MCRC FROST CALL 008-03 DATED 16 DECEMBER 2002

From: Commanding General, Marine Corps Recruiting Command

Subj: IMPLEMENTATION OF REVISED DD/MEPCOM FORMS USED IN THE
MCRC AUTOMATED ENLISTMENT PACKAGE (AEP), AND RACE AND
ETHNIC CODING IN MARINE CORPS RECRUITING INFORMATION
SUPPORT SYSTEM (MCRISS)

Ref: (a) Office of Management and Budget (OMB) Directive
Dated 30 Oct 1997, Revision to Standards for
Classification of Federal Data on Race/Ethnicity

Encl: (1) DOD Racial Category/Ethnic Category Codes
(2) DD Form 1966 Series - Record of Military Processing
(3) MEPCOM 714AE - Request for Examination

1. Purpose. To notify all levels within the Marine Corps
Recruiting Command, the implementation guidance for use of
revised DOD/MEPCOM Forms used in the MCRC Automated Enlistment
Package (AEP), new race and ethnic codes used in the Marine
Corps Recruiting Information Support System (MCRISS), and MEPCOM
Integrated Resource System (MIRS).

2. Background. The reference established new Racial and Ethnic
Category codes to be used by all government agencies. The
Department of Defense has revised DD Forms to facilitate this
coding change. The new racial/ethnic categories codes affect
the AEP, MCRISS and MIRS. Current race and ethnic codes remain
in effect through 31 Dec 02. New codes and new forms are
effective after 1 Jan 03.

3. Information.

a. The AEP has been updated to Version 2.0. Compact Disks
(CD’s) have been sent to each RS to be installed on systems at
MEPS LNCO’s and RSS’s. Three key elements of this version
update are:

(1) Corrections of misspellings in the AEP.
(2) TABS added to allow more efficient navigation.

(3) A “Live Update” feature added to provide a mechanism
for user forms to be changed quickly.

Installation requires system administrators to install the CD on
each user Laptop/PC. Once installed, the new AEP will produce
current forms (valid through 31 Dec 02) with improved functions
and appropriate corrections. The new AEP includes a Live Update
Feature that permits application updates without requiring new
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CD’s or administrator privileges to install. Users should run
the “Live Update” after all applicant paperwork required for
December processing has been completed. Prior to beginning
paperwork on applicants intended to process during January 03,
users should run the “live update” to download and install the
new forms. In the case of a PCS or other stand-alone computer,
ISC’s can use the modem in those systems and the NCOIC account
to run the live update. Once the live update is run on the
Laptop/PC only new forms will be available. New forms CANNOT be
used at MEPS in December 2002. The new DD Forms that will appear
in the AEP are:

(4) MEPCOM 714 A-E, Request for Examination
(5) DD 369, Police Record Check
(6) DD 1966 Series, Record of Military Processing

(7) DD 2807-2, Medical Pre-Screen of Medical History
Report

b. The new DoD Forms and USMEPCOM Form 714 must be used
for all processing at the MEPS effective 2 January 2003. RS’s
have been provided CD’s to load the new AEP Version. Since the
loading of this CD requires an administrator to physically go to
each location, (or laptops to be brought to the ISC), and due to
the short notice of this requirement, one of three options are
available to each RS:

(1) RS Computer Specialists install AEP Version 2.0 at
all facilities and apply the “Live Update” when all December
applicants are processed at the MEPS.

(2) If unable to install AEP Version 2.0 at all
facilities and apply the “Live Update” before 31 December 2002,
use Enclosures 2 and 3 (FormFlow Blanks), and document forms
using the FormFlow filler (Enclosures 2 and 3) or legible hand
scribe until the AEP Version can be updated. Forms will also be
available in .PDF and FormFlow Filler formats, downloaded from
the MCRC Intranet site: https://www.mcrc.usmc.mil. These forms (AEP
update, PDF or FormFlow) contain the new Racial Category and
Ethnic Category Blocks. The applicant can choose one or more
(of the 5 Racial Categories) or “Decline to Respond” and choose
one of the two Ethnic Categories or “Decline to Respond”.
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Enclosure (1) contains the Race Category codes with aggregates
for one or more selection(s), and Ethnic Category coding. An
example would be an applicant who declares racially to be Native
Hawaiian (category 4) and White (category 5) is Race Code 9. The
applicant declares ethnicity to be non-Hispanic or Latino is
Ethnic Code B.

(3) As an absolute last resort, USMEPCOM will allow for
the month of January 2003 the use of existing DD 1966 series and
MEPCOM Form 714 A-E as follows:

a. Do not enter any data in DD 1966 Blocks 7.a. or

7.b. Instead use the remarks section to record the new Racial
Category and Ethnic Category Codes from Enclosure (1). Sample
entry:

RACIAL CATEGORY 9 ETHNIC CATEGORY B

b. Do not enter any data in MEPCOM 714 A-E Blocks
7.a., 7.b., or 7.c. Instead attach a locally produced sheet
listing the new Racial Category and Ethnic Category Codes from
Enclosure (1).

b. MCRISS-RS will be modified by adding the new Race and

Ethnic Codes contained in enclosure (1). The recruiters and
NCOIC will annotate these codes on the Prospect Applicant Card
(PAC). The Operations Officer will capture these new codes in

additional drop down boxes (labeled as “Race Category” and
“Ethnic Category” when declared as a New Working Applicant (NWA)
and entered on the MCRISS NWA screen. Simultaneously, the
present Race and Ethnic drop down boxes will also be used.
MCRISS must interface in an informational push and pull with
MIRS. Therefore new Race and Ethnic Codes must reside in
MCRISS. The Marine Corps Total Force System (MCTFS) is not
designed to accept these new codes until a major change in MCTES
is facilitated later in the FY. This requires MCRISS to capture
both old and new Race/Ethnic codes for the data warehouse.

All RSS’s must have enclosure (1) as a DESKTOP guide for
recording new Race/Ethnic Codes as an applicant becomes a New
Working Applicant. These codes will be part of the NWA
declaration to the OPSO. Recruiters and NCOIC’s will annotate
the old and new Race/Ethnic codes for declaring an NWA. The OPS
section will pass these to the MEPS LNCO for input into MIRS
when projecting applicants to MEPS in the MIRS System.
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4, Action. The following action will be taken for all
applicants processing at the MEPS effective 2 January 2003:

a. Recruiting Station Computer Specialists. Follow the
installation instructions to load CD’s with new AEP Version 2.0
not later than 31 December 2002. If unable to accomplish this
installation prior to 1 January 2003, ensure all RSS’s have
FormFlow filler documents contained in enclosures (2) and (3)
available for use for all applicants processing at the MEPS on
or after 2 January 2003.

b. Recruiting Sub-Stations (RSS). Use enclosure (1) to
capture new Race and Ethnic Category Codes per the reference.
Report all NWA’s to the OPSO with old and new racial/ethnic
codes. Use new DD Form 1966 series forms/MEPCOM 714 A-E form or
apply admin tasker from paragraph 3.b. (3) above.

c. Recruiting Station Operations Officer. Annotate Race
and Ethnic drop-down boxes in MCRISS NWA screen per current
instructions and add new Racial Category and Ethnic Category
Codes in the drop-down boxes that will appear after 1 January
2003 in MCRISS-RS. Pass the new Racial and Ethnic Category
Codes to the MEPS LNCO as part of the MEPS Projection List for
input into MIRS.

d. MEPS Liaison NCO. Ensure all MIRS projections received
from RS OPSO for MEPS scheduling on or after 2 January 2003
contain the new Race/Ethnic Category Codes. Ensure all
applicants processed either utilize new DD 1966’s/MEPCOM 714 A-E
with Race/Ethnic Category Codes or previously used DD 1966’s/
MEPCOM 714 A-E with appropriate admin tasker for reporting Race/
Ethnic Category Codes are used. (This admin tasker expires on
31 January 2003 when only new AEP or FormFlow documents will be
accepted) .

e. District Information System Management Officers. Assist
as required the loading of CD’s for the updated AEP Version 2.0.

5. Points of contact for the functional process are M. J. Styka
MCRC G-3, and technical process is Major D. DiEugenio MCRC G-6.

~#S7 B. WITTLE

By direction



