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Special Staff Officers within MAGTFTC, MCAGCC 

Subj: FITNESS REPORT PREPARATION AND SUBMISSION GUIDANCE 

Encl : (1) RO Worksheet 

1. I want to ma ke it clear to everyone who wri tes f itness reports that I 
take the obligation of fitness report preparation and submission very 
seriously. Our subordinates do great work on a daily basis and it is 
incumbent upon us to give those who deserve it the best shot at their next 
promotion. As such, I am publishing this policy letter to provide guidance 
for my expectations for fitness report preparation and submission in a timely 
ma nner. 

2. For all fitness reports coming to me as the Rev iewing Of f icer (RO) , I 
expect that the report will be in my Automated Performance Evaluation System 
(APES) account for action by me within 15 days of the end of the reporting 
period . All Reporting Seniors (RS) who are submitting reports to me as the 
RO wi l l send me an e-mail indicating that t he r eport i s in my APES account, 
and will h ave the encl osure attached and f u lly fi l led out to ensure I have 
t h e most accurate p i cture possible of t h e Marine reported on (MRO) . If an RS 
cannot make this timel ine , I expect an e-mail expla ining why, but still 
expect that I will get at least a week before the report is due to 
Headquarters, Marine Corps (HQMC). These should be exceptional cases only. 
In cases where a report ei the r i s, or will be late to HQMC , I expect an i n 
person explanation ( for commands here at Marine Corps Air Ground Combat 
Center (MCAGCC ) o r a phon e call (from out l y ing commands) as to t h e 
extenuating circumstan ces t hat a r e causing the report to be late . I wil l 
just say t hough t hat I have n e v er submi tted a late report because I h ave b een 
"too busy" and this includes a total of 31 mont hs in Iraq. I am not 
sympathetic to that being used as a reason for a l a t e submission . 

3. For a ll reports not coming to me as t h e RO, I expect a ful l faith effort 
to get the reports in on t ime . I a l so expect that al l ROs and RSs are 
c h eck ing t he i r prof i les before they are marking t he reports so t hat they are 
not inadvertently damaging the MRO , or those Marin es whom t h e off i cer has 
written on in the past. I say this because I have sat on boards where i t is 
painful ly obvious that not a ll o f us who write f itness reports are checking 
our p rofiles . I can assure you that it is profess ionally embarrassing for 
those who do not. I can a l so assure you t hat I check every time I prepare a 
report as I conside r it one of my many obligations . 

L<F~Pv 
W. F . MULLEN III 
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RECOMMENDED REPORTING OFFICER COMMENTS 

1. TODA Y'S DATE 

I 
2. MARINE REPORTED ON ,3. REPORTING SENIOR 

4. OCCASION AND DATES 
a. OCCASION I b. DATE FROM I c. DATE TO 

5. RECOMMENDED RO COMMENTS (bullets) 

YQUR PROFILE 

6. HISTORY 

a. Total number of reports submitted for the grade evaluated: 

b. Overall Marking Average (all reports written for this grade: 

c. Lowest Average (all reports written for this grade): 

d. Highest Average (all reports written for this grade): 

7. THIS REPORT 

a. Average this report (Relative Value based on your RS marks): 

b. Where does MRO fall out in your overall profile? (Check one) D Top third D Middle third D Bottom third 

b. Where do you recommend the RO assess MRO? (Check one) D Top third D Middle third D Bottom third 
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