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1ST MEDICAL BATTALION
1ST MARINE LOGISTICS GROUP, FMF
BOX 555657
CAMP PENDLETON, CA 92055-5606
BnO P5000.1
                                                         
                                                                                                                                         In reply refer to:   
                                                         BnO 5000.1
                                                        												      Ser CO/                                                                       

BATTALION ORDER 5000.1

From:  Commanding Officer 
To:      All Hands

Subj:  1ST MEDICAL BATTALION CHECK-IN AND CHECK-OUT PROCESS OF  
           PERSONNEL

Ref:   (a)  OPNAVINST 1740.3C, Command Sponsor and Indoctrination Programs
          (b)  MCO 1320.11G, Marine Corps Sponsorship Program
          (c)  GruO 1000.5A, 1st Marine Logistics Group New Join Program
          (d)  BnO1000.5, 1st Medical Battalion New Join Program
          (e)  MCBUL 10120 CH-4, Fiscal Year 2021 Individual Clothing Allowances 
          (f)  MCO5110.1D, Motor Vehicle Traffic Supervision
          (g)  MCIWEST-MCB CAMPENO 5000.2, Base Magistrate

Encl:  (1)  1st Medical Battalion Check-in and Check-out Form
	    (2)   1st Medical Battalion Check-in Guide

1.  Situation.  To standardize and implement the check-in and check-out process for all 1st Medical Battalion (1st Med Bn) personnel.  This order addresses the prescribed procedures for 1st Medical Battalion personnel to properly conduct the check-in and check-out process to ensure complete compliance with references (a) through (g) and administratively gain a ready to deploy force to meet operational readiness requirements.

2.  Mission.  To establish an effective check-in/check-out procedures for all reporting and departing personnel within 1st Med Bn, in accordance with references (a) through (g) in order to meet administrative requirements for operations readiness. 

3.  Execution.

     a.  Commander’s Intent.  This order applies to all 1st Med Bn personnel.  All newly reporting or departing personnel regardless of rank, position, or familiarity with the command shall comply with the procedures outlined in this order.  The procedure delineated in this order are designed to complement, not replace, the proper check-in/check-out procedures required from each sections.

     b.  Tasks

          (1) Company Commanders/Senior Enlisted Leaders
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                (a) Implement procedures established in this order and in all references as applicable.

                (b) Ensure all company personnel reporting and detaching completes the check-in and check-out requirements.  Ensure the chain of command has provided the member with required resources to successfully complete the check-in/check-out process.

                (c) Ensure that personnel within the companies are aware of their full responsibility to conduct proper check-in or check-out from the command and abide within the timeframe of this order. 

                (d) Ensure personnel trained as Sponsors coordinate with the Sponsorship Coordinator and abide by the policies and procedures stated in reference (a) through (d).

                (e) Company Commanders/Senior Enlisted Leaders shall conduct a Force Preservation Council (FPC) interview and document within five days from the member’s reporting date.

           (2) S-1. S-1 section will issue the check-in or check-out sheet to the member. S-1 is responsible for managing and conducting proper version control of the check-in/check-out documents as well as ensuring check-in/check-out documents are completed before the release of Battalion Special Order (BSO), Temporary Assigned Duty (TAD) orders or official Permanent Change of Station (PCS) orders. New reporting members will have 10 business days to complete the check in process. Once completed, the check in sheet will be promptly returned to the S-1 Section.

                (a) Administration and Mail

                     1.  Member check-in procedures.  The reporting member shall accurately complete the forms provided by S-1.

                     2.  Staff check-in procedures.  S-1 members are responsible for gaining newly reporting members into Marine Online (MOL), Marine Corps Total Force System (MCTFS), and BIC, and Database via forms completed by the gaining member during the check-in process.  A mail clerk from S-1 is responsible for reporting member’s information and mailing address must be added to the Directory File Card (DFC) cards.

                     3.  Member check-out procedures.  The departing member shall report to S-1 for the final signature and sign-off by the S-1 Office in Charge (OIC) or Chief after receiving the final signature from their respective Company Commander. 

                     4.  Staff check-out procedures. An S-1 representative is responsible for removing the member from MOL, BIC, and Database on the last day of check out, after the morning report 
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has been submitted to 1st Marine Logistics Group (1MLG).  Removing the member from each database must be completed after their respective Company Commander has signed their check-
out document, confirming a quality check of the check-out process.  The mail clerk will annotate the DFC card with the member’s new address upon transfer or separation. 

                (b) CPPA

                     1.  Member check-in procedures.  The reporting member shall provide the original orders with the stamp from the previous duty station, flight and travel itinerary (if applicable), Service Member’s Group Life Insurance (SGLI), updated Record of Emergency Data/Dependency Application (RED/DA), new address to receive mail (as soon as applicable) and hotel receipts.  The hotel receipts must be from the previous or gaining command’s base unless a Certificate of Non-Availability was issued from the base hotel authorizing the member to stay in a hotel off base. Marines must complete the administrative check-in with H&S prior to taking their orders to Intra Governmental Payment and Collection (IPAC).

                     2.  Staff check-in procedures. The S-1 Personnel Specialists shall stamp the reporting member’s orders and provide the appropriate forms to the member to submit the member’s gain and travel (when applicable) to Personnel Support Detachment (PSD) via Transaction Online Processing System (TOPS).

                     3.  Staff check-out procedures. An S-1 representative is responsible for assisting with the completion of transfer or separation packages to be submitted to PSD via TOPS.

                (c) Defense Travel System (DTS)/Government Travel Chard Card (GTCC) 

                     1.  Member check-in procedures. Upon check-in, the member shall provide up to date Travel Policies 101 and Travel Card 101 (Mandatory) Trainings upon arrival. The trainings can be accessed at https://www.defensetravel.dod.mil/neotrax/training/index.php.  The reporting member must provide GTCC to show ownership of card. If the member does not have a GTCC, the individual must call Citibank or complete the online application and provide proof of application. The member is responsible for returning to S-1 once the GTCC is received. Note that if the member should need a new card, they must call Citi bank to request it.

                     2.  Staff check-in procedures. The S-1 DTS representative will ensure the reporting member is gained in DTS and Citibank hierarchy and demographic information is updated appropriately in the system and excel tracker. If the reporting member does not have an account, the representative is shall create an account in DTS for the member and provide the member information to apply for an account with Citibank. The representatives will also ensure the reporting member has no outstanding debt on their account.
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                     3.  Member check-out procedures. The member is responsible for ensuring their DTS account is not delinquent prior to check-out. If a balance is remaining, the member is responsible for taking appropriate actions towards a zero balance. 

                     4.  Staff check-out procedures. S-1 is responsible for ensuring the departing member does not have any outstanding debt or delinquencies in DTS or on their GTCC, 

removing the departing member from the battalion DTS account, and updating the DTS excel tracker prior to acknowledging and signing the check-out document. 

                (d) Education Services Officer (Navy enlisted only)

                     1.  Member check-in procedures. Upon check-in, the member shall provide the last three copies of their evaluations or letters of extension.

                     2.  Staff check-in procedures. The staff will verify the enlisted advancement worksheet (EAW) with the member if applicable during the exam window. The time in rate, exam eligibility, and EAW completion will be verified as well.

                (e) PERS TEMPO

                     1.  Member check-in procedures. Upon check-in, the member shall provide their social security number to be gained in the system.

                     2.  Staff check-in procedures. The appropriate staff member will gain the reporting member into the system and update the system accordingly if the member deploys or departs from the command.

                (f) Family Care Plan and Navy Family Accountability and Assessment System (NFAAS).  The member is responsible for completing the form provided by the staff. All personnel will update and verify NFAAS via https://pki.navyfamily.navy.mil/main/my_home/. Note that Family Care Plans require a secondary caregiver’s contact information.

           (3) S-2 

                (a) Member check-in procedures. Reporting member must bring their SERE 100.2 certificate from Marinenet or Joint Knowledge Online (JKO), completed Isolated Personnel Report (ISOPREP) package, the Counterintelligence Awareness and Reporting for DoD, and Annual Security awareness refresher. The training information will be provided by S3-T located in the welcome aboard package. 

                (b) Staff check-in procedures. The S-2 staff will confirm security clearance if applicable, maintain the member’s profile for the Command Security Program, conduct 
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ISOPREP, and sign the Non-secure Internet Protocol Route (NIPR) and Secure Internet Protocol Router (SIPR) System Authorization Access Request (SAAR) forms from S-6 when applicable.

                (c) Member check-out procedures. Member must check out with S-2 no earlier than two weeks prior to check out and complete questionnaire provided by S-2.

                (d) Staff check-out procedures. The S-2 staff will provide the departing member with a questionnaire and detach the member from the command in the appropriate systems.

           (4) S-3/T 

                (a) Member check-in process. After receiving the issued gas mask from IIF, the reporting member will bring all computer based training certificates to include any instructor certificates as well as having created their Marine Corps Training Information Management System (MCTIMS) account. Face to Face training will be conducted during member’s indoctrination training or at the company. Marines are required to weigh in with the Platoon Sergeant within the first day of check in.

                (b) Staff check-in process. The staff will verify the MCTIMS account has been created, verify completed training, and identify any training requirements in accordance with the command’s mission.

                (c) Member partial check-out process. The member must check out with S-3 to go TAD to ensure the proper trackers are updated and personal effects waivers are issues if applicable.

           (5) S-4.  Marines and Sailors that are required to maintain a domicile in the barracks must check-in with S-4 at building 22181 and go to building 2233 to receive their information and room assignment. Upon check-out, the member is required to turn in their key to building 22181.

           (6) S-6 

                (a) Member check-in procedures. After check-in with S-2, the member shall provide their CYBERMOOO certificate from either JKO or Marinenet. 

                (b) Staff check-in procedures. S-6 personnel will generate a NIPR and SIPR (if applicable) SAAR for the member. Once the member’s account has been created, S-6 personnel will notify the member and provide the appropriate computer access based on the member’s company and position.

           (7) SAP

                (a) Command Indoctrination
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                     1.  Member check-in procedures. Upon check-in, the member shall coordinate with their assigned sponsor from their respective company to properly and thoroughly complete the check-in process. The reporting member is expected to communicate effectively and often with 
their chain of command and sponsor with any discrepancies or issues during their check-in process. The member is responsible for informing their company leadership of their assigned Command Indoctrination dates and attending.

                     2.  Staff check-in procedures. The staff will annotate on the member’s check-in document the dates for the upcoming Command Indoctrination and will send out a hit list two weeks prior to the date to leadership showing who must attend the course.

                (b) Command Sponsorship Coordinator

                     1.  Member check-in procedures. Upon check-in, the reporting member shall effectively communicate with their assigned sponsor any concerns or needs that they have prior to and during the check-in process.

                     2.  Staff check-in procedures. The assigned sponsor is responsible for adhering to reference (d), fully understanding the check-in process, and ensuring the reporting member is properly and thoroughly completing the check-in process.  The assigned sponsor is expected to communicate with their company leadership and the Sponsorship Coordinator on a regular basis prior to and during the member’s check-in process.

                     3.  Member check-out procedures. The departing member will sign the log book and notify the Sponsorship Coordinator if they are assigned any new joins that conflict with their check-out process.

                     4.  Staff check-out procedures. The Sponsorship Coordinator will ensure the departing member is not assigned any new join check-ins. If so, the Sponsorship Coordinator will re-assign the new join and make contact with the newly assigned sponsor.

                (c) Unit Award Coordinator (E-6 and above only)

                     1.  Member check-in procedures. Upon receiving green-side email access, the reporting member shall contact the Unit Award Coordinator to request Awards Processing System (iAPS) access. The Coordinator will provide the steps to request and will grant access upon completion.

                (d) Legal.  The reporting member is responsible for completing and submitting the Court Martial Questionnaire provided by the legal office.

                (d) Adjutant Office
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                     1.  Member check-in procedures. The reporting member is responsible for checking into the Adjutant office and scheduling an interview with the Triad based on their respective 
rank.  Officers must provide their last three Fitness Reports (FITREP), Bio, Officer Summary Record, Performance Summary Record, and Resume/CV.

                     2.  Staff check-in procedures. The Adjutant office will schedule the interview and send a calendar invite to the reporting member.

                (e) Command Career Counselor (Navy enlisted only)/Career Planning

                     1.  Member check-in procedures.  The reporting member is responsible for providing their orders.

                     2.  Staff check-in procedures.  The Career Counselor will check the member data summary and orders to ensure member has enough years in service.  If further action is needed in regards to the member’s Transition Readiness Seminar (TRS) services, the career planning will take for action.  The Career Planner will check the Marine’s personnel records on MOL for any re-enlistment services, special duty assignments, or TRS services.

		   (f) FitRep/Evaluation Coordinator (Sailors only).

			1. Member check-in procedure. Member will bring copies of the three most recent FitRep (Officers) and Evaluations (Enlisted).

                  2. Staff check-in procedures. FitRep/Evaluation Coordinator will verify advancement eligibility.

			3.  Staff check-out procedures. Ensure 30-60-90 tracker is updated and file detachment FitReps and Evaluations accordingly.

           (8) MCMH

                (a) Medical 

                     1.  Member check-in procedures. The reporting member shall check in to Medical within five days of checking in. The member will provide the hard copy Medical Health Treatment Record.  As part of the Medical Surveillance Program, the member is responsible for transferring their Tricare enrollment within 30 days of their report date. They can do so by calling Tricare West Region at 1-844-866-9378 or visiting the Tricare website at www.Tricare.mil/moving  and follow the instructions for transferring their Tricare prime option to the appropriate MCMH.
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                     2.  Staff check-in procedures. MCMH is responsible for receiving the member’s medical record and verifying readiness in MRRS. In accordance with reference (d), a medical provider will screen the member’s record within 30 days of receipt of the record, add the member to the “new check in screening” document and provide the document to the appropriate provider.

                (b) Dental 

                     1.  Member check-in procedures. The reporting member shall check in to Dental after checking into Medical. The member will provide the hard copy Dental Health Treatment Record.
                     
               2.  Staff check-in procedures. Dental is responsible for verifying the member’s record and dental class, and scheduling an appointment if necessary. The scheduled appointment will occur if the member is due within 30 days.

                     3.  Member check-out procedures. The departing member will collect their Dental Health Treatment Record.

                     4.  Staff check-out procedures. Dental staff will detach the departing member and complete any required records if necessary. 

           (9) Substance Abuse Control Officer (SACO)

                (a) Member check-in procedures. All reporting members must provide a sample within 72 hours of reporting. Personnel that check in on Fridays must provide a sample the same day. 

                (b) Staff check in procedures. Upon reporting, the SACO will conduct the safety brief, provide a serialized Arrive Alive card (if over the age of 21), and process the urine sample appropriately. 

                (c) Member check-out procedures. Upon check-out, the member will return the Arrive Alive card and verify detachment day.

           (10) FPC

                (a) Member check-in procedures. All reporting members must check in with their respective Company Commander or Senior Enlisted Leader to conduct an FPC interview.

                (b) Staff check in procedures. The respective Company Commander or Senior Enlisted Leader of the reporting member is responsible for conducting and completing an FPC interview and document within five days of the member reporting to the command.
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           (11) Watchbill Coordinator.  The gaining member will report to their respective watchbill coordinator and provide the training outlined by S3-T. All E-6 and above are required to qualify on the pistol range in order to stand Officer of the Day duty.

           (12) FMF Coordinator

                (a) Member check-in procedures. Enlisted Sailors will report to their respective FMF coordinators to receive their study materials and pertinent information regarding required 
trainings, qualifications, and deadlines. Navy Officers will report to the FMFWO coordinator to receive their study materials and pertinent information regarding trainings, qualifications, and deadlines. 

          (b) Staff check in procedures. The FMFWO and FMF coordinators will provide the reporting member with the pertinent information and materials required to qualify for their respective pins. FMF books will be issued as well as the trackers updated accordingly.

           (13) Military Family Life Counselor (MFLC) 

                (a) The reporting member is responsible for calling the MFLC at 760-573-0346 to receive a brief concerning short-term, non-medical counseling to service members and their families.

           (14) Deployment Readiness Coordinator.  Newly reporting personnel are required to complete Family Readiness Contact Form (NAVMC 116544).

           (15) Command Fitness Leader.  All reporting members must compete their BCA wearing their Physical Training Uniform within five days of reporting to be entered into the battalion tracker.

           (16) Armory.  The reporting member is responsible for checking into the armory to receive their weapons card. The member must obtain the signature for their weapons card from their respective Company Commander or Senior Enlisted Leader.

           (17) Motorcycle Safety.  Motorcycle riders are tracked by their respective company motorcycle representative. If the member rides motorcycles or anticipates riding in the future, the member will report to their representative. Their license, registration, and training documents are required.

           (18) Individual Issue Facility.  Prior to checking into Supply or S-3T, the reporting member must report to IIF to receive their issued gear. The member can walk in between 0700-1700 or schedule an appointment at https://member.dpas.dod.mil/.
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           (19) Safety.  The reporting member will report to Safety and sign the log book. Safety will add all personnel to the Enterprise Safety and Management System (ESAMS). 

           (20) Supply. 

                (a) Member check-in process.  After completing the IIF process, the member will report to Supply with a copy of their history of assignments (enlisted Sailors only) and orders. Enlisted Sailors with a break in Marine Corps service, or at initial assignment to a Marine Corps unit, is eligible to receive the Special Initial Utility Uniform Allowance per reference (e). 

                (b) Staff check-in process.  If the member is eligible for a uniform allowance, Supply representatives will provide the documentation and oversee the process to ensure the member receives their uniform items.

           (21) Command SAPR.  The member’s sponsor is responsible for ensuring the member checks in with their company SAPR/VA, is educated on the resources available, and provided contact information.

           (22) UVAO. The member’s sponsor is responsible for ensuring the member checks in with the Unit Voting Assistant Officer, is educated on the resources available, and provided contact information.

           (23) Credentialing.  All providers and nurses are required to stop at credentialing located at NMRTC Camp Pendleton, 4th floor/Room 4172.  They can be reached at: (760) 719-5100, (760) 719-4418, or (760) 725-1577.  Providers will receive hospital access and set up navy account with hospital IMD

           (24) Main Side Library. New reporting members check-in to the base library to receive a library card and a list of services and resources provided. Out-processing members must ensure all borrowed items are returned to the library.

           (25) Family Housing Office.  Reporting members with the intention of utilizing base housing must contact the family housing office. The information is provided in the welcome aboard package via the assigned Sponsor. 

           (26) Vehicle Registration Office.  Reporting members will register their vehicle on base per references (f) and (g). The registration process is completed at the Pass and ID Center or PMO (building 1523), located on the base map provided in the welcome aboard package. The member must bring their license, registration, insurance, and a smog test if applicable. 

4.  Administration. This order should be reviewed in its entirety.

5.  Command and Signal.

     a. Command.  This Order is applicable to all personnel of 1st Medical Battalion.

     b. Signal.  This Order is effective the date signed.



 J. J. REPASS
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