NAVY AND MARINE CORPS APPELLATE LEAVE ACTIVITY (NAMALA)

INSPECTION GUIDELINES


Dates of Inspection:  
Inspector(s): 
Reference:  (a) BUPERSINST 5450.45D, 11 May 2007
            (b) MILPERSMAN 1050-310 through 1050-380

            (c) NAMALAINST 3120.1D, 17 April 2009
            (d) USN/USMC MOA
            (e) DoD Financial Management Regulation, Volume 7,

     Chapter 3

I.   POLICY
001 Are local policies published to implement an efficient and  effective program?  Reference (c)

II.  PHYSICAL PLANT (BUILDING MAINTENANCE)
001 Are adequate support facilities provide to NAMALA by 

the Navy Yard?   

III. STAFFING AND ORGANIZATION 
001 Does the CO exercise NJP authority over NAMALA staff (both USN and USMC)?  Reference (d)

002 Is the NAMALA organizational structure consistent with the Activity Manning Document (AMD)?  Reference AMD

            NAVY AUTHORIZED BILLET ALLOWANCE

                 Officer:   1    Enlisted:  2    Civilian:  3

            NAVY STAFF ONBOARD AT TIME OF INSPECTION

                 Officer:   X    Enlisted:  X    Civilian:  X

            USMC AUTHORIZED BILLET ALLOWANCE

                 Officer:   1    Enlisted:  4    Civilian:  0

            USMC STAFF ONBOARD AT TIME OF INSPECTION

                 Officer:   X    Enlisted:  X    Civilian:  X           

    Date of current Navy AMD:         Date of current USMC document:

_____________________________         ______________________________

003 Does the unit have a urinalysis program and coordinator?

Reference (c), para 0233 (sic)

004 Does the CO have semi-annual PRT conducted to determine the physical readiness of all NAMALA military personnel?  Reference

 (c), para 0309b

IV.  ASSIGNMENT AND PROCESSING OF APPELLANTS

001 Does NAMALA staff conduct a quarterly inventory of all Navy 

and Marine Corps appellants’ service, medical, and dental records?

Reference (c), para 0600b(6) and 0700b(8)

002 Does the Joins/Gains Clerk trigger a message or email to be 

sent to the transferring command requesting status of record(s)

when either the member’s medical or dental (or both) records are

missing?  Reference (c), para 0601a and 0701a

003 Does NAMALA send the appellant a letter advising him/her of

their requirement to obtain a separation physical when there is

no record of such physical in the medical or field service records?

Reference (c), para 0601b and 0701b

004 Does the Joins/Gains Clerk ensure that a copy of the Court-

Martial Promulgating Order is filed in the appellant’s Field

Service record and that the sentence adjudged includes and 

Unsuspended punitive discharge as approved by the Convening

Authority?  Reference (c), para 0601c and 0701c

V.  OPERATIONS

001 Are turnover files current for both the Navy and Marine

Corps Appellate Leave Sections?  Reference (c), para 0229

002 Does NAMALA maintain a real-time count of all appellants?

003 Are case files assigned by case number and begin with the

last digits of the fiscal year and numbered consecutively?

004 Does the Senior Noncommissioned Officer (SNCO) maintain

liaison with Henderson Hall Command Sergeant Major and with

NDW’s Command Master Chief?  Reference (c), para 0104b(5)

005 Does the SNCO assist in ensuring that all personnel are

treated equitably in the assignment of watches?  Reference (c),

para 0104b(8)

006 Is the CORMIS Error Report queried and printed for corrective action weekly?  
007 Does NAMALA provide CORMIS training to all incoming staff?
008 Are all DD Form 214s and 215s assigned a control number?
VI.  ADMINISTRATIVE MATTERS
001 Has the OIC submitted a signature specimen as the only

NAMALA representative authorized to approve credit card

applications for the unit?  

002 Is delegation of signature authority during the CO’s

absence issued in writing to the XO with PERS-00D included on the

distribution?  Reference (c)

003 Are unit members engaged in off-duty employment approved

for such employment by the CO in writing.  Reference (c), para

0217b

004 Does the CO forward all award recommendations, letters of

recognition, etc. to PERS-00D six to eight weeks prior to the

intended date of presentation?  Reference (c)

005 Does the CO submit requests for his/her leave to PERS-00D for

approval?  Reference (c)

006 Has the unit established and maintained a “recall” telephone

list which indicates where the members’ NOK may be reached (home

and work telephone numbers and addresses)?  Reference (c), para 0223

007 Are all newly assigned personnel assigned a sponsor to assist

with check-in procedures, orientation, and indoctrination?

Reference (c), para 0308

008 Does the CO report any proposed disciplinary actions

against unit members to PERS-00D?  Reference (d)

009 Do members pay in full all outstanding Government Travel

Charge Card charges prior to transferring out of the command?  

010 Has each member of the unit been issued a Government Travel Charge Card?  

011 Do all travel orders direct the use of the Government Travel Charge Card?  Reference (e)
012 Has an official travel order file been established and 

maintained for two years? 

013 Does CO monitor appellant processing times IAW goals

established for court-martial proceedings and per command

policies?  Reference (c), para 0103c(3)

014 Is the CO’s policy on sexual harassment conspicuously

posted in NAMALA’s spaces?  Reference (c), para 0221a

015 Is a copy of the Telephonic Threat Complaint Form (OPNAV

form 5527/8) placed near every telephone located within NAMALA

spaces?  Reference (c), Appendix VIII-A, para 14a(1)

VII.  SPECIAL INTEREST

001 Is PERS-00D notified in any case which has a potential for 

press interest?  

002 Are appellants who were convicted of a crime which is classified as a Qualifying Military Offense (QMO) notified in writing that they need to provide a sample of their DNA.

003 Are subsequent letters (second and third) sent and kept on file for two years?  

004 Does NAMALA currently act as central repository for the original service/health records of naval parolees?  Reference (a).  If so, how many?________.
VIII. APPELLANT INFORMATION

001 Are appellant case files filed alphabetically? 
002 Once an appellant has been gained/joined, are they all reduced to pay grade E-1?

003 Are renewals for the Armed Forces Identification Card (AFID) approved for only 90 days?

004 In cases where an appellant is required to provide a DNA sample and has not, are AFIDs approved for 30 days only? 

IX.  SUPPLY AND EQUIPMENT
001 Is a 100% equipment inventory conducted when the CO or

primary incumbent is relieved?  

002 Is all pilferable or sensitive equipment or equipment easily stolen monitored through property control records?  Reference (c), para 0227a

003 Is a semi-annual inventory accomplished (signed and dated)

for all minor property held by NAMALA?  Reference (c), para

0227d

004 Is all controlled minor property affixed with an 

appropriate Government identification tag?  Reference (c), para

0227f

005 Does the CO receive a written report of the status of the 

semi-annual inventory of minor controlled property?  Reference

(c), para 0227h

006 Does the XO (as administrative Section Head/Administrative

Officer (AO)) maintain custody and plant property account records

for the command and conduct annual inventories of same?

Reference (c), para 0500b(8)

X.  TRAINING
001 Does the unit maintain a current SOP and SORM?

002 Have all unit members read the current SORM and

signify so by signing and dating the updated signature sheet?

003 Does the CO maintain an aggressive training program?

004 Does the unit have and maintain a tracking system that 

ensures required training is conducted and documented in each

member’s training record?  

005 Does the unit maintain a reference library for all applicable

instructions, publications, and directives?  

006 Are training folders established and maintained on all

assigned to the unit?  Reference (c), para 0108c

007 Do all NAMALA personnel receive a minimum or one hour of

HIV/AIDS prevention education each year?  Reference (c), para

0204

008 Are Standards of Conduct lectures presented at least annually to all NAMALA personnel?  Reference (c), para 0217

009 Are all records disposed of IAW with procedures contained

in SECNAV M-5210.1?  Reference (c), para 0208

010 Does the Training Officer or Budget Officer maintain records documenting the use of training funds?  Reference (c), para 0108i

011 Does the Budget Officer prepare justification of annual

budget for funds required for the command as well as prepare

annual and quarterly spending plan of new obligation authority?

Reference (c), para 0109

012 Does the XO ensure that all NAMALA personnel complete

annual Antiterrorism Level 1 training and refresher training at

least one week prior to traveling outside the U.S. or executing

PCS orders?  Reference (c), Appendix VIII-A, para 5

013 Does the CO and/or XO provide on-site training to both Navy and Marine Corps units?  Reference (a), Encl 1, para 6

XII.  STEPS AND CHECK LIST FOR MANDATORY APPELLATE LEAVE
References 
(a) NAVMED P-117, Manual of the Medical

    Department

(b) Uniform Code of Military Justice

(c) OPNAVINST 5800.9

(d) NAVSO P-6034, Joint Federal Travel

    Regulations, Volume I

(e) SECNAV M-5510.30, Department of the             

    Navy

    Personnel Security Program

(f) NAVSUP Publication I, Volume II, Naval            

    Supply Systems Command Manual, Supply           

    Ashore

(g) BUPERSINST 1750.10B

(h) Defense Joint Military System                         

    Procedure Training Guide (DJMS PTG)
	Step
	Action

	1
	A member may not be placed on appellate leave until DNA is obtained, forwarded, and accepted by U.S. Army Criminal Investigation Laboratory (USACIL).  If convicted of a qualifying military offense (QMO), any offense under reference (b) punishable by a sentence with confinement of more than 1 year (regardless of sentence imposed), ensure DNA sample is collected, forwarded to, and accepted by USACIL per reference (c).

	2
	Complete separation physical (including HIV test) prior to commencement of appellate leave. 

See MILPERSMAN 1900-808 and reference (a).

	3
	Offer member formal inpatient treatment prior to separation if diagnosed as drug and/or alcohol dependent.

See MILPERSMAN 1910-800.

NOTE: If member accepts treatment, appellate leave cannot commence until treatment is completed or terminated. Ensure member’s acceptance/non-acceptance is documented in the service record.


	4
	Counsel member on right to petition the Naval Clemency and Parole Board (NCPB) using NAVSO 5815/4 (5-81), Waiver of Clemency Review or NAVSO 5815/2 (Rev. 8-80) Request for Restoration/Clemency.  A copy of the document must be filed in the service record.

NOTE: Waiver of Clemency Review document is not required for personnel with sentence adjudged on or after

5 November 1993 if approved confinement is less than 12 months.



	5
	Counsel member regarding shipment of personal property and/or household goods (HHG).  Eligible members must submit a written request to the General Court Martial Convening Authority (GCMCA)/Special Court Martial Convening Authority (SPCMCA) for approval per reference (d).  Property should not be transferred to a Navy storage facility.  For members stationed in continental United States (CONUS) without family members, HHG shipment is not authorized under reference (d), para. U5317.  For members with family members stationed in CONUS, travel and HHG shipment may be authorized at the discretion of the CA if deemed in the best interest of the member or their family and the United States (see reference (d), para. U5370-H).  For members stationed outside CONUS, family members’travel and HHG shipment will be authorized or approved to the home of record when the general court-martial (GCM)authority determines such to be in the best interest of the Government (see reference (d), paras. U5370-B2 and U5240-F).

	6
	Revoke member’s security clearance per reference (e).



	7
	Revoke member’s private vehicle base decal.



	8
	Confiscate all Government-issued clothing, uniform or civilian, and all property of the Government except one overcoat, if needed, as provided in reference (f), para. 25940.

	9
	Confiscate identification (ID) card(s) of member and dependents.

	10
	Issue new ID cards to member and dependents with an expiration date of 6 months from date of issue.  Successive cards may be reissued for up to 3 months until discharge is affected.  Contact Navy and Marine Corps Appellate Leave Activity (NAMALA) per reference (g).

	11
	Have member read, initial, and sign Appellate Leave

Statement of Understanding (See MILPERSMAN 1050-370).  File original in service record and provide a copy to the member.



	12
	Verify service record pages for completeness and accuracy.  Enter appropriate entry to document action.

	13
	Provide member with copy of NAVCOMPT 3065 (2-83), Leave Request Authorization Form.  File a copy in the service record.


	14
	Update Navy Standard Integrated Personnel System (NSIPS) Transient Tracking on member as applicable; this may include

Transient – General (accounting                  

  category code (ACC),

  ACC Effective Date, Transient                

  Tracking code, etc.);

Legal Information (Disciplinary         

  Action, Confinement, Appellate Leave     

  information); and

Remarks as appropriate.

	15
	Change ACC to 394.

NSIPS activities use Transient Tracking to change ACC to 394.



	16
	To change duty status code (DSC) to 136, submit NSIPS leave transaction.
NSIPS activities use Leave, Leave Create, Absence Type "R" (Start Appellate Leave), with days granted 300, as per reference (h), para. 10255.  If the member requests to be paid for all accrued leave, terminate all pay and allowances including selected reenlistment payments; refer to reference (h), para. 10255.

	17
	Drop member from strength.  All personnel placed on appellate leave, mandatory or voluntary, will be administratively dropped from Navy Strength at the time appellate leave is executed without regard to status CA’s action.  NSIPS activities use Losses, Admin Loss, Use, Admin Loss – Create; after this is released, DSC will change from 136 to 143 (Active Duty, Admin Punitive Discharge, Drop from Strength).


STEPS AND CHECK LIST FOR MANDATORY APPELLATE LEAVE
	Step
	Action

	1
	If convicted of a qualifying military offense (QMO), any Offense under reference (b), punishable by a sentence with confinement of more than 1 year (regardless of sentence imposed), ensure DNA sample is collected, forwarded to, and accepted by USACIL per reference (c).

	2
	Arrange for separation physical (including HIV test) to be completed prior to commencement of appellate leave.                  

See MILPERSMAN 1900-808 and reference (a).


	3
	Offer member formal inpatient treatment prior to separation if diagnosed as drug and/or alcohol dependent.  See MILPERSMAN 1910-800.
NOTE: If member accepts treatment, appellate leave may not commence until treatment is completed or terminated.               

Ensure member’s acceptance/non acceptance is documented in the service record.

	4
	Ensure member understands that transportation to selected Leave address will be at member’s own expense.

	5
	Counsel member on right to petition the Naval Clemency and Parole Board using NAVSO 5815/4 (5-81), Waiver of                   

Clemency Review; or NAVSO 5815/2 (Rev. 8-80), Request for Restoration/Clemency.  A copy of the document must be filed in the service record.  NOTE: NAVSO 5815/4 is not required for personnel with sentence adjudged on or after 5 November 1993 if approved confinement is less than 12 months.

	6
	Counsel member regarding shipment of personal property and/or household goods (HHG).  Eligible members must               

submit a written request to the General Court-Martial Convening Authority (GCMCA)/Special Court-Martial Convening Authority (SPCMCA) for approval per reference (d).  Property should not be transferred to a Navy storage facility. For members stationed in continental United States (CONUS) without family members, HHG shipment is not authorized per reference (d), para. U5317. For members with family members stationed in CONUS, travel and HHG shipment may be authorized at the discretion of the convening authority (CA) if deemed in the best interest of the member or member’s family and the United States per reference (d), para. U5370-H. For members stationed outside CONUS, family members’ travel and HHG shipment will be authorized or approved to the home of record when the general court-martial (GCM) authority determines such to be in the best interest of the Government per reference (d), paras. U5370-B2 and U5240-F.

	7
	Revoke member’s security clearance per reference (e).

	8
	Revoke member’s private vehicle base decal.

	9
	Confiscate all property of the Government except one Overcoat, if needed, as provided in reference (f), para. 25940.

	10
	Confiscate identification (ID) card(s) of member and dependents.


	11
	Issue new ID to member and dependents, with an expiration date of 6 months from the date of issue. Successive cards may be reissued for up to 3 months until discharge is affected. Contact Navy and Marine Corps Appellate Leave Activity (NAMALA) for                               

authorization per reference (g).

	12
	Have member read, initial, and sign Appellate Leave Statement of Understanding (See MILPERSMAN 1050-370). File original in service record and provide a copy to the member.

	13
	Verify service record pages for completeness and accuracy. Enter appropriate entry to document action.

	14
	Provide member with copy of NAVCOMPT 3065 (Rev. 2-83), Leave Request/Authorization).  File a copy in the service record.



	15
	Update Navy Standard Integrated Personnel System (NSIPS)                   

Transient Tracking on member as applicable; this may include:
Transient – General (account            

  category code (ACC)), ACC                 

  Effective Date, Transient Tracking                   

  Code, etc.);

Legal Information (Disciplinary         

  Action, Confinement,                    

  Appellate Leave information); and

Remarks as appropriate.

	16
	Change ACC to 394.  NSIPS activities use Transient Tracking to change ACC to 394.

	17
	To change duty status code (DSC) to 136, submit NSIPS Leave transaction.  NSIPS activities use Leave, Leave                      

Create, Absence Type "R" (Start Appellate Leave), with days granted 300, per reference (h), para. 10255.  If the member requests to be paid for all accrued leave, terminate all pay and allowances including selected

reenlistment payments; refer to reference (h), para 10255.

	18
	Drop member from strength.  All personnel placed on appellate leave, mandatory or voluntary, will be                             

administratively dropped from Navy Strength at the time appellate leave is executed without regard to status of the CA’s action.  NSIPS activities use Losses, Admin Loss, Use, Admin Loss – Create after this is released,                   

DSC will change from 136 to 143 (Active Duty, Admin                      

Punitive Discharge, Drop from Strength).

	19
	Go to MILPERSMAN 1050-330.  If CA action has been received File a copy in the SRB.

NOTE:  If CA action is not received within 120 days of court martial, initiate tracer action via message to the CA, with follow up tracer every 30 days thereafter.  Include immediate superior in command (ISIC), Office of the Judge Advocate General (OJAG), and NAMALA on second and subsequent tracer actions.
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