Preparing your record for boards

The promotion system provides a process whereby Marines within each grade compete for promotion to the next grade.  The basic goal is to advance the ‘Best and fully qualified Marines’ to higher grades. 

Your record is your personal representation at all selection boards for promotion, command and school. It is imperative you fully understand all the moving parts of your record and know how to keep it updated. As we review records to evaluate performance during counseling, we routinely come across poorly managed records. We find records not updated with important items such as PME, Fitness Reports and awards. Failure to project all information in your record may not present a full picture of your performance and potential.   Ensuring your record is current and complete is your responsibility and not anyone else's. 

It is neither difficult nor time consuming to ensure you have a current and updated record. The focus of this handout is to give you a snapshot of the important elements of your record as they pertain to promotion and how to check your own record. Afterwards, sources are listed to enable you to correct your record if needed. You should use this checklist to review the accuracy of your record. Don’t procrastinate and wait until the last hour. 

Your OMPF (Official Military Personnel File)

The OMPF is seen by the promotion board digitally and available to individual Marines upon request in the plastic microfiche, compact disk or paper format. 

	Folder
	Contents

	S-Folder

(Service Folder)
	Consists of contract information, discharge documents, general administrative and service documents used to compute service time for benefits, programs, or retirement. 

	C-Folder

(Commendatory & Derogatory Folder)
	Contains documents on civilian and Professional Military Education (PME Course Completion Diplomas), personal awards, court-martial/nonjudicial punishments, and other material reflecting significant personal achievement or adversity pertinent to making decisions for purposes of selection and assignment. 

	P-Folder

(Performance Folder)
	Contains fitness reports and standard addendum pages for all Sergeants and above.

	X-Folder
	Digital Photographs, are good for 12 months from the time taken and can be used for multiple boards in that period.


Your MBS (Master Brief Sheet)

Your MBS is a snapshot of administrative data, duties and marks given based on your fitness reports. The old style MBS will have no further entries beyond the closing date of the old Performance Evaluation System, and no further updates to the header data at the top (this header data is not given to board members). You will have a new style MBS for all reports received under the present Performance Evaluation System. 

NEW INFORMATION ON MBS AND OMPF

MarAdmin 466/01 announced additional information that will be included on the Master Brief Sheet (MBS) and overlaid on Page-5 of the fitness report form when entered into the Official Military Personnel File (OMPF) beginning 1 October 2001. 

RAW SCORES

The report summary column on the MBS will contain a new Raw Score average that complements the "at-processing" and "cumulative relative value" scores. The 

Raw Scores reflect three values: 

	REPORT SUMMARY

	COMM
	ADV
	RPTS

@PROC
	RELVAL

@PROC
	RPTS

CUM
	RELVAL

CUM
	RO CONCURS

	
	
	
	
	
	
	Y
	N

	
	
	4
	100
	8
	100
	Y
	

	FITREP

AVG:        2.85
	RS

AVG:     2.22
	RS

HIGH:     2.85

	· Report Average: The fitness report average based on the value of the letter grades on that particular report.

· RS Average: The average of all fitness reports written by this Reporting Senior (RS) on Marines of the same grade, this is cumulative and will continue to change as long as the RS continues to report on Marines of the same grade.

· RS High: The value of the highest average on a fitness report written by this RS on Marines of the same grade. 


These numbers will help identify the range of the fitness report scores for this particular RS and this specific fitness reports relative standing (placement) among those written by the RS. 

REVIEWING OFFICER PROFILE

The Reviewing Officer profile is based on the markings on page-5 of the fitness report and is an assessment of when compared to others of the same grade that the Reviewing Officer has observed. This can be found as cumulative data on the Master Brief Sheet and as a fixed snapshot in time when the actual reports are reviewed in the P-Folder of the OMPF. 

REVIEWING OFFICER PROFILE ON THE MBS (Cumulative)

A comparative assessment of the Reviewing Officer's (RO) rankings for Marines of the same grade will also be included on the MBS. 
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	· The first number indicates how many Marine of that grade the RO has marked in that block.
	· The box indicates that where you are, you can either be that Marine or one of the Marines in that ranking.
	· The second number  indicates the relative position on the tree, 1 being at the bottom and 8 being at the top


This information will show the cumulative Comparative Assessment (Christmas Tree) marks of all Marines of the same grade evaluated by this RO, with the assessment of this fitrep highlighted. Each number represents how many fitness reports this RO has marked in each category (for Marines of the same grade), followed by the assessment rank, starting with "1" for the Unsatisfactory Marine to "8" for the Eminently Qualified Marine. This information will be displayed on a new row beneath the line of fitrep attributes in line with the RO name, and will be updated as additional fitness reports are processed with the same RO. 

REVIEWING OFFICER PROFILE IN THE OMPF (Not Cumulative)

When the fitness report is initially processed into the OMPF, a one-time snapshot of the RO profile will be electronically overlaid on Page-5 of the fitness report. This information will be captured at the time of processing and will not change. The numbers indicate the number of times the RO has marked Marines of the same grade on that portion of the Comparative Assessment . This information can be seen when looking at fitness reports in the OMPF by the individual Marine and by the selection board. 

Numbers indicate total assessments and how often RO has marked Marines of the same grade on that portion of the tree.

Numbers are electronically overlaid at the time of processing.

Information is effective at the time of processing and will not change (Not Cumulative).

Information will show up on the OMPF and digital board room copies of the reports.

ADDITIONAL QUESTIONS ON OMPF/MBS

You can also call MMSB’s PES Help Desk Hotline for all Performance Evaluation System related questions toll free at (877) 301-9953. For additional information on upcoming changes to the MBS and OMPF, refer to MMSB’s website at: https:www.mmsb.usmc.mil. 

REQUESTING YOUR RECORD

Marines can order their OMPF (Official Military Personnel File) and or MBS (Master Brief Sheet) by writing or faxing a request to MMSB-12. Ensure that you include your rank, full name, SSN, mailing address and work phone number and send your request to the address below.  A fax or mailed request containing YOUR SIGNATURE IS REQUIRED if you are requesting your ompf/mbs be mailed to an address other than your UNIT OR the HOME MAILING ADDRESS shown in MCTFS.  Marines in the Quantico area can request their OMPF/MBS in person at MMSB-20, Customer Service. Now, you may also order your OMPF/MBS online by sending an email request to MMSBOMPF@manpower.usmc.mil.

	Requesting your OMPF / MBS

	By Mail
	Headquarters, United States Marine Corps

(MMSB-12)  2008 Elliot Road, 

Quantico, VA 22134-5030.

	By Fax
	DSN Telefax: 278-5792

Commercial Telefax: (703) 784-5792

	By Email
	MMSBOMPF@manpower.usmc.mil


KEEPING YOUR RECORD CURRENT

Here is a simple checklist that will be a good tool to ensure accuracy and update of your records for the promotion process.

	What to check
	Where to check

	Administrative Information

(DOR, AFADBD, PEBD, PMOS, IMOS)
	Header data of your MBS. You can correct this by unit diary locally. 

	PME 


	Though you can verify this in many places, it is best to ensure all PME shows completion as a complete course in the header data of the MBS. This is inputted by MCI, call MCI at (800) MCI-USMC.  Also ensure a copy of the MCI completion certificates for all resident and non-resident PME are in your OMPF. You can submit update material for the OMPF to MMSB-20.  .See Note-1 for more on PME.  

	Awards
	Personal awards are listed in the header data of your MBS.  There should also be a citation in your OMPF (C-Fiche). Very often, we find awards are in the MBS, but not in your OMPF. The MBS can be updated via unit diary entry and send the citation to MMSB-20 for input into your OMPF. 

	Civilian Education
	You can correct this by unit diary; also make sure your grade level reflects appropriately. Ensure you send a copy of diplomas or completion certificates to MMSB-20 for input into your OMPF. 



	Fitness Reports
	Inventory your record to ensure all reports are in both your MBS and OMPF. Ensure all the reports are readable.  If you have a question regarding the reports in your record, call MMSB-20 at DSN 278-3952/3907. Check for date gaps between reports.  See Note-2 for more on Date Gaps.



	Promotion Photo
	It is a requirement to submit a promotion photograph. Ensure a sharp appearance with correct information. Photographs are now taken digitally and entered directly into the X-Folder of your OMPF are valid for 12 months from the day taken.  Digital photo receipt can also be verified on MMSB’s website at www.mmsb.usmc.mil.  See Note-3 for more on Photographs.


CORRESPONDING WITH THE BOARD

Marines may send correspondence to the President of a Selection Board. It is recommended all correspondence sent be of a nature to explain and not complain. Be chronological, factual and to the point. This is especially useful when explaining details or circumstances not otherwise known by examining a record.  Letters of recommendation, PME completion certificates, and other material deemed relevant by the individual Marine may also be included.  Mail all correspondence to the address below.

	Communicating with the Promotion Board

	President, (Specific Board)
Headquarters, United States Marine Corps
Harry Lee Hall (MMPR-1)
17 Lejeune Road
Quantico, VA 22134-5104
	Fax: DSN 278-9883 

Commercial: 703-784-9883 


Phone: DSN 278-9708/09

Commercial: 703-784-9708/09


Note-1

We recommend Marines increase their competitiveness by doing as much PME as possible.   Although PME completion is not a requirement for selection, completion of all PME requirements for your grade significantly enhances your competitiveness.  See MCO 1553.4_ for PME requirements.

The board does not see your BTR/BIR, which reflects the correct unit diary entry from your unit and an appropriate entry into the MCTFS. The board will see your MBS and Marines should ensure that all PME also appears in the header data of the MBS. Additionally, it is a good idea to send copies of certificates for ‘Required PME’ to the board. This will serve as a good source document to show completion of required PME, just in case the source document from MCI or MCTFS is incorrect.
Note-2 

In the old fitness reports, date gaps were for periods not covered for 45 days or more. In the new reports, date gaps are for periods not covered for 31 days or more. There is no grandfather clause. 

Note-3

All officers being considered by a selection board are required to submit an official photo.  Photographs now have a 12 month shelf life and are good for multiple boards within the 12 month period. You must be in the service “C” uniform.  If your service "C" uniform is not available due to deployment, submit a photograph in the most appropriate uniform available. Please read MarAdmin 497/01 for the latest information regarding the requirement for submission of photographs for promotion.

CAREER resource center

Officer COUNSELING AND EVALUATION Section (MMOA-4)

To make an appointment for a career counseling:  Cindy Madsen at madsenca@manpower.usmc.mil or (DSN) 278-9281 / 1-800-634-7988  Include your SSN, DOR, MOS, Unit, Phone #, reason for counseling, and any days you are not available. Appointments are normally made between one and three weeks from the date of request depending on our workload.

· https://osprey.manpower.usmc.mil/manpower/mi/MRA_OFCT.nsf/MMOA-4/Officer+Assignments:+Career+Counseling
OFFICER ASSIGNMENT MONITORS (MMOA-1/2)

· Ground Monitor Section
 

DSN 278-9272/9276

· Aviation Monitor Section

 
DSN 278-9267

Performance Evaluation Review Branch (MMER)

DSN: 278-9204 

· Any request/petition dealing with fitness reports should be mailed to PERB not BCNR. It is the Marine's responsibility to prove his/her case.

Officer Promotions Branch (MMPR-1)  

· DSN: 278-9704/05

· Facilitates the Annual Selection Boards. 

· https://osprey.manpower.usmc.mil/manpower/mi/mra_ofct.nsf/mmpr/officer+promotions:+word+from+the+section+head
Separations and Retirement Branch (MMSR)

· Disability (MMSR-4)


DSN: 278-9308

· Inactive Reserve Unit (MMSR-5)  
DSN: 278-9306

· Retirement Section (MMSR-2)
DSN: 278-9324

PERSONNEL MANAGEMENT Support Branch (MMSB)

This is your source when requesting your OMPF or MBS.  

·    Customer Service/Help Desk
MMSB-20
DSN: 278-3622/3623

·    Fitness Report Correction
MMSB-31
DSN: 278-3428
 

·    MBS Correction (fitrep data only)   MMSB-31
DSN: 278-3428

·    OMPF Questions
MMSB-20  
DSN: 278-3950

· To check if MMSB received your FITREP:  https://www.mmsb.usmc.mil/frslogonnew.htm
· To check if MMSB has your digital picture:

     https://www.mmsb.usmc.mil/photocheck.htm
· To update your OMPF with certificates, awards, letters of appreciation

Mail a copy to:

CMC(MMSB-20) 

HQ, USMC

2008 Elliot Rd.  

Quantico, VA  22134-5030

OR

Scan the certificates as .pdf files (Adobe) and e-mail to Mrs. Clara Simpson at 

simpsoncr@manpower.usmc.mil DSN 278-3952
MARINE CORPS INSTITUE

·  http://www.mci.usmc.mil
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