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From: 
Commanding Officer

To:
New Unit Coordinator name

Subj:   APPOINTMENT AS TFAS/MOL UNIT COORDINATOR

Ref:    (a) Marine Online Users Manual 

1.  You are hereby appointed as the Total Force Administration System/Marine Online Unit Coordinator for Unit .You need to thoroughly familiarize yourself with reference that can be found at https//mol.usmc.mil.  This appointment will remain in effect until you are formally relieved by the appointment of another TFAS/MOL Unit Coordinator.  There is a requirement for the Unit Coordinator to be Billet MOS   0193, 0170 or 0180, and MSgt/1stSgt (E8) or above in accordance with the diary reporting requirements within MCO P1080.35 MCTFSPRIUM.

2.  Your local Manpower Information System Support Office (MISSO) will be your primary source of information and updates.  If you have any questions or need to schedule a presentation, contact MISSO - 03 or 06.  

3.   The TFAS/Unit Coordinator should be prepared to provide the commander’s intent on who is authorized to approve leave, submit morning reports, recommend and approve proficiency and conduct marks recommendations, promotion recommendations within MOL.
4.   Prior to implementation, your unit should begin personnel routing architecture preparation.  In order to take advantage of these capabilities, it is your responsibility to ensure the following:
a. Every Marine within the command must have a MOL account.  Getting an account is easy but it will require unit leadership to ensure it is accomplished. 

b.  Proper unit structure must be established.  Everyone in the organization must have an accurate company code, platoon code and work section.  These codes in combination or by themselves will establish the routing of all requests/actions.   The routing architecture of all requests via MOL will be based on this information.  In order for the NCOIC, Company Gunny, 1stSgt, XO, CO, etc. to be involved in the process, the information in MCTFS must be accurate.   Naming conventions for these data elements will be determined by the Command but at a minimum should be logical and uniform.  

c.  Ensure Subject Matter Experts (SME) for your Unit are properly prepared to receive training and implement the TFAS/MOL BCP rollout to the unit.  These SMEs will be all administrators and morning report clerks within the unit at the section/shop/company/squadron battalion lever or higher.

Unit Coordinator:

Rk, Name, Init, MOS, Billet Description, Phone Number, Email Address




SIGNATURE
