Guidance for Prior Service Training Assignments (PSTA) Scheduling

1.  Purpose.  This document is intended to provide unit level personnel with the necessary tools to successfully plan School Seat Assignments (SSA) and complete PSTA Orders processing tasks.

    a.  These instructions are based from the point where CMC (RAP) approval was granted in accordance with MARADMIN 519/02 which requires MOS retraining attendance at a formal military school.

    b.  Refer to applicable Marine Corps directives regarding MOS retraining using On the Job Training (OJT) or Alternate Training Input Plan (ATIP) procedures.

2.  Timelines.  The following 'must-have' dates are provided to clarify the definitions:

    a.  18 months - The timeframe in which a Marine must complete the MOS producing school from the date of join at the SMCR unit to qualify as an MOS match.

    b.  90 Days - the timeframe a Marine has from date of join to commit when he/she will attend MOS retraining.

    c.  45 Days - the minimum amount of time needed between the date of SSA request and the first day of training.

    d.  10 Days - the timeframe a unit has to prepare the PSTA Orders in ROWS upon SSA confirmation/approval.

2.  Research.  Training and Education Command (TECOM) developed the web-based planning tool called Training Requirements and Resource Management System (TRRMS).  TRRMS permits any Marine with Internet access to view Training Quota Management (TQM) data for every formal course of instruction Marines attend.  Marine's can view an MOS training schedule to determine which course dates meet their availability.  CMC (RAP) will confirm training quota vacancy and schedule that Marine as appropriate.

    a.  Access TRRMS at the following URL:    

        https://tims.tecom.usmc.mil/pls/public/trrms.main.html

        (1) Click the 'TQM/Schedules' tab.

        (2) Click the 'View Allocations' button.

            (a) Go to the 'MOS' field.  Enter the MOS desired either manually typed or using the drop down selection menu.

            (b) Adjust 'Date Range' for a specific availability period or use the default dates to view an entire FY schedule as needed.

            (c) Adjust 'Fetch Rows' to include the entire FY, or leave at the default 25 as needed.

        (3) Verify '3E' student type is designated for that selected class.

Note: '3E' denotes SMCR retraining quotas whereas 'OE' seats belong to the active component and '2E' are entry level SMCR training.

        (4) Contact CMC (RAP) to confirm 3E quota vacancy.
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3.  Scheduling.  Ensure there is a minimum 45-day buffer between the SSA request submission date to CMC (RAP) and the report date for the course selected.  This is necessary for quota reservation processing when the school is operated by another service branch (i.e. 3531 training quotas are managed by U.S. Army aboard Ft. Leonard Wood, MO).

    a.  The following are exception examples to 'not earlier than 45 days' rule:

        (1) Required course has limited classes held throughout the year.

        (2) The final class for the year will convene within 45 days.

        (3) The Marine has no other availability during the FY.

        (4) The PSTA SSA would otherwise go unfilled therefore considered a loss.

    b.  Submit the following information to CMC (RAP) via e-mail to RAP@MANPOWER.USMC.MIL to reserve the SSA:

        (1) Marine's Full Name

        (2) SSN

        (3) MOS

        (4) Course ID (CID)

        (5) Class Number

        (6) Course Convening Date

        (7) Graduation Date

    c.  CMC (RAP) will use this data to enter the Marine's SSA into By-Name Assignment (BNA) and respond with a confirmation e-mail.

    d.  The Marine's PSTA information is also entered into a tracking database maintained by CMC (RAP).

    e.  The gaining command has 10 days after receiving the BNA confirmation to complete PSTA Orders preparation and submit to CMC (RAP) via ROWS for final authentication.

3.  Attendance.  Immediately contact CMC (RAP) if the Marine's availability changes at a later date requiring orders modification, or prevents PSTA orders execution altogether.
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(Originally released by MGySgt G. Martinez (MCRC) on 2 Oct 02)

1.  The process for changing QSNs is centrally managed by CMC (RAP).  All PS accessions require a QSN prior to accession.  The Prior Service Recruiter will annotate the QSN on the new join worksheet comments.  If applicable the date approved for PSTA and availability-training dates will also be annotated on the new join worksheet comments by the SMCR unit/I-I Stf prior to join.  All QSN changes will have to be appoved through CMC (RAP).  The (PSQSNREQ.OFT) file is a standardized e-mail (form) for submitting modification requests and should be saved to each recruiter's computer.

    a.  Right click on the (PSQSNREQ.OFT) file.  Choose Copy, then save the file to your PC in a readily accessible directory/location.

    b.  Open the (PSQSNREQ.OFT) file when ready to submit a PS QSN modification.

    c.  The "To" line should go to your Prior Service Recruiting Regional Office, and "CC" the SMCR Unit representative.  The "Subj" line is the 9-digit QSN only.  Coordinate QSN with PS Regional Offices Ops Chief as requried.

    d.  Click the 'P.2' tab (near the top-left of e-mail, below the Printer smart icon).

    e.  Fill in ALL fields pertaining to the type of request to include comments if applicable.  (See Fig 1-1)

    f.  Click SEND.

    g.  Prior Service Recruiting Regional Offices will forward approved requests to RAP@MANPOWER.USMC.MIL (also under the Global Address List as SMB MANPOWER RAP)

    h.  Forward your original 'sent' e-mail request to SEAYRF@MANPOWER.USMC.MIL and CC: PICKNEYLJ@MFR.USMC.MIL to ask for a status update on your QSN request if you do not receive a reply within 3 working days.

Note:  DO NOT assign an SSN to the QSN in One ALMRS that you are going to request a change for.  CMC (RAP) will be unable to change any QSN that is in a pending status.
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Figure 1-1 -- Sample Request for Prior Service QSN Modification Format
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Fill in this section if requesting change to RESRUC, BMOS, or Grade only.








After the fact accessions require you to fill in this column.








Fill in this section if PSTA is requested





Fill in all data fields if SRIP/RPAP is being requested.





Supporting details for any request may go in this section.








