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MARI NE CORPS ORDER 5311.1C

From Commandant of the Marine Corps
To: Di stribution List

Subj: TOTAL FORCE STRUCTURE PROCESS ( TFSP)

Ref:  (a) MCO P3900. 15
(b) MO 5300. 3
(c) MO 5320. 16
(d) MO 4400. 192
(e) CICSI 2300.02

Encl: (1) TFSP and Participants
(2) Tables of Organization and Equi prent (T/ Q&) Change
Request Procedures
(3) dossary of Acronyns and Terns

1. Purpose. This Order establishes CG MCCDC as the total force
structure owner (TFSO and redefines policies, procedures, and
standards for the managenent of the total force structure
process (TFSP). Additionally, this Oder establishes the role
of the functional |eader, CccFld manager, MOS specialist, and
billet coordinator within the TFSP. T/Os and T/E s are now
consi dered together as tables of organization and equi prment

(T/ C&E) .

2. Cancellation. MCO 1300.50, MCO 1500.47, MCO 1500.48, MCO
4400. 172A, MCO 5223. 1B, MCO 5310. 11A, MCO 5311. 1B, MCO 5311. 5A,
MCO 5320. 13, MCO 5320. 14, MCO 5320. 15A, MCO 5400. 48, MCO 5401. 5,
and MCO 12312. 2.

3. Background. The TFSP is one of eight highly interdependent
processes identified within the conbat devel opnent system (CDS).

The Marine Corps Continuous Process |nprovenent Program ( MCCPI P)
resulted in the devel opment of the CDS as described in reference (a).
As a process owner, the TFSO is responsible for ensuring that

coordi nati on occurs anmong the functional experts who support or
participate in the MCCPIP. Involvenent as a process within the CDS
requires significant changes in total force structure nmanagenent
procedures to ensure operations are both efficient and

DI STRI BUTI ON STATEMENT A:  Approved for public rel ease;
distribution is unlimnted.
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effective. This Order describes participant roles, responsibilities,
and guiding principles in enclosure (1). Enclosure (2) provides
detail ed process and T/ Q& information, and encl osure (3) provides
definitions of TFSP-rel ated acronyns and ternmns.

4. Sunmmary of Revisions. This Order contains major content and
adm ni strative changes. |Individuals in HQMC staff agenci es,
field coommanders, and ot her persons concerned with the TFSP nust
review the entire Order to becone famliar with the new policies
and procedures and to apply applicable revisions to assigned
SOP's and associ ated Marine Corps directives.

5. Information. The TFSP provides an optinal force structure
for the Marine Corps through the effective integration of

deci si on-maki ng pertaining to Active, Reserve, and civilian
billet requirements and equi pnent all owances. This holistic
approach nore efficiently ensures units' abilities to perform
their operational mssions, both in the operating forces and the
supporting establishnent.

6. Policy. The follow ng fundanental principles of total force
structure managenent are established.

a. Operating force units will be designed into comon nodul es
based on required operational capabilities. Because force
structure is designed to reflect warfighting requirenments, units
with the same nmission will be identical. Those units with
di fferent requirenents based on geographic or other constraints
will be allocated appropriate manning |levels to reflect
differences identified in the TFSP. Reserve units
will be identical in billet, grade, and skill requiremnments
to their Active Conmponent (AC) counterparts with the sane
m ssion, except that varying nunbers of billets will be
coded as Active or Reserve, depending on the site, to allow
for effective integration of the Reserve Conponent (RC) in
the total force

b. Supporting establishnent units, to include reserve site
support, will be designed into comobn configurations based on
requi renents of units which they support. Those functions
common to all bases, stations, and independent sites will be
organi zed simlarly. Differences based on geographic | ocation
and nunmber of units supported will be determ ned by quantifying
t he nunber of personnel required to support specific functions.

c. Atroop list and an authorized strength report (ASR) will
provide manning levels of all Marine Corps force structure
requi rements and will be produced seniannually, normally in
February and August. Troop lists will be prepared for all
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operating force, supporting establishnent, Navy, civilian, and
Reserve billet requirenents. Troop list manning levels wll be
determi ned by the authorized end-strength of the Marine Corps

| ess patients, prisoners, transients, and trainees (P2T2),
expressed in man-years for military and work-years for
civilians. The ASRwill state the authorized strength |evels
for each organi zation by MCC, billet grade, and MOS.

d. The T/MR and files within the Logistic Managenent |nfor-
mati on System (LMS) will be maintained in a tinely, accurate
manner. The TFSO will make the final determ nation on any
proposed changes to files under TFSO cogni zance. This fina
determination will be nmade through data entry of all T/ Q&E
changes in the T/MR and the equi prrent all owance file (EAF) of
LM S.

e. Al newbillet requirenents and equi prent all owances for
whi ch appropriate offsets have not been identified will be
ef fective the next planned Program bjective Menorandum ( POV
cycle (typically 2 to 3 years). Modifications of allowances
wi Il be evaluated on a case-by-case basis, depending on the
availability of billets to support allowances. Field activities
will be notified of the earliest appropriate date in conjunction
with the publication of the troop list. Joint or externa
billets will be effective in the budget year only. Significant
unprogranmed initiatives nust be presented to the capability
assessnment council and the programrevi ew group and briefed to
the executive steering conrittee for an Assistant Comrandant of
t he Marine Corps deci sion.

f. Billet requirements in the total force are validated in
accordance with authorized end-strengths, grade restrictions
i nposed by Congress, and the general parameters of cl osed
manpower systemnms. This should not preclude the identification
of an increase in force structure to support a nodified or
energi ng requi rement by a hardware or manpower (HARDVAN) or
trai ni ng pl anni ng process net hodol ogy (TRPPM anal ysis. Policy
deci sions, while inpacting inventory managenent, wll not serve
as a basis for redefining nanpower requirenents unless an
approved change in unit mssion, capabilities, functions, or
tasks requires a nanpower change that can be identified by grade
and skill.

g. The conputer systens, hardware, and software referenced
inthis Oder reflect only the current Marine Corps standard.
VWhen the standard changes, the TFSO wi |l issue submni ssion
requi rements based on these changes.
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7. Action
a. The TFSO wi | | -

(1) Omn and manage Marine Corps total force structure in
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accordance with the Marine Corps Master Plan (MCOWP) and The
Commandant' s Pl anni ng Gui dance.

(2) Serve as the focal point for all force structure
pl anni ng and devel opnent, including those initiatives directed by
Congress, the Ofice of the Secretary of Defense, and DOD, e.g.
t hrough the inplenmentation of Quadrenni al Defense Review
reconmendat i ons.

(3) Publish all orders and directives pertaining to the TFSP
specifically all Marine Corps 5400 series bulletins. Enclosure (2)
of this Oder nore fully describes situations requiring Marine Corps
5400 series bulletins.

(4) Charter and conduct a total force structure review every
two years in consonance with the MCMP and POM pl anni ng cycl es.

(5) Performperiodic on-site audits of all Marine Corps
operating force units and supporting establishment organizations
as well as specific functional areas to ensure an appropriate
bal ance between billet requirenments and equi pnent al |l owances.

(6) Standardi ze and schedul e nmanpower requirenents
determ nation procedures to establish auditable criteria as a
basis for Marine Corps requirenents. Auditable criteria wll
i ncl ude the anal ysis of equi pnent allowance |evels and wl|
ensure that all new equipnment is evaluated for supportability
within the existing force structure. Analyses will include the
assessment of criteria established by the Navy for Navy-funded
avi ati on equi prent and personnel requirenents.

(7) Owm and manage the T/MR, the troop list file within
LMS, and the EAF within LMS; publish approved T/ Q&' s, and
equi prent al | owance changes for Navy-funded equi pnent; publish a
sem annual summary of T/ O&E changes in tandemw th the publication
of the troop list; and publish and maintain the T/ O&E files
and codes definitions. Enclosure (2) includes T/ O8E change
request procedures. References (b) through (d) contain
additional instructions based on the fleet assistance program
policy, joint and external billet managenent procedures, and LM S
dat abase managenent policies and procedures as they pertain to
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(8) Conduct periodic reviews of all individual T/ Q& change
requests without identified conpensation to ensure that requests
are evaluated with respect to the total force and are
prioritized prior to approval or disapproval. Prioritization of
requests will be based on force structure policies specified
t hroughout this Order. T/ Q& change requests with identified
conpensation will be staffed and eval uated and, if approved,
wi Il not be subject to periodic reviews. Approved conpensated
requests will normally be included in the next published troop
list and EAF.
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b. Oher process owners, as participants in the TFSP, w ||
revi ew respective interaction responsibilities as described in
encl osure (1).

c. Marine Corps Forces, base, and station commanders wil |l
submit requests to the TFSO for all activation (establishnment),
deactivation (disestablishment), relocation, and redesignation
initiatives at least 18 nonths prior to the desired
i npl enentation. As part of the request, the initiating command
will prepare a facts and justification (F&) sheet in accordance
with the procedures outlined in enclosure (2).

d. After subnmission of a request by an initiating agency,
the Deputy Chief of Staff (DCS) for Plans, Policies, and
Qperations (PP&D) (POE), in coordination with the TFSO wll
initiate the host nation notification (HNN) process in
accordance with the guidance in reference (e). The HNN nessage
rel ease authority will reside with the DG/ S PP&O

8. Recommendation. Recomendations concerning the contents of
this Order are invited. Forward recomendations to CG MCCDC
(C 53) via the appropriate chain of conmand.

{l'i 53110000. TI F: SI GNATURE}
//signature//
C. C. KRULAK
Conmandant of the
Mari ne Cor ps

DI STRIBUTI ON:  PCN 10207823500

Copy to: 7000110 (55)
7230005 (55)
7000093/ 8145005 (2)
7000099, 144/8145001 (1)
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TFSP AND PARTI Cl PANTS

1. TFSP. The TFSP specifies the billet requirenents and

equi prent al | owances necessary for the Marine Corps to neet

requi red operational and support capabilities. It also

al |l ocates avail abl e resources (manning | evels and equi prment

al | onances) agai nst those stated requirenents through the troop
list and EAF. Figure 1-1 shows the typical cyclical flow of

the TFSP. The process begins with the determ nation of a

requi rement. Then subject natter experts (SME) are consulted to
devel op an appropriate organi zational structure. After the
appropriate structure is deternined and approved by the TFSO,
the organi zation and the effective fiscal year of inplenentation
is added to the troop list, and actual or planned equi pnent

al | owances are updated in the EAF. At the sane tine that force
structure requirenment changes are applied to the troop list,
manni ng | evels for units are reall ocated based on pl anned

Marine Corps end-strength for the fiscal year of
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i npl enentation. Process owners are notified of
changes to force structure through the troop list, Marine

{l'i 53110001. TIF: FIGURE 1-1 TFSP Fl ow}

ENCLOSURE (1)
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Corps 5400 series bulletins, and updated T/ O&E s. The Human
Resource Devel opnent Process (HRDP) and the Materiel Life Cycle
Managenent (M.CM process require greater detail for manpower
and equi pnent plans and policies. To assist the HRDP inventory
managers prepare to neet this requirenent, the ASR and Navy
manni ng docunents (NVD) are produced to reflect authorized
strength by grade, MOS, and MCC. The updated EAF provides the
M.CM process sufficient detail for equiprment procurenent or

redi stribution actions.

2. TFSP Inputs. Figure 1-2 shows many of the TFSP inputs,
principally fromthe CBRP but also from other sources.

a. Concept Based Requirenents Process (CBRP). As the CBRP
owner, CG MCCDC generates requirenments for personnel and
equi prent.  Under the CBRP, doctrine, organization, training and
education, equi pnent, and support and facilities (DOTES)
consi derations establish the baseline for current and future
requi renents of the Marine Corps. The TFSP provides
organi zati onal assessments to the CBRP. The CBRP coll ects and
devel ops concepts and requirenents generated and val i dated
t hrough experinentati on, Marine Corps Lessons Learned, Fleet
operational needs statenents, nission area anal yses, and
directed requirenents from external agencies (e.g., the
Depart nent of Defense directed requirenent

{Ii 53110002. TIF: Figure 1-2 Sources of TFSP | nputs}

ENCLOSURE (1)
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for force protection), and forwards those requirenments to the
TFSP. The TFSO i s then responsible for developing the detailed
force structure subject to limtations by doctrine, support and
facilities, and budgetary constraints. The TFSO publishes
updat ed requirenments and aut horized manning levels in the troop
list.

b. Operating Forces and Supporting Establishnent. The
operating forces and supporting establishment provide input
based on respective expertise. Wen appropriate, force

http://www.usmc.mil/directiv.nsf/bf 7ed.../d3e3fa3319cedec38525680f 005ddb2f ?70penDocumen  8/24/00



structure personnel performon-site surveys to provide
assistance to units in identifying and devel opi ng requirenments
whi |l e ensuring unit conmander concerns and operationa

consi derations are analyzed. |In all cases, change requests wll
be consolidated in a T/ O& change request. Procedures for
preparing and subnmitting T/ O&E change requests are provided in
encl osure (2).

3. TFSP Participants. Many of the TFSP participants are al so
participants in the CBRP, particularly the comanders of
operating forces and supporting establishnent organizations.

The rel ati onship between the TFSP and the CBRP is clearly
delineated in reference (a). The five categories of TFSP
participants and respective responsibilities are outlined bel ow

a. Process Omers. Process owners are responsible for
integrating the efforts of respective processes with the goals
and objectives of the MCMP. Subsequently, each process owner
will participate as a representative on force structure-rel ated
process managenent teans (PMI) as necessary. The PMI's primary
objective is to initiate and oversee initiatives to i nprove work
fl ow and achi eve accepted performance goals and to coordinate
t he shared outcome of functional work efforts. An overview of
maj or interactions between the TFSP and ot her process owners is
provi ded bel ow.

(1) CBRP Interaction. The CBRP deternines the capability
requirements of the Marine Corps, devel ops solutions to neet
t hose requirenments, and devi ses systens to support the
capabilities. Wthin this process, the TFSP receives the
capability requirenents, reexamnmi nes and finalizes force
structure solutions to neet the requirenents, and updates,
mai ntai ns, and reviews the T/MR and the LM S to support the
capability. Concept devel opnent, deficiency identification, and
requirements determ nation have varying effects on organi zation
Because each DOTES el enent is linked with the other el enents,
the TFSP devel opnent of force structure requirenments nust be
considered in unison. A brief synopsis of the TFSP interaction
wi th each DOTES el enent foll ows:

ENCLOSURE (1)
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is linked with the other el enments,

the TFSP devel oprment of force structure requirenents nust be
considered in unison. A brief synopsis of the TFSP interaction
with each DOTES el ement foll ows:

(a) Doctrine. Changes in doctrine will be staffed through
the CDS to the TFSO to ensure that appropriate structure changes
are identified prior to inplenentation. Changes in doctrine
impact a unit's nission and potentially cause changes in billet
requi rements and/ or equi prent all owances and vi ce versa.
M ssion statenents are discussed further in enclosure (2).
Reci procal |y, proposed changes to force structure will be
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staffed to Doctrine Division, MCCDC, for potential inmpacts on
Mari ne Corps doctrine.

(b) Organization. The TFSD provi des organi zational i nmpact
statenments on billet requirenents and equi pnment al |l owances to
the Warfighting Devel opnent Integration Division, MCCDC, and
participates in DOTES assessnents. Organizationa
recomendati ons are incorporated and consolidated into
i ntegrated needs statements (INS), if validated through the
CBRP. The INS' s serve as inputs into the TFSP for detail ed
force structure devel opnent.

(c) Training and Education. Mjor changes in training
nmet hods that inpact force structure, i.e., alternative or
di stance | earni ng, MOS nmanual changes, front-end analysis
results, SME conference recommendations, and other proposed
changes to school course content, will be staffed through the
TFSO. Training and education particularly inpact the range of
i ndi vidual skills necessary for a unit to performits nission
and billet requirenents must be adjusted accordingly. Changes
to individual training standards (I TS), |length and frequency of
resi dent professional mlitary education, and other training
programinitiatives may affect organization and vice versa.
Changi ng MOS requirenents within an organi zation, for exanple,
nmay cause a mmjor inpact on the nunmber of school seats required.
Changing I TS may i ncrease or decrease workload requirenents of
an MOS and nmay necessitate an increase or decrease in the nunber
of individuals required to acconplish specified tasks within
organi zati ons.

(d) Equiprment. The TFSO will be included in the
staffing of equiprment requirenents docunents to ensure that any
potential inpacts on organization are addressed. Equi prent
requirenents are derived fromthe operational needs of Marine

ENCLOSURE (1)
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Cor ps organi zations. Equi prment needs are initiated through INS s.
Requi rements Division, MCCDC, initiates the devel opnent of
concepts of enployment and operational requirements documents
for new equi pnment to satisfy those needs as validated within the
CBRP. The M.CM process owner devel ops and procures required
itens. The TFSP anal yzes initial issue requirements and maekes
determi nations on individual requests for nodification of

al | onances (MOA's) (type 3 for supply classes Il, 1V, and VII)
based on a conparative analysis of like units, force structure
avai l abl e to support the requested item and staffing comments
recei ved from functional |eaders, process owners, and others as
applicable. In determning MOA's, a conparison of like units
wi Il be balanced by the unique requirenents that the unit nust
support. Changes to maritinme prepositioning ships equi pnent

al  owances, Norway airlanded Marine expeditionary brigade

al | owances, enhanced equi pnent al |l owance pool allowances, depot
mai nt enance float allowances, and war reserve naterie
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al l owances will also be staffed via the TFSP. Encl osure (2)
contains details for requesting changes to equi pnent all owances.

(e) Support and Facilities. Responsibility for support
and facilities falls under the purview of the DC/S Installations and
Logistics (1&L), as the infrastructure managenent process owner.

The DC/'S | &L provi des supportability estimates to the TFSP on
requests for changes to force structure. Changes to the

| ocation of facilities or the nunber of units assigned to
particul ar | ocations necessitate review of the billet

requi renents and equi pnrent al |l owances necessary to performthe
sane functions under different conditions.

(2) Resource Allocation Process Interaction. As the Resource
Al'l ocation Process owner, the DCU'S, Prograns and Resources
(P&R), makes recommendations to the CMC on total resource
al l ocation and provi des the TFSO and HRDP owner, DC/'S, Manpower
and Reserve Affairs (M&RA), with the total end-strength of
mlitary and civilian personnel available for allocation and the
fundi ng for equipnent and facilities prograns.

(a) The DCJ'S M&RA converts the authorized mlitary
end-strength into avail abl e nan-years and subtracts the
estimated nunber of patients, prisoners, transients, and
trai nees (P2T2). The TFSO then determines the allocation of the
total avail able manni ng and equi pment al | owance | evel s agai nst
the total requirenent through the preparation of the total
force troop list.

ENCLOSURE (1)
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(b) Force structure represents the unconstrai ned requirenent
for the nunmber of people and pieces of equipnent necessary to
acconplish the Marine Corps wartinme mssion, i.e., it may exceed
the nonetary resources available to man and equip the structure
requirenment. Therefore, T/O&E' s state the Marine Corps total
requi rement for personnel and equi pnent. Planning for necessary
resources to acconplish nissions and requirenents takes place
during the Pl anni ng, Programm ng, and Budgeting System ( PPBS)
process. The POM subnmission is part of the PPBS. The POM
al l ocates fiscal resources based on priorities for 6 years (the
budget year and the followi ng 5 years).

(3) HRDP Interaction. As the HRDP owner, the DC/'S, Manpower
and Reserve Affairs (M&RA), is responsible for human resources.

(a) The HRDP devel ops the annual nmanpower plan and staffs the

plan to the TFSO for review and conment. The TFSP defines the

personnel grade and MOS requirenents which drive the HRDP.

Organi zati onal changes directly inmpact the requirenent for

personnel and equi pnent all owances. These changes nust be

scrutinized with respect to the tinme required to recruit, train,

and equi p each individual Marine and to ensure the inventory can

neet the requirenent. Manning, staffing, and equi pping policies
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directly inpact the on-board strength of Marines, Sailors, and
civilians. Similarly, manpower plans and policies which cause
changes in inventory availability nust be considered in the
manni ng al | ocati on

(b) The HRDP nanages the current inventory of personne
and assigns those personnel to organizations based on stated
requi rements (T/O&E) and respective organi zation allocation of
manni ng (troop list and ASR). One nonth prior to troop |ist
production, the DC/S M&RA will provide the TFSOwith the mlitary
(Active and Reserve) nan-years available for allocation. Budgetary
reality predicates the need to allocate the total nunber of
personnel, as stated in end-strength terns, against requirenents
stated in the T/MR  Overhead costs (P2T2) are subtracted from
the authorized end-strength and the remai ning avail abl e
end-strength, expressed in man-years (work-years), is allocated
to organi zations throughout the Marine Corps. Manning allocation
is specified in the troop list, published sem annually in February
and August for the current year, the execution year, and the

ENCLOSURE (1)
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following 5 out-years. The execution year's allocated manni ng
levels are then applied to the actual billet requirements for
specific units in the ASR The ASR, al so produced seniannual |y
in conjunction with the troop list, authorizes strengths based on
unit requirenents for individual grades and MOS's. The ASR s are
forwarded to DO S M&RA who then conpares actual assignable
inventory with authorized strengths and prepares a staffing goal for
the current year. Allocations by grade and MOS for the out-years
are also published in the ASR. This report is then converted to
the grade adjusted recapitulation after adding in the estinated
m x of P2T2 for use in devel oping training input plans,

pronoti on plans, and accession plans. These future plans
directly affect the shape of the current inventory, which in

turn affects the next troop list submission. G vilian funding

is generated by the DO S P&R

(c) Overhead costs are different for the Reserve Conponent
(RC). These costs consist of Active Reserve (AR) billets,
non-prior service trainees (Category "F' and "P"), and ot her
requi rements (Category "B") in support of the AC. Unlike the
AC, some of these costs are not subtracted fromthe RC
aut hori zed end-strength. For exanple, one-sixth of Category "F"
reservists train in split-increments over two summers. These
reservi sts, though nondepl oyabl e, are assigned and drill with
respective units and are included in unit manning |l evels as
conputed for end-strength. Like the AC, those costs subtracted
fromthe authorized RC end-strength result in the allocation of
remai ni ng avail abl e end-strength to the RC and AC organi zati ons
t hroughout the Marine Corps. For the RC, this translates to the
RC unit's portion of end-strength; for the AC, it translates as
t he individual nobilization augnentee (I MA) portion on AC
T/ C&E' s.
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(d) The TFSO and DC/'S M&RA wi |l work together to ensure
the inventory of Active and Reserve Marines neets the total force
structure requirements. Billet requirenents nust be determ ned,
and manni ng controls must be applied, with the real inventory of
personnel in mind. Unconstrained operational requirements wll
yet outwei gh concerns over inventory fluctuations. The TFSO and
DC/S MBRA will review biennially the necessity for grade shaping
to bal ance personnel inventory and billet requirenments. |If
requi red, grade shape reviews will be coordinated jointly by
Manpower Policy Division, M&RA and TFSD, MCCDC

ENCLOSURE ( 1)
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Separate reviews of officer and enlisted populations will be
conduct ed

(e) The troop list provides HRDP visibility over programred
al | ocation of manpower dollars against requirenments. Manning of
Marine Corps T/O&E' s at | evels bel ow 100 percent of stated
requirements is necessary and authorized due to externally
i nposed requirenments, budgetary mandates, and end-strength
availability. The changing nature of structure, cyclica
recruit accession phasing, programed school quotas, and
unanti ci pated personnel |osses prohibit the full staffing of al
billets authorized for manning. The net effect is that nost
organi zati ons nust operate with actual staffing |ess than that
prescribed in the unit's T/O& . To the maxi num extent possible,
however, every command will be staffed to programed
requi renents as indicated by the ASR

(4) M.CM Process Interaction. The Commander, Marine Corps
Materi el Command, is the M.CM process owner

(a) I'n conjunction with M.CM process owner, the TFSO
reviews all requirenents docunents and provides supportability
assessments on subsequent equi pnent fielding plans. The
TFSO participates on integrated product teans and nakes
recomendati ons at each nil estone decision review on all force
structure inplications in the acquisition process. Equipnent
acquisition may or may not directly inpact the nunber of
personnel required in an organization. During the initial phase
of equi pment procurenent (mlestone 0), the Conmander, Marine
Cor ps Systens Command ( COMMARCORSYSCOM) conducts a HARDVAN or
TRPPM anal ysis to determ ne projected manpower inpacts of
equi prent acqui sition

(b) The TFSO will conduct biennial T/ O&E reviews to
val i date and bal ance billet requirenents and equi pnent all owances
for Marine Corps units. The TFSOw Il also nodify T/MR and LM S
data bases based on review results. The TFSO does not set the
allocation priorities for fielded equipnment, nor does the TFSO
nodi fy equi pnent al | owances based on on-hand quantities of
equi prent, with the exception of nodifying planned all owances as
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actual allowances. The M.CM process owner wll ensure that
equi pment excesses or deficiencies are resol ved through

redi stribution actions. 1In addition, the M.CM process owner
will staff equipnent fielding priority docunents to the TFSP
whi ch docunents the equi prent all owances in the LM S as either
pl anned or actual.
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(c) Requirenents Division, MCCDC, DC/S |& (LP/LF),
COMVARCORSYSCOM  and Commandi ng General, Marine Corps Logistics
Bases ( COVMARCORLOGBASES), provide the TFSO with supportability
assessments on reconmended changes to equi pnent al | owances

(5) Infrastructure Managenent Process Interaction. As the
process owner of infrastructure managenent, DC/S 1&L (LFL)
publ i shes an annual facilities and support requirenents (FSR)
docunent which provides a 6-year forecast of personnel and
equi prent base-| oadi ng projections. The FSR is used by
installation facilities planners to ensure current or proposed
infrastructure will satisfy future requirenents. The TFSO
provides DC/S | & (LFL) with detailed information on current and
pl anned force structure initiatives to include Marine Corps 5400
series bulletins, published T/O&E' s, troop lists, and ASR
i nf ormati on.

(6) Service Advocacy Process Interaction. The TFSO provides
t he service advocacy process owner, DCS PP&0, with force
structure requirenents and nmanning | evel s avail able for
operations. The TFSO al so participates in the service advocacy
process to attain a total force perspective and to ensure the
Marine Corps units can neet specified mssions. Planned
depl oyment and enpl oynent of forces in current operational plans
provide the TFSO with a nechanismto assist the HRDP and M.CM
process owners in the prioritization of personnel inventory
managenent deci sions and equi pnent distribution or
redi stribution decisions. Additionally, decisions on whether or
not to place units in the Active Conponent or the Reserve
Conmponent directly relate to the service advocacy process.

(7) Informati on Managenment Process Interaction. The TFSO
provi des the information managenment process owner, Assistant
Chief of Staff (AC/S), Comrand, Control, Communications,
Conputers, and Intelligence (C4l), with the force structure
requirements for automated informati on system support. The TFSP
and i nformation nmanagenent process owners al so coordi nate
respective inplenentation plans in support of the MCWP

b. Functional Leader. Functional |eaders serve as TFSP
primary points of contact and spokespersons for their specific
area(s) of functional and organi zati onal expertise. The
particul ar ranges of T/ Q% nunbers represented by various functiona
| eaders will be published in a MCBul 5320 on an annual basis.
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Functional |eaders are al so assigned responsibilities as nmmjor
participants in the CDS, as stated in reference (a). As participants
in the TFSP, functional |eaders will --

(1) Provide expertise and advice to the TFSO regardi ng changes
to assigned mission statements or unit |evel T/ C&E changes based
on occupational expertise.

(2) Participate in Marine Corps-w de reviews and devel opnent
of m ssion statenents for T/O%E' s which relate to respecti ve MAGTF
el enent s.

(3) Participate in the devel opnent of T/ O&E personnel structure
and equi pnent al | owance changes.

(4) Participate in the determnation of manning priorities for
the current troop |list when necessary.

(5) Participate in the review of the ASR to ensure that
al | ocated manni ng by grade and MOS neets the manning | evels
authorized in the troop list as well as the needs of respective
MAGTF el ement s.

(6) Provide expertise in the nanagenent of grade structure.

c. GCccupational Field (QccFld) Manager. An CccFld manager is
a DOS, ACS, departnent head, or division director of HQWVC,
MCCDC, Marine Corps Recruiting Conmand (MCRC), or
COMWARCORSYS- COM  CccFl d nanagers assignments will be published
annually by CG MCCDC in a Marine Corps 5320 series bulletin. CccFld
managers are assigned purview over a grouping of MOS's or a specific
Category B MOS. In that capacity, the CccFl d manager will --

(1) Serve as the principal point of contact between the TFSO
and the Marine Corps with regard to force structure require-
ments, intended structure changes, and uni que operati onal
consi derations that may affect force structure and result in
CccFl d assi gnnment acti ons.

(2) Designate in witing all MOS specialists under their
cogni zance to the TFSO by 30 Septenber annually, for inclusion
in MCBul 5320 which is published each Cctober.

ENCLOSURE (1)
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(3) Assist in the devel opnent, inplenentation, and revision
of force structure initiatives by providing advice, information,
proposal s, and eval uati ons for assigned CccFld's and MOS' s.

(4) Review proposed T/ Q& changes with appropriate MOS
speci alists, and provi de comments and recomrendati ons on
support- ability of proposed changes from conmands, activities,
and staff agencies directly related to assigned CccFld's.

(5) Assist other process owners by providing CccFld expertise
and assi stance relating to manpower and equi pnent initiatives.

(6) Revise applicable directives related to respective
CccFld's to ensure that inpacts on force structure are noted.

(7) Advise the DC'S P&R and TFSO on manpower and equi pnent
initiatives relating to respective CccFld's for inclusion in POM
submi ssi ons as necessary.

(8) Review and approve formal school training requirenents
changes for the training input plan (TIP) that are subnmtted
(via the DS M&RA (MPP-80) for entry level schools) by MOS
speci al i sts before forwarding the changes to CG MCCDC ( C463FT) .
Changes to training plans which inpact force structure will be
coordi nated with the TFSO

d. MOS Specialist. An MOS specialist is the SME for a
specific MXS or a group of simlar MOS's. MOS specialists wll
be assigned by OccFld managers, and a by-nane listing will be
published annually in a Marine Corps 5320 series bulletin. MOS
Specialists will-

(1) Serve as technical advisors to CccFld managers by
assisting in the classification, training, and assignnent of
personnel within an MOS.

(2) Refer MOS proposals fromcomands and activities to the
TFSO for appropriate action. The MOS specialist will provide
comments and recomendati ons on the proposals to the TFSO vi a
the OccFl d manager.

ENCLOSURE ( 1)
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(3) Serve as the focal point of contact for training
requi renents and ensure that the TFSO is involved in the
initiative should the review of any training requirenents result
in force structure action.

(4) Determine requirenents for formal training that do not
result in a new primary MOS and forward such requirenments to CG
MCCDC (CA63FT) during annual TIP solicitations.
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(5) Review and comment on all primary MOS training
requirements (initial and skill progression) produced by DO S
M&RA (MPP) prior to sending the requirenents to CG MCCDC
(C463FT) for inclusion in the TIP.

(6) Review MOS training tracks to ensure program of instruction
accuracy and efficiency and, if necessary, initiate change
requests.

(7) Participate in the devel opnment, review, and revision of
i ndi vi dual training standards, course descriptive data, and
prograns of instruction.

(8) Initiate and review requests to create new formal courses
of instruction to support an MOS or CccFl d.

(9) Ensure current Marine Corps orders and bulletins
accurately reflect MOS duties, tasks, and prerequisites. The MOXS
specialist will submit recommended MCO P1200.7 (MOS Manual)
additions or revisions to the CG MCCDC (C461).

(10) Review and subnmit specific non-primary MOS training
requi rements and training allocations to CG MCCDC ( C463FT) for
inclusion in the TIP, and recommend to DO S M&RA (MV) by-nane
assignments for such allocations.

(11) Serve as the principal agent responsible for recomendi ng
MOS grade structure nodifications during MOS enlisted and
of ficer grade structure reviews coordinated by TFSO and DC/ S
M&RA (MPP). MOS specialists will ensure that parent Marine
Cor ps Forces, base, or station comanders are afforded the
opportunity to provide coments or reconmmendati ons on proposed
changes prior to submission for approval. The TFSO wil |l
adj udi cat e unresol ved nonconcurrences between MOS specialists,
HQVC agenci es, and unit commanders.

ENCLOSURE (1)
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(12) Assist other process owners by providi ng MOS speci al i st
expertise and assistance to manpower and equi prment initiatives
(i.e., budgetary justifications for special MOS-rel ated pay or
t he devel opment and review of staffing goal nodels and
dictionary definitions and nodel).

e. Billet Coordinator. A billet coordinator is an agency or
i ndi vidual responsible for coordinating billets external to the
Marine Corps or within the supporting establishnent. Actions
required for external billets are outlined in reference (c).
Bi Il et coordi nator assignnents are based on conmonal ity of
function performed. For exanple, Training and Education
Di vision, MCCDC, is the billet coordinator for schools and
instructor billets. Were nore than one agency may represent a
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function in a T/O&, all will be consulted by the TFSO Billet
coordinators will--

(1) Performthe sanme duties as a functional |eader for
specified units or functions on a unit T/ O&E.

(2) Coordinate force structure initiatives with base or
station conmanders, OccFld nanagers, and MOS specialists prior
to forwarding the initiatives for TFSO deci si on

4. TFSP Qut puts

a. T/Q&E. The TFSO publishes the T/ O&E sem annually in
conjunction with the troop list. Currently, tw separate
systens exist for organization and equi prent, but an initiative
i s underway for a single common system whi ch conbi nes the two
conponent data bases. In the interim T/Os represent the
manpower requirenent in nunber of billets by grade and M5,
while the T/E' s represent the planned and actual equi pnent
al  owances for each unit. Oganizational changes are reflected
in the data base as changes are approved; equi pnment changes are
updated in the data base on a quarterly basis. Both tables wll
be published together on a sem annual basis to establish a
single reference point for T/ O&E conparisons and force structure
pl anni ng and devel opnent. For specific descriptions of the
fields available in both data bases, refer to the npbst recent
users manual s published by the TFSO

b. The Total Force Troop List. The TFSO determi nes the troop
list manning | evel s based on the authorized end-strength of the
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Marine Corps |ess P2T2 expressed in nan-years (work-years). The
TFSO prepares troop lists sem annually, normally in February and
August, for all Marine Corps (AC and RC), Navy, and civilian
operating force and supporting establishnment organizations. The
troop list reflects force structure nunbers in the T/MR for the
fiscal year indicated. Structure nunbers are divided into gross
officer and enlisted billet requirenments. The troop list also
reflects manning, in officer and enlisted ternms, applied to
force structure nunbers.

c. Authorized Strength Report. The ASR represents the
basel i ne docunent for all manpower staffing, inventory
managenment policies, and manpower plans. The ASR is produced by
a conput er-generated nmanning | evel process nodel (M.PM. MPM
uses inputs fromthe T/MR unit file and T/ O&E as well as the
troop list to produce the ASR which states authorized strength
level s by MCC, billet grade, and MOS.

d. Reports to Other Agencies. The TFSO conpil es and prepares
all force structure related reports requested by external
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agencies. The TFSO al so prepares and submts budget subm ssions
pertaining to force structure requirenents and end-strength
di stributions by various funding categories.

e. Comments on Staffing Docunents of OQther Agencies. TFSO
will provide comments on DOTES changes. The TFSO wil |
participate in any PMI's chaired by other process owners which
involve initiatives having potential inpacts on force structure.
These include, but are not limted to, force readiness
assessment programissues and equi prent requirenments documents
(CBRP), equipnent distribution and fielding docunents (M.CM,
proposed changes to personnel inventory or training nmanagenent
(HRDP), and mmj or changes to base or station infrastructure
pl ans.

ENCLOSURE (1)
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TABLE OF ORGANI ZATI ON AND EQUI PMENT ( T/ OSE)
CHANGE REQUEST PROCEDURES

1. Introduction. An organization's force structure consists of
the unit mssion statement and T/ O&E. Before a T/ O&E can be
changed or created, a new nission statenment and associ at ed
functions nust be devel oped. There are three categories of

T/ O&E change requests: wunit-level changes, line-level (billet
or equi pnent iten) changes, and infornation system design

adm ni strative changes. Commanders requesting T/ Q& changes
shoul d review the actions, considerations, and procedures
contained in this enclosure before submtting requests.

2. Mssion Statement. Every T/ O&%E has a mission statemnent.
Whenever a T/ O&E is nodified substantively, the mssion
statenment nust also be nodified in consonance with the T/ O&E
changes. A mission statenent describes the tasks to be

acconpl i shed, and a T/ O&E descri bes the manpower and equi pnent
needed for a Marine Corps unit to do the tasks described in the
m ssion statenent. Because of this relationship whenever
substantive changes to a T/ O occur, the request for T/ Q&E
nodi fications will include a conplete review and resubm ssi on of
the nmission statenent. Subnit all mnission statenment changes to
the TFSO for staffing and subm ssion to CMC for signature. A
sanmpl e m ssion statenent (appendix A) and T/ & change request
form (appendi x B) are provided in this enclosure.

3. Unit-Level Changes

a. Unit relocations or reorganizations will be authorized only
after a cost-versus-benefit analysis indicates that the intended
force structure action will result in a net inprovenent in
operational effectiveness of the unit and accounts for the
source of any additive costs. CBRP review of DOTES provides the
venue for the cost-versus-benefit determ nation.

b. Inplementation of requirenents-based force structure
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decisions is directed via a TFSO- i ssued Marine Corps 5400 series
bulletin. Force structure actions nay take the form of

rel ocations, activations, deactivations, establishnents,

di sestabl i shnents, redesignations, realignnments, or adjustnents

to current and/or future force structure. A Marine Corps 5400 series
bulletin is required whenever nodifications or changes to Marine Corps
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force structure result in a change to organizational capability,
m ssion, or concept of enploynent. Depending on the scope, the
change may require SECNAV notification and approval .

c. Selected Marine Corps Reserve (SMCR) unit structure is
i ncluded in the operating forces with the mssion of augnenting
and/ or reinforcing the AC. During consideration of unit-I|eve
changes, the ability of the unit to neet the SMCR s mi ssion of
augnenting and/ or reinforcing the AC and recruiting and
retention factors based on geographical |ocation nust be taken
into account. \Wen |ocal denographic conditions are not capable
of providing sufficient manpower to support the SMCR unit T/ Q&E
requirements, conbat capabilities will be maintained by
realigning structure to sinmilar units in different locations
that can support the training of the Marine and support the
requi rements of the unit to which attached. This "site-Ilining"
of individual billets requires a T/ Q% change request to ensure
adequat e accountability of all requirenments at separate
| ocati ons.

d. The location and organi zati on of operating forces are
primarily determ ned by operational factors. The establishnent,
di sestabli shnent or significant nodification of supporting
establi shment (shore) activities always require SECNAV approval
Additionally, any congressional interest issues regarding
operating force or supporting establishnent organizations nust
be addressed. SECNAVINST 5700.9 (Congressional Notification and
Publ i ¢ Announcenent Procedures Concerni ng Base C osures,
Contract Awards, and Qther Actions Having Significant
Economi c/ Per sonnel [ npact) and SECNAVI NST 5450. 4 (Establ i shrment
and Disestablishnment of Shore [Field] Activities of the
Department of the Navy) provide gui dance.

e. Commanders requesting authority to establish, disestablish
or nmake significant structure changes to a supporting
establ i shnent (shore) activity nust draft and subnmt a fact and
justification (F&) letter as specified in SECNAVI NST 5450.4 and
SECNAVI NST 5700.9 and in the format prescribed in appendi x C of
this enclosure. The F& letter format will al so support
operating force structure actions. The purpose of the F&J
letter is twofold. It provides a neans for requesting approva
fromthe SECNAV and a neans of legislative notification for
i mpendi ng acti ons.

ENCLOSURE ( 2)
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f. Structure changes nust conply with the requirenments of the
Nati onal Environnental Policy Act of 1969 and ot her applicable
federal, state, and local statutes and regul ations. National
Envi ronnmental Protection Act docunents required for executing
the force structure action will acconpany the F&J.

g. The TFSOw |l ensure F&J letters are finalized and subnmitted
to the SECNAV for approval .

h. Al though SECNAVI NST 5700.9 provides the specific
ci rcunst ances under which a F& letter is required, care nust be
taken to determine if a proposed action that does not neet the
established criteria will have |egislative interest. Specia
consi deration should be given to the potential for political or
econom c inpact (e.g., noving a Reserve Center across state
lines). |In such cases, legislative interest should be presuned
and F&J letters must be prepared and forwarded.

i. OMC, Ofice of Legislative Affairs (OLA), clears any
rel ease of information outside the Marine Corps concerning the
identification of specific units or geographical |ocations
af fected by force structure changes prior to official release of
appropriate inplenmentation instructions.

j. The TFSOwi Il staff proposed F& letters in conjunction with
staffing Marine Corps 5400 series bulletins. Staffing inforns
CMC (OLA) of pending actions requiring congressional
notification. When staffing is conpleted, the TFSO wi || advi se
CMC (OLA) when F&J letters are forwarded via CMC for SECNAV
approval. Once the F& letter is signed by SECNAV, TFSO will
forward approved F&J letters to CMC (OLA) for notification
action.

k. CMC (OLA) will forward congressional notification of
structure actions to SECNAV for readdressal to SECDEF, JCS, and
Menmbers of Congress prior to public rel ease of information.

. TFSOw Il release force structure bulletins after CMC (OLA)
confirms that congressional notification has been conpl et ed.

m The DC/'S PP&O (PCE), in coordination with the TFSO, will
draft the host-nation notification nessage for rel ease by the
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DC/S PP&O to the State Departnent. It is not desirable nor is
it the responsibility of HQVWC, CG MCCDC, or field commands to
notify foreign governnents of force structure changes or their
i mpacts.

n. Unit-level force structure changes will be programmed in the
current POM cycle for an out-year at |east one fiscal year in
the future. This ensures that the unit(s) affected will have
sufficient funds and nanpower to absorb the fluctuations in
operation and mai ntenance costs and personnel turbul ence. This
designation also all ows the manpower and equi pnent processes a
full year to establish viable plans for manning, staffing, and
equi pping the unit.

0. Al unit-level force structure actions will be programmed to
be effective the first nonth of a fiscal year (Cctober). The
Marine Corps Forces, base, or station commander will determ ne
the actual date of execution within the fiscal year of the
programmed action. This provides the commander the opportunity
to schedul e the execution around operational conmtnents,
training, and availability of facilities.

p. Wthin 30 days of receiving a Marine Corps 5400 series
bulletin, the Marine Corps Forces, base, or station conmander
aut hori zed unit-level changes will provide the TFSOw th a
letter of instruction (LO). The LA will outline the tinelines
for required actions which will include, but not be limted to,
the foll ow ng:

(1) Administration. Conduct personnel planning, scheduling,
receiving, and assignnents. Effect intra-organization transfers
of medical hold and disciplinary cases as necessary. lInitiate
general adnministration for new units until they are capable of
sel f-adm nistration. Provide norale and wel fare services as
required.

(a) Chronol ogi cal Records

1 Ensure all required records are naintained per
SECNAVI NST 5212.5C (Navy and Marine Corps Records Disposition
Manual ) .

2 Forward tenporary records not required to an
approved Federal Records Center (FRC). Permanent records not
requi red should be forwarded to the Washi ngton Nati onal Records
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Center (WNRC). Inform CMC (ARAE) of the volune of records by
cubic feet that will be transferred to FRC or WNRC. Refer to MO
P5210. 11 (Records Managenent Program for the USMC) for further

gui dance.
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3 Coordinate the transporting, safeguarding, and
storing of classified docunents and material per MCO P4400. 82
(Marine Corps Unified Materiel Managenent System Controlled Item
Management Manual ).

(b) Publications

1 Ensure that the address reflected in the on-Iline
Marine Corps Publications Distribution Systemis updated and that
The publications list contains only m ssion-essential publications.
Revi ew SL-1-2/1-3 (Index of Publications Authorized and Stocked
by Marine Corps) and NAVMC 2761 (Catal og of Publications) before
ordering publications.

2 Forward unit individual activity codes change
requests to CMC (ARDE) in accordance with MCO P5600.31 (Marine
Corps Publications and Printing Regulations). Mintain controlled
publications in accordance with procedures established in
OPNAVI NST 5510.1 (Department of the Navy Information and
Per sonnel Security Program Regul ation).

(c) Status of Resources and Training System (SORTS). Prepare
SORTS reports per MCO P3000.13 (Marine Corps Status of Resources
and Traini ng System Standi ng Operating Procedures) and Joint
Publication 1-03.3 (JRS, Status of Resources and Training System
[ SORTS]). Coordinate specific reporting instructions for the
type of unit action being inplenented with CMC (PCE- 30).

(d) Personnel Actions

1 Update service records of individuals affected per
MCO P1070.12 (I RAM.

2 Prepare unit diary entries for activations,
deactivations, relocations, redesignations, and reorgani zations
per MCO P1080.40 (Marine Corps Total Force System Personnel
Reporting Instruction Manual). Coordinate timng of applicable
entries with CMC (M FD).
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3 Request update of the activity address code
(AAC) in accordance with MCO 4420.4 (Department of Defense Activity
Address Directory).

(e) Historical Actions. Ensure annual historical
reports address changes are nade to CMC (HD) per MCO P5750.1
(Manual for USMC Historical Programj. Procure or dispose of
a unit's organi zational standard, battle standard, national
colors, and other heraldic itens per MCO P10520.3 (Flag Manual).

(2) Intelligence and Communi cations. Assenble and maintain
threat information and promul gate intelligence instructions.
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(a) Communications Security (COVSEC) Material System
(CV5). Coordinate CMS requirements for active duty, tactical accounts
with inredi ate superior in the chain of command (1SIC) and
supporting Marine expeditionary force (MEF) COVSEC Managenent
Ofice (MCMD) per CM5 1 (Communications Security Material System
[CVB] Policy and Procedures Manual) or CMS 21 (CMS Policy and
Procedures for Navy Tier 2 Key Managenent Systen). Per CVM5 1 or
CVMB 21, coordinate CVB requirenents for reserve units with the
Conmander, Marine Corps Forces Reserve (COVWARFORRES), and
coordinate CMB requirenments for garrison commands with | SIC and
CMC ( CSB)

(b) Plain Language Address. Ensure that a conmuni cation
guard shift is published for the unit-1level action taking place
in accordance with the NTP-3, Supplenment 1K (Address I|ndicating
Group and Col | ective Address Desi gnat or Handbook) .

(3) Training. Prepare training directives, training guidance,
and syllabi for newunits. Mintain essential training
publications and directives for issue to new units. Provide
trai ni ng assi stance and supervision as required. Provide
initial supervision of new unit training. Plan and obtain
school quotas and anphi bi ous training commtnents for fleet and
ot her service activities.

(4) Logistics. Plan and schedul e | ogistics support for the
unit-1level force structure action. Provide assistance in
establishing logistic functions within unit involved. Provide
i nstructions and assistance in enbarkation planning if
appl i cabl e.
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(a) Supply. Plan and conduct foll owup action for the
supply support required as a result of the force structure action
Establish or update and maintain supply records on materiel
requi sitioned and received. Mintain liaison with receiving and
storage agencies. Schedul e and supervise delivery of materiel
to using units. Report supply actions per Users Manual 4400-123
(Fl eet Marine Force [FMF] Supported Activities Supply System
Using Unit Procedures) and MCO P4400. 150 (Consuner Level Supply
Policy Manual).

(b) Facilities. Ensure availability of facilities to
support units involved in force structure actions. Informthe
activity site installation conmander of the mission and tasks
assigned to the activity and the unit's anticipated equi pnent
and personnel |oad. Coordinate efficient use of facilities by
publishing a list of mlestones to establish the unit. Refer to
MCO P11000. 12 (Real Property Facilities Manual, Volune I1) for
pl anni ng and progranming facilities on Marine Corps
install ations procedures and gui deli nes.
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(c) Materiel. Establish and follow realistic required
delivery dates to provide tine for unpacking, inspection, and
processing. Build up materiel in an orderly manner to all ow
time for adequate supplies to be on-hand and issued i n advance
of schedul ed training or operations. Update |ogistics readiness
data in accordance with MCO P4790.2 (Marine Integrated
Mai nt enance Managenent System Field Procedures Manual) and MCO
3000. 11 (Marine Corps Gound Equi pment Resource Reporting
[ MCGERR] ). Handl e weapons in strict conpliance with MCO 8300. 1
(Marine Corps Serialized Control of Small Arns Systens).

(5) Fiscal Actions. Continue to refine financial planning,
budgeti ng, and managenent for units prior to unit-1level actions.
Provi de di sbursing services as required. ldentify the source
of funding (Operations and Mai ntenance, Marine Corps/ Oper-
ati ons and Mai ntenance, Marine Corps Reserve [ Q&M O&MVCR]) for
the unit-level force structure action, initial issues,
continui ng operations, and the expense operating budget prior to
publication of a Marine Corps bulletin authorizing the action

(6) Environnmental Actions. Ensure restructuring conplies
wi th the environnental planning requirements of the Nationa
Envi ronnmental Policy Act and ot her applicable statutes and
regul ati ons.

ENCLOSURE ( 2)

MCO 5311. 1C
14 JAN 1999

4. Line-Level Changes. The capability of the nanpower planning
and staffing process to react to constant and widely fluctuating
changes is limted. Recruiting, training, and pronotion plans
are devel oped on the basis of a Marine Corps of a certain form
and content at a specific point intine. Planning for future
requi rements and using the out-year T/O&E' s to reflect these
requirenents ensures tinmely assignment of Marines. The TFSO
must validate the request and make adjustments to T/Q&E's in the
T/MR and LM S prior to the inplenentation of personne
(assignment) or equipnent (redistribution) actions. This
ensures accession, training, assignnment of personnel, and

acqui sition/distribution of equi prment support respective force
structure changes and readi ness reporting.

a. Oiginating Command Revi ewi ng Process. Wen an ori gi nator
forwards a T/ O&E change request via the chain of command, each
reviewer in the chain nmust validate the request and attenpt to
bal ance new requirements with current billet requirements and
equi prent al | owances. Upon conpl eti on of anal ysis and
eval uation, the reviewer forwards any unfulfilled portion of the
requirement to the next level in the chain of command where the
val idation process is repeated. The necessity for thoroughness
cannot be overenphasi zed, since the Mrine Corps manpower
managenent systemrelies on the ability of each command | evel to
ensure requests are valid. T/ Q& changes will not be based on
fluctuation of manning levels, variations in the |evel of
proficiency in individual skills within particular MOS s, and
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types and quantities of personnel or equi pnent on hand. The
originator and each successive revi ewer nust exam ne the T/ Q&E
change request to ensure--

(1) Wrk to be performed by the new billet requirenent is
essential and contributes to the unit's ability to acconplish
its assigned m ssion.

(2) New billet requirenents reflect the m ni nrum nunber of
personnel needed to acconplish assigned tasks and functions and
are consistent with acconplishnent of these functions. This
determ nation rmust be based on existing criteria, other work
measur enent standards, experience data, or investigative studies.

(3) The unit is perfornmng work essential to m ssion
acconpl i shnent .

ENCLOSURE ( 2)

MCO 5311. 1C
14 JAN 1999

(4) Conpensatory reductions that generate sufficient structure
by grade and MOS to neet new requirements have been identified
Modi fications that involve increases in billet totals, grade
| evel s, and type changes require the identification of
conpensatory reductions. The conpensation nust be of the sane
type (i.e., nmilitary officer for mlitary officer, enlisted for
enlisted, and Navy for Navy) and nust fit within acceptable
grade shape paranmeters for MOS's involved. Conpensation is
normal Iy required for civilian changes, although civilian
billets may still be added if the addition can be accomuvdat ed
within the available funding resources. Coordination with
CccFl d nanagers may be required to ensure that nodifications to
enlisted or officer MOS's are within the paraneters of the
enlisted or officer MOS grade structure paranmeters. A
restricted officer billet my not be used as conpensation for an
unrestricted officer billet and vice versa. Requests for
addi ti onal equipnment will require recommended conpensatory
reductions to source increases in equipnment allowances. Change
requests w thout conpensation will be held in abeyance,
prioritized, and acted upon in conjunction with sem annua
revi ews.

(5) Specific efforts to increase current work force
productivity by sinplifying systens, elimnating margi nal
functions, and/or consolidating functions are made prior to
requesting additional billets.

b. Qperating Force Units. T/O8&E's for an operating force unit
reflect billet requirements and equi pnent all owances based on
current concepts of unit enploynent across the full range of
mlitary operations.

(1) Operating force commanders requesting T/ C& changes nust
forward requests concurrently to the TFSO and to force
conmanders of like units for coments and recomrendati ons.
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(2) Upon receipt of the change, the TFSOwi Il staff the
request to applicable agencies for coments and recommendati ons.
Wien all commanders and agenci es concur and conpensation is
identified, the changes will be entered in the T/O&. Wen
nonconcurrence exists, the TFSO wei ghs all coments and
recomrendati ons and makes a final decision

Cc. Supporting Establishment Units. T/ Q&' s for supporting
establ i shment units display both mlitary and civilian billets as

ENCLOSURE ( 2)
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wel | as equi pnent all owance requirenents. Because T/ Q&' s
are requirenents docunents not constrai ned by fundi ng, sone
listed civilian billets nmay not be funded.

(1) Funded civilian requirements are reflected in letters of
al |l owance (LOA) for each activity. Validation of both funded
and unfunded civilian billets allows the supporting
establ i shnent activity comander maxi numflexibility to neet
functional requirenents.

(2) T/C&E's will be updated regularly to reflect actual
requi rements based on deci sions nade by supporting establishnent
comanders in the execution of LOA's.

d. Billet Change Considerations and Actions

(1) Reserve Billets. Different legislative policies for the
RC, the responsibilities of the DC/S M&RA and COVMARFORRES, and
the mission of the RC to augnent and/or reinforce the AC require
addi ti onal considerations and actions when deternining structure
requirenents. The followi ng key points are provided to assi st
in correctly determ ning RC requirenents.

(a) Active Reserve (AR) Billets. The AR Program
aut horizes full-tine, active duty Reserve personnel to assist in
organi zing, administering, recruiting and retaining,
i nstructing, and training nmenbers of the Marine Corps Reserve
(MCR). AR Dbillets are categorized by the functions they
perform In validating AR structure, the TFSOw Il deternmine if
the billet(s): (1) provides one or nore of these functions in
order to be approved; (2) falls into the area of career or
limted tour designation; and (3) neets current funding
ceilings, grade authorizations, and conpensation criteria (if
required). Career Force hillets allow a progression through
positions of increasing responsibility and skill requirenents,
appropriate for the grade held, for possible mlitary retirenent
after a mininmumof 20 years of active Federal service (i.e.
they have a career path). Limted tour billets do not have a
career path. Like the AC, a linmited nunber of field grade
officers may be on active duty in the AR programas of the end
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of the fiscal year. Therefore, when identifying conmpensation
for an officer billet, a field grade billet nust be offered for
another field grade billet.

ENCLOSURE ( 2)
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1 Title 10 U.S.C., Section 265 Billets. These
billets are established and | ocated at the seat of the Governnent
or within HQMC and at the headquarters of maj or comands where
organi zati onal m ssions include responsibility for Reserve
affairs. These billets will be designated as additional staff
wi th assigned duties preparing and adm nistering the policies
and regul ations affecting the MCR

2 Title 10 U.S. C., Section 672(d) and 678
Billets. These billets are established for organi zing,
admini stering, instructing, training, or recruiting the
MCR conponent.

(b) IMA Billets. The I MA Program aut horizes individual
mlitary billets to augnment AC structure of the DOD or other
departnments or agencies of the U S. Government to support
nobi i zati on (including pre- and/or post-nobilization)
requirements, contingency operations, mlitary operations other
than war, or other specialized or technical requirements. The
TFSO will validate, prioritize, and approve structure to support
Mari ne Corps, Defense agency, and non-DOD | MA requirements. The
Assi stant Secretary of Defense for Reserve Affairs ensures that
I MA requirenents for the SECDEF and the Chairman of the Joint
Chiefs of Staff (CICS) are reviewed, validated, and approved
before submitting the requirenents to CMC for review and
resourcing options. The CICS reviews, validates, and prioritizes
uni fi ed conbatant conmand | MA requirenents before submitting
t hose requirenents to CMC for review and resourcing options.
TFSO will validate and prioritize each I MA billet request based
upon the following criteria. Prioritization ensures that upon
nmobi | i zation, those billets deened critical are filled over a
shorter tinme span. Priorities are--

1 Priority 1. Billets critical to the processing
of SMCR units or individuals upon nobilization. Requests for new
IMA billets must include the anticipated date that the billet will
be required upon a Presidential Selected Reserve Callup or
nobi i zati on.

2 Priority 2. Billets critical to the ACin
preparing a crisis response (short notice, quick operational
requi renment).

ENCLOSURE ( 2)
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3 Priority 3. Billets essential to the AC
under conditions of national energency or war (a planned, staged
bui | dup of forces).

4 Priority 4. Billets providing contributory
(peacetine) support to the AC

(2) Navy Billets. Navy billets are not funded in the sane
manner as Marine Corps billets and nust be treated separately.
A detail ed description of how Navy manpower is acquired and
progranmmed can be found in OPNAVI NST 1000.16 (Manual of Navy
Total Force Manpower Policies and Procedures). Al Navy billets
assigned to the Mari ne Corps are managed under the Navy's Total
Force Manpower Managenent System (TFMVB). TFMVB is an
i nfornmati on system desi gned to support the Deputy Chief of Naval
Operations (DCNO) for Manpower, Personnel, and Training (N1).
To satisfy this mission, TFMVB provides a single authoritative
source for manpower data and the ability to track manpower
resources, requirements, and authorizations for DON active duty
mlitary (officer and enlisted), Reserves, civilians,
contractors, and other categories of nanpower.

(a) Activity manpower docunent (AMD) is the qualitative
and quantitative expression of Navy manpower requirenments or
aut hori zations allocated to an activity to performthe assigned
m ssion, function, and task. It is the single officia
statenment of organi zational nmanning and billets authorized.
Billets authorized are the billets approved by CNO for current
operating conditions and rmay, depending on the mssion of the
activity, represent full organizati on nmanning.

(b) The T/O&E is the source docunent for all Navy manpower
requirements listed on the AMD. For every |line nunber that
lists a Navy billet on the T/O&, there should be an associ ated
billet sequence code (BSC) on the AMD. At no tinme should the
quantity or quality of requirenents on the AVMD exceed the
specified requirenent on the T/O&. Each AMD is primarily
identified by a five-digit unit identification code (U C) and
activity name (e.g., 67448, 1stMarDiv, Marine Corps Forces,
Pacific). Therefore, an AMD nmay contain nore than one T/ O%E,
with each identified by a header containing the unit nanme and
T/ C&E nunber .

ENCLOSURE ( 2)
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(c) Activities may request copies of their AVMD by contacti ng:

Commandi ng Cener al
Mari ne Corps Conbat Devel opnent Command
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Total Force Structure Division (Code C 53221)
Quantico, VA 22134-5001
DSN: 278-6079/4710 COWML: (703) 784-6079/4710

(d) Navy manning is provided to the Marine Corps by
the CNO t hrough resource sponsors. Resource sponsors are COPNAV
officials responsible for the programresources that constitute
inputs to warfare and supporting tasks. This nanning is in the
formof "funding" or "end-strength" as authorized in the future
years defense program Because Congress does not pay for 100
percent of the Navy's active duty manpower requirement during
peacetinme, not all of the active duty Navy billet requirenents
are manned. This funding shortfall |eaves a significant nunber
of "unfunded" requirenents which will be filled only upon
nobi li zation. The distribution of funded billets throughout the
Force is nade based upon several factors, including the unit's
m ssi on, peacetine operating tenpo, equipnment allowances, and
geographi c |l ocation. Gade shaping, technical skil
requi renents, career devel opnent, and the ability of the Bureau
of Navy Personnel to fill the billets are al so consi dered.

Every effort should be nmade to ensure equitable distribution of
billets. Three primary nethods of obtaining additiona
end-strength exi st.

1 Reprogram end-strength from one Marine Corps
activity to another. This is the quickest and npbst common way to
fund a new requirenment but results in a funded shortfall

2 Request additional end-strength froma Navy
resource sponsor. GQccasionally an organization's mssion will change
or increase, such as the training of naval aviators and air crews
by the Marine Corps. A request nmay be nmade to the DCNO (M&P) to
reprogram additional end-strength into the Marine Corps. Failure
to plan for future requirenments is not sufficient justification to
request additional end-strength froma Navy resource sponsor

3 Subnit a POMinitiative to increase the Navy
manpower end-strength. Such an initiative will conpete agai nst

ENCLOSURE ( 2)
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all other POMinitiatives and will require significant justifi-
cation.

(e) Navy billet requests to change the quality or quantity
of Navy billets within an activity, nmove end-strength, or request
additional funded billets will be sent to the TFSO via the chain
of command in the nethod prescribed for all T/ O&E changes with
the exception that a brief addition of the information |isted
bel ow wi || be included with the justification

FROM EFF TO
ucC BSC BIN DATE ucC BSC Bl N
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(3) Special Education Program (SEP) and Enlisted Coll ege
Level Education Prerequisite Billets. Changes to billets requir-
ing additional college or graduate |evel education will be in
consonance with the procedures outlined for all |ine detai
force structure changes with the additive requirenent to attach
a billet education evaluation certificate (BEEC) in the format
contained in appendix Dto this enclosure. The follow ng BEEC
consi derations apply:

(a) The requesting conmander, in coordination with the
CccFl d nmanager and MOS specialist, selects and enters the specific
course of instruction, nanme and | ocation of school (s), and the
best grade and MOS desired for the T/O& billet requirenent.

(b) The requesting conmander forwards the conpl eted
BEEC and T/ &E change request to the TFSO. The TFSO staffs
the BEEC to the MOS specialist and CMC (MMOA-3) and CMC ( MVEA)
for concurrence.

(c) The TFSO approves BEEC s and forwards signhed
copies to appropriate MOS specialists identified in MCBul 5320.

(d) MOS specialists may recommend nodifications to
established billets and existing BEEC s, provided comments from
af fected commands are included with the request. The TFSO makes
the final determ nation on establishing SEP billet requirenents
when a di sagreenent exists between the MOS specialist, CccFld
manager, functional |eader, or requester.
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(e) GMC (MVODA-3) and CMC (MVEA) nmintains a |list of
trai ned Marines by academ c discipline, publishes a |listing of
di sciplines for which applications frominterested Marines wl |
be accepted, and convenes an annual selection board to review
the applications and records of officers and enlisted Marines
appl yi ng for advanced education prograns.

(4) Civilian Billets. Requesting comuanders will submt
Iine detail change requests for all changes to civilian billets
whet her these billets are funded by the activity or reinbursed
fromother sources. GCuvilian billets will not be placed on
operating force T/O&E's. Requesting commanders will prepare a
separate T/ O&E change request for civilian billets.

(5) General Oficer Billets. Position descriptions are
required for all general officer billet additions, deletions, or
nodi fications per MCO 5311.4 (The Establishnent of, Changes to,
and Revalidation of General O ficer Billets).
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(6) Joint and External Billets. Requests for changes to
joint or external billets will be processed in accordance with

the procedures specified in this Order. However, additional HQVC

agency and billet coordinator actions are contained in MCO
5320.16 (External Marine Corps Billets).

e. Equiprent All owance Changes

(1) Logistic Managenent Infornation System (LMS). LMS
contains official equipnent allowances for each Marine Corps
organi zation's T/O%E. The creation of a new T/ O%E or
nodi fication to an existing docunent should only be requested
when a unit's nission changes; when a new T/ Q8E i s created; when
there is a change to doctrine, training, or facilities and
support within the CBRP; or when a change is necessary to
enhance safety to personnel or equipnent. Initial allowances
for new equi pnent and nodifications to allowances of existing
items will be established or changed given force structure
policy contained in paragraph 6 of the basic Order. Actual
fielding or redistribution of equipnment falls under the
cogni zance of the M.CM process.

(a) LM S was originally designed for the HOMC staff
as a system supporting nmanagenent and periodic review of princi-
pal end itens of equi prent and anmunition for the Planning,
Programm ng, and Budgeting System Since its devel opment in the
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15

MCO 5311. 1C
14 JAN 1999

late 1970's, the use of LM S has expanded to provi de managenent
information for many logistic functions that fall outside the
budget environnment. Oher information systens such as MAGIF |1,
Asset Tracking for Logistics and Supply System (ATLASS) and

Mat eri el Capability Decision Support System (MCDSS) were

devel oped using the source information in LMS files. Through
personal conputers, LM S users have access to up-to-date and
accurate | ogistic information.

(b) LMS is separated into two files, the equi prent
all owance file (EAF) and the itemdata file (IDF). Changes
to force structure primarily inpact the EAF, and the appro-
priate procedures for requesting those changes are provided
in the follow ng paragraph. COWARCORSYSCOM enters item de-
scriptive data into the IDF as infornmation becones avail abl e
during the procurement cycle. Al data elenents in the |IDF are
essential to fully identify the itens of equi pnent, which are
included in the LMS and the NAVMC 1017 (Tabl e of Authorized
Materiel).

(2) EAF Change Procedures

(a) Active and Reserve operating force, supporting
establ i shnent, and staff agency conmanders nmay origi nate
equi prent al | owance change requests. Force commanders must
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obtai n concurrence and/or comments fromall |ike-unit force
conmanders before subnitting the request to the TFSO

(b) TFSO | ogs received equi prent al |l owance change requests,
verifies the current allowance quantities, and staffs requests
for coments and recommendati ons concurrently to the appropriate
functional |eader(s) and other DOTES el enents (i.e., Doctrine
Di vi sion, Training and Education Division, and Requirenents
Di vi sion, MCCDC, DC/S 1&L (LP/LF); COVMMARCORSYSCOM and COVVAR-
CORLOGBASES.

(c) Functional |leaders and DC/S | & conduct an assessment
of requests to include, but not be Iimted to, the follow ng areas:

1 T/ Q&E realignment required by the request and
review of logistic policy for the itenms of equi pment requested.

ENCLOSURE ( 2)
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2 The possibility of sourcing equi prment from
within the operating forces or supporting establishment to
satisfy requested equi pnent all owance increases.

3 The inpact on MOS, grade shaping, and
structure of other common nmodul e units, including those
in the Reserves.

4 The inpact on availability and use of
facilities. (Only DS 1& [LF] coments and reconmmendati ons
are required.)

(d) Requirenments Division, MCCDC, eval uates each request
based on the operational requirenents of the organization and
exam nes alternatives to an equi pment solution (i.e., changes to
unit doctrine, mssion, organization, manpower, or use of other
than requested equi pnent). Requirenments Division will also
eval uate the inpact of requested equi prent increases or
decreases on the unit's air, sea, and ground-lift requirenent.

(e) COMVARCORSYSCOM and COVMARCORLOGBASES conduct an
equi pment supportability review of the T/ O& change request to
consi der the potential inpact of requested equi pnent increases
or decreases. Review considerations include--

1 Increases or decreases to support and mai nt enance
equi prent whi ch may be associated with the equi pnent cited in
t he change request.

2 Interface of other unit allowances
wi th equi prent addressed in the change request.

3 Availability and/or procurability of assets to
support requested equi pnent increases (e.g., redistribution from
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within the Force or whether the itemis still in production).

4 Availability of Marine Corps funding for equi prment
i ncreases.

5 I npact on expected O&VMC and OXMMCR fundi ng.

(f) TFSO approves or disapproves the request based on
the coments and recommendati ons received and on the follow ng
addi ti onal considerations:

ENCLOSURE ( 2)
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1 The overall inpact of associated T/ O%E
i ncreases or decreases on Marine Corps Forces and MAGIF
elements (i.e., additional or fewer operators or maintenance
personnel for requested increases or decreases of equipnent).

2 Alternatives to an equi pnent solution (i.e.,
changes to unit doctrine, m ssion, organization, manpower, or use
of other equipnent).

3 Addition or deletion of training requirenments.

4 ldentification of equipnment within the operating
forces as a possible solution to satisfy an equi pnent increase request.

(g) CMC (DO S's P&R and 1&L), CG MCCDC, COVIVARCORSYSCOM
and COMVARCORLOGBASES determine jointly the sourcing of all
approved changes to the existing equi pnent all owance.

(h) COMVARCORSYSCOM devel ops required POMinitiatives based
upon requirenments determ ned by Requirenments Division. Pending
approval of fielding initiatives, COWARCORSYSCOM | oads the
approved acqui sition objective (AAO allowances in LMS as
pl anned al | owances. |If equi pnent requirenments becone invalid,
the invalid equi pnent allowances will be deleted fromLMS, and
the POMinitiative will be cancel ed.

5. Information System Design Adm nistrative Changes. Changes
to the T/MR and EAF are often required to nodify billet data or
equi prent al | owances because the current information system
desi gn does not update information automatically.

a. The TFSO enters nodifications to billet data and then
docunments and identifies corrected discrepancies (e.g., invalid
MOS's, missing or invalid RUC s, and other administrative codes).

b. COMVARCORSYSCOM i dentifies equi pnent all owances to be
| oaded initially. The TFSO nodifies those allowances thereafter.

(1) Marine Corps Forces, base, and station comuanders;
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COMVARCORSYSCOM and COVMARCORLOGBASES can submit requests for
conversion of planned to actual allowance any time during the
year. The conversion request nust be subnmitted using the fornmat
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provided in appendix B to this enclosure, and nust be based on
the data contained in the nost recent EAF (previous 30 days).

(2) COVIVARCORSYSCOM or COMVARCORLOGBASES wi || subm t
changes to the EAF or to IDF table of authorized nateri el
control nunbers (TAMCN) that do not require concurrence from
ot her agencies. T/ Q& change request form appendix B, is
used for these subm ssions. The TFSOw |l ensure all agencies
i nvol ved with nodifications of this nature are notified.

(3) DS I& will publish changes to equi pnent all owances of
the maritime prepositioning force/ships (H, I-, J-series
equi prent lists) and the Norway air | anded Mari ne expeditionary
bri gade yearly follow ng the annual tailoring conference. The
TFSO will ensure LM S files reflect the published all owances.

(4) COMVARCORSYSCOM or COMVARCORLOGBASES wi | | subm t
requests to delete itens contained in LM S using the format
in appendix B. TFSOw Il enter changes and notify najor
subor di nat e comands, COVMARCORLOGBASES, COMVWARCORSYSCOM
(PM TMDE, DFM, and DO S 1&L (LP, LPP) after changes are nade.

6. T/ Q& Change Request Preparation and Subm ssion Requirenents

a. Include a mission statement with the T/ Q& change request.
A sanpl e mission statenent, appendix A and T/ O&E change request
form appendix B, are provided in this enclosure. An electronic
file copy of these formats can be obtained from Lotus Notes
server MQGCDCO1 LN QUANTI CO USMC, fromthe TFSO I nternet website
http://138.156.112. 14/tfsd/tfsd. htm, or by request fromthe
TFSO. Forward request for electronic copies by e-mail to the
TFSO at Banyan address: CG MCCDC VA OMB@FS DI VI SI ON@MCCDC or
I nternet address:

guanti coc@uanti co. usnt. ni |

b. Prepare the nmission statenent in Lotus Am Pro or WrdPro
wor d- processing format (Courier font, 12 point). Use Revision
Mar ki ng under the Tools nmenu to annotate proposed changes.

c. Prepare the T/ &E change request using the format provided
in appendi x B as prescribed above or in the interactive T/ M
using an | BM 3270 or conpatible terninal. Code descriptions to
be used on the formare published in the T/MR and LM S users

ENCLOSURE ( 2)
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manual s whi ch can be obtained from TFSO. When using the inter-
active T/MR nmethod, the justification and equi pment sections of
t he T/ O&E change request form nust be conpleted and forwarded to
TFSO as an attachnment to e-nail

d. Forward the proposed m ssion statenent and T/ Q% change
request as e-nmil attachnents to TFSO via the chain of conmand.

e. Send information copies by e-mail to like-unit conmanders
for comrents. Like-unit commanders will forward comrents to TFSO
who in turn staffs the request to applicable process participants
and to each DOTES el enent for comments and supportability assessnents.

7. Automated Data Processing (ADP) Support

a. To find additional force structure information as well as
current and future billet requirenments, go to the follow ng force
structure Internet site:

http://138.156.112.14/tfsd/tfsd. ht n

b. On-line users may request the TFSO to create a mainframe
data set of requested T/O&E' s or MOS extracts in transaction
format for use by units. An on-line user may either downl oad
the data to a personal conputer using tine sharing option (TSO
or request an electronic transfer of data via the Marine Corps
Data Network or as an e-nmmil attachnent. TFSO forwards the data
as an ASCI|I DOS text file unless another file type is specified.
El ectroni c copies of equi pnent all owance data may be requested
fromthe | ocal Supported Activities Supply System (SASSY)
managenent unit.

c. A transaction checklist may be prepared or nodified using
either TSO or Renote Operating System Conversational Operations
Environment. On-line users mnust request access through the TFSO
for the capability to execute the transaction checklist program
The transaction checklist provides a checklist of the transactions
as well as a list of any transactions that fail format or content
edits. This ensures that properly formatted transactions are
submitted to the TFSO and m nim zes the need for resubm ssion of T/O
transacti ons.

ENCLOSURE ( 2)
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d. The on-line user nust have access to the Quantico mainfrane
BATCH files to produce a transaction checklist or to view LMS T/ G&E
files. Access is available to on-line users at all command | evels
and can be obtained from TFSO. Questions relating to ADP access should
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5. Inpact of the Action

The form and content of this paragraph will be determ ned by the
nature of the action(s) and whether it affects doctrine,

organi zation, training and education, equipnent, facilities and
support, or any conbination thereof. Make appropriate
adaptations to fit the actual situation.

a. Cvilian Personnel
Nunber of authorized ceilings as of (insert date).

Nunber of pernmanent on-board enpl oyees as of (insert date).
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Esti mated annual total civilian salaries.
Nunber antici pated reduction-in-force separations.
Nunber anticipated attrition through (enter conpletion date).

Nunber of enployees to transfer to other activities within
t he area.

Nunber of enployees to transfer to other activities outside
t he area.

Nunber of enpl oyees to be increased.

b. Mlitary Personnel (to include Marines and Navy both
active and reserve)

Current T/Q&E: O ficers/Enlisted.
Current Authorized Manning: Oficers/Enlisted.
Current On Board: O ficers/Enlisted.

Appendix C to
ENCLOSURE (2)
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Nurmber of billets to be retained as a result of action:
O ficers/Enlisted.

Nunber of billets to be transferred to other activities
within the area: Oficers/Enlisted.

Nurmber of billets to be transferred to other activities
outside the area: Oficers/Enlisted.

Net manning i ncrease/reduction: Oficers/Enlisted.
c. Equal Enploynment Opportunity | npact
Total Nunber Permanent Work Force (On-board strength)
Caucasi an Bl ack Hi spani ¢ O her
Mal e/ Ferral e(M F) M F M F M F M F
(Enter NUmberS--------m oo )

Tot al Nunber Affected
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Caucasi an Bl ack Hi spani c O her
Mal e/ Ferral e(M F) M F M F M F M F

(Enter NUmbers--------------oommmm o )
d. Facilities and Support Data

When a physical installation is affected, the follow ng
i nfornmation, as appropriate, should be included:

(1) Land area (including building sites) - (nunber of
square feet)

(2) Value of plant account Bui | di ng(s) ($ anount)
Equi prent ($ anpunt)

Tot al ($ anount)

Appendix Cto
ENCLOSURE ( 2)
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(3) Maintenance and operating costs by FY: Present
(FY ) and $ anount; |ast (FY ) and $ amount; and next
(estimated (FY___ ) $ anount.

(4) Estimated curtail nment or acquisition costs, by FY.

(5) Predomi nate type of building construction and
whet her pernanent, sem -pernmanent, or tenporary.

(6) Property disposition or acquisition plans or
pr ocedures.

(7) GCccupy (insert nunmber of square feet) space under a
host -t enant agreenent with the (name and | ocation of host
activity).

(8) Cccupy (insert nunber of square feet) space under
| ease agreenent with the (nanme and | ocation of owner) and
i ndi cate anount of rent, or if no rent is charged, stipulate the
reason for no costs being invol ved.

e. Operating Forces Data
(1) Numbers of officer and enlisted personnel involved.

(2) Estimated annual nilitary salaries of personnel
i nvol ved.

(3) Estimated nunber of dependent famlies at current
location of unit involved, and identify nunber requiring
novenent as a result of action.
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(4) Nunber and type of units at the |osing and gaining
| ocations after the conpletion date.

(5) Housing unit availability and occupancy rates at
both the | osing and gai ni ng conmands.

(6) Bachelor officer and enlisted quarters availability
and occupancy rates at both the | osing and gai ni ng comands.

Appendix C to
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f. Equipnment. List Type |I T/ O&E equi pnent al |l owances
required, either increases, decreases, and/or transfers with
estimated costs associated with procurenent or shipping.
Identify source of funding for all associated equi pment costs.

g. Funding. Anticipated savings versus cost of proposed
action (show nmethod of cal cul ation).

6. Assistance to Affected Gvilians. Ildentify efforts to
assi st di splaced enpl oyees such as pl acenent assi stance,
coordination with DOD O fice of Personnel Managenent, |iaison
with the Departnent of Labor, state enpl oynment offices, and
private industry.

7. Anticipated Congressional Interest. Provide a synopsis of
any inquiries received by public officials pertaining to the
force structure action.

8. Labor Organizations Affected. ldentify any civilian |abor
or contractual business relations inpacted and any concerns
regardi ng union affiliation

9. Anticipated environnental conpliance inpact. Gven state
and | ocal statutes and regul ati ons, provide an esti mated
tinmeline and cost of closing a | ocation permanently.

10. Point of Contact: DSN and Comercial Tel ephone nunber and
e-mai |l account.

/sl
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GLOSSARY COF ACRONYMS AND TERMS

1. Activation. The establishnment or reestablishnent of an
operational force organization with its associated billet

requi rements and equi prent al | owances. Units are designated
"activated" once reflected on the troop list with associated
manni ng for a specified effective date and the MCBul 5400 is
publ i shed authorizing the activation. Activation is synonynous
with the term"establishnent” for supporting establishnent

or gani zati ons.

2. Activity Manpower Docunent (AMD). The qualitative and
guantitative expression of Navy manpower requirenents or

aut hori zations allocated to an activity to performthe assigned
m ssion, function, and task.

3. Authorization. A billet requirenent that is funded by the
Navy. Requires related end-strength to be defined before
aut hori zation can be appli ed.

4. Authorized Strength Report (ASR). A recapitulation by grade
and MOS, of those T/O billets authorized for each MCC based on
the manning | evel assigned by the TFSO on the total force troop
list. The ASR serves as the source for both enlisted and

of ficer staffing goal nodels as well as the target force

pl anni ng nodel, often referred to as the grade adjusted
recapitulation (GAR). Actual on-board strength is a function of
aut hori zed end-strength, manning, and avail abl e inventory.

5. Aviation Conbat Elenent (ACE). The ACE consists of Marine
aircraft group, Marine aviation |logistics squadron, Marine w ng
support group, Marine air control group, fixed- and rotary-w ng
squadrons, Presidential support, support to Reserve aviation
units, and training squadrons and units.

6. Billet. A specific nmanpower space which is assigned
qualifiers that define the duties, tasks, and functions to be
performed, and the specific skills and skill level required to
performthe delineated functions.

7. Billets Authorized. A funded Navy manpower space which has
been authorized by CNO. (Authorized billets are identified in
t he manpower resource code (MRC) bl ock of the AWD)

ENCLOSURE ( 3)
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8. Billet Identification Nunber (BIN). A seven-digit nunber in
t he Navy manpower system permanently assigned to each billet,
header, or note within the Navy's Total Force Manpower
Managenment System

9. Billet Sequence Code (BSC). A five-digit nunber assigned to
organi zationally structured billets, headers, and notes within
an individual Navy AMD.

10. daimant. See manpower cl ai mant.

11. Conbat Devel opnent System (CDS). A formal system of
processes and functions that identify, develop, acquire, field,
and sustain, essential integrated capabilities based on
fundanment al concepts which neet the needs of the Marine Corps
and commanders in chief.

12. Conbat Service Support Elenent (CSSE). The CSSE consists
of force service support group battalions: headquarters and
servi ce, mai ntenance, supply, engineer, support, |anding
support, notor transport, nedical, and dental battalions as well
as reserve CSSE units. This includes active duty support to
reserve units.

13. Command El enent (CE). The CE consists of force, MEF, and
Mari ne expeditionary unit headquarters; surveill ance,

reconnai ssance, intelligence group subordinate units
(intelligence conpanies, air/naval gunfire |iaison conpany,
conmuni cations battalion, and radio battalions as well as
reserve CE units). This includes active duty support to
MARFORRES headquarters.

14. Common Module. A T/ O8E used by nore than one unit, having
the sane series T/ O%E nunber, sanme nission statenent, and the
same billet requirements and equi pnent all owances. Comon
nodul es enhance Marine Corps capability to globally source
forces for conbatant comranders

15. Conpensation. The identification of a billet or item of
equi prent for deletion, by T/O&E and |ine nunmber or TAMCN, when
T/ O&E nodi fication involves increases in billet or equi pnent
totals, grade |levels, and/or type changes that have not been
approved in the POM process. The conpensation nust be of the
sane type (i.e., mlitary officer for mlitary officer, enlisted
for enlisted, and Navy for Navy), and nust fit within acceptable
grade shape paraneters for the MOS s invol ved.

ENCLOSURE ( 3)

MCO 5311. 1C

http://www.usmc.mil/directiv.nsf/bf 7ed.../d3e3fa3319cedec38525680f 005ddb2f ?70penDocumen  8/24/00



14 JAN 1999

16. Deactivation. Operating force units are deactivated when
zero-manned and equi pment is redistributed or decl ared excess.
These units are reflected with zero structure and zero manni ng
on the troop list for the schedul ed deactivation year. Force
structure for a deactivated unit is either elimnated or

reall ocated. Force structure disposition nust be authorized by
a MCBul 5400. Deactivation is synonynous with the term

"di sestablishnment” for supporting establishment organizations.

17. Disestablishment. Used in place of the term"deactivation"
for supporting establishnent units and organi zations. Refer to
the definition of "deactivation" for inplications on the troop
list and requirenent for publication of a MCBul 5400.

18. End-Strength. The nunber of active-duty nmilitary and
civilian personnel in the Navy and Marine Corps on the |ast day
of the accounting period (30 Septenber).

19. Equi pnent All owance. That quantity of an itemrequired to
be on hand or on order by a unit as authorized by the unit's
T/ O&E and ot her all owance type publications or directives,

unl ess specific authorization is provided by higher headquarters.

20. Equi prent Al lowance File (EAF). A file within LM S which
provi des authorized all owances by T/E for asset nanagenent.

21. EAF Challenge. An EAF challenge is a request initiated by
a unit to nodify the current EAF based upon a change to the nost
current quarterly update.

22. Establishnment. Used in place of the term"activation" for
supporting establishnent organi zations. Refer to the definition
of "activation" for inplications on the troop lIist and

requi renent for publication of a MCBul 5400.

23. External Billet. A billet at an activity external to the
Marine Corps which is considered chargeabl e Mari ne Corps force
structure which the Marine Corps is responsible for manning and
st af fi ng.

ENCLOSURE ( 3)
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24. Fleet Marine Force Personnel Assistance Program (FAP). The
use of operating forces nmilitary personnel to support the base
or station commander in acconplishing workloads resulting from
the presence of an operating forces unit. The nunber of
supporting military billets filled by FAP reflects the support
required fromthe tenant operating forces commander during

peri ods of full occupancy. The base or station and the
operating forces commander negotiate the authorized billets
through a witten agreenent.
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25. Force Structure. Force structure refers to the nunber

si ze and conposition of Marine Corps units (expressed in terns
of T/Q&E's) required to performthe Marine Corps mnission.
Programred force structure evolves fromthe MCWMP, is refined

t hrough the POM process, and is approved as a final output of
the POM Progranmmed force structure is devel oped for each of
the programyears. Force structure includes unit requirenents
for both nmanpower and equi pnent resources.

26. Functional Leader. An individual responsible for managi ng
an organi zation with expertise in a particular functional area.
This person retains the authority to direct, decide, and

del egate work products, projects, and staff resources of the
functional organization, but nust substantially contribute
personnel and effort to meeting process goals and the

requi renments of the Conbat Devel opment System

27. Funded Billet. Navy nanpower as authorized in the future
years defense program (FYDP) with billet quantity assigned.

28. Future Years Defense Program (FYDP). The official program
whi ch summari zes the SECDEF approved plans and prograns for DOD.
The FYDP is published at | east once a year. The FYDP is al so
represented by a conputer data base which is updated regularly
to reflect budget decisions and reprogranmm ng actions.

29. Gound Conbat Elenment (GCE). The GCE consists of division
headquarters, infantry, artillery, tank, anphibious assault
vehicles, light arnored reconnai ssance, and conbat engi neer
battalions, as well as reserve GCE units. This includes active
duty support to those units.

ENCLOSURE ( 3)
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30. ItemData File (IDF). The IDF within the LM S contains
procurenment, supply, and technical data pertaining to najor end
itenms of equipnent.

31. Letter of Allowance (LOA). The LOA is a docunent that
provides activities a civilian personnel profile that includes
their full-tinme equivalent (FTE) targets. The LOA is conpiled
fromactivity input. Each activity is requested to provide its
civilian personnel FTE profile prioritized, relative to the
wor kl oad they can accommdate within their total available
resources. It also displays current profiles and estinates

t hrough the FYDP, and the data are normally provided to each
activity after each budget submi ssion, nornally three tines a
year.

32. Man-year. A nan-year is a restatenent of nmilitary
end-strength, taking into account the difference between
accessions, retention, and attrition based on the requirenent to
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nmeet aut horized end-strength on 30 Septenber. Man-years, when
cal cul ated, historically have been | ower than the end-strength
aut hori zed.

33. Manning. That portion of force structure which, within
manpower and budgetary constraints, is authorized to be filled.
Manning is determ ned by taking authorized end-strength,
converting end-strength to man-years, and subtracting estimated
P2T2.

34. Manpower Cainant. |n the Navy Resource Managenent System
the maj or commanders or bureaus which are authorized nanpower
resources directly by the CNO for acconplishnment of the assigned
m ssions and tasks. CMC is designated as d ai nancy 27.

35. Mlitary Cccupational Specialties (MXS) Specialist. MS
specialists are designated by and directly support the CccFld
manager. As a technical advisor to the OccFl d manager, the MOS
specialist's skill and know edge are critical in providing
accurate and productive information to effectively classify,
train, and establish the billet requirenents for that MOS.

36. Mobilization. The process by which the Armed Forces or part
of themare brought to a state of readi ness for war or other

nati onal energencies. This includes the assenbling and organi zi ng
of personnel, supplies and material for active mlitary

ENCLOSURE ( 3)
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service. Mdbilization requirenents nust be identified
on the T/O&E to ensure a snoother transition during war

37. Monitored Command Code (MCC). A code assigned by CMC (M)
to each command, unit, activity, or individual billet to which
mlitary personnel are assigned.

38. COccupational Field (CccFld) Manager. OccFld managers are
assigned by their respective DS, ACS, or departnent head/
division director of HQMC, MCCDC, and COVMARCORSYSCOM CccFld
managers are the focal point for OccFl d nmanagenent and MOS
devel opnent. They manage assigned OccFld and MOS's, excl usive
of personnel assignnent.

39. Operating Forces. Operating forces include all el enents of
the MAGTF as wel |l as other operational special purpose forces
such as the Marine Security Quard Battalion and the Mrine Corps
Security Force Battalion.

40. Pl anned All owances. Allowances which are required for
whi ch fundi ng or new equi pnent procurenent prohibits the
delivery of the asset until a future year. Planned all owances
are entered into the LM S once the user's |ogistic support
sunmary (ULSS) is published. Planned all owances are converted
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to actual allowances once the equipnment is received, and the
unit requests a change of status of the equi prment from pl anned
to actual

41. Program bj ective Menorandum (POM). A biennial docunent in
which each nmilitary departnent and Defense agency recomrends and
describes its total resource and program objectives. Program
objectives are fiscally constrained. To allow flexibility for
each Service to devel op bal anced prograns, reallocations of
funds is pernitted between maj or m ssion and support categories
unl ess specifically stated otherwi se in the SECDEF Fi scal

Gui dance Menorandum

42. Reorgani zation. Reorganization effects the realignnent of
structure within given T/Q&E's. Frequently, reorganization is
required as a result of a change in mssion or T/O&E, or to
conpensate for force structure activations or deactivations.

43. Requirenent. A statenment of the quantity and quality of
Navy, Marine, or civilian manpower needed to performrequired
operational capabilities in a projected operational environnent.

ENCLOSURE ( 3)
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These requirenments are derived fromthe USMC T/ O%E and are
di splayed in the total force troop list as well as the Navy AMD

44, Site-Lining. The distribution of a unit's Iine nunbers to
speci fic pernmanent (365 days-a-year) sites, whether done in the
Active or Reserve Conponent. Site-line distribution requires a
T/ O&E change request and reserve recruiting plans are nodified
when a line nunber is noved fromone unit |ocation to another
Movenent of line nunbers resulting in the relocation of a

pl atoon or larger requires a Marine Corps 5400 series bulletin
and a F&J letter to authorize the unit relocation

45. Special Al lowances. Special equipnent allowances may be
granted by Marine Corps forces commanders to units that have a
temporary need for non-controlled itens when the current unit
assets are insufficient to meet the need, or tenmporary in
nature, and the unit has no assets available to performthe task
required. Distribution of assets will be considered prior to
speci al all owances bei ng approved. Special allowances will be
granted for a period of one year or less. Should a special

al | onance be required beyond this period, the unit will submt a
request for MOA as per this Order. Special allowances are
intended to be a tenporary addition to T/ O8E al | owances.

Speci al al |l owances al so may be granted when a unit has received
early fielding of a controlled itemprior to publication of the
materiel fielding plan. Upon publication of the ULSS, the

al  owance will be converted from planned to actual allowance and
the special allowance will be del eted.

46. Staffing Goal. A staffing goal is a conputer-generated
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assignment target by MCC which provides an ideal distribution of
grades and skills in accordance with inventory availabilities
and current distribution policies.

47. Supporting Establishment (SE). The SE incl udes bases,
stations, external billets, and civilian and mlitary billets
that are not organi zed under the operating forces. The SE

provi des the devel opnent, procurenent, training, admnistration
and |l ogistics required to performthe Marine Corps mssion. In
addition to bases, stations, and individual billets, the SE al so
consi sts of formal schools, academ es, and schools of infantry.

48. Table of Authorized Materiel Control Nunber (TAMCN). The
TAMCN i s an al phanureric designator which identifies an item of

ENCLOSURE ( 3)
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conbat equi pnent. The TAMCN consists of three elenents: the
commodi ty designator, the item nunber, and the class and

subcl ass of supply. Definitions of these codes are provided in
the LM S users manual produced by TFSD

49. Table of Manpower Requirenments (T/MR). The T/MRis an

aut omat ed system whi ch captures and di spl ays approved Marine
Corps T/Os, T/O mission statenents, and other associ ated data.
The current year (staffing year) plus 6 out years are depicted.
Definitions of codes resident in the T/MR are available in the
T/ MR users manual produced by CG MCCDC ( TFS)

50. Table of Organization and Equipment (T/O&E). A T/ O&E
describes the organizati onal manpower requirenents in ternms of
grade, MOS, series, weapon, and billet title for civilian and
mlitary personnel. It is a basic docunent that describes, in
billet line detail, the conposition of every Marine Corps

organi zation. The T/O&E is also an equi prent al |l owance docunent
which lists itens required by the organi zation to performtheir
wartime m ssion by table of authorized materiel control numnber

51. T/ &E Change Request. Request to nodify organization or
equi prent al | owances subnitted when changes in doctrine,
concepts of enploynent, safety, mssion, or organization support
t he requested change in all owances.

52. T/ O&E M ssion Statenent. A T/ O&E ni ssion statenent
describes the mi ssion and tasks, organization, concepts of
organi zati on and enpl oynment, and administrative and | ogistic
capabilities of Marine Corps organization. A nission statenent
is an integral part of a T/ O&E.

53. Total Force Structure Omer (TFSO. The TFSOis the foca
point for all force structure planning and devel oprent,

i ncluding those initiatives directed by Congress, SECDEF, and
DOD, e.g., through the inplenmentation of quadrennial defense
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revi ew r ecommendati ons.

54. Total Force Troop List. The troop list is a planning
docunent that displays Marine Corps structure with respective

al |l ocations of programred manning. It is conprised of the
approved T/ Q&' s and the total projected officer and enlisted
manning. The troop list covers the FYDP: the current year, the
budget year, and the out years. Each year is depicted as a

ENCLOSURE ( 3)

MCO 5311. 1C
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begi nni ng- of - each year view  Geographical |ocation and other
details are included for use in updating the FYDP. The troop
list is the basic document used to devel op current and out-year
manpower and equi pnent pl anni ng docunents.
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