SENIOR ASSESSMENT OFFICER WALK-IN CHECKLIST: 2 Sep 04

1. Introduce self (team members will be introduced during in-brief) and explain that you are at the unit for the purpose of conducting the MORDT.

Example, "We will be conducting a MORDT for your unit.  The RUC ('s) being assessed during this MORDT will be ____________."  

2. Present Letter of Authority to conduct the MORDT from LtGen McCarthy.

3.  Communicate the following to the I&I/Unit Commander":

a. Team requirement for a private work area suitable to the size of the team with phone and computer with internet access.

b. Importance of unit cooperation and accountability for information or document requests made by any of the assessors throughout the assessment.  See SEA walk-in checklist. 

c. MORDT assessment may require departure from unit SOP for muster--the MORDT has a standardized procedure for MORDT muster processing to ensure consistent assessment results.    
4. Instruct unit CO/I-I to initiate unite recall and to include the P/WST in the recall and muster. 

5. Schedule MORDT in-brief with the I-I / CO.  Explain that in addition to the following key personnel, co-located supporting or supported commanders may also be invited to attend the in-brief.


a. Inspector Instructor (I-I)


b. Reserve Unit Commander (if available)


c. Senior enlisted from I-I and Reserve units.


d. I-I and unit embarkation chief


e. I-I and unit admin chief


f. I-I and unit corpsman


g. Others as appropriate. 

Example, "I'll conduct a MORDT in-brief as soon as you are ready.  So go ahead and get started with your recall.  Let me know when you've gathered your key personnel for the in-brief and we'll start.  Ideally, I would like to do the in-brief no later than 0800.  Before my presentation, I would be pleased to hear a short command in-brief if you have one that explains to myself and my team about your command, unit mission and your relationship with the local community.  If possible, I would prefer to present our in-brief in Power-Point format.  So, if you could get the appropriate Marine to set-up the area where you want us to conduct the in-brief, I would do that now.  Please let __________, who is my Senior Enlisted Assessor, know where our team can set-up for a work area and we'll get to work."

________________________________________________________________

MORDT SEA WALK-IN CHECKLIST  

(FOR USE UPON ARRIVAL OF MORDT TEAM)

____ INITIATE RECALL AND NOTE START TIME:

____ DELIVER THE FOLLOWING ITEMS TO THE MORDT SAO BY  ______ FRIDAY:


_____CURRENT ALPHA ROSTER


_____LIST OF MOBILIZED MARINES AND DOCUMENTATION


_____LIST OF MARINES ON ADSW/IIADT/REC. ASST. AND DOCUMENTATION


_____LIST OF MARINES PENDING DISCHARGE AND DOCUMENTATION


_____LIST OF MARINES WHO WILL RIDT THIS DRILL AND RIDT FORMS


_____LIST OF MARINES WHO WILL BE EXCUSED AND REASON FOR EXCUSE


_____LIST OF MARINES NOT SCHEDULED AND REASON


_____ LIST OF UNIT COLLATERAL DUTIES (FOR RSP)

____ REVIEW TRAINING SCHEDULE AND PREPARE TO COORDINATE CONFLICTS WITH THE SAO

____ PROVIDE NAME AND PHONE NUMBERS FOR BOTH CO AND I&I TO SAO AT IN-BRIEF (FOR USE BY MCRSC G-7 TO CONTACT ON MONDAY AFTER THE MORDT)

____ READ THE EMBARK SCENARIO PRIOR TO IN-BRIEF 

____ ALERT UNIT EMBARK NCO AND HAVE HIM/HER ATTEND IN-BRIEF 

____ PROVIDE WORKING SPACE AND A COMPUTER FOR THE MORDT TEAM

____ PROVIDE MORDT TEAM WITH ACCESS TO A PHONE AND UNIT PHONE NUMBERS AT THE IN-BRIEF.

____ ALERT OTHER MARINE UNITS CO-LOCATED WITH YOUR UNIT AND INVITE A REPRESENTATIVE TO THE IN-BRIEF

____ ALERT THE PWST AND INVITE THEIR OIC/NCOIC TO THE IN-BRIEF

____ ALERT YOUR ADMIN CHIEF AND CORPSMAN AND HAVE THEM ATTEND IN-BRIEF

____ IN-BRIEF TIME __________ LOCATION _____________________

STANDARDIZATION FOR CONDUCTING THE MORDT MUSTER

1.  Have the SgtMaj/1stSgt or Unit’s Senior Enlisted form the unit in ALPHABETICAL ORDER prior to the scheduled MORDT Morning Muster.

2.  Have the Unit’s SgtMaj/1stSgt or Unit’s Senior Enlisted call the Muster directly off of the Unit Muster Sheet (minus the agreed upon exemptions), which were pulled from UDMIPS.

3.  When calling the Muster, if a Marine doesn’t answer up when their name is called, it will be called a total 3 times before moving on to the next name.

4.  As a Marine’s name is called and are present, they will fall out and reform in a new formation in an area designated by the Senior Enlisted Assessor. 

5.  You can either have the Marine move directly past yourself and the Unit’s Senior Enlisted calling the Muster or have another Assessor check the name of the Marine as he falls into the new formation.

6.  Identify any additional Marines still standing in the original formation and dismiss them.

7.  The Senior Enlisted Assessor and the Unit’s SgtMaj/1stSgt will physically walk through the newly formed Formation and conduct a physical head count of all the Marines in that formation.

8.  Upon the completion of the physical head count, both the Senior Enlisted Assessor and the Unit’s SgtMaj/1stSgt will confirm the head count numbers.

9.  The final head count will then be briefed to the Senior Assessment Officer & Unit CO.

10.  The formation can then be turned back over to the Unit to carry out the plan of the day.

