PERFORMANCE EVALUATION SYSTEM

(Use of Appendix-P for administrative corrections to fitness reports)

1. Appendix P is an administrative correction request letter. It was a new addition and included in Change-3 to the PES. It is used for administrative corrections to a Fitness Report already processed. The MRO/RS and RO may request for correction to any administrative information.

2. Documents will be mailed to Commandant of The Marine Corps (MMSB-31/MMSB-34), 2008 Elliot Rd, Quantico VA, 22134 or FAX DSN 278-5467.

3. The MRO/RS and RO may not request corrections to billet description, billet accomplishments, letter grade attributes and Reporting Senior or Reviewing Officer comments.

4. The first step in making a correction to a fitness report is to contact the reporting senior or reviewing officer responsible for the fitness report. RS/RO must be informed of the Marines intention of correction.

5. All supporting documents as applicable will be submitted in conjunction with the letter as enclosures. Include all references that pertain to the request.

· The MRO will submit the letter of request following the format as it appears on Appendix-P.

· Current Information to be corrected must be provided as it appears on the fitness report.

· A statement of request with the new and correct information as you would want it to appear on the fitness report.

· A brief explanation will be provided explaining the circumstances leading to the necessity of the correction.

· MRO will provide contact information in case of questions. 

6. MEMORANDUM ENDORSEMENTS. The Reporting Senior/Reviewing Officer will provide an endorsement to Commandant of the Marine Corps (MMSB-31/MMSB-34)

· A statement of concurrence with the MRO and information to be corrected on his/her fitness report/MBS.

· The RS/RO will provide an explanation of justification necessitating the correction.

· The RS/RO will provide contact information in case of questions.

7. The MRO will sign the letter of request for correction. RS/RO will sign any endorsements to the request.

