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LESSON TITLE:  Working recuiting files
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REFERENCES:  Volume 1 Guide Book for Recruiters
INSTRUCTOR PREPARATION: 

1.  Ensure all media and student materials are set up in the large classroom.

2.  Review power point presentation.

3.  Review lesson plan.

SAFETY PRECAUTIONS: N/A

INTRODUCTION:                                              




                  (5  Min)
(ON – PPT 1)

1.  GAIN ATTENTION:  Remember back to when you were in high school. The tasks you had to accomplish were easily tracked by a class schedule and possibly a sport or part-time work schedule. The people you kept in contact with were kept in a small notebook. After graduating school and entering the workforce, your sphere of influence grew larger. The tasks you had to do grew, as did the number of people you had to keep up with. Monthly minders and rolodexes could often handle this work since you probably didn't deal with more than 50 people directly. Now, however, as a recruiter you are running a business and your sphere of influence will span many hundreds of people. Monthly minders and rolodexes won't cut it here; you'll lose business. This lesson will provide you a proven method of organizing the tasks you have to accomplish and the people you have to keep up with so you'll be successful in the recruiting business.

(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 concerning the cards used in the recruiting files, the rules for using the recruiting files, the working file, and the command recruiting file.

Instructor’s Note: Have the students read the learning objectives to themselves and look up when done

3.LEARNING OBJECTIVES:  

     a.  TERMINAL LEARNING OBJECTIVES:  Without the aid of references, identify in writing the  

files used in recruiting in accordance with Guidebook for Recruiters Volume I, MCO P1130.76.  (8411.4.12)

 b.  ENABLING LEARNING OBJECTIVES:

(1) Without the aid of references, identify in writing the two types of cards used in the files in  

          accordance with Guidebook for Recruiters Volume I, MCO P1130.76.  (8411.4.12a)

(2)  Without the aid of references, identify in writing the purpose of tracking cards in accordance  

          with Guidebook for Recruiters Volume I, MCO P1130.76.  (8411.4.12b)

(3)  Without the aid of references, identify in writing the five tracking cards in accordance with   

Guidebook for Recruiters Volume I, MCO P1130.76.  (8411.4.12c)

(4)  Without the aid of references, identify in writing the purpose of the action cards in 

           accordance with Guidebook for Recruiters Volume I, MCO P1130.76.  (8411.4.12d)

(5) Without the aid of references, identify in writing the six action cards in accordance with  

          Guidebook for Recruiters Volume I, MCO P1130.76.  (8411.4.12e)

(6) Without the aid of references, identify in writing the purpose of action dates in accordance 

with Guidebook for Recruiters Volume I, MCO P1130.76.  (8411.4.12f)

(7) Without the aid of references, identify in writing the rules for using the files in accordance 

with Guidebook for Recruiters Volume I, MCO P1130.76.  (8411.4.12g)

(8) Without the aid of references, identify in writing the purpose of the working file in 

          accordance with Guidebook for Recruiters Volume I, MCO P1130.76.  (8411.4.12h)

(9)  Without the aid of references, identify in writing the five sections of the working file in 

          accordance with Guidebook for Recruiters Volume I, MCO P1130.76.  (8411.4.12i)

(10)  Without the aid of references, identify in writing the purpose of the command recruiting  

           file in accordance with Guidebook for Recruiters Volume I, MCO P1130.76.  (8411.4.12j)

(11)  Without the aid of references, identify in writing the four sections of the command  

recruiting file in accordance with Guidebook for Recruiters Volume I, MCO P1130.76.    

(8411.4.12k)

4.  Method/Media:  This lesson will be taught by the lecture method, while being aided by a power point presentation. 

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

5.  Evaluation:  The students will be evaluated on these learning objectives by a written exam designated as the mid term or the final.

(OFF - PPT 2/ON BLANK SCREEN)

TRANSITION: Are there any questions on what we will be covering today or how you will be evaluated? Now let’s take a look at recruiting files. 

BODY                                                                                                                                       ( 23 min)

1. Cards: (4 MIN) (OFF BLANK SCREEN/ON - PPT 3) There are  two types of card used in 

systematic recruiting are the Tracking and Action cards. 

  (OFF - PPT -3/ON BLANK SCREEN)
  TRANSITION: Are there any questions on the two types of cards? Q: What are the two cards used in  

  recruiting?  Now let’s take a look at tracking cards. 

  2.  Tracking cards: (3 MIN) (OFF BLANK SCREEN/ON -PPT 4) he purpose of the tracking card is to     

  identify the individuals you must work aggressively to either enlist or obtain referrals from.  There are  

  five tracking cards used in recruiting, they are as follows

Instructors Note: Explain each card to the students and ensure the understand the importance of each card

(OFF - PPT 4/ON – PPT 5)



    a.  Prospect Applicant (PAC)
          
       

    b.  Pool


          

c.   Priority Prospect (PPC)

d.   Reenlistment (RC)

e.   MCRD Card

(OFF - PPT 5/ON BLANK SCREEN)
TRANSITION: Are there any questions on tracking cards? Q: What are the five tracking cards used in systematic recruiting?  Now let’s take a look at action cards. 

3.  Action cards : (3 MIN) (OFF BLANK SCREEN/ON PPT 6)  The purpose of the Action Card is to key your Attention to the specific recruiting tasks you will need to accomplish.  There are six Action cards used in recruiting are as follows.

Instructors Note: Explain each card to the students and ensure the understand the importance of each card.

  (OFF - PPT 6/ON – ON 7)


    a.  HS/CC Visit  





    b.  List Scheduling 




    c.  Take - One






    d.  Contact

e.   Media

f.   IRT

(OFF - PPT 7/ON BLANK SCREEN)
TRANSITION:  Are there any questions on action cards? Q: What are the six action cards used in systematic recruiting?  Now let’s take a look at the administartive procedures for the cards. 

4. Administrative procedures: (5 MIN) ( OFF BLANK SCREEN/ON – PPT 8) The purpose of action dates is to ensure the mission is accomplished effectively and efficiently.  An action date is a decision point. The recruiter and NCOIC must decide which recruiting activity to perform and set a date to do it. An action date is always a future date; it must never be a date that is after the fact.

    a.  They are assigned before placing any card into the system. The action date will be a specific date during the current month, (i.e., 020101). If the card is scheduled for an out-month it may be action dated by year and month, (i.e., 0201). The following rules apply when action dating the cards. 

(OFF - PPT 8/ON – PPT 9)            









    b.   NCOIC's will not place a card in the file box without an action date.

    c.  NCOIC's will always file a card by the earliest action date.

    d.  Action dates should only be entered after checking daily/weekly schedules and the Month-in- 

    Sight.

    e.  Enter action dates, in pencil, so appointments can be rescheduled and action date changes  

    made whenever necessary.

  (OFF - PPT 9/ON BLANK SCREEN)
TRANSITION:  Are there any questions on the administrative procedures for the action and tracking cards? Q: What are action dates?  Now let’s take a look at the working file. 

5.  Working file: (4MIN) (OFF BLANK /ON PPT 10) The purpose of the working file is to systematically distribute your RSS's work load.  There are five sections to the working file.

Instructor’s  Note:  While covering the woking file refer the students to Volume I chapter 3 page 3-K-4 for the layout of the sections of the working file.

(OFF - PPT -10/ON – PPT 11)
    a.  Daily indexes.  This part of the Working file is where planned activities are distributed and  

    coordinated for each day of the current month. Those cards in the current month are filed by the  

    appropriate day. The NCOIC will pull the cards from the file daily and give them to the recruiters.

b.   FY Monthly indexes.  This is where cards with action dates in the out-months of the FY are  

    placed in the appropriate month.

c.  Outyear indexes.  This section is for cards with action dates in the next two FY's filed by  

    appropriate FY. The primary use for this section is for List scheduling cards on lists of juniors and  

    sophomores.

d.   Temporary disqualified section is for prospecting cards, (i.e., PAC, PPC), on individuals who can overcome a temporary disqualifying factor within a reasonable period of time. The NCOIC will review these cards monthly, and if they can be used, they will be included in the current month plan and indexes.

Instructor’s Note: A reasonable amout of time would be for an applicant who broke his arm and was getting his cast of in 4 monthes. An indvidual facing long term court involvement or prison time would not be considered for this section

e.   Miscellaneous.  This section contains previous years Contact and Take-one Cards only. These cards may have future value to the RSS, and are reviewed monthly by the NCOIC. If they can be 

used, they are included in the current month plan and indexes.

(OFF - PPT 11/ON BLANK SCREEN)
TRANSITION:  Are there any questions on the working file ? Q: What are the five sections to the working file?  Now let’s take a look at the command recruiting file. 

6.  Command recruiting file: (4 MIN) (OFF BLANK SCREEN/ON – PPT 12)  The purpose of the Command Recruiting file is to provide the source for the RSS's reenlistment mission each FY, and to identify those Marines for possible use as command recruiters.
(OFF - PPT 12/ON – PPT 13)
    a.  The NCOIC will check this file at the beginning of each month. All cards that can be used during  

    the current month are moved into the Working File for action.  There are four sections to the   

    Command Recruiting File.

Instructors Note: While covering the command recruiting file refer the students to the Volume I, CH. 3, page 3-K-5 for the command recruiting file.

b.   EAS.  This section contains MCRD cards on all Marines enlisted from the RSS. These cards are  

    filed by EAS. This section is divided into current year and 5 out years. The current year is broken   

    down by month.

c.   The NCOIC will check this section monthly for Marines leaving the Corps for  possible  

reenlistments. Cards are moved to the Working File at EAS and destroyed 2 months later. By then, the RSS should have a Reenlistment Card on the individual.

d. PTAD Pool.  This section contains your best candidates for PTAD. These Marines performed well 

as Command Recruiters in the past. The cards are filed alphabetically, and are destroyed 2 months after EAS.

e.   PTAD Requested.  This section holds the cards for potential PTAD Command Recruiters that  

    have been requested and are pending approval and assignment.

f.   Upon assignment, the card is moved to the Working File for tracking. Once the Marine completes an assignment on PTAD, depending on performance, the card will be moved into either the EAS section or the PTAD Pool section.  

g.   Reserves.  This section contains the cards on all Reservists enlisted through the RSS. They are 

    filed alphabetically, and are discarded after the active Reserve commitment is served. These   

    Marines are potential contacts to aid the recruiting effort.

(OFF – PPT 13/ON BLANK SCREEN)  
TRANSITION:  Are there any question’s about the command recruiting file? How many sections are there to the command recruiting file?

SUMMARY                                                    




                  (2  Min)
So far we have covered cards used in the recruiting files, the administrative procedures for using the recruiting files, the working file, and the command recruiting file.  Those students with instructional rating forms fill them out at this time and everyone else take a ten minute break. 
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