS BASE, CAMP LEJEUNE, 
JACKSONVILLE, NC 

5. DATE OF ENLISTMENT 
/REENLISTMENT  

20050521 

6. DATE OF BIRTH  

19830723 
PREV MIL SVC UPON 
ENL/REENLIST 
 

YEARS MONTHS DAYS 

 
Answer:  

______________________________________________________________

______________________________________________________________

______________________________________________________________ 

 
Feedback to 
Challenge 3 

The following items needed correction: 
 
• Item 1: remove commas from name 
• Item 2: insert hyphens between divisions of SSN 
• Item 4: “X” out the word “ENLISTMENT” 
• Item 5: “X” out the word “ENLISTMENT” 

Continued on next page 
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Prepare a DD Form 4, continued 

 
Challenge 4 What is missing in the 8b remarks section of the below DD Form 4?  Write 

your answer in the answer space provided. 
 

8b. REMARKS 
AUTH: TFRS-62WPET 
REENLISTING FOR THE FOLLOWING INCENTIVE: ZONE A SRB MULT 3 
ARTICLES OF THE UCMJ EXPLAINED TO ME THIS DATE AS REQUIRED BY ARTICLE 137 
UCMJ. 
I HAVE BEEN BRIEFED AND UNDERSTAND MARADMIN 259/02 HOMOSEXUAL CONDUCT 
POLICY 
DUTY STATION INCENTIVE MCC 121 

 
Answer:  

______________________________________________________________

______________________________________________________________

______________________________________________________________ 

 
Feedback to 
Challenge 4 

The following correction is needed: 
 
Add an applicable statement that the Marine does or does not desire payment 
of lump-sum leave.  

Continued on next page 
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Prepare a DD Form 4, continued 

 
Challenge 5 What should be done to complete the formatting of this Certification and 

Acceptance section of a DD Form 4?  Use Appendix M, DD Form 4, 
contained in the MCI 0084 Handbook, to analyze the form.  Write your 
answer in the space provided. 

 
D. CERTIFICATION AND ACCEPTANCE 

13a. My acceptance for enlistment is based on the information I have given in my application for enlistment. If any of that information 
is false or incorrect, this enlistment may be voided or terminated administratively by the Government or I may be tried by Federal, 
civilian, or military court and, if found guilty, may be punished. 
I CERTIFY THAT I HAVE CAREFULLY READ THIS DOCUMENT. ANY QUESTIONS I HAD WERE EXPLAINED TO 
MY SATISFACTION. I FULLY UNDERSTAND THAT ONLY THOSE AGREEMENTS IN SECTION B OF THIS 
DOCUMENT OR RECORDED ON THE ATTACHED ANNEX(ES) WILL BE HONORED. ANY OTHER PROMISES OR 
GUARANTEES MADE TO ME BY ANYONE ARE WRITTEN BELOW: (If none, X “NONE” and initial) 

___X____NONE__SDB___(Initials of enlistee/reenlistee) 
b. SIGNATURE OF ENLISTEE/REENLISTEE 

Smedley D Butler 
c. DATE SIGNED (YYYYMMDD) 

20050217 
14. SERVICE REPRESENTATIVE CERTIFICATION 

a. On behalf of the United States (list branch of service) __ MARINE CORPS_____________________________________ 
I accept this applicant for enlistment. I have witnessed the signature in item 13b to this document. I certify that I have explained that 
only those agreements in Section B of this form and in the attached Annex(es) will be honored, and any other promises made by any 
person are not effective and will not be honored. 
b. NAME (Last, First, Middle) 

PULLER CHESTER 
c. PAY GRADE 

E7 
d. UNIT/COMMAND NAME 

MARINE BARRACKS 
e. SIGNATURE 

Chester Puller 
f. DATE SIGNED (YYYYMMDD) 

20050217 
g. UNIT/COMMAND ADDRESS (City, State, Zip 
Code) 

MARINE BARRACKS  
NAS LEMOORE CA 98765 

 
Answer:  

______________________________________________________________

______________________________________________________________

______________________________________________________________ 

 
Feedback to 
Challenge 5 

The following correction is needed: 
 
Draw a diagonal line across the item 13a “acceptance for enlistment” portion.  

Continued on next page 
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Prepare a DD Form 4, continued 

  
Challenge 6 Situation: Cpl I.M. Marine is given reenlistment authority and you are the 

CRS who must complete his DD Form 4. Use Appendix M, DD Form 4, 
contained in the MCI 0084 Handbook; the amplifying remarks in this lesson; 
and the given information from a Contact Record to finish the partial DD 
Form 4. 
 
Information taken from Contact Record and other references on Cpl Marine: 
 
• Name: Marine, Ira, M. 
• Date of Birth: May 24, 1980 
• SSN: 123456789 
• Home: 1234 Leonard Street, Small Town, Arizona 56789 
• Length of reenlistment: 4 years 
• Location of reenlistment: Marine Corps Base Camp Lejeune, North 

Carolina 
• Date of reenlistment: October 9, 2004 
• Authorization for Reenlistment: TFRS-6WPET 
• Reenlistment Incentive(s): Qualifies for Zone A SRB multiple 3, and he 

requests duty station MCC 121 
• The Career Retention Specialist: GySgt William John Smith of 2nd Bn, 6th 

Marine Regiment located at Marine Corps Base Camp Lejeune, North 
Carolina 

• Certifying officer: Captain Richard C. Baker of 2nd Bn, 6th Marine 
Regiment 

• Use MARADMIN 259/02 to brief Homosexual Conduct Policy. 
• Marine does not want payment of lump-sum leave. 

 
A. ENLISTEE/REENLISTEE IDENTIFICATION DATA 

1. NAME (Last, First, Middle) 
 

2. SOCIAL SECURITY NUMBER 
 

3. HOME OF RECORD (Street, City, State, Zip Code) 

 
4. PLACE OF ENLISTMENT/REENLISTMENT (Mil, 
Installation, City, State) 

 
5. DATE OF ENLISTMENT 
/REENLISTMENT 

 

6. DATE OF BIRTH 

 
7. PREV MIL 
SVC UPON 
ENL/REENLIST 
 

YEARS MONTHS DAYS 

B. AGREEMENT 
8. I am enlisting/reenlisting in the United States (list branch of service) this date for __MARINE CORPS__ this date for___ years and 
____months beginning in pay grade ___  . The additional details of my enlistment /reenlistment are in Section C and Annex(es) 
_____________________ NONE 

 Continued on next page 
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Prepare a DD Form 4, continued 

  
8b. REMARKS 

 
 
 
 

 
 
C. The agreements in this section and the attached annex(es) are all the promises made to me by the Government. ANYTHING 
ELSE ANYONE HAS PROMISED ME IS NOT VALID AND WILL NOT BE HONORED. 
(Initials of Enlistee/Reenlistee)  ______ 
NAME OF ENLISTEE/REENLISTEE (Last First Middle) 

 
SOCIAL SECURITY NO OF ENLISTEE/REENLISTEE 
 

 

D. CERTIFICATION AND ACCEPTANCE 
13a.  My acceptance for enlistment is based on the information I have given in my application for enlistment. If any of that 
information is false or incorrect, this enlistment may be voided or terminated administratively by the Government or I may be tried by 
Federal, civilian, or military court and, if found guilty, may be punished. 
I CERTIFY THAT I HAVE CAREFULLY READ THIS DOCUMENT. ANY QUESTIONS I HAD WERE EXPLAINED TO 
MY SATISFACTION. I FULLY UNDERSTAND THAT ONLY THOSE AGREEMENTS IN SECTION B OF THIS 
DOCUMENT OR RECORDED ON THE ATTACHED ANNEX(ES) WILL BE HONORED. ANY OTHER PROMISES OR 
GUARANTEES MADE TO ME BY ANYONE ARE WRITTEN BELOW: (If none, X “NONE” and initial) 
_______NONE_____(Initials of enlistee/reenlistee) 
b. SIGNATURE OF ENLISTEE/REENLISTEE 

 
c. DATE SIGNED 

 

14. SERVICE REPRESENTATIVE CERTIFICATION 

a. On behalf of the United States (list branch of service) __MARINE CORPS______________________________________, 
I accept this applicant for enlistment. I have witnessed the signature in item 13b to this document. I certify that I have explained that 
only those agreements in Section B of this form and in the attached Annex(es) will be honored, and any other promises made by any 
person are not effective and will not be honored. 
b. NAME (Last, First, Middle) 

 
c. PAY GRADE 

 
d. UNIT/COMMAND NAME 

 
e. SIGNATURE 

 
f. DATE SIGNED 
(YYYYMMDD) 

 

g. UNIT/COMMAND ADDRESS (City, State, Zip 
Code) 
 

 

E. CONFIRMATION OF ENLISTMENT OR REENLISTMENT 

15. IN THE ARMED FORCES EXCEPT THE NATIONAL GUARD (ARMY OR AIR): 
I,   , do solemnly  __affirm___ that I will support and defend the Constitution of the United States against all enemies, foreign and 
domestic; that I will bear true faith and allegiance to the same; and that I will obey the orders of the President of the United States and 
the orders of the officers appointed over me, according to regulations and the Uniform Code of Military Justice. 
18. a SIGNATURE OF ENLISTEE/REENLISTEE 

 
b. DATE SIGNED (YYYYMMDD) 

 
19. ENLISTMENT/REENLISTMENT OFFICER CERTIFICATION 
a. The above oath was administered, subscribed, and duly   affirmed    before me this date. 
 
b. NAME (Last, First, Middle) 

 
c. PAY GRADE 

 
d. UNIT/COMMAND NAME 
 

e. SIGNATURE 

 
f. DATE SIGNED (YYYYMMDD) 

 
g. UNIT/COMMAND ADDRESS (City, State, 
Zip Code) 
 

Continued on next page 
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MCI Course 0084 4-38 Study Unit 4, Lesson 2 

Prepare a DD Form 4, continued 

  
Feedback to 
Challenge 6 

Here is one possible completion of DD Form 4 with the given information. 

 
A. ENLISTEE/REENLISTEE IDENTIFICATION DATA 

1. NAME (Last, First, Middle) 
MARINE IRA M 

2. SOCIAL SECURITY NUMBER 
123-45-6789 

3. HOME OF RECORD (Street, City, State, Zip Code) 

1234 LEONARD STREET 
SMALL TOWN ARIZONA 56789 

4. PLACE OF ENLISTMENT/REENLISTMENT (Mil, 
Installation, City, State) 

MCB CAMP LEJEUNE NC 
5. DATE OF ENLISTMENT 
/REENLISTMENT  

20041009 

6. DATE OF BIRTH  

19800524 
PREV MIL SVC 
UPON 
ENL/REENLIST 
 

YEARS MONTHS DAYS 

B. AGREEMENT 
8. I am enlisting/reenlisting in the United States (list branch of service) this date for __MARINE CORPS__ this date for_4_ years and 
____months beginning in pay grade _E 4  . The additional details of my enlistment /reenlistment are in Section C and Annex(es) 
_____________________ NONE 

 
8b. REMARKS 

AUTH: TFRS-62WPET 
REENLISTING FOR THE FOLLOWING INCENTIVE: ZONE A SRB MULT 3 
ARTICLES OF THE UCMJ EXPLAINED TO ME THIS DATE AS REQUIRED BY ARTICLE 137 
UCMJ. 
I HAVE BEEN BRIEFED AND UNDERSTAND MARADMIN 259/02 HOMOSEXUAL CONDUCT 
POLICY 
DUTY STATION INCENTIVE MCC 121 
I DO NOT DESIRE PAYMENT OF MY LUMP-SUM LEAVE. 
 
C. The agreements in this section and the attached annex(es) are all the promises made to me by the Government. ANYTHING 
ELSE ANYONE HAS PROMISED ME IS NOT VALID AND WILL NOT BE HONORED. 

(Initials of Enlistee/Reenlistee) __IMM______ 

NAME OF ENLISTEE/REENLISTEE (Last First Middle) 

MARINE IRA M 
SOCIAL SECURITY NO OF ENLISTEE/REENLISTEE 
123-45-6789 

 

D. CERTIFICATION AND ACCEPTANCE 
13a. 
I CERTIFY THAT I HAVE CAREFULLY READ THIS DOCUMENT. ANY QUESTIONS I HAD WERE EXPLAINED TO 
MY SATISFACTION. I FULLY UNDERSTAND THAT ONLY THOSE AGREEMENTS IN SECTION B OF THIS 
DOCUMENT OR RECORDED ON THE ATTACHED ANNEX(ES) WILL BE HONORED. ANY OTHER PROMISES OR 
GUARANTEES MADE TO ME BY ANYONE ARE WRITTEN BELOW: (If none, X “NONE” and initial) 

_______NONE_IMM____(Initials of enlistee/reenlistee) 
b. SIGNATURE OF ENLISTEE/REENLISTEE 

Ira M Marine 
c. DATE SIGNED 

041008 

Continued on next page 
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MCI Course 0084 4-39 Study Unit 4, Lesson 2 

Prepare a DD Form 4, continued 

 
Feedback to 
Challenge 6, 
continued 

 

 
14. SERVICE REPRESENTATIVE CERTIFICATION 

a. On behalf of the United States (list branch of service) __MARINE CORPS______________________________________, 
I accept this applicant for enlistment. I have witnessed the signature in item 13b to this document. I certify that I have explained that 
only those agreements in Section B of this form and in the attached Annex(es) will be honored, and any other promises made by any 
person are not effective and will not be honored. 
b. NAME (Last, First, Middle) 

SMITH WILLIAM JOHN 
c. PAY GRADE 

E 7 
d. UNIT/COMMAND NAME 

2ND BN 6TH MARINES 
e. SIGNATURE 

William John Smith 
f. DATE SIGNED 
(YYYYMMDD) 

20041008 

g. UNIT/COMMAND ADDRESS (City, State, Zip 
Code) 

MCB CAMP LEJEUNE NC 34567 
 

 
E. CONFIRMATION OF ENLISTMENT OR REENLISTMENT 

15. IN THE ARMED FORCES EXCEPT THE NATIONAL GUARD (ARMY OR AIR): 
I,  IRA M MARINE   , do solemnly  __affirm___ that I will support and defend the Constitution of the United States against all 
enemies, foreign and domestic; that I will bear true faith and allegiance to the same; and that I will obey the orders of the President of 
the United States and the orders of the officers appointed over me, according to regulations and the Uniform Code of Military Justice. 
18. a SIGNATURE OF ENLISTEE/REENLISTEE 

Ira M Marine 
b. DATE SIGNED (YYYYMMDD)  

20041008 
19. ENLISTMENT/REENLISTMENT OFFICER CERTIFICATION 
a. The above oath was administered, subscribed, and duly   affirmed    before me this date. 
 
b. NAME (Last, First, Middle) 

BAKER RICHARD C 
c. PAY GRADE 

0 3 
d. UNIT/COMMAND NAME 

2ND BN 6TH MARINES 
e. SIGNATURE 

Richard C Baker 
f. DATE SIGNED 
(YYYYMMDD) 

20041008 

g. UNIT/COMMAND ADDRESS (City, State, Zip 
Code) 

MCB CAMP LEJEUNE NC 34567 

  
Distribution of 
Copies 

There should be only one signed copy of the DD Form 4, and this is 
distributed to MMSB at HQMC.  Distribute the other three unsigned copies as 
follows: 
 
• Marine for his/her records 
• The activity effecting the immediate reenlistment (CRS’ IRE folder) 
• Marine’s SRB (on top of previous contract) 

 Continued on next page 
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MCI Course 0084 4-40 Study Unit 4, Lesson 2 

Prepare a DD Form 4, continued 

  
Additional 
Documentation 

There is additional documentation that may be included with the reenlistment 
contract (DD Form 4).  Refer to MCO P1040.31_Chap. 7, IRAM, and MCO 
7220.24_, SRBP Manual to see if the following apply: 
 
• Selective Reenlistment Bonus Program 
• Statement of Service/Lump-Sum Leave 
 
Other associated documents: 
 
• Spouse Certificate of Appreciation (NAVMC 11335) – at request of 

Marine 
 
• USMC Certificate of Reenlistment (NAVMC 8064) 

  
Arranging 
Reenlistment 
Ceremony 

The details for a Reenlistment Ceremony are listed in paragraph 4109 of 
MCO P1040.31_.  Explain to the reenlisting Marine that he/she will make the 
contacts and arrange all the details concerning Marine’s reenlistment 
ceremony.  The CRS can help voluntarily, but is not required.  Ask Marine 
for information about the ceremony so you can prepare the documents, and 
attend the ceremony with the documents for signing.  Ask Marine for the 
following information: 
 
• Time and location 
• Who will administer the oath 
• If spouse will attend 

 



 

MCI Course 0084 4-41 Study Unit 4, Lesson 2 

Procedures for Processing Extensions and Enlistments 

  
Importance The previous topics described in detail how to perform separate procedures 

for preparing and submitting extensions and reenlistments.  This topic 
includes the prior topics, lists each procedural step in sequence, and compares 
reenlistment process with extension process.  

 
Procedures The following table gives a general description of common procedures for 

preparing and submitting an extension of enlistment contract and reenlistment 
document. 

 
Step Action 

 If Marine accepts the 
approved request for 
reenlistment, perform the 
following: 

If Marine accepts the approved 
request for an extension of the 
enlistment contract, perform the 
following: 

1 Prepare contract DD Form 
4, in accordance with 
IRAM MCO P1070.12_. 

Prepare extension documentation in 
accordance with MCO P1040.31_. 

2 Prepare any other required documentation in accordance with 
MCO P1040.31_, and instructions from the approving authority. 

3 Ensure documents are signed and dated in accordance with 
appropriate references. 

4 Arrange for a reenlistment 
ceremony in accordance 
with MCO P1040.31_ and 
the Marine’s desire. 

Skip to next step. 

5 Submit and file copies of 
the reenlistment contract 
in accordance with IRAM 
MCO 1070.12_. 

Submit and file copies of the 
extension, NAVMC 321a, in 
accordance with MCO 1040.31_. 

6 Acknowledge RELM. 
7 Remove the old Contact Record and transfer it to the closed 

alphabetical file for a period of 24 months.   
8 Place a new Contact Record in the open alphabetical file.   

 



 

MCI Course 0084 4-42 Study Unit 4, Lesson 2 Exercise 

Lesson 2 Exercise  

  
Directions Answer the following items.  Check your answers against the correct answers 

at the end of this lesson.  If you have any questions, refer to the reference 
page listed for each item. 

 
Item 1 What goes into the remarks block of the NAVMC 321a? 

 
a. Source of authority to execute extension  
b. The “no later than date” 
c. Three occupational fields/MOSs in order of preference 
d. Career Planner’s name, rank, and telephone number 

 
Item 2 When should the date of an extension take place? 

 
a. Day after the Marine’s EAS  
b. Same day as EAS 
c. Day before EAS 
d. Any day before EAS 

 
Item 3 Where are the copies of the Agreement to Extend Enlistment (1133) 

distributed?  You may use Appendix L, Agreement to Extend Enlistment, 
contained in the MCI 0084 Handbook, for a reference. 

 
Answer: 
______________________________________________________________

______________________________________________________________

______________________________________________________________ 

Continued on next page 



 

MCI Course 0084 4-43 Study Unit 4, Lesson 2 Exercise 

Lesson 2 Exercise, Continued 

 
Item 4 In preparing the DD Form 4, which sections should have a diagonal line 

drawn through them? You may use Appendix M, DD Form 4, contained in 
the MCI 0084 Handbook, for a reference. 
 
a. 8, 13, 14, 15 
b. 8a, 13a, 16, 17 
c. 9, 18, 19 
d. 9a, 20, 21 

 
Item 5 Choose a required comment for section 8b, DD Form 4. 

 
a. If lateral move, three MOS choices in order of preference 
b. Reasons for waiver requirement and/or justification 
c. Physical Fitness Test score. 
d. The statement: “I do/do not desire payment of lump sum leave”  

 
Item 6 How should an UNSIGNED copy of a DD Form 4 be distributed? 

 
a. MMSB at HQMC 
b. Marine for his/her records  
c. Enlisted pay records branch, MCFC Kansas City, Kansas 
d. CG’s office for endorsement 

 
Item 7 What additional documentation may be included with DD Form 4? 

 
a. Selective Reenlistment Bonus Program checklist 
b. Screening documents for special duty assignment 
c. Checklist for lateral move 
d. Letters of recommendation 

 
Item 8 A CRS must ask a reenlisting Marine about the ___ for the reenlistment 

ceremony. 
 
a. highest ranking invited guest 
b. names of invited relatives 
c. time and location  
d. desired narrator 

 Continued on next page  



 

MCI Course 0084 4-44 Study Unit 4, Lesson 2 Exercise 

Lesson 2 Exercise, continued 

  
Answers The table below provides the correct answers to the exercise items.  If you 

have any questions, refer to the reference page listed for each item. 
 

Item 
Number 

Answer Reference 
Page 

1 a 4-24 
2 a 4-24 
3 File the original extension contract in the SRB. 

Forward a duplicate with signature to CMC 
(MMSB-20). 
File an additional (unsigned) copy in the 
Interview/Reenlistment/Extension (IRE) folder 
(CRS’ folder on the Marine). 

4-29 

4 b 4-30 
5 d 4-31 
6 b 4-39 
7 a 4-39 
8 c 4-39 

 
Lesson 
Summary 

Some key points to remember: 
 
• The form for extensions is NAVMC 321a and the information that must be 

included in the remarks block includes the following: 
 
• Authority 
• Purpose of extension 
• Statement checked:  Do/Do not desire to sell back leave (if this is the 

Marine’s first extension of the enlistment contract) 
 

• The following comments should be written in section 8b, the remarks 
section of DD Form 4: 
 
• Authority 
• Any incentive the Marine reenlisted for 
• The statement:  “Articles of the UCMJ have been explained to me in 

accordance with Article 137 of the UCMJ” 
• The statement:  “I Do/Do Not desire payment of lump sum leave” 
• A statement that the Marine has been briefed in accordance with 

current homosexual policy. 

 



MCI Course 0084 R-1 Review Lesson Examination 

CAREER RETENTION SPECIALIST 

REVIEW LESSON EXAMINATION 

Review Lesson 

 
Introduction The purpose of the review lesson examination is to prepare you for your final 

examination.  We recommend that you try to complete your review lesson 
examination without referring to the text, but for those items (questions) you 
are unsure of, restudy the text.  When you finish your review lesson and are 
satisfied with your responses, check your responses against the answers 
provided at the end of this review lesson examination. 

 
Directions Select the ONE answer that BEST completes the statement or that answers 

the item.  For multiple choice items, circle your response.  For matching 
items, place the letter of your response in the space provided. 

 
Item 1 Which of the following data elements is the basic information you need from 

a personnel roster to identify Marines for CRS interviews? 
 
a. EAS 
b. Effective Date of Current Enlistment 
c. EOS 
d. Eligibility for Reenlistment Code 

 
Item 2 You are reviewing codes under “Source of Entry” on a personnel roster to 

determine CRS interviews for next month.  Which of the following codes 
denotes a First Term Marine? 
 
a. 1TMA 
b. 2BEA 
c. BBCA 
d. ABDA 

Continued on next page 
 



MCI Course 0084 R-2 Review Lesson Examination 

Review Lesson, Continued 

 
Item 3 Choose from the alternatives the guidance for scheduling interview 

appointments with a Marine. 
 
a. Check for conflicts with Marine’s chain of command 
b. Follow up scheduling appointment with a letter to Marine 
c. Arrange through the Marine’s immediate supervisor 
d. Maximize person-to-person time with Marine to set date/time  

 
Item 4 Which one of the alternatives is a source of data for researching Marine’s 

service history? 
 
a. MMB website 
b. MSRB 
c. MIMMS 
d. MCTFS  

 
Item 5 You find a Marine’s positive compliance with military appearance standards 

in the  
 
a. BTR. 
b. BIR. 
c.    SRB on page 13. 
d.   TEDU. 

 
Item 6 A definition of a discrepancy in a Marine’s service record book is which of 

the following? 
 
a. An unqualified statement supported by UPB entry 
b. Negative entry supported with NAVMC 10132 page 
c. Disparaging administrative remarks comment that is documented on SRB 

page 11 entry  
d. Derogatory comment in SRB not supported by Unit Punishment Book 

Continued on next page 



MCI Course 0084 R-3 Review Lesson Examination 

Review Lesson, Continued 

 
Item 7 What is an important reason for researching a Marine’s service history? 

 
a. Puts CRS in control of the discussion topics 
b. CRS is able to detect any falsehoods from the Marine 
c. Adds to your credibility during the interview 
d. Allows a more effective interrogation of Marine 

 
Item 8 You are screening a Marine’s background and service records when you find 

a disqualifying factor for reenlistment.  Which of the following is the 
disqualifying factor?  (You may use the reference information provided as 
Appendix A in the MCI 0084 Handbook.) 
 
a. 2 NJPs 
b. Break in active duty service 
c. GT of 75  
d. Proficiency marks of 4.0 

 
Item 9 Cpl Marine arrives for an interview.  Which of the following is the most 

important action you should do first? 
 
a. Indicate a seating location 
b. Establish rapport with the Marine 
c. Call Marine by first name, and shake hands 
d. Review the incentives available 

 
Item 10 Cpl Marine arrives for an interview.  You perform the following procedure 

that is common to all good interviews. 
 
a. Explain the need to review service history 
b. Review the incentives available 
c. Call Marine by first name and shake hands 
d. Get up from behind the desk to greet the Marine 

 Continued on next page 



MCI Course 0084 R-4 Review Lesson Examination 

Review Lesson, Continued 

 
Item 11 At the FTAP interview, you explain to Cpl Fred Branch that one of the 

purposes of the interview is to 
 

a. familiarize Marine with Marine Corps Reserve. 
b. explain reenlistment incentives available to first term Marines. 
c. describe services available through TAMP. 
d. recommend a reenlistment code. 

 
Item 12 What is the Selective Reenlistment Bonus Program? 

 
a. Reenlistment incentive program that awards monetary compensation 
b. Program that prepares enlisted for college and commissioning 
c. Automatic financial bonus based on number of years that Marine 

reenlists 
d. For all MOSs, a fixed monetary award for reenlistment 

 
Item 13 What information must a CRS explain to a Marine about the Selective 

Reenlistment Bonus Program at the initial interview? 
 
a. Only the combat service support MOSs have bonus payments 
b. All MOSs have pay incentives for reenlistment 
c. Reenlistees are obligated 48 months additional service to receive SRB 

payment 
d. There are no deductions for taxes from the bonus payments 

 
Item 14 You need to process Sgt Bill Lee’s request for a SRB payment. Which of the 

following documents will you use? 
 
a. Notice of Eligibility, DD FORM 2384-1 
b. Screening/Interview Checklist 
c. SRB Program Eligibility Checklist 
d. AA, NAVMC 10274 (REV. 3-93) 

Continued on next page 



MCI Course 0084 R-5 Review Lesson Examination 

Review Lesson, Continued 

 
Item 15 Using an excerpt of MARADMIN 368/03 from Appendix B in the MCI 0084 

Handbook, calculate any bonus multiples Sgt Lee could receive, and choose 
the correct alternative. 
 
Sgt Bill Lee 009-28-0009 / 6156 has authority and wants to reenlist effective 
20040515 for a period of 48 months. 
 

Entered active duty on 20000811 
End of current contract is 20040810 

 
a. Falls in Zone A category according to MARADMIN, and Marine rates a 

bonus multiple of 2. 
b. Falls in Zone B category according to MARADMIN, and Marine rates a 

bonus multiple of 2. 
c. Falls in Zone C category according to MARADMIN, and Marine rates a 

bonus multiple of 2. 
d. Does not rate any. 

 
Item 16 What is the Lateral Move Program? 

 
a. A career Marine’s opportunity to learn of current options and benefits 
b. A service that prepares Marines and their families in the transition to a 

civilian community 
c. A program that fills MOS shortages by reenlisting Marines from their 

original MOS to another career track 
d. A collection of special duty assignments that are offered apart from the 

Marine’s MOS career field 

 
Item 17 Using Appendix C in the MCI 0084 Handbook, analyze excerpts from MCO 

1220.5_ or MCO 1200.7_ to choose the correct answer to Cpl Ruth Streeter’s 
question:  “If I were to take a lateral move, how many months of obligated 
service do I incur for attending a formal school lasting 12 weeks in duration?” 
 
a. 48 
b. 36 
c. 24  
d. 12 

Continued on next page 



MCI Course 0084 R-6 Review Lesson Examination 

Review Lesson, Continued 

 
Item 18 Which of the following is a description of the Special Duty Assignment 

Program? 
 
a. A program that fills MOS shortages by reenlisting Marines from their 

original MOS to another career track 
b. An assignment to Marine’s preferred duty station where a billet vacancy 

exists 
c. A collection of special assignments requiring extraordinary effort and 

offered apart from the Marine’s MOS career field  
d. A reserves program so transitioning Marines can stay affiliated with 

Marine Corps 

 
Item 19 Using Appendix D in the MCI 0084 Handbook, analyze excerpts from MCO 

1326.6_, MCO 1300.2_, or MCO 1306.2 to choose the correct answer to Cpl 
Marine’s question about Special Duty Assignments:  “What are the number of 
points added to my composite score upon completion of Marine Security 
Guard school?” 
 
a. 100  
b. 105 
c. 110 
d. 115 

 
Item 20 If Cpl Lou Diamond voices a duty station preference during the interview, 

what should you tell the Marine? 
 
a. Requests are limited to specific geographic locales. 
b. A billet vacancy should exist for the Marine’s grade and MOS. 
c. The retention begins after 2 years on station. 
d. Marine must meet the special duty eligibility prerequisites. 

 
Item 21 You explain to Cpl Basilone the significance of a boatspace as pertaining to 

reenlistment as the following: 
 
a. Boatspace availability declines throughout year. 
b. Current number of billets per MOS. 
c. Second-term reenlistment opportunity. 
d. Any Marine needs one to reenlist. 

Continued on next page 



MCI Course 0084 R-7 Review Lesson Examination 

Review Lesson, Continued 

 
Item 22 When is the time period for conducting FTAP interviews? 

 
a. The fiscal year in which Marine’s EAS occurs 
b. Between 1 October and 1 December before FY Marine’s EAS occurs 
c. The fiscal year in which Marine is eligible to reenlist 
d. Between 1 April and 1 July before FY Marine is eligible to reenlist 

 
Item 23 Use the FY-2005 Boatspace Report excerpt from Appendix F of the MCI 

0084 Handbook to calculate the boatspace availability and answer Cpl Tony 
Stein’s question:  “What are the total remaining boatspaces available for 
MOS 0481?” 
 
a. 23 
b. 56 
c. 106 
d. 180 

 
Item 24 What is a description of the Information Gathering Phase for CRS interviews? 

 
a. Allow the Marine to talk about his or her wants, needs, and options at 

beginning of interview 
b. Advise the Marine of current options and benefits such as SRBP, special 

duty assignments and reenlistment eligibility 
c. Learn from Marine the RE code that is most applicable for determining 

the Marine’s eligibility for return to active duty 
d. Summarize and record information about the Marine in the contact record 

after Marine leaves interview 

 
Item 25 Using Appendix G of the MCI 0084 Handbook, analyze excerpts of MCO 

1001.39_ and choose an answer to Cpl Marine’s question:  “What is a benefit 
of joining the Selected Marine Corps Reserve program?” 
 
a. Dependents’ use of medical facilities 
b. Full medical and dental treatment 
c. Tuition assistance program 
d. Reserve retirement 

Continued on next page 



MCI Course 0084 R-8 Review Lesson Examination 

Review Lesson, Continued 

 
Item 26 What is a description of the Transition Assistance Program? 

 
a. Pre-separation counseling, employment assistance, and relocation 

assistance  
b. An interview explaining SMCR program and benefits 
c. Assistance in transitioning laterally to another MOS 
d. A package including medical benefits, life insurance (SGLI), exchange 

and commissary privileges 

 
Item 27 Choose from the following a description of the “Proper Mindset” guideline in 

assigning RE codes. 
 
a. Allow Commanding Officer alone to decide RE code without prejudicial 

guidance or feedback from CRS 
b. Challenge Marine with “Reality Checks” so Marine can decide 

objectively about reenlisting  
c. Withhold judgment until reviewing the records  
d. Assume the Marine cannot reenlist (RE code 4F) unless there is a definite 

and substantive reason justifying reenlistment 

 
Item 28 Using the excerpt in Appendix H of the MCI 0084 Handbook of MCO 

P1040.31_ , answer the following question.  Cpl Big was assigned twice to 
the Body Composition Program (BCP) in the past and currently exceeds 
Marine Corps height/weight/body fat standards.  What reenlistment code 
should you recommend? 
 
a. RE-1A 
b. RE-3C 
c. RE-3P   
d. RE-4 

Continued on next page 



MCI Course 0084 R-9 Review Lesson Examination 

Review Lesson, Continued 

 
Item 29 A properly executed career planning contact record contains which of the 

following? 
 
a. Marine’s GT composite score 
b. Career Retention Specialist’s evaluation of Marine 
c. General requirements for Career Option programs 
d. Summary of pending retention-related workflow 

 
Item 30 Which of the following is the most common error found with contact records? 

  
a. No contact record was created 
b. No FTAP interview was documented 
c. Either the Marine, CRS, or both failed to sign and date the contact record 
d. CRS failed to complete the Initial Interview Summary 

 
Item 31 Which of the following should you include in Cpl Marine’s FTAP interview 

summary? 
 
a. Cpl Marine’s GT composite score 
b. Cpl Marine’s reasons for not submitting for reenlistment 
c. General requirements for Career Option programs 
d. Cpl Marine’s current personnel and billet vacancy information 

 
Item 32 The reason(s) for closing a contact record file is/are that ___ 

 
a. MCO P1040.31_ directs you to automatically close the file after two 

years. 
b. the Marine reenlists or transfers to another command. 
c. you only close the file when directed by HQMC. 
d. Marine hasn’t asked for an interview in two years. 

 
Item 33 The preferred method for scheduling an interview with the CO is through ___  

 
a. a designated scheduler for the CO. 
b. face-to-face contact. 
c. e-mail or telephone. 
d. the Administrative section chief. 

Continued on next page 



MCI Course 0084 R-10 Review Lesson Examination 

Review Lesson, Continued 

 
Item 34 To prepare the CO for the EAS or FTAP Interview, what materials must a 

CRS bring? 
 
a. List of available billet vacancies 
b. Pro and Con marks 
c. Summary of pending retention-related workflow 
d. Exceptional family member program status 

 
Item 35 Cpl Edgar Huff is a strong performer within the command, has no derogatory 

material on contract, and is in the top 25% of Marines in that grade known to 
the CO.  What appears to be the best option for a reenlistment 
recommendation? 

 
a. Recommended with enthusiasm 
b. Recommended with confidence 
c. Recommended with reservation 
d. Not recommended 

 
Item 36 Which of the following must be included on the contact record summary for 

Cpl Marine who has completed the CO’s EAS interview and intends to 
transition? 
 
a. Reenlistment Code assignment 
b. SNM accepts RELM authority 
c. SNM has completed Exit Retention Survey 
d. Date of terminal leave 

 
Item 37 Which of the following offices/individuals should you list on Cpl Jim 

Howard’s route sheet in supporting the Marine’s retention decision? 
 
a. Unit’s supply shop 
b. S-1 
c. SNCOIC 
d. Fiscal Officer 

Continued on next page 



MCI Course 0084 R-11 Review Lesson Examination 

Review Lesson, Continued 

 
Item 38 A Marine requests a lateral move to a different MOS.  Which of the following 

materials should you include with a route sheet for endorsements and 
recommendations? 
 
a. Report of medical/dental standards 
b. SRB Program Eligibility Checklist (Zones A, B, or C) 
c. RELM Request 
d. Pro/Con marks for Cpls and below 

 
Item 39 Which of the following is one of the most commonly missed documents that 

should be attached to route sheets for chain of command endorsements? 
 
a. SRB Program Eligibility Checklist  
b. Report of physical examination 
c. CG’s waiver (for any waiverable prerequisite not met) 
d. d. DD Form 4 

 
Item 40 Which statement describes a request just for a lateral move? 

 
a. The execution of a new contract in increments of 24, 36, or 48 months  
b. A continuation of an enlistment contract in monthly increments not to 

exceed more than 23 months for each request  
c. A career option decision into one of three preferred occupational 

field/MOS choices 
d. The request requires additional data and/or documents, including 

checklists for the specific duty assignment 

 
Item 41 A data element to be included when submitting a retention request is ___ 

 
a. location of initial enlistment. 
b. source of authority to execute retention request. 
c. highest level of education. 
d. Marine’s grade/date of rank 

Continued on next page 



MCI Course 0084 R-12 Review Lesson Examination 

Review Lesson, Continued 

 
Item 42 A source of data for a RELM request includes ___ 

 
a. NCPDS system  
b. MCAIMS database 
c. MCTFS database 
d. MCO P1041.31_ 

 
Item 43 Which of the following documents should you attach to Cpl Marine’s 

requested waiver of reenlistment prerequisites? 
  

a. DD Form 4 
b. Letters of Recommendation 
c. Checklists required per MCO 1326.6_  
d. Letter of Intent 

 
Item 44 Which of the following is the correct meaning for “no later than date?” 

 
a. Marine’s end of active service date 
b. The last date the Marine may execute authority to extend, reenlist, or 

move laterally  
c. The last date for submitting a RELM request that can be processed before 

Marine’s EAS 
d. The earliest opportunity for extending, reenlisting, or moving laterally 

 
Item 45 The information required for the remarks block of NAVMC 321a includes 

___ 
 
a. Marine’s Physical Fitness Test score. 
b. Marine’s stated desire to lateral move.  
c. purpose of extension. 
d. CG’s waiver (for any waiverable prerequisite not met). 

Continued on next page 
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Review Lesson, Continued 

 
Item 46 Which of the following describes the date the extension should take place? 

 
a. Any day before EAS 
b. Day after the Marine’s EAS  
c. Day before EAS 
d. Same day as EAS 

 
Item 47 Which of the following receives a distribution of the Agreement to Extend 

Enlistment (1133)?  You may use Appendix L, Agreement to Extend 
Enlistment, in the MCI 0084 Handbook, for a reference. 
 
a. Battalion S-1 
b. CMC (MMSB-20) 
c. Marine’s Commanding Officer 
d. The Marine for his/her records 

 
Item 48 Which of the following should be written in section 8b, the remarks section of 

Cpl Frank Peterson’s DD Form 4?  You may use Appendix M, DD Form 4, in 
the MCI 0084 Handbook, for a reference. 
 
a. Endorsement signature of commanding general 
b. Date when enlistment begins 
c. Reason and justification for waiver 
d. SNM's desire for payment of lump sum leave 

 
Item 49 An UNSIGNED copy of a DD Form 4 is distributed to ___ 

 
a. MMSB at HQMC. 
b. Marine for his/her records. 
c. enlisted pay records branch, MCFC Kansas City, Kansas. 
d. CG’s office for endorsement. 

Continued on next page 
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Review Lesson, Continued 

 
Item 50 Choose the additional documentation that may be included with DD Form 4. 

 
a. Letters of recommendation 
b. Screening documents for special duty assignment 
c. CG’s waiver (for any waiverable prerequisite not met) 
d. Statement of Service/Lump-Sum Leave  

 
Item 51 Choose the information a CRS must ask a reenlisting Marine about the 

reenlistment ceremony. 
 
a. Names of invited relatives 
b. Public Affairs representation 
c. Highest ranking invited guest 
d. Who will administer the oath  

Continued on next page 
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Review Lesson, Continued 

 
Solutions The table below lists the answers to the review lesson examination items.  If 

you have questions about these items, refer to the reference page. 
 

Item Number Answer Reference 
1 a 1-4 
2 d 1-5 
3 d 1-13 
4 d 1-20 
5 a 1-21 
6 d 1-26 
7 c 1-33 
8 c Appendix A, p. A-3 
9 b 2-4 
10 d 2-5 
11 b 2-32 
12 a 2-11 
13 c 2-11 
14 c 2-11 
15 a 2-12; Appendix B, B-3 
16 c 2-13 
17 c 2-13, Appendix C, p. C-1 
18 c 2-15 
19 a Appendix D, p. D-1 
20 b 2-17 
21 a 2-18 
22 d 2-19 
23 a 2-19; Appendix F 
24 a 2-29 
25 d Appendix G, p. G-1 
26 a 2-37 
27 c 2-38 
28 c Appendix H, p. H-5 
29 b 2-48 
30 c 2-49 
31 b 2-49 
32 b 2-53 
33 b 3-4 
34 b 3-5 
35 a 3-8 
36 a 3-11 

Continued on next page 
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37 c 3-19 
38 d 3-21 
39 c 3-21 
40 c 4-5 
41 d 4-7 
42 c 4-8 
43 b 4-15 
44 b 4-16 
45 c 4-24 
46 b 4-24 
47 b 4-29; Appendix L, L-4 
48 d 4-31; Appendix M, M-7 
49 b 4-31 
50 d 4-39 
51 d 4-39 
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