APPENDIX J
PSS CORE 30-DAY PAR TEST

1. General Instructions. The PSS Core 30-Day Par Test, Figure
J-1, will be administered on every new RSNCO as a measurement
tool for their PSS skill usage. The test will be given at the
30-day PAR training. The test will be filed with the RITEC in
the second section of the training file.

2. Specific Instructions. The RI will administer the exam.

The RSNCO will complete -the exam by circling the correct answer.
The test will be conducted without the aide of references. The
Training Chief at Recruiting Division will provide RIs with an
answer sheet.




PSS CCRE 30 DAY FAR TEET

CIRCLE TRE CORRECY ARSWER

1. Identify from the list balow the gosl of the need
satisfaction selling process in scocordance with Learning
Intarnational Profsssional Selling #kills course.

A. 7To satablish a banaficial wnderstanding.

B. To0 ba informed.

€. To make informsd, matuslly beneficial decisions.
. To make mutual deciasions.

2. Ydentify from the list balow the definition of a need in
accordance with Learning International Profsssional Selling
Skills course.

A. A desixe to change a situation.

B. A demirs to isprove oz accomplish something.
C. A desire to impzxove s situation.

D. A desira to sstablish an agresment.

3. Identify from the list below when a customer has a nesd in
sccoxdance with Learning Intarsational Professional Selling
fkills couxrss.

A. Vhea the customer veas tha language of needs.
B. Than the cmstomar states s CODOBTR.

. Whan ths customer stateas A situatien.

D. Whan the tmastomsr has & situation.

4. Identify from tha list below what is tha language of naads in
scoordance with Learning International Professional Selling
Skills couxse.

A. Words and phrases that SXpress conossn.
B. Wozds and phrases thet axpress indiffarance.

C. Words or phyasas that express interest.
b. Words and phrsses that express desire.

Figure J-1. PSS Core 30-Day PAR Test
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5. Idemtify from tha list below the importanos of listening for
ths laoguage of needs in sooordancs with Learning Intarnational
Professions) Selling Skilles courss.

A. To not maka judgmsnt about the customer and sstablish
what the customar is looking for.

B. To not allow the customars needs to not go unnotioed.

€. To not make cawarrantsd assumptions about what a
customer is looking for and wasta time.

D. To not make coumstits that ars not ths customars
desires.

€. Idantify from the list below tha four skills in the need
satisfaction selling procsss in accordance with Learning
International Profassional Salling Skills course.

A. wm;gmmazm and owercoming

indifference.

B. Open N, _
g. Supporting, closing probing, and opaning.

7. Ydentify from the list balow the goal of an cpsning in
acoordancs with Lesarning Intarnational PFrofessicacal Selling

A. To make sure tha custowmer is veady. :

8. To agree on what will ba covazed or accomplished.
€. To cover what is going to happen.

D. To agrea on what the goal is.

8, Idantify from the list balow whan to use an opening in
Skills course.

B. Whaa the salespexszon and customsr are rasdy to conduat
businass .

C. Whan the customsr is zeady to conduot business.
D. Whan the nesd is unoovered.

Figure J-1 (Cont). PSS Core 30-Day PAR Test
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9. Idantify from the list below the three componants of an
j in sccordance with Learning International Professional
Selling Skille course.

A. Propose an agends, state the valus to the customsr and
chaok for acoeptance .

B. Proposs an sagends, probe and check for acosptancs.

€. Propose an agends, state the valus to ths customar and
probe for ciyroumstances.

D. Fropoae an sgends, stats the value to the customexr and
regquest acoeptance .

10. Identify from the list bslow why to propose an agends in an
opening in accordance with Lesrning intarnaticonal Professicnal
Selling Skills course.

To get a clasr undarstanding of ths oonversation.
Po satablish s bond with the customerx.

To set a ¢cleaar direction for the conwvarsation and
establish a focus on the onatomar.

sapy

11. Identify from the list below why to state ths valuoe to the
customexs in an opening in accordanos with Learning International
Professionsl Selling Skills course.

A. To lat ths customer know how the seeting will be usaful
to them and further establish a foous on thes customsr.

B. To allow ths customsr to fsel important snd furthec
sstablish a focus on the cuatomer.

¢. To sstablish ground rules for tha customer »o as to
provida a clear divsction of the sale.

D. "To ast a cleaxr dirsction for the ooavarsaticn and
Farthasr astablish a focus on the custoner .

12. Idantify from ths list below why to check for acosptancos in
an opening in acoordance with Learning Intermational Professional
Salling Skills course.

A. To maks sure that the salesparson controls the sales
sitamtion.

B. To meke sure the tiss is productive and to snsure that
the salesperscn and customex mowve forward together.

€. To provids prodactive tims and assure that the customer
undarstands the direction of ths sale.

D. To sasurs tha customer undexstands why they ars thare
and that the salesperson and customer move togathar.

Figure J~1 (Cont). PSS Core 30-Day PAR Test
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13. Identify from the list below why to pasition an opaning in
accordance with Learning Intersational Profsssional Sslling
Skills ocuxaws.

A. %Yo halp make the customer to reveal needs.

B. To help make a transition whils ralaxing the customsr.
C. To halp make the customar open up and show & conoern.
D. To belp maks a transition from ssall talk to businass.

14. Ideatify from the list below one of the two gquestions
mmum;ukmxu-mmmuw.m»
oall in accordance with Learning Internatiomal Professional
Selling 3kills coursa.

A. What do I want to scoomplish by mseting with thie
cusbomer .

B. What do0 T want tha customer to xeveal.

C. What 40 I want the customer to agree on.

D. What is the custoBsrs OSROAEDE.

15. Identify from the list below the goal of problng in
Skills course.

A. To build a bond of sspathy.

BE. To build & clear and sutusl undarstanding of the
customars neads .

C. "o build a olear, complets, and mutaal undesrstanding of
the customars needs .

pD. To build a clesar, complets undarstanding of the
customers nesds.

16. Jdantify from the list below what is sesnt by a cleay
mwanmwumumim
Internaticnal Professional Selling Skills coursa.

A. That for each need the salesperson knows, spacifionl)ly
what the need is.
That for each paad the salasperscn knows, specifically
what the customer wants and why its ispertant.
That for sach need thas salesperson knows, specifically
why ita impoxtant.

D. That for sach nesd the salesperscn knows, the mstomers
desivas are jisportant.

Figure J-1 (Cont). PSS Core 30-Day PAR Test
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17. Idestify fxom the list below what is seant by & complete
understanding of a customers nesd in accordance with Leaxniag
Inteznational Professional Selling Skills couzee.

A. That for the particular buying deaision the customax ia
saking the aalespaxson knows all the customers needs
and the prioxity of those nsads.

B. The particular buying decision the customer is making

C. The salesperson knows the customsrs vbat and why.

D. The sslesperses and the customer have an understanding
and agres to the provisions provided.

18. Zdentify frem she list Dalow what is mesnt by a mutusl
mmwutawtm-wnMMMﬁWW
Inseznational Professional Selling Skills course.

A. That the customer has an agressent with the

8. thwmwwm«w&

C. That the sslespexson and the customer shaxze the same
undarstanding .

D. That the sslesperson understands the customars needs.

i8. muqmmmmmm.mmwam,
complete sutual onderstanding of a customers need ia sccordance

A. That the recommmndations the salesperson makes bave
besn acoepted by the customes.

5. That the recommsadations provided by the salesparson

C. That the rescmmendsticns provided by the sslesparson
addrass those seeds to the customer.

D. That the recomsendations the salesperson makes address
thoss needs to contribute to the customars sucoess in
the most affective way possible.

20. Ideatify fxem the list below when to pxobe in accordance
with Learning Intarsatiosal Professional Selling Skills course.

mmmwmmuwuumgwﬂw
the custoner .

5. Wbhen the custcmer is unlikely to provide information.

C. When the salespersor wants to elicit information from 3
CUStonsT

D. MWWMMWMWWM
information.

Figure J-1 (Cont). PSS Core 30-Day PAR Test
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21. Ideatify from the list balow how to probs in socordance with
Laarning Interastional Professicnal Salling Skills course.

3. Uss probea to uncover customer attitudes.

5. Use opan and closed probes to uncover the customers

C. Use probes to sstablisk communication and provide a
sutnal undarstanding.

D. Use opes and closed probes to sxplore the customers

22. Identify from the list below what are considersd as cmstomer
circomstancoess in accordance with Learming Intersational
Professional Selling Skills course.

A. TFacts, events ss well as feslings and cpinions abvsat

B. Conditions and opinions sbout thamselves.

C. TFaots, conditions, and svents as well as Ffeelings and
opinions about thamsslves.

D. Events, feslings and opisions about themsslves.

23, Ideatify from thae list below the importance for sxploring
customar circumstances in soocordance with Ieacning Intarnationsl
Profassional Selling fkills coures.
. mwmawmnmmnmmmu
need

B. ‘Eﬁbh.pthﬂimwmmmummm

CODOBrns .

€. To belp the salespacson understand why s customer is
indiffarent.

D. To help the salesperson undezstand when to clcas on &
CURCOMRT .

24. mwfmmxmmmw-tm-mmmm
mm&-wtuwﬁ&‘mmmw
Professional Selling Skills oourse.

A. It is ususlly a trus need ths customer is looking for.

8. Ititm;vlmmmtmnmuum.

C. It is usually a clear pictuze of what the custosexr
wants .

p. It is usvally a largex goal the customer wants to
acoomplish.

Figure J-1 (Cont). PSS Core 30-Day PAR Test
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25. Idantify from tha liast below the importance of probing the
need behind the nesd in sccordance with Lesarning International

A. To address the laxger goal of what the customesr wants
to addreas.

B. To give the customer a clear picture of what the

¢C. To understand why a nesd is isportant.

D. To addrass the CUSTORSTE CONOBEN.

26. Ioantify from the list below the importance of using open

A. To sncourage customsrs to respond freely.

8. To sosSoGrage a customar to reveal COROSENS.

' ¢. To allow a salesperson to direct tha conversation.
D. To allow a salesparson to shave information.

27. Ydantify from the list balow what is not one of the three

A. To allow the customar to respond yus.

B. To limit the customer response to a single fact.

€. To encourage tha customer to respond fresly.

D. To limit the customers responss to a single, oftan
gquantifiable faot.

tse of opan probes in accordance with ILearning Iaternatiocosl
Professional Selling Bkills courss.

A. The discussion may lack foous and may not be an
sfficient use of time.

B. Tha customer has a tendency to ramble with unimportant

C. The salesperson may lose coatrxol of the discussion.

D. The conversation may not provide relevant information.

Figure J-1 (Cont). PSS Core 30-Day PAR Test
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29. Identify from the list balow ths dangers of relying on the

uss of closed probes in accordance with Learming International
trofessicoal Selling Skills course.

A. The customar has & tandancy to not prowvide relevant

B. Tha customer may feel as if they are deing interroguted
and then becowms unwilling to share information.

¢. The customer oan lose intersst and not prowvids

D. The customar may feal raluctast snd not trust the
salespexmon .

30. Identify from the list below when to use opan probes in
accopdance with Learning Internaticnal Profassional Selling
Skills course.

A. 7To ancourags the customsr to make a commitment.

8. To sncourage a customar to elsborate oa something they
€. To copfirm an understanding.

p. To confirm needs.

31, Idamtify from the list below one of the thyee ways to use
Profassiczal Sslling Skills courss.

A. To confirm s customers situation.

B. To have the customer slaborats on something they said.
¢. To sasure that the customar responds fresly.

p. To confirm that the customer has a nesd.

32. Idasutify from the list balow how to oconfirm as usndarstanding
Selling Skills comrasa

A. DBy susmarizing what tha salesperson understood and by
using open probes to alicit & responss.

C. By susmarising what the salasperson bearxd and by using
a closed prabs to slicit a yes OX Do Tesponss.

D. By susmsarising what has besn agresd upon and requesting
a customers commitaant .

Figure J-1 (Cont). PSS Core 30-Day PAR Test
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33. mmxmm;utmmmﬂmmn
customers nesd in accoxdance with Learning Internaticnal
Professicnal Salling Skills course.

A. To ansure that the customers concerns are addressed.
B. To use time spent with customars addressing aeeds.
C. To allow the customsxr to feel impertant.

D. To provids conatructive fesdback to the customar.

34, muwzmmuﬁmmu«uﬁmawm
in sccordance with Learning International Profsssicaal Selling
Skills course.

A. With tha usa of closed prcbas that contain the language
of nesds and elicits & yea or 50 DeSpONSs.

B. With the usa of open probas that contain the language
of needs.

C. With the use of language of needs.

D, with the use of clossd probes that alicit a yes or no
IREPOnSS .

35. mwmmunvtmmwotw‘u
8kills course.

A. To halp a customsr make & commitment.

5. nmamm-mmwmlrmm
salesperson can satisfy a need.

€. To assist the customer in revealing the need behind the
- need.

D. umpmmmmmﬂwm:m*

36. mmmmluemmmmﬁnwggumm
ikills course.

A benafit of your product or service.
A concern being addressed by your product or sezvioe.

onwy

Figure J-1 (Cont). PSS Core 30-Day PAR Test
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7. MMMMLMWMMMMdaMIuM
acoordance with Learning Intsrnational Professional Bslling
Skillew course.

A.
B.
c.
a*

What a featurs maana te a custoner.
What & concezn maans to & customer.
What & banafit mexns to s customec.

38, muﬁm:mmg_mmwwumm
with Learning Interaational Professiomal Sslling Skills course.

i

B.

D.

When the salesperson clsarly understands the customers
organization can sssist the customer.

When the customer expressed a desirs, the
Mmmmmtmmmmmsm
customer wants that dasire addressed.

When a customer has sxpressed a nasd, tha salasparsoa
and customer clearly understand the nesd and the
salesparson knows how their product/organisation can
address that need.
mmwm@mxgmmtmmmf
organization can address that concesn.

a9, mmwmxnzmmmmuag
anuwmmmmmm
Selling Skills courss.

Acknowledge the need, desoribe ralevant bansfits and
chaok for acceptance.

Acknowledge the nsed, describe relsvant features and
check for a commitsent .

Acknowledge the need, describe ralevant features and
benafits and check for acceptance.

Acknowledge the nesd, dascribe relevant fsaturas and
benafits and provids positive feedback.

Pigure J-1 (Cont). PSS Core 30-Day PAR Test
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40. Identify from the list below the impoztance for
acknowledging a customers nead in acocrdanos with Leaxning
Intarnationsl Professional Sslling Skills cocurse.

A. To show the customsr that the salesperson can overcons
ths conocezn.

5. To show that the salesperson understands and respects
the customers nesds.

¢. To show that the customers concsrus are importast and
that the salssparscn understands those concerns.

D. To show the customsr a bond of empathy.

4. mmfmmmthmmmmm“m
relevant fsatures and bensfits in accoxdance with Learning
International Frofessional Salling Skills course.

A. To dasoriba caly those benafits that address the
B. To describe only thoss features and banafits that
address the particular need being supportad.

C. To dasaribe only thoss bensfits that spply to the

customers needs.
D. 7o describe only those features that address tha
customars neads.

42. Identify frem the list balow why to check for acceptance
when supporting in accordasce with Learning Intarnational
Professional Selling Skills course.

A. To knew if the customar clearly undarstood the bensfits
dascxibed.

B. To know if the customers conocarn had been addressed and
had besni OVEXcOmE.

C. To know that the customar accepted the banafit and was
ready for a cosmitmant.

D. To know that the sxplanation was undarstocd and the

Figure J-1. PSS Core 30-Day PAR Test
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APPENDIX K
DESKTOP DOCUMENT DISCREPANY LOG

1. General Instructions. The Desktop Document Discrepancy Log
(DDDL) , Figure K-1, will be a tool for the RI to track all
discrepancies and corrective action that the RI is waiting on or
need to be accomplished by the recruiters in his/her region.

The DDDL will be positioned somewhere on the RI’s desk to serve
as a reminder of what he/she is waiting on regarding package
corrections.

2. Specific Instructions. The DDDL will serve as a running log
for the RI. On the DDDL, the RI will enter those items that
will require some type of follow up from the RSNCO.




DESKTOP DOCUMENT DISCREPANY LOG

RANK | L-4 | DISCREPANCY RSNCO DATE
SSN
Figure K-1. Desktop Document Discrepancy Log
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APPENDIX L
OPERATIONS CHIEF INSPECTION CHECKLIST

1. General Instructions. The Operations Chief Inspection
Checklist (OPCIC), Figure L-1, will be completed on every RSNCO,
or TR, and will be maintained by the Operations Chief for
inspection purposes.

2. Specific Instructions. The Operations Chief will circle the
appropriate entry or f£ill in the blank accordingly as he
conducts the evaluation/inspection of the site/RSNCO. The
Operations Chief, Area/Site SNCOIC and RSNCO will all sign and
date this form, verifying their understanding of the findings
and entries.




OPEFATIONS CRIRF IMESPECTION CHECKLIST

SITH: IREFBCTION DNTE

WOOTC OFERATICHE CRENN

RRCROTTERS *
BANK M

x.

2.

3.

.

5.

£HRCK CWE

— COCEARTRRLY
MRS ~ AN

I. JNCAOITING OFFICE CINCLE ONE
a. In the Rsoruiting Office co-located with a SMCR Dmit? 4 o
B. If nok, state the Iocation of thae Recruiting OLfiowm:
. Genersl appesTanse of the Recrulting Offioe? OF ¥t AV B UB
4. Condition of Recruiting Offioe? OF EX AV BA UR
Comman i :

IX.  AIMIRTSTRATION SIRCLE CRrE
&. Dowss the Recrmiting site saintain curresot S8IC £ lkmet -
X, mmwmummm.mmm E
- mmm&wuum:mmﬂ

Guldance/Belicy Tettar binder? x |

d. Doss the Recruiting site maintain n supply log book? T

Figure L-1. Operations Chief Inspection Checklist
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». List each Recruiter's cell phone number:

E -2 Cell ®«
WY 3 Cell @:
D Cell #:
Py Cell #:
GO Cell #:

*. mmmmwmmmmumvmnm
oxedis oaxdy

SIRCEE. OWE
- x -
TR 2 : 4 »
O x -
WS ¢ ¥ =
WO & E 2 ]

2TL. ACVENERENY VERXCLER

.  Ghve sumber of SeVOEDRORS vREiolean W& ERORRELEIIY WEOWY e

B. WiLX in apRTODCLRLe intoxmetion puc welidode:

1.  Vehiole Make vehicle Medel
vesicie Tag # . vesicie Wiiesge
VaukoXe Condd tidon SENCLE CMR
SHERATON c8 WK AV BA OS
EXTERION o8 mE av ma us
Are the Sollowimg items in this wehiale: SERGEE ows

t8) Vehiols Opesetor’s MmNl

OB)  GEA VEALOLS ODDEEatLons Waiies Lex sexrice
a3 Metar wehisls seoldent Teport KLt

{4  Piew Eatingueisihes

te Bicet Ald KLt

(£  Daasgenay Tiavres oF reflisctors

ty A wezkisy tinshiight

L
E ¥ % K % %%

Figure L-1 (Cont). Operations Chief Inspection Checklist
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2. Fahiale ule 3 Weblicls Model

Vebicle T vabiclie Coler
veahicle Tag @ Talilale MLlsage
vebiole Comdition : CSXNCLE o
XWPRI DO o x L § - % s
EXTERDOR oA EX AV BA TS

Are the Ffollowing items in this webicls: CIRCLE COME
m) veabiscle OPparator’s MNasisl b 4 »
(b GER wehicle oparations guide for e x L
(e} Motox vebicle saccident report kit ¥ =
{4} Fice Extinguishes T W
(e} Firest Add Wit T =
() Bmecgescy flares oxr reflecters *r w
{9) A working flashlight ¥

3. vebhdole Make vahiole Model
WVeabickeale e Vehicls Coloxr
wehiols Twg ¥ Vehicla Milaage
Vehiclie Condition: CIRCLE OWE
LWTRRTON Q8 EX A¥ BA US

Are the following items in this wshiocle: SIRCIE OME
(&) Vehicls Opexator” s el * o
fh& ﬁil'unh&cln opusscicns guide fox pomrwioe x b
{ol Motoxr webdcle acscident rmport kit x »
(1) Fizre Sxtinguishaz 4
{e) Wirst Aid Kit =
(£} Esacgeocy flazes or Dsfisctors k 4 ]
{5} l:ﬂuukinq £imahlight x k)

Figure L-1 (Cont). Operations Chief Inspection Checklist
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<. Dons sech RO of the sites hawe valid deivex's lLiceoss? k

d. pDoes the site mantain wbioleSmadntanimuos Foldars on
swcl vehiole? : 4

. Tm therws a spaze set of keys for saddh wahioler 4

VERICEE COMMETS :

. IREINOEMN

&, Cosplete the checklist on the following page {L~8) on amclky BMCOC.
. SPRCIFTC IMPORMKTION

&. Complets the cheosklist on page 1~T on wncl BEOD .
vI. OFF-OUTY WORK/SEDUCKITON

#. Are amy of the ENCO's eogeging in off-duty work ox going
to sakiol¥ i 4

b. Nas thes JNOD raguasted permission o woxk oz attend
classes during off-duty hounrs? ¥

@, Ta thears any cenfliict habweso XIOO sff~duty wukk/
sdacetion snd his/har prisery dotise? ¥

CODMEENT S :

&, Ldat those Marinss doiang any of the showa:
W ) JOBS BCIMOOK, BOTRS
(1}

{23

3

4}

8

Figure L-1 (Cont). Operations Chief Inspection Checklist
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10. e Balt
11. Shoss

12, Owvarsll AgPearanos

In WO on Weight Control

B 8 8 8 £ 3 8 8 8 8 8 8

EsEEBEEELEEGEE

CINCIE OoN

AVG

ARG
AG

AV

Figure L-1 (Cont). Operations Chief Inspection Checklist
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RANK 230K : DATE :

1. Doas the JWNCD have s pay discrapancy?
COMMEWTS :

2., Domns the INCC have a Fitness Deaport disceapanay?

CEROIRNTS 2

3. ¥mna the FNCO been counsalad pricy to this isspectiony

4. Ham the sounseling baesn done oo theic soet recent Fitness
eportd

5. Doas the MICD have any pacsonsl problems they wish to
discuss® th whoew* (Do nok docunent)

COMIENTY ¢
OFS CHF BIGRRICEE oare
AREA / SLTE BOOIC BIERNTUNS pase
ENCO STEENTURE DATE,

Figure L-1. Operations Chief Inspection Checklist
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APPENDIX M
OPERATIONS CHIEF TURNOVER BINDER

1. General Instructions. The Operations Chief will maintain an
individual site folder on each RSNCO to include the command
group. This format will be the format used for each PSRO
within their respective Districts.

2. Specific Instructions. These folders will be maintained in
a file cabinet and arranged alphabetically by PSR site. The
following format lists the minimum required information to be
enclosed for each of the members of their PSRO.

3. Procedures. Each PSRO Operations Chief will maintain an
individual site folder on each RSNCO to include the Officer in
Charge, Operations Chief, and Recruiter Instructor. These
folders will be maintained in a file cabinet and arranged
alphabetically by PSR site. The following list is the minimum
that will be maintained.

a. Name, Billet Title, SSN, and a photocopy of driver’s
license. (Figure M-1)

b. Biographical career summary. (Figure M-2)
c. Current copy of Marine’s orders.

d. Awards page of 3270.

e. Schools page from 3270.

f. Signed SOU for GSA vehicles. (Figure M-3)
g. Signed SOU for cell phones. (Figure M-4)

h. PFT partial, medical chits, to include remedial and
weight control.

i. Inspection reports.

j. Site trip reports.



MARINE, IAM A.
123-45-6789

PHOTOCOPY OF DRIVER'’S LICENSE

RECRUITING RSNCO

Figure M-1. Name, Billet Title, SSN, and Driver’s License Copy
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LIEUTENANT COLONEL IAM A. MARINE

LtCol Marine, upon graduation from Jesuit High School, New
Orleans, where he was a member of the Marine Corps JROTC unit,
received a Marine Corps NROTC scholarship to Auburn University.
On August 26, 1977, he received his commission.

Following The Basic School, he went on to Naval Aviation
Flight Training at NAS Pensacola in August 1978 and was
designated a Naval Aviator at NAS South Whiting Field in August
1979.

LtCol Marine was assigned to MAG-26 and completed CH-53D
combat qualification training at HMT-204. Upon receiving his
designation of Helicopter Second Pilot, he joined HMH-461 and
was sent to H&MS 14, MAG-14, MCAS Cherry Point to assume the
duties of Helicopter FRAG Officer, Aviation Combat Element for
two CAXs. Upon returning to HMH-461, he was transferred to his
primary tactical squadron, HMH-362 where he made two
Mediterranean deployments with HMM-261. During the second
deployment with the 32" MAU, he participated in a Noncombatant
Evacuation Operation in Beirut; shore based evacuation
operations of the PLO from Beirut; and shore based operations of
the Multi-national Peacekeeping Force, Beirut. In December
1982, he was transferred to HMT-204 to assume duties as a CH-53D
fleet replacement flight instructor.

In May 1984, LtCol Marine reported to Marine Air Training
Support Group (MATSG), Naval Air Training Command, NAS
Pensacola. During his tour at MATSG, he flew as a primary
helicopter flight instructor at NAS South Whiting Field and also
performed duties as the Senior Instructor, Engineering Branch,
Naval Aviation Schools Command, NAS Pensacola. He completed his
tour as the Officer in Charge, Instructors under Training at HT-
8, NAS South Whiting Field.

Figure M-2. Biographical Career Summary
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In February 1987, LtCol Marine reported to 2™ Battalion, 3™
Marines, 15 Marine Amphibious Brigade for duties as a Forward
Air Control (FAC) officer. During this tour he deployed for six
months to Okinawa. He detached in March 1988 and returned to
flight status with HMH-463, MAG-24. LtCol Marine deployed with
HMM-165 to Okinawa and during the deployment, was directly
responsible for the planning and execution of two sensitive
missions during contingency operations in the Philippines. He
completed his tour in Hawaii as the Administration Officer for
Headgquarters, MAG-24 and was transferred to the IRR in November
1990.

In September 1991, LtCol Marine joined HML-767, MAG-46 Det
B, NAS New Orleans as a Selected Marine Corps Reservist and
transitioned into the UH-1N, Huey. He was selected for the
Marine Corps Reserve Full Time Support program and, in February
1994, joined MAG-42 Det C, NAS New Orleans where he served as
the Operations Officer and Executive Officer. He transferred in
March 1997 and assumed his primary duties as the Plans Officer
for 4" Marine Aircraft Wing, Marine Forces Reserve, Naval
Support Activity New Orleans.

In July 1999, he was assigned as an assistant program
development officer and primary program analyst for the Marine
Corps military personnel funding for the POM at Programs and
Resources Department, CMC. After completion of POM-02 in October
2000, he transferred to Prior Service Recruiting, Region 4, MCB
Quantico and assumed his current duties.

Figure M-2 (Cont). Biographical Career Summary
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STATEMENT OF UNDERSTANDING FOR GOVERNMENT PROVIDED VEHICLES

From:
(Last Name, First, Mi) (SSN) (Rank) (MOS)
(Drivers Lic. Number) (Exp. Date) (Issuing State)
To: Logistics Section, Prior Service Recruiting Office #

Subj: STATEMENT OF UNDERSTANDING FOR GOVERNMENT PROVIDED
VEHICLES

Ref: (a) MCO P1100.71

1. Read each subparagraph and initial in the space provided.
A. T have read and understand the provisions contained in

the current edition of the Military Personnel Procurement

Manual, which prohibits consumption of Alcoholic Beverages at
least eight hours before operating a GOV.

B. The operator of a Government Vehicle is not authorized
to drive any Government Vehicle to his or her residence.

C. The operator or the Government Vehicle will be
responsible for any and all citations issued against the vehicle
while it is his/her possession.

D. Upon assignment of a Government Vehicle, the operator
will go through the vehicle inspection checklist noting any
damages to the vehicle and report any missing items.

E. There will be no exchanging of Government Vehicles
unless authorized by the Operations Chief.

F. When purchasing gas for the Government Vehicle it is
understood that I will only use self-service and regular
gasoline.

Figure M-3. Statement of Understanding for Government Vehicles
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G. The gas card will be used only for the vehicle that it
is assigned to.

2. If the operator of a Government vehicle is involved in an
accident/incident or notices damage to the vehicle, the
following steps should be taken:

A. Notify the Operations Chief and/or Operations Clerk
immediately.

B. Call the local Police to get an official Police report
done. (Remember to collect the other driver’s information)

C. Notify the Logistics section and your SNCIOC of the
incident. (This must be done within one hour of the incident.)

D. Complete the Vehicle Incident Report.

E. Get 3 estimates of the total damage done to the vehicle
and turn the estimates in to the Logistics Section within 3 days
of the incident.

3. I certify that I have read and understand all of the
preceding paragraphs and that I will adhere to all regulations
and policies.

SIGNATURE DATE

Figure M-3 (Cont). Statement of Understanding for Government Vehicles
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STATEMENT OF UNDERSTANDING FOR GOVERNMENT PROVIDED CELL PHONES

From:
(Last Name, First, Mi) (SSN) (Rank) (MOS)
(Drivers Lic. Number) (Exp Date) (Issuing State)
To: Logistics Section, Prior Service Recruiting Office #

Subj: STATEMENT OF UNDERSTANDING FOR GOVERNMENT PROVIDED CELL
PHONES

1. You are hereby issued and authorized the use of a government
provided cellular phone for official business. Your phone
program is the plan. Specific
details of the plan are available from as
stated in the forms detailing activation of your phone.
Reimbursement of any use of the cellular phone in excess of the
plan under contract is the sole responsibility of the Marine the
phone is issued to, unless previously authorized by the Prior
Service Recruiting Office Officer in Charge.

2. Read each subparagraph and initial in the space provided.

A. The cellular phone is provided for official use only.
The Marine taking receipt of this phone must maintain strict
security and accountability of the cellular phone at all times.

B. Use of any cellular phone while operating a government
vehicle is strictly prohibited by MCRC order.

C. Loss of the government issued cellular phone will be
investigated and the appropriate report will be initiated. TIEf
the investigation should result in a finding of negligence, the
Marine to whom it was issued may be held responsible for
replacement of the equipment and any attachments originally
provided with the cellular phone.

FPigure M-4. Statement of Understanding for Government Cell Phones
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D. The purpose of the cellular phone is to act as an aid in
command and control only (a link between recruiter and SNCOIC,
coordinating visits while enroute, etc.). The cellular phone is
not to be used for prospecting, cold calling, or any other
recruiting activity when the “land line” phone can be used.

E. The Officer in Charge may, but is not required to,
determine certain communications to an individual’s home/family
are official such as to advise of safe arrival, inform or
inquire of medical conditions, and to advise regarding changes
of itinerary in a reasonable amount of time.

F. Use of directory assistance (411) is not authorized.

FIRST ENDORSEMENT Date

From:

(Print Name)

Cellular phone serial number:

Cellular phone number:

Duty Location:

1. I understand that I may use the government cellular phone

for official business and as directed by the OIC, PSRO . I
also understand that I may be responsible for the cost of any
calls in excess of the plan

under contract. I further understand that unauthorized use of
the phone may subject me to administrative and/or disciplinary
action under the Uniform Code of Military Justice.

Recruiter Signature Witness Signature

Figure M-4 (Cont). Statement of Understanding for Government Cell Phones
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APPENDIX N
OPERATIONS CHIEF RESERVE AFFAIRS PLANNING (RAP) PROCEDURES

1. General Instructions. PSR Regional Operations Chiefs will
follow these instructions in the event that a Marine with a MOS,
not on the current manpower plan, is requesting to affiliate
with a particular unit.

2. Specific Instructions. The PSR Regional Operations Chief
will adhere to the guidance set forth in Figure N-1 regarding
the RQSN modification form electronically provided by RAP.
Regional Operations Chiefs will populate the fields that pertain
to each RQSN change request. If a PSTA seat is requested, the
Operations Chief will populate that information as well.




RQSN CHANGE REQUEST PROCEDURES

1. The process for changing RQSNs is centrally managed by CMC
(RAP). All PS accessions require a QSN prior to accession. The
Prior Service Recruiter will annotate the RQSN on the new join
worksheet comments. If applicable, the date approved for PSTA
and availability-training dates will also be annotated on the
new join worksheet comments by the SMCR unit/I-I Staff prior to
the join. All RQSN changes must be approved through
Headquarters Marine Corps, Reserve Affairs Manpower (RAP)
section.

2. The following guidance pertains to the RQSN modification
form electronically provided by RAP. Standard e-mail is the
recommended means of submitting a RQSN change request.
Recruiters are advised to save each form completed to their
computers as back up files.

A. Right click on the Psgsnreqg.oft file. Choose “Copy” or
wgave as” to save the file to the hard drive (disc back-up is
recommended). The location should be one that will make the
file easy to find in the future.

B. When ready to request a RQSN change, open the file.

C. The "To" address is the Prior Service Recruiting
Regional Office and the "Cc" address is the unit representative.
The "Subject" line is the RQSN. Coordinate the RQSN with the
District Operations Chief as required.

D. Click the "P.2" tab (which is near the top-left of the
e-mail, beneath the picture of the printer).

E. Fill in ALL fields pertaining to the type of request, to
include comments if applicable.

(1) Modification to RESRUC, BMOS, or BGRADE only
requires the first few lines completed.

(2) After the fact accessions only require the 4 lines
following said column.

Figure N-1. RQSN Change Request Procedures
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(3) PSTA Requests need “training dates available” for
“Yes” requests only.

(4) Requests for SRIP/RPAP require all information below
said columns.

F. Click “Send”.

G. Prior Service Recruiting Regional Offices will forward
requests to RAP@MANPOWER .USMC .MIL or SMB MANPOWER RAP.

H. TIf an e-mail is not received back within 3 business days
providing approval/disapproval for the requested change, forward
the original "Sent" e-mail to SeayRF@manpower .usmc.mil and Cc:
PickneyLJ@mcrc.usmc.mil and request an update on the status of
the change redquest.

**x*Note: Do not assign an SSN to a RQSN for which a change
request will be submitted. RAP will be unable to change any
RQSN that is in a “Pending” status.

Figure N-1 (Cont). ROSN Change Request Procedures
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APPENDIX O
OPERATIONS CHIEF MISSION ASSIGNMENT PROCEDURES

1. General Instructions. The mission assignment for the
RSNCO’s will be executed on a monthly basis. The Operations
Chief will prepare the mission assignment to reflect the PSR
Districts mission assignment from their respective regions.

2. Specific Instructions. The Operations Chief in conjunction
with the Operations Officer will determine what categories of
SMCR/IMA officer and enlisted will be assigned by the district
as the RSNCO’s mission.

3. Procedures

a. The recruiting mission assignment will be received by
the District Operations Chief via white letter from their
respective regions. The mission will be broken down into a
quarterly assignment by category.

b. The District Operations Chief in conjunction with their
Operations Officer will issue monthly mission assignments to
their respective Area Staff Noncommissioned Officers in Charge
and individual production recruiters on a monthly assignment
basis utilizing Figure B-3 in Volume I of this Guide.

c. Each RSNCO will complete a mission objectives letter,
Figure B-4 in volume I of this Guide, and return it to both the
ASNCOIC and the Operations Chief within 5 working days of
receipt of their mission assignment.

d. The mission assignment letters and the mission objective
letters will be maintained in a separate binder at the
individual site, RSNCO’s site and the district level for that
current FY. The previous year’s letters will be maintained in a
separate file.



APPENDIX P
OPERATIONS CHIEF RQSN BOUNDARY CONFLICT PROCEDURES
1. General Instructions. The purpose of this section is to

resolve any conflict that may occur from PSR recruiters crossing
district boundaries to accomplish their assigned mission.

2. Specific Instructions. Recruiters will require the
flexibility to pull RQSNs from border districts to maintain
RQSNs that are assigned to specific major subordinate commands
(MSCs). This is problematic to the various Operations Chiefs
who will be required to manage a greater view of the allotted
RQOSN pool of their MSCs inside as well as outside their district
boundaries. A working cooperation between Operations Chiefs
will be mediated by the respective District Operations Officers
who will oversee all conflict resolutions as required.

3. Procedures

a. RQSNs that are assigned to a specific MSC will be the
primary source of billet vacancies throughout the MFR. If the
demographics of two units from the same MSCs are more favorable
to one and not the other, the RQSNs will be transferred to the
demographically richer unit despite the different districts.
This will take place on an as needed basis to ensure that the
demographically weaker unit makes every attempt to fill its
vacancies. This will afford the MSC a greater level of
readiness while also meeting the national recruiting effort.

b. The District losing the RQSN will have their PS mission
adjusted to compensate for any reduction of RQSNs caused by this
procedure.

c. Attempts to block this effort by assigning pending
status codes to the manpower plan (MPP) will be monitored at the
regional level.

d. RAP will inform respective District Operations Chiefs of
any adjustments in the MPP. No adjustment will occur without
the acknowledgement of the Operations Chiefs from the Districts
gaining and losing the RQSN.



