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Managing HQMC (TECOM) Training Quotas
Training Chief Turnover Folder

Menor andum 27 Aug 02
From Master Sergeant H. Qdrick
To: Al |l Provost Sergeants/Training Chiefs

Subj : MANAG NG HQMC ( TECOM TRAI NI NG QUOTAS

Ref: (a) MCO 1553.7
(b) MCO P1200. 7X
(c) NAVMC 2771

Encl: (1) FY 2003 TRAI NI NG QUOTA ASSI GNMENTS
(2) TECOM ATRRS WEB PACE GUI DE

1. Marines, as the FYO3 training begins, | submt the references

and enclosures to assist you, the quota user, in the performance of
your quota management duties. Please ensure this docunent, references
and encl osures become a part of your training desktop procedures.

2. This year begins with several nmlitary schools not reporting their
trai ning schedules. Those schedules will be published when received
fromthe services involved, they are: Traffic Managenent, Mlitary

Wor ki ng Dog Supervi sor, Dynamics of International Terrorism Anti-
terrorism O ficer (Navy). Al civilian schedules will be published when
t hey becone avail abl e.

3. Your constant support is required when submtted noninees to this
HQ The format to submit nom nees is as foll ows:

Cl Dt

COURSE TI TLE:

CLASS:

REPORT DATE:

GRAD DATE:

STUDENT TYPE:

MOS:

# QUOTAS:

PCS/ TEM NS/ TAD:

RENTAL CAR/ VAN REQD:

JUSTI FI CATI ON FOR RENTAL CAR/ VAN:
RANK/ NAME AND SSN OF ATTENDEE( S):

4. You can better comunication with HQ by reading and conform ng to
the directions contained in the nessages that detail instructions for
the use of directed quotas. Primary, formal conmunication with HQWVC
nust be done via naval nessage. The systemof-work is burdened when e-
mails are subnmitted instead of the required naval nessage when
requesting substitutions and/or renovals. It is inperative that
directions are foll owed when conmuni cating with HQ

5. Units that do correspond correctly with HQfind it easier to acquire
guot as because of efficient exchange of information. All nessages are
not the sanme, read themprior to sending your Marine to train.



Take the tinme to read the references and enclosures. They are val uable

guides to information frequently used and can answer npst questions
that are comonly asked.

6. In closing, FYO3 training quotas/schedul es have been rel eased.
Pl ease respond ASAP with Oct ober nom nees I AWinstructions. Holds have
been placed on Cctober seats due to delay in schedules from sone school s.

I ook forward to working with each and every one of you. | inplore
you---if a training chief, to read the enclosures and abide by the
references. |If provost sergeant, | request your support in ensuring

conpliance with the references.

Senper Fi.



Managing HQMC (TECOM) Training Quotas
Training Chief Turnover Folder

23 Sep 02
From Master Sergeant H. Qdrick
To: Al |l Provost Sergeants/ Operation-Training Chiefs

Subj : MANAG NG HQVC ( TECOM) TRAI NI NG QUOTAS, PART 2
Ref: (a) NAVMC 2271

1. Marines, a new fiscal year is upon us and | am beginning to see a
turnover of operation/training chiefs and provost sergeants. Not
surprising, reoccurring questions will arise. This information should
answer sone of your questions.

2. | AWref (a), ALL courses require that ALL trainees have at |east
ONE year of active duty service remaining on their contract at the
conpl etion of training BEFORE they are submitted for training. Again,
service requirenents nust be net BEFORE nomi nees are submitted to HQWVC
HOMC (PS) is not responsible for non-qualification of your nom nee due
to hinm her pending reenlistnment or awaiting boat space.

3. Your constant support is required when submitted noninees to this
HQ  The format to submit nominees is as follows:

Cl D: A1658J3 (TECOVMs CI D, not MPI)

COURSE TI TLE: MPI (OK to use shortClID here, but be correct)
CLASS: 001

REPORT DATE: 20030120

GRAD DATE: 20030323

STUDENT TYPE: OE (Enlisted to officer changes not favored)
MOS: 5811 (MOS only: 5803 or 5805 or 5821)

# QUOTAS: 2 (Nunber of total quotas for this class)
PCS/ TEM NS/ TAD: TAD (Most users will use TAD)

RENTAL CAR/ VAN REQD: CAR (Driver must have GICC & License)

JUSTI FI CATI ON FOR RENTAL CAR/ VAN:. Provi de reason for vehicle
RANK/ NAME AND SSN OF ATTENDEE(S): List all attending student(s) info

4. The above format may be submitted by e-mail. Formal communications
begin with the rel ease of HQMC s (our) naval nessage. After the rel ease of
t he HQVMC message, all changes to training information is required to be
conmuni cated vi a nessage between TECOM HQVC PS and unit (you). Sending an
e-mail as a heads-up is fine, but the requirenent to rel ease a nessage

is the standard.

5. All travel settlements nust be reported to TECOM and HQVC PS | AW
all nmessages. You can better conmunication with HQ by readi ng and
conformng to the directions contained in the nessages that detai

i nstructions for the use of directed quotas.

6. In closing, the opportunity to stay ahead of the quota curve could
be achi eved sinply by submtting nom nee information at |east 60-days
out---This is a requirement! HOQVC will honor those subni ssions that

are within the tinme constraints. Furthernore, HOMC will strive to



i nput additional noninees fromunits who supplied additional nom nee
i nformati on for opportunity seats. Renenber, when the originally
assigned quota is late, | use Marines who are on the wait list. This
is done BEFORE | send out a HOT FILL e-mail. Again, | am|l ooking
forward to working with each and every one of you.

7. Contact me at DSN 222, 703-692-4269 or Odri ckH@aqgnc. usnc.ml .

Senper Fi.



Capturing Expended Appropriation Data

22 Aug 02
From Master Sergeant H. Qdrick
To: Al'l Provost Sergeants/ Operations Chiefs/Training Chiefs

Subj : CAPTURI NG EXPENDED APPROPRI ATI ON DATA
Encl: (1) CAPTURI NG EXPENDED APPROPRI ATI ON DATA PDF

1. According to ALL HQVMC naval nessages for |aw enforcenment training, ALL students
are to submit a conpleted (settled) travel claimpackage (that is a copy of stanped
orders and docunentation reflecting a settled claim (sunmary only) reflecting al
entitlenents and anounts paid to student.

2. During the past year, few conpleted packages were available for TECOM to
conplete required reports for training expenditures. This prevents tinmely budget
reporting and causes delays in planning for future training years.

3. To assist in this endeavor, ALL students and personnel designated to admi nister
unit training are remnded to read the entire nessage prior to attending training
and follow instructions contained in paragraph 8 or 9.

4. Personnel designated to nominate students for training can assist this HQin
obt ai ni ng the required docunents by closely nonitoring the conpletion of directions
from TECOM Conpl eted claimsumuaries and copy of original orders should be
submtted to TECOM and HQ via fax. The enclosure is provided as a guide. This
docunent shoul d becone a part of your turnover folder

Senper Fi



Submit Travel Claim

1. After the conpletion of training, the student should submt a trave
i medi ately. The student can verify the settlenent by calling his |ocal
office or using the DFAS web site---user nust have an account--- at this

http://ww.dfas. m|/enss/.

Check your Claim

Fol | ow the steps bel ow to check your settlenent.

2. Use a conputer web browser to go to http://ww.dfas.m|/enss/.
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3. Click “Enpl oyee/ Menber Self Service — E/MSS Enter Here” link.
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4. Cick the green “Request Access” button. You nust have a secured browser to
get this button. |[If not, see you |ISC for assistance.

3 Employee/Member Self Service - Microsaft Internet Explorer

Help | Exit
-

Security .

Department of Defense

Please enter your Social Security Number:
Please enter your FIN:

l Clear J] Request Access

WARNING
18TE.C. § 1030 prokabas wnautherized or fraudulent access 1o government computer systems. If the Social
Security Number assocuted with this action is not your Sociad Secunty Number, you are i viclation of this law
and should et this system mmediately. Completing this ackon may stbject vou to a fine of up o £3,000 ¢
double the value of anything obtained wia this unautherized access, phas up to five yeass imprisonment

TC PROTECT TOUR PAY INFORMATION, EXIT WHEN FINISHED

start ) EncloyeajMenber ... | ) Evgloyso/Member ... T Employ

5. Type in your social security nunber and assigned PIN in the bl ocks provided.

3 Employee/Member Self Service - Microsoft Internet Explorer

Security

Please Wait... We are now validating your PIN!

Thes process needs a few seconds to complete
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1 Ihyou do notrecess & page within 15 seconds, dick hare 1
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6. Wit for the systemto authorize access.



Account Selection

You have 1 account(s) with the Department of Defense.
Please select the option you wish te access.

@ Marine Corps Pay Changes/Latest Payment Info
@ Marine Corps LES (View/Frint)
@ Travel Voucher View

+ Travel Youcher View is available for Youchers paid by all DFAS sites {exeept DFAS-Denver)

within the last six (6) maonths,
+ Far Marines, during the mid-month and end- of month U&E, we may experience difficulty reaching

your pay system. Please try again later.

I.‘,' L';_rEt T} ErgloyenMerrber .. J ) ErploreaiManber ., T ErployesMember [+ mcftwm 3 45:[ BB AN
7. Upon access, click “Travel Voucher View.” After entering your start date for
the search, your corresponding travel settlenents will be displayed |ike bel ow

Click on Voucher Mumber Below to View your Travel Payment

Voucher Travel Order Date Paid Amount DSST
Number Number Paid

043372 | 0003190054008 07/08/02 337.37 6102
065670 | Q002520054008 06/13/02 120548 6102
©001700054008 04/16/02 508.94 6102

8. Match the Travel Order Nunmber with the Travel Order Number on your Orders.
Sel ect the correspondi ng voucher nunmber. You should know your travel dates to
ensure selecting the correct voucher.



| Help | Main

Text Version § NS Rete:

DFAS FANSAS CITY CENTER

TRAVEL SYSTEMS AND FROCEDURES OFFIC
1300 E BANNISTER RD

KANZAS CITY, MO ¢4157.0001

TRAVEL VOUCHER

View More

143372 0700002 39737 %

FOUCHER WO 043372
PAID BY CL WILSOH
GRADE: DFAS KC

DATE VOUCHER FREFARED: 0TAEAZ

PAIDBY DESN: 4102

PAYMENRT FOR TDY SETTLEMENT
Section |: Personal lnfosmation
PAYEES HARGLD CDRICK
HAME A COHGBH HOMZ
AND CO A HOBH HOMC 1555 30UTHOA
ADDRESS ARLINGTOHN 94 132140000

PAYEE(LAST HAME, FIRET, MIy RANKORGRADE
ODRICK, HARCLD EZ

Thhis &g yous unwel wousiees fos the TDY period indeated below, CQrusstions o comaments tual you have 5 geeding ths voucrhss cen
b addressed by caling your Bocal lawvel office

SOCIAL SECUTRITY HIFMBER

Section 1 Summary of Entitlements = Inchades all allowed remlk nét of ey pr govemment paymendsfadvances.
TRAVEL OHDER DRDERDATE TDY PERICD
003 19005005 AT TR - EITATD
ENTITLEMENTS
PER DHEM 30500
REIMETRSABLE EXFEHSES nx
TOTAL ENTITLEMENTS 337
LESS: PARTIAL PAYMENT DEDUCTED oo
CCERL 04141 1225 WCD: 6091 TRAVEL ADVANCE DEDUCTED 0
OOVT CHARJE CARD FPAYMENT oo
TRACE HUMBER EFT ENT DATE
O 3400 008,02 AMOURT PAID TO TRAVELER faarar
FEMAFRES
FER DIEM
LOCATION FROM TO WDAYS MEIE LODEND AMOUNT
Aea BREECRI D400 1 530" 100 ]
AC FUARTLLES LR T, D542 DTN 3 &30 12400 19200
St e DEETRI DaaTna a Pall By 0o 2350
*FIFST ARD LAST DAY OF TRAVEL @ 75% OF MEIE
TOTAL pESELLE]
REIMBURSEMENT
EXFENSES REQUESTED ALLOWED
HOTEL TAX B2 nas
AUTOOTHER 213 913
Total xrkd 2ok
Sectinn 3 Accounting Chuasdfication for Budget Purposes Only,
AA L7 21304 L ITA 20 47327 063502 20 US DDOZ10 7327 HI2IHE 737
ATIITIITOM31S
TOTAL

DDias:

TN EmploryesMamber Se.. 3

9. Print and fax this page along with a copy of your original orders (containing
governnment air travel purchase anopunt) to TECOM and the PS division at the nunbers
prescri bed. Thanks, your travel is now conplete!



REQUIREMENTS FOR SECURITY CLEARANCE FOR AT RELATED COURSES

Please include the following information in all security clearance
verification letters:

) Reason for visit/course name
) Dates of visit/course dates
) Name (Last, First, MI)
) Rank/Service

) SSAN

) Citizenship

)  Organization

) Clearance level
) Date clearance granted

0) Date of birth

1) Place of birth

2) Signature, phone number of security manager or commander

For courses (DIT) at Hurlburt, Field, FL., mail/FAX to:
JSOU/SOED-S

Attn: Student Support

Alison Building

357 Tully Street

Hurlburt Field, FL 32544-5800

Phone Commercial 850-884-4758/57
DSN: 579-4758/57

FAX Commercial 850-884-1866
DSN: 579-1866

For courses (ATPM) at Fort Leonard Wood, MO., mail/FAX to:
USAMPS Building 971 Parker Hall

Attn: Antiterrorism Program Manager course manager

1401 Artillery Circle

Fort Leonard Wood, MO 65473-8929

Commercial: 573-596-0747

DSN: 581-0747

For courses (ICT) at Fort Huachuca, AZ., HAND CARRY to:
Commander, U.S. Army Intelligence Center and Fort Huachuca
ATTN: ATZS-RGS

Fort Huachuca, Arizona 85613-6000

Phone Commercial: 520-533-3566/2220

821-3566
USMC Rep Commercial: 520-533-6776
DSN: 821-6776

For courses (ATON) at ETWGLANT, Chesapeake, VA., FAX/HAND CARRY to:
Attn: Security Manager

Phone: 757-462-4504/4505
FAX Commercial: 757-462-7252
FAX DSN: 253-7252

The security clearance verification may be faxed on Command letterhead
or OPNAV Form 5521/27.



UNI TED STATES MARI NE CORPS

PROVOST MARSHAL' S CFFI CE
CAMP SMEDLEY D. BUTLER, OKI NAWA
UNI T 35002
FPO AP 96373- 5025

IN REPLY REFER TO:

SSIC
Code
Dat e

From Provost Marshal, Marine Corps Base, Canp S. D. Butler,
ki nawa, Japan

To: Commandant of the Marine Corps (PSL), Headquarters
U.S. Marine Corps, 2 Navy Annex, Washi ngton, DC 20380

Subj: WAIVER OF RANK PREREQUI SI TES FOR TRAFFI C MANAGEMENT AND
ACClI DENT | NVESTI GATI ON COURSE (Al D): CLASS XXX; CASE OF
LCPL DO O. RIGHT, 123 45 6789/5811 USMC

Ref : (a) NAVMC 2771 Formal School s Catal og

1. |1 AWthe reference, request a waiver for the rank requirenment
of SNMto attend Al D Course.

2. LCpl R ght has been nonminated to attend the Traffic Managenent
and Accident Investigators course from(start) — (finish)

3. The point of contact in this matter is (Rank and Lastnane) at
(e-mail) or DSN (phone).

\ S\
. M NCHARGE
By direction



REQUEST FOR MODIFICATION OF ASSIGNMENT

This message is used when replacement of student(s) is required AFTER the
release of the HQMC message assigning students to class.

Changes to students BEFORE the HQMC message is released can be submitted
by e-mail, phone or other means.

MSGI D/ GENADM N/ HQHQRON/ /

SUBJ/ REQ FOR MOD OF ASG TO CHI LD ABUSE PREVENTI ON AND | NVESTI GATI ON
/ COURSE ( AL6MQF3) / /

REF/ A/ MSG CMC WASHI NGTON DC PPO PS/ -/ 010101ZJAN2000/ /

AVPN/ REF A ASSI GNS SERGEANT KENDARD, B., TO COURSE.//

POC/ A. C. MARI NE/ SSGT/ PMO TRGCHF/ - / TEL: COMM 808- 123- 4567

/ TEL: DSN 123- 4567/ /

GENTEXT/ REMARKS/ - / /

RVKS/ 1. REQ CPL GUNGHO, ARENT, U., 123 45 6789/5811 TO REPLACE SGT
TI MER,

VERY D., 234 56 7890/5811 FOR THE ABOVE CRS. REQ APPNDATA REMAI N THE
SAME.

2. REQ NO FURTHER MODS.//

POINTS OF EMPHASIS
1. Instead of “HQHQRON,” place your unit title designator here.
2. Subject isthe name of course preceded by “REQ FOR MOD OF ASG TO.”
3. Referencetheoriginal CMC WASHINGTON DC PPO PS message date-time-group.
4. POC istherequestor.
5. Detail the specifics of the requestin the RMKS (remarks) paragraph.
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