
Developing Assessment Literacy Example Test 6

FUNDAMENTALS OF SERVICE RECORD BOOKS

INSTRUCTIONS:  With the aid of references, answer the following questions.  You have 1½ hour to complete this test.

1.  Use today’s date in the Department of Defense date format. Today's date YYYYMMDD 1

2.  What is the purpose of the service record book?  The SRB is designed for recording specified information about a Marine at the time of enlistment, changes in status, and pertinent events which affect the Marine's military service. 2
3.  What reference is used for service record book preparation and maintenance?   3
MCO P1070.12 or Individual Records Administration Manual or IRAM. 
4.  What does the service record consist of? 

    a.  Cover 4    
    b.  Standard pages 5

    c.  Pertinent documents 6

5.  Who shall the commander designate to conduct audits of the service record?  An Officer, SNCO, responsible LCpl or above, or civilian employeeGS-04 and above. 7
6.  Do not use the document side of the service record book as a catchall. 8
7.  When preparing a standard page, what are the three methods for entering a Marine’s name on all standard pages?   

    a. Natural Capitalization 9
    b. LAST NAME only all upper case 10
    c. ENTIRE NAME IN UPPER CASE 11

8.  List four standard pages of the service record:   

    a. 12
    b. 13
    c. 14
    d. 15
*Answers include – (DD Form 4) Enlistment/Reenlistment Document, (NAVMC 321a) Agreement to Extend Enlistment, (NAVMC 118(3) Chronological Record, (NAVMC 118(11) Administrative Remarks, (RED) Record of Emergency Data, (SGLV-8286) Servicemember’s Group Life Insurance, (NAVMC 10132) Unit Punishment Book, NAVMC 118(13) Record of Conviction by Summary Court-Martial.
9.  What is the document side of the service record designed for?  The document side of the SRB is provided for inserting superseded standard pages from the service record, official letters, certificates, and various other documents regarding the Marine that should be made a permanent part of the official record. 16
10.  List three occasions when it is mandatory to audit the service record:

    a. 17
    b. 18
    c. 19
*Answers include – Join,  Triennial, Deployment Readiness,  Commanders Request.

11.  Who has overall responsibility for care and maintenance of the service records?  Responsibility for the care and maintenance, including opening and assembly, custody, timely forwarding, making entries, closing, etc., rests with the commander. 20

       21      
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12.  Erasures, strike overs, and/or any type of correction fluids or ink eradicators are prohibited.

13.  Who is authorized to authenticate service record book entries? The commander, the acting commander (in the commander's absence), or a commissioned officer, warrant officer, or SNCO designated in writing will authenticate entries.  24
14.  What procedures do you use when you have a late entry? 

Make the required entry in the next available space on the affected page. An asterisk (*) will precede the entry and the notation "* Late Entry" entered at the bottom of the page to indicate that the entry is out of chronological order. 25
15.  List two tools that can be used to make entries into the service record? 

    a. 26
    b. 27

*Any TWO of the following answers is considered correct.

Typewriter,  word processor,  rubber stamps or pens in black ink. 
16.  How do you prepare the cover for the service record?  Enter the Marine's name (last name, first name, and middle initial followed by such titles as "Jr.," "Sr.," or Roman numerals i.e. "II," "III," etc.) and SSN on the cover. 28
17.  What is the purpose of service record book audits?  To ensure records of personnel are accurate, complete, current, and in consonance with information maintained in the MCTFS data bases. 29
18.  What chapter of the order covers audits?  Chapter 5. 30
19.  When any page is filled or there is not enough room for further entries what must be done?  When space on a standard page or any of its sections is exhausted, note at the bottom of the page “Continued on supplemental page.” Or you may abbreviate this annotation; e.g., “Cont’d on Supp Pg.” Line out the unused

portions of the page to preclude further entries after opening the supplemental page. Insert an additional page and label it with an alpha-numeric page number at the bottom center; e.g., “3(a)”, “11(a)”, etc., as supplemental. 31
20.  How often should service record books be safeguarded?  At the end of each workday. 32
21.  Access to service record books is for the individual Marine and persons properly and directly concerned in the performance of their assigned duties.  33  *Also acceptable answer: persons officially working with the OQR/SRB.
22.  Documents of temporary value should be filed in the unit’s correspondence files. 34
23.  How often do you conduct a service record check?  Monthly. 35
24.  Users may generate a personnel roster from the
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Unit Diary System (UDS) or On-Line Diary System (OLDS) to assist commanders in the responsibility of service record accountability?

25.  What are the three methods of corrections?      

    a.  Pen Change 38
    b.  Counterentry 39
    c.  Modifying Entry 40
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