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INSTRUCTOR PREPARATION:

1. Ensure all media and student materials are staged in the individual group room.

2. Review power point presentation.

3. Issue out the enlistment package, both sample and for there practical application.

SAFETY PRECAUTIONS: N/A

PRACTICAL APPLICATION ELEMENTS: This will consist of there sample enlistment package and the blank packet, of the enlistment package.

CONDUCT EXERCISE:  The practical application will be conducted in the group advisors group room, building 31 using the blank and the sample enlistment package, writing material and there student handout.

1.  Guidance to the Instructor:

a. Ensure all materials are available for the students.

b. Check to ensure all students have the correct sample enlistment package and the one that’s blank that they will fill out for there practical application.

c. Once you demonstrate how to do each form you will have the students begin.

d. Students will receive a written out scenario of an applicant to complete the enlistment package.

e. Group Advisors will grade there own students and turn into there course heads for verification.

2.  Instruction to the students:  When the instructor says begin, using the applicant scenario, your blank enlistment package and your sample enlistment package, complete an enlistment package. You will have 1 hour to complete this.

EVALUATION:  Instructor will evaluate and later grade each enlistment package.  Then verified by their respective course head.

Instructors Note: Turn on computer, ensure monitors are on and go to power point presentation.

INTRODUCTION 









(5 MIN)
(ON – PPT 1)

1.  GAIN ATTENTION: Many of us have heard the old cliché "No job is complete until the paper work is done", well on recruiting duty this cliché stands true, as a recruiter we must fulfill many missions, such as prospecting, screening, and selling however our primary mission is to enlist young men and women into our Marine Corps and then ship them to recruit training, in order to accomplish this we must process them at MEPS, but to do so we must complete the paper work that is needed to process an applicant at MEPS.

(OFF PPT –1 / ON PPT –2)

2.  OVERVIEW:  Good morning / afternoon class, my name is __________, of the Basic Recruiter Course
.  The purpose of this period of instruction is to provide you the student with the basic knowledge to complete an enlistment package. This lesson relates to all of the classes you hav had up to this point.

Instructor Note: Have students read learning objectives to themselves and look up when finished.

3.  LEARNING OBJECTIVES:
     a.
TERMINAL LEARNING OBJECTIVE:  With the aid of references, given military processing documentation and during a period of practical application, complete an enlistment package in accordance  with the Military Personnel Procurement Manual, Volume 2, (MPPM ENLPROC), MCO P1100.72 
Ch 1  (8411.01.09)

     b.
ENABLING LEARNING OBJECTIVES:

(1)  With the aid of references, given military processing documentation and during a period of practical application, complete an enlistment package in accordance with the Military Personnel Procurement Manual, Volume 2, (MPPM ENLPROC),  MCO P1100.72 Ch 1  (8411.01.09a)

4.  METHOD / MEDIA:  This lesson will be taught by using the lecture, demonstration, and practical application method. I will be aided by the use of computer generated graphics, overhead projector, transparencies, student sample enlistment package,  and student handout. 

Instructor Note: Explain Instructional Rating Forms to the students.

5.  EVALUATION:  You will be evaluated on your terminal learning objective and enabling learning objectives during an upcoming practical application event.

(OFF – PPT 2 / ON – BLANK SCREEN)

TRANSITION: Are there any questions about what we will be covering today or how you will be evaluated? Now, let’s take a look at the components of an enlistment package and how to properly complete each one.

BODY









                
                                                                                                            ( 2 HR )
1.  Components needed for the completion of an enlistment package ( 2 HR ) (OFF BLANK SCREEN / ON – PPT 3)

     a.  The Social Security Card Application (SS-5) is used When processing an applicant who:

1) Desires to enlist using a name which differs from the name on his/her social security                      

card.


           2)  Has lost their original card and are applying for new card under the same name.


           3)  Has no Social Security Number.

(OFF PPT – 3 / ON – PPT 4)     

Instructor Note: Demonstrate how to fill out form.

     b.
  The purpose of the Verification of Birth form DD 372 is to obtain birth verification when an applicant original birth certificate or a copy of the original birth certificate or a copy of the original birth certificate that has been properly certified by the government agency concerned cannot be produced by the applicant.

(OFF - PPT  4 / ON – PPT 5)

Instructor Note:  Demonstrate how to fill out form.

     c.   The purpose of the Age Certificate NAVMC 5002 is to establish the age of applicants for enlistment in the Marine Corps or Marine Corps Reserve who are unable to furnish other documentary evidence set forth in the current regulations as to their correct date of birth. (Note: the applicant must  provide a combination of secondary evidence example hospital record  primary school records, family bible entries, newspaper files, (see table 3-11. MPPM) 

(OFF – PPT 5 / ON –PPT 6)
Instructor Note: Demonstrate how to fill out the form.

      d.  The purpose for the use of the Police Record Check (DD Form 369) are:


           1)  To confirm the EXISTENCE of charges and DISPOSITION.


           2)  To determine, if applicable; the conditions under which the sentence was suspended.

3) To determine inclusive dates of PROBATION, confinement or parole and DEGREE                  

or rehabilitation.


           4)   It facilitates Police Record Checks when required.

(OFF – PPT 6 / ON – PPT 7)

    Instructor Note: Demonstrate how to fill out the form.

     e.  The purpose of the Request for Reference from Employer, School  and Personal Reference 

     DD Form 370 is to obtain ADDITIONAL information about an applicant to help determine 

     suitability for enlistment.  A minimum of 3 references are required from reputable and  

     responsible citizens. The Recruiter will use the DD Form 370 in three instances:


          1)   When required by paragraph 3303.1c on page 3-124 of the MPPM.


          2)
 When considered appropriate in QUESTIONABLE cases.


          3)   When directed.

(OFF – PPT 7 / ON – PPT 8)


Instructor Note: Demonstrate how to fill out the form.

     f.  The purpose of the Standard Form SF-86 Electronic Personnel Security Questionaire, is to 

     further verify an applicants MORAL background on a NATION level.

Instructor Note: Demonstrate how to fill out the form.

(OFF – PPT 8 / ON – PPT 9)

g. The purpose of the Finger Print Card DD Form 2280 is to record an applicants finger prints 

     this form is prepared in conjunction with the National Agency Check.

Instructor Note: Demonstrate how to fill out the form.

(OFF – PPT 9 / ON – 10)

h. The purpose of the Statement Of understanding on the Marine Corps Policy concerning 

Illegal Use of Drugs is to make sure that applicants completely understand the Marine Corps policy on the illegal use of drugs.

Instructor Note: Demonstrate how to fill out the form.

(OFF – PPT 10 / ON – 11)

i. The purpose of the Drug Abuse Screening Form is to make sure the applicant accurately 

records the extent of any illegal drug involvement before an applicant is processed for further enlistment.
 
Instructor Note: Demonstrate how to fill out the form.

(OFF – PPT 11 / ON – 12)

j. The purpose of the Applicant Medical Prescreening Form DD 2807-2 is to properly 

prepare applicants for medical examinations and to avoid needless expenditures of recruiting funds on applicants who are obviously disqualified.

  Instructor Note: Demonstrate how to fill out the form.

(OFF – PPT 12 / ON – 13)

k. The purpose of the USMEPCOM form 714A is to:

     1) Request examination of applicants at either MEPS or MET site.


 
























       2)  For RETEST taken 6 months after initial test.

Instructor Note: Demonstrate how to fill out the form.

(OFF – PPT 13 / ON – 14)  

 l.   The purpose of the Privacy Act Statement NAVMC 11000/DD form 2005 is to advises the applicant of the need for personal information/information to facilitate health care.

Instructor Note: Demonstrate on how to fill out the form.

(OFF – PPT 14 / ON – 15)

m.  The purpose of Education Verification is to ensure the applicant  meet the current criteria outlined by CMC for enlistment.

Instructor Note: Demonstrate on how to fill out the form.

(OFF – PPT 15 / ON – 16)

n.   The purpose of the Statement of Understanding for applicants with Dependents is to explain the LIMITS on entitlements of transportation and shipment of household effect at government expense.  It also explains the limits on family housing and the likelihood of overseas and unaccompanied assignment.

Instructor Note: Demonstrate on how to fill out the form.

(OFF – PPT 16 / ON – 17)

o.  The purpose of the Enlistee Financial Statement  is to determined if married applicants and applicants who indicate they have someone either fully or partially dependent upon them for financial support, can meet current and expected financial responsibilities with service pay, by providing a honest  breakdown of their monthly expenditures.

Instructor Note: Demonstrate on how to fill out the form.

(OFF – PPT 17 / ON – 18)

p.   The purpose of the Request for Discharge or Clearance from Reserve Component (DD Form 368) this form is used to request clearance from a reserve unit or a National Guard unit.

Instructor Note: Demonstrate on how to fill out the form.

(OFF – PPT 18 / ON – 19)

     q.  The purpose of military Application for enlistment DD form 1966  pages 1-5 is to:

1) Standardizes the information that is collected and recorded by the Armed Forces as part of the enlistment process.

2) Facilitate collection and documentation of information required to determine 

      enlistment and program eligibility at each stage of the enlistment process. 


          3)  To be the source document and record for each individual who applies.


          4)  Be sure as the basic document for each Enlistee's Service Record Book and

                Headquarters Marine Corps Official File, and it will be used for all Security Clearances

                and Background Checks.

Instructor Note: Instructor Note: Demonstrate on how to fill out the form.

(OFF – PPT 19 / ON – BLANK SCREEN)

TRANSITION: Are there any questions on the components of an enlistment package or how to complete an enlistment package? What page on the DD Form 1966 do you get parents consent for an unmarried 17 year old? Now, we will begin our practical application.  First, those of you with the instructional rating forms please fill them out and the rest of the class can take a ten-minute break.

PRACTICE:  Everyone at this time with a scenario of an applicant provided to you a blank and a sample enlistment package, begin to complete an applicant enlistment package.

PROVIDE HELP:  Walk around the classroom and provide help as needed. Answer and assist students when needed. Please raise your hands when help is needed.

DEMONSTRATION:  Automated Enlistment Package MCRC version 1.1.1 demonstration will be completed at this time.  

TRANSITION:   At this point we should have a complete applicant enlistment package.  Are there any questions reguarding the completion of an enlistment package?

SUMMARY:

 

So far we have covered the components needed for the completion of an enlistment package and how to fill out each one of the forms.  At this time,  those of you with instructional rating forms please fill them out and the rest of the class take a ten-minute break.
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